PROCESS 20 HOUR

NOTES on the language used herein:

Auto Status = CRM will automatically change the status based on previous action

HY Status Change = HY Admin will manually change the status

If line starts HY, then denotes HY Admin does the function  

If line starts Auto, means done by the system 

**If HY Admin does an "action", there needs to be a "check box" when action was completed in CRM

***Assumes that anything submitted online in a Form format, automatically saves in CRM

****Training Session dates set up like "events" with a limit to the # of people who can participate, when date is full, fills up next training "event", if no event available, prompts HY to create a new training date

Status Changes for 20 Hour in CRM
Inquiry

Questionnaire

20 Application

20 Training 1

20 Training 2

20 Training 3

20 Training 4

Instructor

+++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++

20 Hour (2 choices)

Contact Us Form (COMPLETE)

Get More Info Form (COMPLETE)

Contact Us Submitted

HY to email back*

Get More Info Form Submitted***

Get More Info Form Notification Email to HY (train@holyyoga.net)


Info in CRM

 
Auto Status:  Inquiry
HY Emails 20 HR Packet - DO YOU WANT THIS AUTOMATED? YES. It should be emailed to them as soon as they submit their contact info when they elect to see more info
HY Emails Link to Online Questionnaire Form - DO YOU WANT THIS AUTOMATED? Yes, I would like that when they elect to do it that they could do it right online from the info PDF (that they have access to in step above). They should be able to submit it online too. What happen to it once they submit it?  Is it virtually stored and connected to their file in the CRM or will I be emailed it and have to house it physically somewhere? I would prefer to have it all virtual (obviously!)
Completes Online Questionnaire, hits Submit


Auto Status: Questionnaire


Autoresponder Welcome 20 Hr Email – They will get call w/in 48 hours


Autoresponder 24 Hr Portal Passcode Email (HY TO DEFINE PORTAL ACCESS AT EACH STAGE OF THE PROCESS, 24 HOUR, 20 HOUR, TRAINING, INSTRUCTOR AND MASTER INSTRUCTOR) As inquiries until enrolled, they should have only a viewable type of access. No download/printing possibilities

HY Phone Interview (BEST TIME TO CALL IS PART OF QUESTIONNAIRE QUESTIONS)
Completes HY Phone Interview


HY Changes Status:  20 Application



Autoresponder Email to Paypal Link/Acceptance to Program (48 hours after status changed)***



Autoresponder Email Link to Online Application Form

Pays Application Fee (Mail check or Paypal)


Auto changes Status to 20 Training **** 1 (when submit Paypal payment, if mail check, then HY can change)


CMS finds next 20 Training 1 with opening, enrolls them in Training 



Autoresponder Email with 20 Training 1 date  


HY sends manual

20 Training Session 1-4

30 days prior to 20 Training Session 1 the 20 hour with be lumped in with the 200 hour people

Autoresponder Housecleaning with all Training dates email 30 days prior


Autoresponder Email listing fellow classmates 30 days prior


HY set up dimdim.com session, able to import emails from CRM

MM can code if they sign up even 1 day prior to Training Session 1 AND there is room in the Training Session 1 track, that they will be enrolled in this event. 
Dimdim will remind participants prior to session (is there a way to import RSVP feature from dimdim into CRM?) - NO, HY will receive RSVP and need to manually note the RSVP ok
After Training 1


HY Roll Call, change Status:  20 Training 2 - finds next Training 2 date


HY Set up Training Session 2 Event (if not already in system)



Autoresponder Email with Training 2 date


HY set up dimdim.com session, imports emails, sends


Status:  20 Training 2
******NOTE, HY TRACK IF SOMEONE MISSES THE TRAINING ONLINE AND DOWNLOADS THE PODCAST**********

This scenario repeats for 9 sessions

After Session 4


HY change Status:  Instructor

HY give full access to instructor status in portal

