
Automating your client on boarding process

It’s one thing to have Dubsado, it’s another thing to actually use Dubsado to it’s full potential. In 

this worksheet, we will define your workflows as well as outline and organize each one.

In most cases, workflows will align with the services you offer. In my case, I have 3 design 

packages that will each have separate workflows: Brand Identity, Web Design, and the Full 

Experience.

Defining your workflows
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I will show you how I listed out my steps to give you a better idea of how this will work. It’s 

important to think through everything before implementing. It will only save you time in the end.

You will notice I bolded and highlighted the items that I will eventually have to create in 

Dubsado. Try to do the same with your list. If you want to get a better idea of what items 

Dubsado has to offer, look under the “Templates” tab in the side navigation of the Dashboard.

What are the steps in your workflows?
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Brand Identity

1. Client fills out form on website. 

2. Automatic email reply with form to get more information from client.

3. Client completes form.

4. Automatic to-do triggers to set a project date for the client.

5. Automatic email sends out with project start date and contract

7. Automatic email sends out initial invoice

6. Client signs contract

8. Client pays

10. Client fills out form

11. Automatic email is sent out day before project starts with link to Calendly for creative call

9. Automatic email is sent out with form for client homework
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