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Marriott Hotel’s Guiding Principle On Standard Operating
Procedures (SOPs).

“When | say that the company’s prosperity
rests on such things as our sixty-six-steps-

to-clean-a-room manual, I'm not

exaggerating,”

- J.W. Marriott Junior

http://www.economist.com/news/christmas-specials/21591743-be-my-guest
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Author’s Note

Most marketing books, magazines, etc. assume that the student is already a marketer or understands the nuances of marketing.
Robin Robin’s Technology Marketing Toolkit simplifies classic marketing techniques and wraps them in a usable form for IT
companies.

As CEO of Brainlink, it is incumbent upon me to UNDERSTAND marketing and DEVELOP / IMPLEMENT STRATEGIES.
The tactics are best left to staff. (and when | switch hats from CEO/CMO to marketing tech, the SOPs help me save time and avoid
aggravation).

Purpose Of This Document:
To document marketing processes and activities In use at Brainlink.

The SOPs simplify recurring marketing activities (Importing, processing and marketing to contacts; creating newsletters; handling
rejected newsletters; gathering & using testimonials) into simple recipes that anyone can follow.

Author’s Intention:

| hope you do NOT blindly copy my SOPs — they work for me & my team. You should pick whichever SOP appeals to you and rewrite
it for your company. We use ConnectWise, Pronto, ITSAutopilot, Cardscan, Outlook 2010.

If your tools or vendors are different then you should adapt.

| sincerely hope that you use this set of recipes as a Launchpad to accelerate your marketing and sales efforts into high gear.

The Scientific Method (as it applies to marketing):

At Bronx Science, | was introduced to the Scientific Method.
Scientific Method demands that the results be reproducible. An experiment that only works once is a failure.
These SOPs allow us to replicate the results consistently, month after month.
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2013/2014 Marketing SOPs

This is my attempt at sharing our processes/experiments in marketing in hopes that other MSPs and VARs can replicate the
marketing results (generate that newsletter! Send that eblast! Gather those Testimonials!)

We also hope that companies with different tools (Autotask, Constantcontact, Mailchimp, etc.) will adapt these SOPs and SHARE
them with others widely, and free-of-charge to improve the marketing effectiveness of fellow professionals everywhere.

Guiding Philosophy:
| am the possibility of FAMILY, FUN and FREEDOM.
| believe that success is within our grasp — we just have to reach for it.

| believe that when we professionalize our profession as IT professionals and Business owners, we will see a significant shift in
revenues, profitability and happiness.

| believe that by learning from our peers, we move ourselves forward FASTER.
| believe that when we SHARE our successes, we move EVERYONE forward even faster.
| believe the promises enshrined in the US constitution: Life, Liberty and the pursuit of happiness.

The rising tide lifts all boats. This is my river flowing into the ocean.

These processes have contributed greatly to our success. | hope they contribute even more to yours.

HIPAA

PCI-DSS and Privacy Breach Law Compliance

Cyber Security

\% Cyber Civil Rights
www.ITSecurityConsultant.com raj@rajgoel.com
www.RajGoel.com 917-685-7731
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SOP Template

3 column template

How to use this template:

For each step, enter a description in the
2" column

Insert appropriate screenshots in the 3"
column

team members,

All SOPs must be tested & signed off by 2

[%2]

=+

D
©

Description

Screenshot

OI0INID | IWIN
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1) SOP - Creating MAIL MERGE emails from Outlook

Step

Description

Login to Raj’s outlook

Select any contact

Click MAIL MERGE

Select these options

- Only Selected Contacts
- New Document

- Merge To: EMAIL

- Enter the SUBJECT

Screenshot
_S_'ﬂ & L i — " 5% /a B Forward Contact ~ 8BS cat
—1 % A \) ﬁ _J = 157 Share Contacts WV Fol
E-mail Meeting More i - Move  Mail
- ERGNe List = - Merge Q,,J Open Shared Contacts | () Priv
F Communicate Current View Adtions Share T
goel x
[ @ Full Name Company File As Country/Region Bi| <
Click here to add a new ...
G Meena Goel Goel, Meena
&, Mimi Goel Bansal Dermatologist Mimi Goel Bansal 51
& Mohan Go :
Mail Merge Contacts
G N Delener L @
&, Paresh Gog Contacts Fields to merge
8, Piyush Gog () All contacts in current view @) All contact fields
&, Pranay Gog (@ Only selected contacts (7 Contact fields in current view
G, Prem Patel
I raj Goel To filter contacts or to change the columns in the current view, on the View tab, point to Current View,
) and then choose a command,
& Ramesh G4 pocument file
g LI - 4 (@) New document
Sandy Free| - -
() Existing document:
&, Sanjay God Browsess
. Sharon Faq Contact data file
®  Sharon Go| Tg save this contact data for future use or reference, spedify a file name.
& shashiGog [ Permanent file:
&,  Shikha Sha
22 Shikha Sha Merge options
Q Tina Goel Document type: Merge to: Message subject line:
& Vinod Goe Form Letters |Z| E-mail IE‘ Invitation To Friars Club, Jan 23, 2014
& Vishal Goe
oK ] [ Cancel ]
Try searching again in All Contact ltems.
-
4 1T} »
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3.

In Microsoft Word, select
START MAIL MERGE -> Email
Messages

w| L
=1 Envelopes 5

Insert

Page Layout

References

=] Greeting Line

Mailings

Documents

=| Address Block

Revi

5 Labels Start Mail  Select Edit -
Merge = Recipients * Recipient List = [nsert Merge |
Create Start Mail Merge Write & Insel
IE I ' R ' I 1 I 2 I
=1 T T T T T

Click Select Recipients -> Use
Existing List

Select
Recipients = Recipient L

Edit

Start Mail Merge

B

Select the spreadsheet containing
the names, email addresses, merge
info

@ Select Data Source

@thﬂ » Computer » tmp (\0101212) (T »

Organize « MNew folder

, 2013-08-22-Compliance_Toolkit
. Clients

, 2013-04-06-BOOTCAMP
E:’ SharePoint

& SkyDrive @ Brainlink International, Inc.

SharePoint Sites
. 2013-Brainlink_S50Ps
| Shock-And-Awe

.

(L) AGC_list.csv
| AGC_listads

| winxp

. gallin-runbook

, 2013-12-13-Seminar_Invites
. wsusoffline

, 2013-10-09-Flight

MName

[T- - Y- RTINS PO Y

1 3-10-N7-N0- lnnlin Matazedi

A B

First Name : Last Name

Joe Charczenko ||
Steve Charney f
Jim Conroy i
Peter Davoren J
V. Marius iDiaconu i
Sean Donohue E
Roy Douglas fl
K.enneth Durr i
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Use the INSERT MERGE FIELD
feature to insert the merge fields
into the email..

6.

Create & complete the letter.

@' Hwo-d|- Document5 - Microsoft Word
Home Insert Page Layout References Mailings Review View Acrobat
=9 Envelopes :'- j 2 Address Block 2P Rules o&:{j wl %i‘
= 2 Greeting Line ﬂj Match Fields e
Bl Labels Start Mail  Select Edit Highlight | . Preview B Finish &
Merge ~ Recipients = Recipient List | [Merge Fields | @i Insert Merge Field ~ Results = Auto Check for Errors | perge
Create Start Mail Merge Write & Insert Fields Preview Results Finish

O e O D L O

~[em

Dear «First_Namex»,

You are invited to an exclusive, invitation only, Construction Technology Seminar on Jan. 23 8 am at the Friars Club.

I look forward to seeing you at the Friars Club on January 23rd.

--Raj

Rajesh Goel, CISSP |

cell {317) 685-7731

CTQ: Brainlink International, Inc.
raj@brainlink.com
www.brainlink.com
www.linkedin.com/in/rajgoel

www.rajgoel.com
You run your business, and leave the IT to us.

Author of "The Most Important Secrets To Getting Great Results From IT"

In preparation for the event, I've put together some materials and critical documents that you may want to review in advance at «Shock_and |
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7.

Use the PREVIEW RESULTS feature
to double-check the mail merge

™ B R B

Document5 - Microsoft Word

Home Insert Page Layout References Mailings Review View Acrobat
] d =] Add Block Rules ~ 26 =
=4 Envelopes o j E] ress Blocl 2P Rules 4 '3 =
= S Greeting Line %Ql\ﬂatch Fields 7 Find Recipient A=
2 Labels start Mail  Select Edit Highlight | ) Finish & N
Merge = Recipients * Recipient List | [Merge Fields| @@ Insert Merge Field ~ €] Update Labels Auto Check for Errors | merge~ | Al
Create Start Mail Merge Write & Insert Fields review Results Finish
T—
B S 1 B N - N I YS S I R S S N - T R 7 S I R R

<

You are invited to an exclusive, invitation only, Construction Technology Seminar on Jan. 23, 8 am at the Friars Club.
In preparation for the event, I've put together some materials and critical documents that you may want to review in advance at fhttp:/fmorgancont

barrie. premeetingmaterials.com

| look forward to seeing you at the Friars Club on January 23rd.

--Raj

Click FINISH & MERGE -> Send Email
Messages

Ly
&,
Finish & | |
Merge~> | A
Finizh

Click OK

o |l

[ Merge to E-mail

Message options

To: EE - |
Subjectine: \1nyitation To Friars Club, Jan 23, 2014

Mail format: | L IZI

Send records
@ Al
(™) Current record

(7 From: To:

Ok l [ Cancel
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10. Check Raj’s SENT Folder in Outlook | # Favorites ¢
to confirm the messages were sent. L] Inbox (22) p _
& Unread Mail HE [ D]0]To Subject
Deal with any bounce-backs. L= Sent Items s Date: Today
(&l Deleted Items (33 sanaa: — ;
: . © "Wstickevers@morgan-contra... Invitation To Friars Club, Jan 23, 2014
‘=] Inbox 37} — ‘rwolf@awolfandsan.com’ Invitation To Friars Club, Jan 23, 2014
[ Sent (1) —] ‘'manal@degmorinc.com’ Inwitation To Friars Club, Jan 23, 2014
[ 3 01-Raj-Tasks .~ ‘'hwesterman@westermancm.c... Invitation To Friars Club, Jan 23, 2014
[ 01-Raj-Done .~ info@titaniumcs.com’ Invitation To Friars Club, Jan 23, 2014
@ Trash (25) ] ‘'nhayes@hudsonmeridian.co... Invitation To Friars Club, Jan 23, 2014
................................................. —] rory@ducecc.com’ Inwitation To Friars Club, Jan 23, 2014
© raj@brainlink.net ‘= —] cheryl@mckissack.com’ Inwvitation To Friars Club, Jan 23, 2014
- Archive - raj@brainlink. net ] 'smazur@mazurcarp.com’ Inwitation To Friars Club, Jan 23, 2014
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2) SOP - Sending Blast E-mail using ConnectWise

Step| Description ‘ Screenshot

You can use ConnectWise to send blast emails to multiple contacts. The emails can be sent to pre-defined groups, the contacts of a
Company, or any set of contacts you manually choose

1. | Logon to ConnectWise either through the
Desktop App or at
https://brainlink.myconnectwise.net

2. | Navigate to Marketing = Marketing Marketing

Manager.
=

Marketing Manager

At this point, decide if you are sending Email to a Group (go to step 3), a company (go to step 5), ormultiple contacts from several
sources (goto step 7)

Selecting Email to a Group

3. | Ifsending mail to a Group:

In the Group Name Search tool, search for the
Group containing the contacts you want to E- Group Name: | 5014-02-06 Construction
mail.

See Creating Groups in ConnectWise SOP for
instructions on how to create a Group, if
needed.
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In the list of Contacts, check off the ones you Marketing Manager | Audit Trai
want to send to, or choose the Select all check _
Box. Click the Proceed to the next step with @& & & »- Ex
the selected contacts Button Company ~ First
Go to Step 9
Y| BRAINLINK INTERMNAT... Shan
| BRAINLINK INTERMNAT... Raj
J| BRAIMLINK INTEEMAT... Jose
Selecting a Company to Email
5. | If sending mail to the Contacts of one Company First Name Last Na
Company: ATOM
T in the C h . h AION Pariners Jackie Renton
ype in the Company that contains the AION Pariners Nadenm Hasan
contacts you want to add :
AION Pariners Victor Cole
AION Partners nafis khan
AION Partners Siraj Dadabh
AION Partners Michael Betanet
AION Partners Fasihuddin Qasimi
AION Partners Candice Collier
AION Partners Moor Hussair
6. | Inthe list of Contacts, check off the ones you Marketing Manager | Audit Trai
want to send to, or choose the Select all check _
Box. Click the Proceed to the next step with & | B »- Ex
the selected contacts Button Company ~ First
Go to Step 9
J| BRAIMLINK INTEEMAT... Shar
+| BRAINLINK INTEENAT... Raj
V| BRAINLINK INTERNAT... Jose
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Selecting Contacts to Email

7. | If sending Email to contacts from multiple

Company = First Mame Last Mame
groups/companies: 0
" e araa
Hit Enter to display all contacts ] Jim" “Test?"
] (IsC)2 Amanda D'Alessandro
(I5C)2 Sunshine Sandridge
[] 10710 Optics at 26th Str...  Ruth Domber
1031 Exit Strategies Alan Geier
[] 1100 Architect Betty Gonzalez
[] 123Voyage Ltd. Paul Williams
[] 2020 Companies Green... Chester Cohen
21st Century Security, Inc  Anthony Poveromo
[] 2nd Cpinion Design Moushin Ehsan
[] &7th Street Foot Associ...  Laurence Cohen
5th Street Advisors, LLC  Lucas Meyer
718 Insurance Chesky Klein
[] AtoZ Printing Ltd. Art Kaplan
8. | Inthe list of Contacts, check off the ones you Marketing Manager | Audit Trai
want to send to. Click the Proceed to the next
step with the selected contacts Button & | B »- Ex
Company = First
Go to Step 9
ERAINLINK INTERMAT... Shan
ERAINLINK INTERMNAT... Raj
BRAIMLINK INTERMAT... Joseg
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On the Actions screen, make sure Send
Emails is checked.

If this email blast is part of a ConnectWise
Campaign, select it in the Campaign section
(See Creating a Marketing Campaign in
ConnectWise SOP for instructions on how to
create a Marketing Campaign, if needed).

If needed, adjust the Email Address in the
From section.

Fill out a Subject and Body for the E-mail. Use
the Available Variables where appropriate.

Send Emails Customer Survey] Campaign:  Test Campaign
Awailable Variables (Double Click to Add to Subject or Body)
Token Description &
[contactfax] Contact Fax
[contactfirstname] Contact First Name
[contactlastname] Contact Last Name hd
First Name Last Name Email Address
From: Joe Mulry jmulry @brainlink.com
Subject: Brainlink Test E-mail form ConnectWise
Attach: () ‘
Email Body: £ = Source | [& & BRE &S #h YL:B T U aeciiz =
JEl===iT & mn S
Hello [contactir

tname] [contactlastname],

This E-mail is the first of a series to test the Marketing tools in ConnectWise. Please delete this

upon receipt

Thank you,
Joe Mulry
Brainlink International, Inc.

10.

Optionally, you can apply a HTML Template
to improve the look of the email. Click Import
HTML Template. Select the Template you
want to use, and click Import.

See Creating Email HTML Templates in
ConnectWise SOP for instructions on how to
create a template, if needed.

L4 |

Save HTML Template | [ import HTML Template |

HTML Templates

Select a Template:

Import Share Delete Browse Cancel

l4|Page




% brainhnk

2013/2014 Marketing SOPs

F

irst Name

Joe

Last Name
Mulry

Email Address
jmulry @brainlink.com

Th - | Fort

&G #fLiB 7 U e}

- | Size

—-REPLY above this line to respond—

%bralnhnk

Dear [contactfirstname] [contactlastname],

Inset Email text here.

Thank you,

"You run your business, and leave the IT to us.”

<

11. | Click the Send Test Email button. A Test e-
mail will be sent to the person logged into
ConnectWise. Verify the test Email is received
and has no errors.

ger Audit Trai

sts | [Send Test Email |

12. | Click the Process Requests button to send the
Emails.

| @_ Process Requests | [=l5e

15| Page
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3) SOP - Assigning an Activity for a Marketing Campaign in
ConnectWise

Step\ Description ‘ Screenshot

When using Marketing Campaigns for events such as webinars or live events, Activities are used to assign and audit tasks such as phone calls
and mailings. This SOP shows how to create an activity, associate it with a Marketing Campaign, and assign that task to a user in ConnectWise

1. Log on to ConnectWise either
through the Desktop App or at
https://brainlink.myconnectwise.net

2. | Navigate to Marketing > Marketing
Marketing Manager.
=

Marketing Manager

Note: This SOP assumes that there is a Marketing Campaign created in ConnectWise for the event you are scheduling an activity for. See
Creating a Marketing Event in ConnectWise SOP for Instructions on how to create a Marketing Campaign.

This SOP assumes that a Group has been created for the contacts that are invited to taking part in this event. See Creating Groups in
ConnectWise SOP for instructions on how to create a Group.

3. In the Group Name Search tool,
search for the Group containing the Group Name: | 5314-02-06 Constructionl
contacts invited to take part in the
event.
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In the list of Contacts, choose the

Company = First Mame Last Name
Select all check Box. Click the
Proceed to the next step with the
selected contacts Button v Sherry Rivera
J| Accordant Henry Lubas
J| angelamariefrancoi@gm... Angela Marie Franco
/| ARC Document Manag... Jefirey Jimenez
J| Cardwell BEeach Erian Erickson
Y| d9446969@gmail.com deepak [amani
¥| E-ARC Stephen Monaghan
Marketing Manag
7| E-ARC KEWVIN REEVES
| Grassi & Co. Paul Englebert ﬁ ﬁ Jﬂ_l"—(-
5. | Onthe Actions Screen, Uncheck the [ ] Send Emails Create Activity
Send Emails button. Scroll down -
and check the Create Activity
button
6. | Fill out the Subject for the activity Create Activity
seta Due Date Subject: First Invitee Phone Touch
Select an Activity Type i Mon 02/10/2014 B Activite T
P E an - LY 5 :
Set a Status for the Activity HebEE ity 1ypesg Phionc s v
this Activity is for End Time: v Campaign: |2014-02-14 Technology Briefing 4
Set Assigned To: to Specific Assigned To: | Specific Member w | |Joe Mulry 4
Member, then select the person to .
Motes: 'iz_.’}

be assigned this activity
Under Notes, describe the Activity.

Flace initial call to contacts inviting them to the webinar|

7. | Click the Process Requests button
to assign this Activity.

| @_ Process Requests | [=5e
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4) SOP - Processing new Leads/Contacts

Step ‘ Description | Screenshot

Adding Contact to BL Marketing user’s OWA contacts

1. Log on to
https://mail.brainlink.net/
owa

Username:
brainlink\MARKETING_US
ER

Password: XXXXXXXXXX

2. When a new Lead/Contact Raj Goel @ @ & adions
is received, note the To: Marketing
fol Iowing: Thursday, February 06, 2014 236 PM
a) Contact name & Addto
address Add to BANKER, MONTHLY NEWSLETTER lists
b) Contact Company
c) Contact Category

MNotes:

Date of Email Intro/referral from Danny Mizrahi
e) Contact notes RRG asked Marshall to quote Gallin’s upgrade leases
f) Contact

relationships, if

any

18| Page
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From: Fulton, Marshall [mailto:Marshall. Fulton@ecnb.com]
Sent: Thursday, February 06, 2014 1:11 PM

To: Raj Goel

Subject: RE: Spreadsheet for leasing quote

That's excellent news, as we love continuity. However, thi
demonstrating cash flow to our credit officers. I'll try to ge

that without financials everything is a true estimate and cz
Will get back to you with an update ASAP.

Marshall Fulton

Core Banking Relationship Manager, AVP

1140 6th Avenue, New York, NY 10036

T: (917) 322-3796 M: (917) 224-3135

Visit us at www.cnb.com

3. Create a new contact for
the Contact/Lead
Navigate to Contacts and
select New = Contact

New - X [~ View-r &S
4 Contact [5cis
B Group

2 Message

-~

testbimarketing contact
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Enter The First Name, Last Profile
irst name Marshall
Name, Job Title (if known) First name =ene
Company (lf knOWn), Middle name
. . 5 e Fulton
Business Phone, Email bt m o
File as ast, Firs v
Address, and Company h
Address (lf knOWn) Job title lelationship Manager
Office
If any of the above is not peperiment
known, research using o
. Manager
LinkedIn, Google, etc. .
Assistan
Contact
Business phone (917) 322-3796
Home phone
Mobile phone (917) 224-3135
5. Enter notes for the Details
contact: Attachments
YYYY-MM-DD: Contact
Notes Notes
Email Body:
2014-02-6: Intro/referral from Danny Mizrahi
RRG asked Marshall to quote Gallin's
upgrade leases |
Email Body: That's excellent news, as we
love continuity. However, the financials
have more to do with structuring and
demaonstrating cash flow to our credit
officers. T'll try to get a generic quote, but  «
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Click the Apply Categories
button and add the
contact to the categories
requested on the email

If the Category does not
yet exist, ask Raj before
creating a new one

act - Mozilla Firefox = B

raf7ae=lteméta=Newdit=IPM.Co 77 |G

v - | 8-
idress D 11-CW-NewsletterPrinted
] D ATTORNEY
il I Cyberoam
d I Datto
.D D FriarsClub
O Jrean
1 || mse

letterPr

I I RobinRobins-ProducerClub
i I Security
i I SMBManagesServices
| Other Categaries '
Manage Categories...
Clear Categories
HEBI Ipcorporated

7. Click Save and Close to
save the contact. Save and Close
Jump to: Profile
8. Identify a Follow up Action depending upon how the contact was obtained/who the contact is:

a) If Contact contacted us via email, send welcome e-mail back
b) If the Contact is a scanned business card, send welcome e-mail back and suggest the next face to face meeting
c) If Contact was a face to face meeting, send email scheduling next face to face meeting
d) If Contact was a referral or a contact through another client/lead, send email referencing the introducing contact
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Adding Contact to ConnectWise

9. Log on to ConnectWise either
through the Desktop App or at
https://brainlink.myconnectwise.
net

10. | Navigate to Contacts 2> Contacts
Company

2k :
-

Company

11. | Search for the contact’s Lead  Company Name - Company D Phe
company. Only create a new All > | |h*

company if the contact’s H M White Site Architects HMWhiteSiteAr...  (21:
company does not yet exist. v H.lKalkow FHLE

Hafif & Del Puerto. L.L.P. HafifDelPuertol... (21.
Make sure you search All
. . . Hagedorn & Company HagedornComp... (21:
companies, not just active ones.

Halcraft Halcraft (91.
12. | Click the New Item button.

[

= g

Note — if the company already
exists, skip to step 14

13. Enter the: |.B Add a New Company
Company Name

Phone
Fax
Address

Company: | HBI Incorporated | ID: | HBIIncorporated
Type: |Pru<s|:+ect V| Status: A Weh Site: |
Territory: | Location - Brainlink International, Inc. V| Market: |

Phone: |1—212—355—I]?55 | Fax:|1-212-752-7312 Date Acquired: |Tue 02/11/2014 V]

Primary Address: | 520 Madison Avenue > Primary Contact

|34ﬂ'| Floor | Name: |
|
State: |NY V| Type: | V| Relationship: |:
|
|

Set Type to Prospect

Assign a Company ID with No
Spaces

Set Date Acquired to date of
email

City: | MNew York | Title:
Zip: |1I]I]P_2 | Phone: | Extension: |:

Country: | United States V| Email:

Click Save to Save the Company
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With the Company open, click on
the Contacts tab

[ Notes H Contacts H Opportunities ” T

[ E Search | Clear
15. | Click the New Item button o £
16. | Enter the: |0 Add a New Contact
First & Last Name
Title Mame: Thomas | |I'~'IcFar1and Reports To: |
E-mail Address Company: | HEI Incorporated w |l Assistant: |
Title: Chief Operating Officer Primary Address:| 520 Madison Avenue
Click Save to Save the Contact Relationship -y 34th Floar
Department: kil City: Mew York
Type: | wv|  State: NY
Phone: E zip 10022
Fax: Country: United States
Email: | Email ' | | tmcfarland@amasgroup.com | Inactive: ]
Set Communication Defaults Set Customer Portal Options
17. | Click on the Notes tab

Enter the same notes for this
contact that was entered on step
5.

[ Motes ” Profile H Opportunities ” Tracks H Activities H Service ” Documents H Groups ” Other ”_

DEHE D

|0 Add a Mew Mote

Motes:

2014-02-11 - Introduced / referred by Crawls.

Crawls & Tom used to work at Kappity.

MY representative office of the Hinduja Group|

23| Page




% brainhnk

2013/2014 Marketing SOPs

5) SOP - Getting and Using Testimonials

Step

Description

Screenshot

PURPOSE: Get great testimonials for use on
- Website
- Shock & Awe
- Seminars
- Client Of the Month in newsletters

Send the following email to client contract manager
(the person who signed the contract or we have
great working relationship with).

NOTE: DO NOT use CONSTANT CONTACT or mail
manager.

This MUST be a personal email.

Include any details

e.g.
Joe,

As we discussed last week....

Subject: Featuring <<CLIENTNAME>> in our newsletters

Message:
Dear <<FIRSTNAME>>,

We'd love to feature <<CLIENTNAME>> in our newsletters.
Could you take 5 minutes and answer these questions:

A. What do you like most about our services?

B. What is one thing we could do to improve our service to you?

C. What could we do to deliver a complete “WOW” experience?

D. What other products or services would you like to see us offer?
E. Would you recommend our services to others? Why or why not?

F. Please use this space to provide any other comments, suggestions, or advice:

Most people will NOT respond to this.

If no response within 3-4 days, CALL them
Or DISCUSS during next onsite visit, QBR, etc.
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Once they respond, REVIEW & REWRITE

Most clients will not answer all questions. That’s
fine.

e.g. original replay from client

A. What do we do better than your previous IT guy? (or what problems
have we solved for you)?

Due to a sudden, unexpected loss of support from our long-standing IT guy, we
found out how dependent we were on one person for all our IT needs. Brainlink
came in and cleaned up a virus that had spread throughout entire network,
upgraded all our computers and our server, and now has all our data backing up
properly on an ongoing basis.

Now, when something needs to be addressed, we hear about it from you before we
even know about it ourselves.

B. What do you like most about our services?
Service is prompt and we feel confident that our data is secure.

C. What is one thing we could do to improve our service to you?
A little help with basic software questions if possible

D. What could we do to deliver a complete “WOW" experience?

You do! When you sat down with us to discuss our needs, we all felt immediate
relief. We felt we were in very good hands.

And Fabian is an ace. He’s down to earth, friendly, responsive, and capable. What
more can you ask? Everyone we deal with at Brainlink is great.

E. What other products or services would you like to see us offer?

F. Would you recommend our services to others? Why or why not?
Yes.

G. Please use this space to provide any other comments, suggestions, or
advice:
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Rewritten testimonial sent to client for review:

BOLD or UNDERLINE the key takeaways

“Brainlink came in and cleaned up a virus that had spread throughout our entire
network, upgraded all our computers and our server, and now has all our data
backing up properly on an ongoing basis. Now, when something needs to be
addressed, we hear about it from Brainlink before we even know about it ourselves.
When we sat down with Raj to discuss our IT needs, we all felt
immediate

relief. We felt we were in very good hands. And Fabian is an ace. He's
down to

earth, friendly, responsive, and capable. What more can you ask? Everyone we

deal with at Brainlink is great.”

Email client the re-written text and ask for approval.

DO NOT USE UNTIL CLIENT SAYS APPROVED!

Ask for a photograph or offer to send one of ours.

What happens if we get a BAD REVIEW?

Have Raj CALL or VISIT the client, determine where we dropped the ball & fix it
asap.
Yes, this has happened once.
No, it’s NOT the end of the world.

But it WILL be if Raj doesn’t know about it asap.
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Examples of using Testimonials:

Newsletter

Read the
book!

(available on Amazon)
www.brainlink.com/
book/

IMPORTANT
SECRETS 10

Upcoming Presentations

Sep 9 - Caribbean ICT Roadshow
Keynote, Curacao

Sep 13 - Datto Conference Keynote -
What do MSPs need to know about
Compliance

ASIS 59 - Chicago, IL

Sep 24 - A Global Overview of Trends in
Personal, Corporate and Government
Surveillance

Sep 25 - Lessons Learned From Sandy

Win A Cruise for Two!

Our referral contest ends soon and we have a great prize for you:

Here's how the contest works:

e Email your referral to
raj@brainlink.com

e Call us with your referral at
917-685-7731

We will call and schedule an
appointment.

If you make more referrals to companies with 5 or more employees than
anyone else, you win a Cruise worth up to $1,500.

Contest ends: August 15, 2013

Right Now, You Could Be
Paying 91% of Your
Employees An $8,600 A
Year 'Bonus' To Download
Porn, Search For Another
Job, And Infect Your
Network With Viruses

We've discovered (and stopped)

employees from:

* Playing games

+ Downloading movies (which is
illegal!)

* Surfing “adult escort” sites

* Downloading porn

* Pirating software

If you're concerned about what your
employees are doing online, or want to
make sure they don’t put your business
at risk, give me a call.

My team can put together an effective
internet security solution that blocks
offensive surfing, puts you in the
drivers’ seat, and give you daily reports
on who went where, and when.

- Raj

MEET OUR CLIENT OF THE MONTH

Alterman & Boop LLP

LI"8 Dan Alterman & Arlene Boop have a vast
amount of experience in litigating high profile
cases that have appeared in newspapers

™ around the world.

Located in Tribeca, they’ve worked together
for over 30 years representing plaintiffs,
employees, tenants, and victims of police
abuse and other civil rights violations.

Why did they choose Brainlink?

“Brainlink came in and cleaned up a virus that had spread throughout entire
network, upgraded all our computers and our server, and now has all our data
backing up properly on an ongoing basis. Now, when something needs to be
addressed, we hear about it from you before we even know about it ourselves.
When you sat down with us to discuss our needs, we all felt immediate

relief. We felt we were in very good hands. And Fabian is an ace. He’s down to
earth, friendly, responsive, and capable. What more can you ask? Everyone we
deal with at Brainlink is great.”

You can reach them at:

Alterman & Boop, LLP

35 Worth Street, 3rd Floor,

New York, NY 10013

(212) 226-2800 / sksmith@altermanboop.com

We love supporting Dan, Arlene, Susan and the entire team at A&B. If you'd like
us to support you too, call me at 917-685-7731!
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In SHOCK & AWE Kit

“He and his guys are very sharp...”

They have a holistic picture of what we're trying to achieve and he has a very good
perception of what the businesses need. His advice has always been really practical and easy
to implement and he's managed to get it done when he says he's going to do it. I've been
really pleased with his work.

Our business was wiped out by a viral invasion prior to hiring Brainlink. He put us back in
the business, he got all the glitches out, he got rid of the viruses, he cleaned out all the
computers, he saved us in a very big way from failure. It was really an impressive performance.

Mark Ellis, Partner, Cornerstone Architects

www.corarchitects.com

“When we sat down with Raj to discuss our needs, we all felt immediate relief”

Brainlink came in and cleaned up a virus that had spread throughout entire
network, upgraded all our computers and our server, and now has all our data
backing up properly on an ongoing basis. Now, when something needs to be
addressed, we hear about it from Brainlink before we even know about it ourselves.
When we sat down with Raj to discuss our needs, we all feltimmediate relief. \We
felt we were in very good hands. And Fabian is an ace. He's down to earth, friendly,
responsive, and capable. What more can you ask? Everyone we deal with at Brainlink is great.

Susan Smith, Law Firm of Alterman & Boop, LLP

www.altermanboop.com

“Unlike our previous IT company, you were able to solve our computer problems”

Unlike our previous IT company, you were able to solve our computer problems, so that my
secretary and | can get our work out faster. You are the best IT company | have dealt with!

Philip A Greenberg, Esq.

“Raj and his company are great people”

Brainlink is reliable, smart and fast moving. As we operate in a service industry and are a
service business, when something doesn't work it reflects poorly on us. It doesn't matter
whether it was Verizon's fault, our fault or their fault, Brainlink always wants to fix it.
Brainlink enables us to deliver good service and are always rapid to respond. Raj and his
company are great people. This gives me and my team confidence that at the end of the
1, { 1 ; ‘\ w‘ day we can deliver the really good service that our clients expect.

i ~ Paul Carter
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As a 24x36 Poster or 8.5x11 flyer:

“The proactive planning
makes my life a lot easier...”

| love the prompt response
and the ticketing system.
Instead of wasting 10
phone calls calling our old
vendor, now | get complete
visibility in my email!
Having our internal IT staff plug into your ticketing
system and follow that process has increased our
productivity. | have fewer people in the field that are
down or ignored. My staff gets back to work faster.

The project plans, proactive budgets and forecasts
make my life easier.

What sets Brainlink apart is that you guys are doing
exactly what you said you were going to do.

Dan Williams, CFO
E W Howell
Industry: Construction

Client ‘gbramlmk

Of The Month You run your business and leave the IT to us
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6) SOP - Create Monthly Newsletter

Step

Description

‘ Screenshot

Process: Monthly newsletters are created by the end of each month and emailed to the printer by the 10" of the following month. Once the

final version of the newsletter is sent to the printer, it is also emailed to Pronto for posting on www.brainlink.com.

Log in to:

https://dashboard.technologymarketingtoolkit.com/User/Home/

to pull Robin Robin’s latest newsletter for content ideas.

om/User/MarketingTemplate/

Learn best practices, increase p...l (& Templates and Resources
= @
File Edit View Favorites Tools Help

5% [ Calendar [ LMI- DanTimins £ Games

-ﬂ Technology:!
Templates
and

- i P PN _ =
i e () T G ke BT TR v ) e

Marketing

Dashboard Search:

Support o Private
and ™ My Account. mnmﬂilv
Tooks L4 Groups

Templates and Resources > T

and Resq Producer

Sort By: Most Recent | Highest Producers Club Meeting Archives
Producers Club Member Directory
Producers Club Websites

E-mail TechTips

Producers Club Book Template
Newsletter Templates 4

Newsletter Articles

ETEganE New Producers Club Members
Subject: Shock & Awe Template

Coaching Calls
Alex Rogers Sales Training

Keyword:

Content Series:

I

—

All the marketing templates, c
systems you have access to are
directory. Use the above "search
find what you are looking for.

O Include Shared Member Content

m Clear Search

Toolkit Session #9: Newsletter And Drip Toolkit Bonus #6: Sandler Partners -
i I Ho sy $50,000

Bottom Line WITHOUT Addi...

Marketing Campaign Essentials w To Add An Ea:

Copyright @ 2007-2014 Technology Marketing Toolkit, Inc. All rights reserved.

https://dashboard.technelogymarketingtoolkit.com/L: Template/NewsletterTemplates/

To Your
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On main menu, go to Producer’s Club and scroll down to and
click on Newsletter Templates.

* @
File Edit View Favorites Tools Help
35 [ Calendar [ LMI- DanTimins &7 Games

Marketing

w Home G “"m"‘"'ﬂ Q!' My Produds f'%»'?"‘ Plﬂ.mms T g @J :ﬂ::m ﬁ 9:{{‘ _'T'! My Account f{ﬁmAm;-l;:ﬁv

Home > What's New Producer Meetings

Producers Club Meeting Archives

Raj Goel t are you looking for?
Producers Club Member Directory

Update Your Profile also at the top of the screen) to browse and search for the
> Producers Club Websites ked to take your marketing to the next level

0 1

E-mail TechTips
Producers Club Book Template H
Newsletter Templates »
Newsletter Articles

New Producers Club Members

Shock & Awe Template
] Get Started Shock & Awe Template
Don't know where to d coaching Calls

2D o |

Alex Rogers Sales Training

Your Marketing Road Map
A high-level overview of building your marketing
campaign. Marketing Road Map

Copyright © 2007-2014 Technology Marketing Toolkit, Inc. All rights reserved.

Download a copy of Robin’s newsletter. Email the copy and your - e e
article suggestions to Raj for approval. = Bi===pen

File Edit View Favorites Tools Help
s [ Calendr (G LM - DanTimins &) Games

Marketing

e Tepbtes Swoort 4, o P
mO""“"‘" My Prodets )" P Trameg ond a and Myt SF) - Accourtabity Logons]
94 - £ Toan B g o W = (Rt O]
> Templates and Resources
* 9 Ways To Kick Off Your New Year By A

Discannecting From Technology
Return to Search

DRownlead Multiple Files Add a New Resource
Answers And tmportant  January 2013 January 2014 Download Multiple Resource Flles
Information_January Technology Times Technology Times
Technology Times Final.docx mages.cip
 Size: 348 | Dowroad Sine: 792K | Dowioad {f Sizec 4856 | Donnioad | 0 votes |y L]

@ View Documert. [Qmmn]

opti
it Haere

rights reserved

»
=l

Copyright © 2007-2014 Technology Marketing Toolkit,

wR00% -

Also ask Raj if he is going to write a cover article for the
newsletter.
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Another source for articles from Robin:
https://dashboard.technologymarketingtoolkit.com/User/Market
ingTemplate/NewsletterArticles/

Located on the side menu under Related Pages

Fie Bt View Faoits Toos Help
15 [ Caender [ 1M1 - DanTimi

Producers Club > Newslstter Templates

Start Here:

1. Read this Newsletter Marketing Guide first.

sletter name and look.

4. Enhane your newsletter communications with this special training by Rubin.
. Use this alternative article library when you want different topics.

Monthly Tech Times Newsletter Content

February 2014
February 2014 Tachnology Times Newsletter

January 2014
Januzry 2014 Technology Times Newsletter

Click Video To Play
Watch the videc 0 learn about the new
format of the TechTimes.

A Related Pages:

Producer Meetings

Producers Club Meeting Archives
Producers Club Member Directory
Producers Club Websites

E-mail TechTips

#roducers Club Book Template
Hewsletter Templates

Newsletter Articles

lew Producers Club Members
Shock & Awe Template
Coaching Calls

Alex Rogers Sales Training

December 2013
December 2013 Technology Times Newsletter
(Copyright © 2007-2014 Technology Marketing Toolkit, Inc. All rights reserved
0
Once the content is approved and finalized, proceed with the
layout of the newsletter.
Go to \ownCloud\Shared\Marketing\Newsletters
Open the Publisher file of the last version of the previous month’s
newsletter
Save the file for the following month with the following naming & BRAINLINK-2013-12-December-BrainSTORM_COLO
. . | File iEdit View Inset Format Tools Table Arrange Window Help 4
convention: O New. aneN | ey g -
BRAINLINK-Year-Month-Month-BrainSTORM_color_ & gpen. cirle0 s
. I Close Ctrl+Fd
Ex: BRAINLINK-2014-01-January-BrainSTORM_color _v1 - R S—
| Swve Ctrles hl.hl?‘l’.lu“.l
[l SaveAs.
W Publish to the Web...
Pack and Go 3

Convert to Web Publication...
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10.

Change the month on the cover page to reflect the next issue

File Edit View Window Help

B xEeE=

®) [Page | ot | (=) ) [150% -] |

HBO| o2|k

Tools | Sign | Com:

~ ——
ur computer problems go away without the cost of a full-time IT staff!”
service agreements. — Computer support at a flat monthly fee you can budget for, just like rent!

Microsoft is ending support for Windows XP and Office 2003 on
April 8, 2014.

January 2014, New York, NY

~ E

¥ Export POF Files

Adobe ExportPDF
Convert PDF Ties to to Word or E

Select POF File:

5 ERAINLINK 2014-01Januan

» Create PDF Files

WARNING! If your organization has not started the
- migration to a modern desktop, you are late
N o and the countdown is on. To ensure you
remain on supported versions of Windows
LIFEGUARD || and Office, you need to begin your planning
ON DUTY and application testing immediately before
end of support.
11. | Delete articles from previous month’s newsletter; keep format
intact
12. | Copy and paste the approved articles into the newsletter
columns; format as necessary
13. | Proofread newsletter thoroughly and revise as necessary
14. | Revise In This Issue on Page 1 to indicate where the articles are | & e e
. ARFE6=| &) [Peget |not2 | (=) ) sos [~ | 0| @ B2 | 2 Tools | Sign | Comm
located in the newsletter Raj Goel, CISSP| °F paid assisted support options or online technic: " =

Brainlink International, Inc.
raj@brainlink.com
917-685-7731

Windows XP Retires April 8,
2014. Are you prepared?........P1

The Importance of Focus
The Lighter Side............... |
9 Ways To Kick Off 2014............P3

Michael Appell - Client Of The
Month.. al

Construction Industry
Technology Day.......ceeeennenee. P4

Three New Year’s Resolutions To
Make In 2014.....c.ccvcrveenenesrncnnnecPA

Running Windows XP SP3 and Office 2003 in yc
ends may expose your company to potential risks
server with these software programs installed will
serious hacker attacks aimed at taking control o
crashing your system, and inflicting a host of oth¢
do NOT want to have to deal with.

Use of Windows XP after April 8, 2014 may vis
York State Bar Ethics Rule 1.6 and other regu

How do I begin my
migration?

Top 7 Reasor
1. XP has tons of vi
2.XP is OLD. (Alm
3. XP is the least se
4. XP was built for
5. XP is out of Bany
6. XP support is en
7. XP has more ma

Call Raj at 917-685-7731
today to develop a migration
plan for the hardware and
software upgrades you need to
avoid a serious security risk to
your organization and stay
competitive

A amabivea Toas”
>

partPDE
OF files to

+ Create PDF Files
+ Send Files
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15. | Save newsletter as Publisher file and upload into ownCloud & BRAINLINK-2013-12-December-BrainSTORM_COLO
Eile | Edit View |nset Format JTools Table Arrange Window Help
g
L] New. Ctrl+N .L_JJ - @ -
[ Open.. Ctr+0 =
£ Close Cirl+F4
Import Ward Document... m
[= . Crles paliibil
El Savess.
&, Publish to the Web...
Pack and Go 1
Convert to Web Publication... ’ @
16. | Inform Raj that the newsletter has been laid out for his review
and approval
17. | Once newsletter has been approved:

a.

b.
c.
d

Save newsletter as PDF file

Generate a csv file of the mailing list from Cardscan
Generate an envelope template in Word

Forward the newsletter publisher and pdf files,
mailing list and envelope template to Autopilot
Marketing for printing and mailing

Forward the pdf files to Pronto for posting on
www.brainlink.com
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7) SOP - Handling Returned Newsletters

Step\ Description ‘ Screenshot

Purpose: To determine why a monthly newsletter was returned to Brainlink.

1. When monthly newsletters are returned, Sharon
will compile them for investigation.

2. | Go to the database and copy the addressee’s
company URL.

3. | Open a browser and paste the company URL.

4. | Go tothe Contact Us page on the company site
to verify the mailing address.

5. If the address on the site is different from what
is in the database, revise the address in the
database.

6. | Depending on the firm, go the tab for
principals/attorneys/the management team to
determine if the addressee is still at the firm. If
still at the firm, go to step 8.

7. If the addressee is listed and his/her direct email
address is available, copy and paste or enter it
manually into the database.

8. | If the addressee is not listed as a
principal/attorney/management, call the
firm/company to verify if that person is still with
the firm.

9. | If the addressee is no longer with the
firm/company, ask if he/she has been replaced.
Get the new person’s name, title, direct email
address and phone number and enter the
information into the database

10. | Ask if the receptionist if he/she has new contact
information for the former employee.
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11.

Contact the new employer to confirm that the

person is at this firm/company, get the person’s

new direct phone number and email address.
Get the firm’s address from the receptionist or
from the firm’s website.

12.

Create a new card in the database to enter the
new contact information.

13.

To create a new card in the database, open
Cardscan.

14.

Click on the button New Card in the menu.

013-10-04-RRG_Cardscan - DYMO CardSean Tearn
Edit View Sort Card Categories Tools Help

T sean | @ New Card ‘ & =% ‘ 3@ ta ‘ T2 synchronize ‘ 13 auicksearch -‘ @

Creste a blank
File: (2013410 o iy E

Navigation Bar x| [Viewal | 4 3
Categories N e

Recent searches

Changed recently
Scans

Duplicates

OO0

b Name:
Title:

Archi
ratoff Avchitects
CDR Studio Avchitects, PC
ChristoffFinio architecture b Addresst
DX Studio Architecture PLLC

Company: SMART

Gimshaw Architects Phane:  (586) 258- 0650
Heffernan Insurance Brokers B

HNTB Corporation

JF Shea Construction Co Emails

Managed Net
Matthews Moya Architects

Web Pager Chris.Day, SMRTservices.com

038 total

iingsall contacts, sorted by Last Name

Company
ChiistoffFinio arehitecture

DA Studio Architecture PLLC

Edelman Sultan Fnox Wood / Architects
Grimshaw Architects

Hefeman Tnsurance Brok ers

HNTB Carporation

JF Shea Construction Co

Managed Net

Matthews Moya Avchitects
SMARTservices. om

Createdh 11/23/2013

= | Front | Back | Notes | Categories |

1L-CW-NewslesterSecurityEmail, MSP

i| | [0 10-CW-PRINTME-HIPAA

1] 2012-06-05-Book-Send
(01 2012-06-10-linkedin-impart

= AL

() [ERE]
Phane
212-219-1026
212-429-0100
212-431-4901
646-293-3600
(@12) 300-5398
(212) 5944747
(212) 459-3817
(630) 6055305
2120893310
(50 256-0650 |

<] [CAdda |
(et List |

E

172472014 11:17 PM
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15.

Go down to the blank fields and enter the new
contact information.

013-10-04-RRG_Cardscan - DYMO CardScan Team
Edit Wiew Sot Card Categories Tools Help

) Scan [ New Card | =] | b ‘

Navigation Bar x
Categories

Recent searches

Changed recently

Scans

Duplicates

Wazi B
William

Younes

ves

A frchitecture, P.C.

ALR Architecture

Agrest 8 Gandelsonas Architects
Alexandr Neratoff fuchitects

CDR Studio Architects, PC
ChristoffFinio architecture

DXA Studin furchitecture PLLC

Edelman Sultan Knox'Wood / Architects
Grimshaw Architects

Heffeman Insurance Brokers

HNTB Carporation

1F Shea Construction Co

Managed et

Matthews Moya Architects
SMARTservices, om

039 total

iing: al contacts, sorted by Last Name

Wiew All

Synchronize ‘ 8% Quicksearch

7 Name =

>

* ¥

Company

DA Studio Architecture PLLC

Edelman Sultan Knox Wood / Architects
Grirshaw Architects

Heffernan Tnsurance Brokers

HNTE Corporation

IF Shea Construction Co

Managed Net

Matthews Moya Architects
SMARTsenices. om

Phane
212-920-0100
2124314801
§46-203-3600
(212) 308-5308
(212) 5944717
(212) 4583817
(630) 605-5305
212-989-3310
(586) 258-0650

>

1

b Name: |
Title:
Company:

P Address

Phane:

Fax:

Ermail

Web Page

Other:

= ] Verified

-

Created: 1/24/2014

Front | Back | Notes | Categories

1L-C-NewsletterPrinted  + | | Add..
11-CW-NewsletterSecurityE

1L-CV-Other (eaiLit
1L-C-PRINTME
11-CV-PRINTME-HIPAL
11-CW-PROSPECT
1L-CW-RESEARCH
11-HYCPowerGroup
2012-06-05-Book-Send
2012-06-10-linkedin-impart
2012-ASIS58 -
< [ r

L) 124/2014 1120 PM

= ENE

S [ )

16.

Go to the Categories tab to the right of the
contact information and click the appropriate
categories.
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17.

Click on the Notes tab on the right and the
appropriate notes about the contact including
the date (Ex: 2014-01-24 BW entered into the
database; contact was previously at XXXXX)

013-10-04-RRG_Cardscan - DYMO CardScan Team
Edit View Sort Card Categories Tools

Help

Tscan = New Card | = ‘ 23 | 2 synchranize | & Quicksearch

File: | 2013-10-04-RRG_Cardscan

Navigation Bar
Categories
Recent searches
Changed recently
Scans

Duplicates

Wazi
William

Younes

Yues

A Brchitecture, B.C

ALR Architecture

Agrest & Gandelsonas Architects
Alexandr Neratoff Architects

CDR Studia Architects, PC
ChristoffFinio architecture

D34 Studia Architecture PLLC

Edelman Sultan KnoxWaod / Architects
Grimshaw Architects

Heffernan Insurance Brokers

HNTB Corporation

1F Shea Canstruction Ca

Managed Net

Matthews Moya Architects
SMARTservices, om

x

viewdl | & ¥

2 Nare

>
® OOOD

P Mame:
Title
Cormpany:

P Address:

Phone:
Fax

Email
Web Page:

Other:

(Ell=]

1®

Company
DA Studia Architecture PLLC

Edelman Sultan KnoxWood / Architects
Grimshaw Architects

Heffernan Insurance Brokers

HNTB Carporation

IF Shea Canstruction Ca

Managed Net

Matthews Maya Architects
SMARTservices. om

@

m

Front

Back

=it

Phane
213-329-0100
212-431-4901
§46-293-3600
(212) 308-5308
(212) 534-9717
(112) 458-3817
(630) 605-5395
212-989-3310
(506) 256-0650

Motes | Categories

==

iz
C]

5039 total V] erified Created: 1/24/2014
ing: all contacts, sorted by Last Narme L) 1/24/2004 11:27 PM
el e I & | @
S|S0 9% @ |@® - 6

18.

If the contact’s previous position has not been
filled, delete the card from the database.

19.

Click the close button and the new information
will be saved automatically.

38| Page




%’ brainhnk

2013/2014 Marketing SOPs
8) TECHNICAL SOP - How To Create A Project Plan In

ConnectWise

Step| Description Screenshot
1. Log on to ConnectWise either through the
Desktop App or at
https://YOURURL.myconnectwise.net
2. Navigate to PROJECT -> PROJECT BOARD
3. Select NEW Project
4_ Name the prOJeCt’ ass]gn |t to C||ent General Work Plan Views Issues Notes Documents Project Team Contacts Finance Billing Rates Recap Produc
D H B X & RFF7 e
© Updated: 10/7/2013 5:13:08 PM by rgoel
Project Name:  SERVER9a Migration Status: [ Progress -
Type! [Implamantatiuns | Opportunity: @
Deescription: Migrate from SERVER1 ko Serverda ~  Company: [Juhn Gallin and Son, Inc. '] e
Contact: chris gallin <
Fhone: -_Company Ad D
Address: 102 Madison Avenue
~  City: e York
Est, Start: Tue 10f01/2013 [ End:  Tue 1ojzzjeoi [ Stete kil
Manager: Raj Goel = B 10016
Country: United States
Scheduled Start Date: 10jg/z01%  Scheduled End Date: 10§30/2013
Actual Start Date: Actual End Date:
5. Save the project

Click on WORKPLAN
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ADD at least 3 phases — PRE-...; DURING....;
POST-...

Click on EACH PHASE, and ADD Tickets

Project Board » Work Plan
SERVER9a Migration

General | Work Plan || Views Issues

Notes

Company: John Gallin and Son, Inc.
Project: SERYER9a Migration

Description
+ Pre-Migration - Prior-To-Ockt18

+ Miqgration - Oct1§-19

+ Post-Migration

Project Board » Work Plan » Phase

SERVER9a Migration

General || Work Plan | Views Issues Motes Documents Project Team

Contacts Finance

O H B X [ynewTicket. |G

| O updated: 10/10/2013 5:15:32 PM by rgoel

Phase: Pre-Migration - Priar-Ta-Oct15
Part of Phase: QY

Department: ’Help Desk v] Agreement:

Project Board: ’sewiceg Projects v] Deadline: E~

r \

, - ' —_——
zip: 10016 Impact: | Medium v @
Country: | United States v Priority: | priority 5 - No SLA v
Agreement: IManaged Service - Guld,fGaIIin-(ﬂ Actual Hours:

Opportunity: | @ Remaining:

Reqd Date: l‘ﬁed 10/23/2013 [ Budget Hours: 1

Summary: |Pus‘t—miglation review with Chris

Detail Description: -+

Raj to review project with Chris.
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9. Assign TECH, start date, time. Assign .
& g Resource Scheduling
AUTOMATED & NOC tasks to SERVICE )
Resource: IRﬂj Goel ﬂ &,
DESK user )
Start: Wed 10/23/2013 %
Finish: m d
Start Time: Iﬁz:nu PM
End Time: F]S:ﬂﬂ PM
Hours: |1.uu
Reminder: |15 minutes v
Span: Office Hours ﬂ
Where: Remote ﬂ
10. | Once ALL tasks have been added, time 1

budgets added, etc, go to the WORK PLAN
and SAVE AS PDF

Project Board » Work Plan

SERVER9a Migration

General Work Plan Views Issues Motes Docume
(™ Mew Phase | |2 @ Fle)
Company: John Gallin and Son, Inc. Budget
Project: SER¥ER9a Migration Hrs
Description 52.50
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9) SOP - Creating on Online Shock and Awe

Step ‘ Description | Screenshot

Purpose: To create a personalized Online Shock and Awe presentation that can be used as a marketing tool or as an invitation to a
Brainlink event.

1. Login to the Dashboard: Username: | brainlink] |
https://dashboard.technologymarketingtoolkit.com/User/ [eeesueaees |
Home/ e
Username: brainlink - Password: XXXXXXXXXX 1 keep me logged in for 30 days
2. Go to the Support and Tools tab on the homepage. bome M0 ooy PrOduCers 1 Templates  Support —
Resources  Tools
3. Select Online Shock and Awe on the right. Related Pages:

Support and Tools
ROI Calculator

Suggestions
Online Shock and Awe

4. On the right hand side of the page, select Create New Site. wﬂ

About Shock & Awe
Sites

Create New Site

5. Enter Company Name. Create a New Site x)

6. | Enter First and Last name of prospect. Somues| ]

7. URL will be automatically generated, but you will need to “:U:L %mmmwm‘sm
correct it with just the company name and first name of Ste UL must b betneen 4 and 0 haracter ng, nd consit ofar e
prospect without the dashes (Example: : Use another site 25 a remplates
http://constructionriskpartners- v s a1 s e and e
joe.premeetingmaterials.com/) copy from:
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8. Choose a template to copy from the drop down menu
(Choose do not copy-create new site only if necessary).

9. The logo and business card information are already plugged
in. Edit the letter portion of the site

10. | The letter portion will be created to be personally addressed
to the addressee. The language will be edited to the event
that is currently being created.

11. | Select Edit next to letter text and add the appropriate
language.

12. | Click Save at the bottom of the Edit Letter Text box.

13. | Select Render to ensure the site renders properly.

14. | Select Edit next to video link to edit the video portion of the
Shock and Awe. (The video link that will be attached to the
site, must be taken from the embedded code provided on
YouTube.com)

15. | To get this you must first search for the video, locate the
share tab and then select embed.

16. | Copy the embed code and paste into video link portion of
the Shock and Awe site.

17. | Click Save at the bottom of the Edit Video Link box.

18. | Select Render to ensure the site renders properly.

19. For the files that need to be attached, you must select Edit
next to the files portion and upload a new file.

20. | Click Select File and choose the desired file to be uploaded.

21. | Edit the file title, and then click Save at the bottom of the
Free Report Document Box.

22. | Select Render to ensure the site renders properly.

23. | Click on the Share button at the beginning of the page to
send a test email to yourself.

24. | Copy the highlighted URL and paste into your email account
to email to yourself and preview the site before continuing.

25. | After you have finished creating the desired site, save Name

of person, Company name, and URL that the site created for|
you on a separate document for future use.
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