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Tracking Free Trial Leads-Trial Pipeline
« Add a new opportunity
« Create contact card
« Update Opportunity details
Maketing Opportunities- Marketing Pipeline
« Create an opportunity under
Contact
« Add a business name

« Track Opportunity Value
- Add Calendar Date

Communications
« Email Marketing
« Reminders

« Follow Up

« Reviews
- DMS

Tracking
« Conversions
« Ad Budget

« Value

YOUR POINT OF CONTACT
ASHLY@CORDOVANARTSCHOOL.COM
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GHL Login

Login

TilHighLevel

The Al-powered
business operating
system

All the tools you need to capture, nurture and close new leads
into baokings, sales, reviews and repeat customers!

Start 14 Day Free Trial



https://app.gohighlevel.com/?_gl=1*15uhxoi*_gcl_aw*R0NMLjE3OTIwOTI5OTQuQ2p3S0NBanc4OEhXQmhBM0Vpd0FvMlpkNkJjb19NckEwamZkSDJaTVZ0eExWZ2d3QWg1WnllSG5KbmdJNnlSYWZFRXVRZks3c0I2czZ4b0N0anNRQXZEX0J3RQ..*_gcl_au*NTI4NjI0Mzc5LjE3ODU5OTMwNjQ.*_ga*NDUwMzM3NTQ2LjE3ODU5OTMwNjQ.*_ga_HSZW8WNR22*czE3OTIwOTI5ODgkbzMkZzEkdDE3OTIwOTI5OTQkajU0JGwwJGgw
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GHL: Adding a Contact

1.Select Opportunities-
From Dashboard click Opportunities on Left-hand tab.

T < 172 >

z) Model Sandbox
=" Round R exas

Dashboard -+ New
. Ask Al + Quick filters
Launchpad
Opportunity status

Dashboard (Status change)
Conversations
Calendars

Contacts

Opportunities

Tl Payments C

No data
|_' Al Studio
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GHL: Adding a Contact

2.Select Trial Student Pipeline-

This is your pipeline used for tracking new leads as they come in from advertisements and your
free trial form submissions

1 060000

Opportunities  Opportunities ~ Forecast  Pipelines  Bulk Actions

Trial Student Capture 0 opportunities 88 = & Import

z) Model Sandbox
=" Round Rock)exas

L AskAl Paint Your Own Pottery
Launchpad School | Student Lifecycle ) Q search opportunities {8 Manage fields
Dashboard Trial Student Capture v Contacted Trial Scheduled Trial Completed Trial No Show
0 opportunities  $0.00 0 opportunities  $0.00 0 opportunities  $0.00 0 opportunities $0.00

Conversations + New pipeline
Calendars

Contacts

s Opportunities

Payments “

3.Click on Opportunities

000000

Forecast  Pipelines  Bulk Actions

v 0 opportunities = Imp + Add opportunity
) Q) Search opportunities {8 Manage fields
v Contacted Trial Scheduled Trial Completed Trial No Show

0 opportunities $0.00 0 opportunities $0.00 0 opportunities $0.00 0 opportunities $0.00
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GHL: Adding a Contact

4.Add new opportunity-

A separate window will appear for you to fill out.

Add new opportunity X
Create new opportunity by filling in details and selecting a contact
Opportunity details Contact details @
Primary contact name * Primary email
Test-Free Trial ashly@cordovanartschool.com

Primary phone
+15556555555
Opportunity details

Opportunity name *

Test-Free Trial

Pipeline Stage
Trial Student Capture New Lead
Status Value
Open $ Please Input
£ Manage fields Owner Followers

Cancel Create

5.Fill out the Opportunity Contact card details:

Contact- Main Contact- (this is usually the parents or guardian name, We want parents to be

contact, so multiple children can be listed under the contact as opportunities.
see instructions below on how to create an opportunity.

Email- Main Contact’s Email address (parent’s or guardian’s email)
Phone- Main Contact’'s Number- parent’s or guardian’s main number*

Opportunity Details- This will be the Child's name or the student who is enrolling for a trial/class
Opportunity Name-Enrollee
Birthdate: Every Opportunity needs to have a birthdate

*This is an important to complete this information correctly. It will give you an error if the number
doesn’t have 1 in front of it.



Y Advanced filters < Sort (1)

New Lead
2 opportunities $0.00
Zoey HubbardBrande L Hubbard

Value: $0.00

¢cpPp o6

Parker Revell

Source: Website Free Trial

Value: $0.00

ep0®a e
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GHL: Trial Pipeline

Contacted
18 opportunities $0.00
Isabel GonzalezBrenda Perez

Value: $0.00

ep @Pz B

Monet MeaveCora Moore
Value: $0.00
ce@d
Genevieve Ugalde

Source: Website Free Trial

Value: $0.00

Trial Pipeline Stages:

Trial Scheduled
1 opportunities  $0.00
Margaux BrousseJenifer Brousse

Value: $0.00

¢CpPp e

Q1 Search opportunities

Trial Completed

1 opportunities  $0.00

Sayid Coley

Source: Website Free Tri
Value: $0.00

v p ®®Po B

New Lead - Main Contact- (this is usually the Parents or guardian name)
Contacted- Main Contact's Email address (Parent’s or guardian’s email)

Trial Scheduled- Main Contact’s Number- Parent’s or guardian’s main number*

al

<

% Manage fields

Trial No Show

2 opportunities $0.00
Taiwo Ajufo

Source: Jackrabb
Value: $0.00

e p@paB

Stacy Foxworth

Source: Website f

Value: $0.00

epPpae

Trial Completed- This will be the Child's name or the student who is enrolling for a trial/class
Trial No Show-Student Didn’t attend, will need to move to Follow Up
Registered- Regisistered in class
Follow Up Needed- Prefered same day need to reach out. Follow up with call, make a task to

follow up 48 hours, then 5 day, then 7 day.

Lost - Follow up with this list monthly

Action- You will grab the contact card and slide it over to move it to another
pipeline stage once you have completed that stage.
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GHL: Marketing Pipeline

Notes:
Same steps as above to add a contact and an opportunity.

Marketing Opportunities Pip. 31 opportunities 88 = & Import

i= Open opportunities  + List

¥ Advanced filters < Sort (1) (Q search opportunities {8 Manage fields
New Prospect < Contacted < Need to Be Reached < Active Conversation < Opportunity Identified
0 opportunities $0.00 0 opportunities $0.00 0 opportunities $0.00 0 opportunities $0.00 0 opportunities $0.00

Marketing Pipeline Contact card details:

Contact -Point of Contact- usually PTO member, event coordinator etc.
Business Name- Is important because it keeps the opportunity together despite the PTO
contact.

Opportunity- PTO Name + The scholarship program, event that you are potentially going to go
into contract with to create the partnership.

Date of event- if your sponsorship is hosting an event. Added in GHL and then will share to your
google calendar.

Opportunity Value - What you're spending or donating to go into partnership with them

Notes- Add details from conversations, details of sponsorship level.

Upload Docs and Images- Sponsorship agreement

Assign task when Marketing efforts are due or need to order flyers etc.
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GHL: Marketing Pipeline

Advanced filters < Sort (1) Q. Search opportunities {8} Manage fielc
artnership Confirmed < Scheduled Active < Completed < Nurture/Future Opportunity < Not A Fit
opportunities  $1,600.00 12 opportunities  $450.00 8 opportunities  $191.00 1 opportunities $0.00 1 opportunities $0.00
ummerwood El | Trunk or Treat Bo... | Hargrave HS Trunk or Treat 10/27/2... Summerwood EI PTO | Board M... Waters Edge NNO | National Night O... " Keep Houston Free G
usiness name: Summerwood El Value: $0.00 Business name: Summerwood El PTO Business name: Waters Edge NNO Business name: Keej
alue $150.00 590 Value $0.00 Value: $0.00 Value $0.0
YO B EE ceo 9Pa 8 o ®®o e ®@®s
Summerwood EI | Turkey Trot Booth A
akeshore El | Auction Donations an... | . N Groves El | 4th Grade Spirit Night S
Business name: Summerwood E|
usiness name: Lakeshore EI Value: $150.00 Business name: Groves E
alue: $0.00 A0 B Value: $191.00
) © ve 99

Eagle Springs El | Cookies with Santa %

Marketing Pipeline Stages:

New Lead -
Contacted-
Review-

Trial Scheduled
Trial Completed-
Trial No Show-
Registered

Follow Up Needed
Lost
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