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THE DASHBOARD

To access your dashboard, click on the “Dashboard” tab, which is located on the 
navigation portal on the left side of your screen. Your dashboard is a basic breakdown of 
all the different stats related to your campaign. From here, you can see how many 
recruits you have contracted and a rundown of how many different campaigns you’ve 
sent out through our automation. 
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OPPORTUNITIES

Under the “Opportunities” tab, you’ll find your entire recruiting pipeline, from beginning to 
end. The second that a recruit applies to work with you, their information will be 
automatically placed under the “New Leads (Sent Basic Info & Invite Link)” column. As 
they click on the link and book their interviews, the system will automatically move them 
into the appropriate column.

Below is a complete breakdown of each column. 
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New Leads (Sent Basic Info & Invite Link) 

The second that a recruit applies to work with you, their information will be placed in this 
column. This triggers a campaign to the recruit that invites them to book an interview 
with you. The recruit will only be able to pick a time from the hours you’ve designated. 



Clicked Interview Link, Hasn’t Booked Interview

Once your recruit has clicked on the interview link, they will be automatically transferred 
to this column. If they do not book an interview afterwards, they will be sent follow-up 
reminders to book an interview with you. 
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Booked Interview

Once your recruit has booked their interview, they will be automatically transferred to this 
column. This triggers a campaign that provides an interview confirmation. Reminders 
about the interview will also be sent to the recruit. 

Missed/Cancelled Interview

If your recruit misses or cancels their interview, you will need to move them to this 
column. You can do this by holding your mouse down on their card and dragging it over. 
This triggers a campaign asking the recruit to reschedule. 

Follow Up - General | Follow Up - Leads - | Follow Up - Freedom & Flexibility | Follow 
Up - Financial Gain | Follow Up - Growth Opportunity | Follow Up - Making A Difference

Once you’ve interviewed the recruit, if you feel that they aren’t quite ready to be sent to 
XCEL (our licensing course) or to contracting, you can move them to one of these 
columns to trigger a follow-up campaign. 

“Follow Up - General” will sent a general follow-up campaign to the recruit, but if the 
recruit mentioned leads, freedom & flexibility, financial gain, or any of the other 
categories listed above during your call, you can move them to one of these columns 
instead. This will sent a video specifically focused on that content to the potential recruit. 

For example, if you’ve spoken to a single mom that’s really excited for a career where she 
will gain the freedom to determine her own schedule, but isn’t quite ready to become 
licensed or contracted, you can move her to “Follow Up - Freedom & Flexibility.” This will 
send a video specifically targeted to her & an invitation to follow up with you. 
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Not A Good Fit

If you’ve spoken to the recruit and have decided that they may not be the best fit for you 
and your team, please move them to the “Not A Good Fit” column. This triggers a 
campaign letting them know that they aren’t a good fit at this time, but invites them to 
apply again in the future. 

Send to XCEL

If your recruit is ready to join your team but they haven’t gotten their life insurance license 
yet, you can move them to this column. This triggers a campaign that sends them 
information regarding our XCEL course, which helps agents become licensed.

XCEL Registration Confirmed (Send Course Completion Checkups)

You will need to check in with your recruit & ensure that they have signed up for XCEL. 
Once you have confirmed their registration, please move them into this column. This will 
trigger follow-up reminders to complete the course & become licensed. 

Send to Contracting

Once your recruit has become licensed (or if you’re speaking to a recruit that’s already 
been licensed) and they are ready to become a part of your team, move them to this 
column. This triggers a campaign sending them a link to the contracting site. It also 
provides your contracting code & instructions on how to use the site.  

Hired

Once you’ve recieved confirmation that your recruit has been hired to your team, 
congratulations! It’s time to move them to the “Hired” column. This will trigger a 
campaign welcoming the agent to your team. 



MARKETING
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Under the “Marketing” tab, you’ll find a link called “Campaigns.” By clicking on 
“Campaigns,” you’ll see all of the campaigns that are a part of your portal’s automated 
system. It is recommended for you to read these campaigns so that you’re familiar with 
the information being sent out through your portal, but you will not be able to edit this 
information. 

These campaigns are organized by folders. Click on each folder to see the campaigns in 
each category. Click the campaign name to see the details for each campaign. 



CONTACTS

Under the “Contacts” tab, you’ll find a link called “Contacts / Smart Lists.” By clicking on 
“Contacts / Smart Lists,” you’ll see all of the contacts that have been imported into your 
system so far. Here, you can sort them by last activity or by the date they were imported 
in the system. 
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You will also see a couple of different icons 
above the contacts list (depicted left). You can 
use these tools to organize any contacts in 
bulk if needed. 



Adding Contacts

Your portal automatically imports anyone that applies through one of your recruiting 
campaigns (through Facebook, ZipRecruiter, etc), but if you ever have the need to add a 
contact into the system yourself, you can do that here. You can only add one contact at a 
time. However, it is extremely important to have written consent to contact them. 

Severe legal complications can arise from adding any contacts that haven’t explicitly 
given you permission to contact them by phone and by email. Do not add any contacts 
that you do not have written consent to contact.
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Bulk Editing

The other tools allow you to bulk edit contacts. 

For instance, if you need to move multiple contacts 
down the recruiting pipeline, you can check the boxes 
next to their names & click on the “Pipeline Change” 
button. This will allow you to move multiple contacts at 
once along the pipeline (the recruiting pipeline is the 
different columns in the “Opportunities” tab). 

Moving contacts to different stages with the pipeline 
with trigger the corresponding campaigns, and vice 
versa. For example, if you add the XCEL campaign to a 
contact, it will be automatically moved to the XCEL 
column.
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Individual Contact Page

By clicking on the name of the person that you’d like to see more information of in the 
contacts list, you can access this page. 

On this page, you can see the history of the messages that you’ve sent to that particular 
contact. You can also see all of that contact’s information and all of the activity for that 
contact. By clicking on “Notes,” you can even add notes about that contact. 

By clicking on the SMS/Email panel, you can respond to any questions that the contact 
may ask and send your own messages back and forth via text and email. 
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Sending Custom Templates

If you’ve set up custom text or email templates for 
yourself (the steps for this are described on page 
20), then you can send those from the SMS/Email 
panel. Just click on the “Use A Template” icon. 

Additional Info

After your recruit has booked their 
interview, they are redirected to a 
pre-interview questionnaire. If they fill out 
this form, all of the answers that they 
submit will be populated under the 
“Additional Info” tab on the Contacts tab. 

This will give you additional information 
about your recruit before your interview. 
Check this tab to see if the recruit is 
already licensed, if they’ve submitted a 
resume, etc. 
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CONVERSATIONS

By clicking on the “Conversations” tab, you will see an overview of all the of the 
conversations that you’ve had with your recruits. You can filter by unread, recents, and all 
messages. This tab is great for when you’re checking messages on the go. 

You can send responses, check a contact’s information, and add campaigns to specific 
contacts from this tab as well. 



SCHEDULING

By clicking on the “Scheduling” tab, you will see two links— “Calendar” & “Appointments.”

12

Accessing Your Calendar

In order to view your calendar, click on the 
“Calendar” link under the “Scheduling” tab. 

Once you’re here, you must click on the 
dropdown at the top and select the calendar for 
your agency (the default option is “My Calendar,” 
which will not show your appointments). 
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Block Off Time Slots

There may be times when you want to block off time slots without affecting your usual 
hours of availability. You may have a lunch meeting, a doctor’s appoinitment, or a 
vacation scheduled during a time when you would typically be available. 

You can do this by double clicking or double tapping on the spot on the calendar that 
you’d like to block off. This will cause a block that says “Not Available” to appear. 

Adjusting Your Blocked Off Time Slot

To adjust the amount of time that you’ve blocked 
off if you’re on a desktop, you can hover over the 
top or the bottom of the box that’s appeared. 

You will see a cursor with two arrows appear. 
Click & hold down to drag the box to cover more 
or less of the calendar. 

On mobile, you can adjust this by holding down 
the top or the bottom of the box and dragging it 
in either direction. 

Appointments

To get to a list of your appointments, click 
on the “Scheduling” tab and then the 
“Appointments” link. 

This displays a list of all of your 
appointments to manage.

For example, if a recruit doesn’t show, you 
should adjust their status to no-show & 
either add them to the missed 
appointment campaign or move them to 
the “Missed/Cancelled Interview” 
recruiting pipeline column. 



REPORTING
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The “Reporting” tab is more for higher level management as you grow your organization.

Under this tab, you can keep up with booked appointmments, shows vs. no shows, and 
see how much of your traffic is converting to appointments. 



SETTINGS

Under the “Settings” tab, you will be able to update your personal information, integrate 
your Gmail calendar, sync your Gmail calendar with your portal’s calendar, create your 
own custom text & email templates, and adjust your interview hours of availibility. 
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Updating Personal Information

Update your personal information by clicking on the “Profile” section. Make sure to click 
“Update Profile” afterwards. 



Integrating Your Gmail Calendar

If you use a Gmail calendar, you can integrate it into this portal. To do this, click on the 
“Integrations” section under the “Settings” tab. 
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There will be a panel that says “Connect your location’s Google Account.” Click on the 
“Connect” button. This will pull up a new window prompting you to log into your Gmail. 
Please enter your email & password. After you’ve logged in, your account will be 
connected to the portal.

In order to sync your Gmail calendar to the portal’s calendar, you MUST complete the 
next step (see page 17). 



Syncing Your Gmail Calendar To Your Portal

After you’ve connected your Gmail calendar to the portal, you must sync it to your 
calendar. Do this by clicking on the “Calendar” section.
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There will be a calendar with the name of your agency. Click on the three dots on that 
panel, and then click edit. 

At the bottom of the pop-up that 
appears will be a dropdrop to link 
your calendar & to sync your 
calendar. 

Select the calendar you use & then 
set the sync optioni to two-way. 

Make sure to press save! 



Creating Your Custom Text & Email Templates

To add your own custom text & email templates, click on the “Templates” section.
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Afterwards, click on the “Add Templates” 
button and then select either a text template 
or an email template. 

Please remember that these templates are 
just for text that you might send agents often. 
For instance, you might host a webinar that 
you tell your recruits about often so you can 
build a template to share that link. 

These templates will not be part of your 
automation. You must manually share them 
with your contacts. 



Adjusting Your Interview Hours of Availibility

To adjust your usual hours of availibility for your interviews, click on the “Calendars” 
section. There will be a calendar with the name of your agency. Click on the three dots on 
that panel, and then click edit. 

To adjust your usual hours of availibility for your interviews, click on the “Calendars” 
section. There will be a calendar with the name of your agency. Click on the three dots on 
that panel, and then click edit. 
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Click on the tab at the top that says “Availability.” On this section, you’ll be able to adjust 
the time spent during your interviews (the default is 30 minutes), how many people you 
can speak to during one interview slot, the minimum scheduling notice, and how far in 
advance recruits can book an interview with you.

In the “Office Hours” section, you can adjust what days you’re available, and then set 
hours of availibility for those days. 

Remember: if you have a meeting, lunch, or some other appointment during your usual 
hours of avaibility, you don’t need to adjust your hours as a whole. Instead, block out a 
period of time for yourself (see page 13).  

20


