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Dubsado is an all-in-one Customer Relationship Management

system that helps streamline your business and stay on track.

You will be able to send important forms, invoices, emails
and more, automating your business to the max and saving
you valuable time and your sanity knowing everything is in

one place, working together behind the scenes.

This checklist will help you set up your account, as well as

navigate and understand the different sections of Dubsado.

All you need for this setup is a Dubsado account. Don't
worty it's free for the first three clients and you can use the

sample client provided for all your testing.

If you find this setup to be too much, I offer a variety of
Dubsado setup and support services designed to help you
bring out Dubsado's full potential.
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Setting up your Dubsado account

@ dubsado in b

Manage your
clients. Automate

your work. Grow
your business.

heeps://www.dubsado.com/

Once you have created an account, head
over to the gearshift at the top right—

hand corner ofyour dubsado account

On the next page, I will have a checklist to complete all the tasks in this section to set

the elements you need in Dubsado so your account is ready to go.

[ have also provided a useful guide so you understand what you are doing each step in

more detail and so it's not too overwhelming!

I hope you enjoy setting up your Dubsado account!



https://www.dubsado.com/

Dubsado Set-Up Checklist

Brand Settings

Branding

Dashboard (optional)
Portal Multi-user (optional)
International Settings
Receive money (optional)
Emails

Integrations

Domain names (optional)

Custom-mapped fields (optional)

General settings

Account settings
[ ] Login settings

B Billing
B Notifications (optional)
] Affiliate dashboard

Dashboard
] Scheduler

. Forms
. Canned Emails

] Packages
B Workflows




*Printable version at the end of document

Brand Specitic Settings

Brand Specific Settings

Color (formflink buttons) Street

State/Prov. Zip/Postal

Country

Send email as:

@ four name: Sara Palmroos

Your 5: Palmroos

Creative

Upload Logo

CO]OUI’ - Pro Tlp Try o make ti’lﬁ button CO]OLF[’ a darker one in your

branding palette as buttons will have white text. The dark colour will
help the text stand out.

Name - Add your company name here
Business Email - Add your preferred company email address

PI’\OHC = Add th€ pi’lOﬂﬁ number that you usc f‘OI’ WOI’k

Send email as - Emailing as your own name 1S always more personal

than emailing from a business

AddI‘CSS - Add your address/work address




Dashboard Settings

From here, you can choose whether you would like to have visible financial

indicators on your main Dashboard as you log into your account.

You can also change the colour of the Dashboard to suit you. There aren't
many options so just choose which one is the closest to your branding or go

with a neutral grayscale.

Dashboard Settings

Customize your dashboard.

Financial Indicators

(4,-' On

Dashboard Color Scheme:

Default Big Baby Blue Orange Sky

Purple Rain Really Red Dark Knight

Example of what your dashboard will look like with financial indicator on

RECENT

Calendar Overview




*Printable version at the end of document

Portal Settings

In this section, you can play around with the settings and look at your client

portal which is what your clients will see when you provide access.

Portal Banner @ Portal Banner Color

Portal Mobille Device Banner @
Partal Summary Header Colar

Partal Surm y Header Font Color

. JE2E2E

Welcome Portal Message - Keep the general or come up with your own

. Portal Projects Label Override - You can Change the label for 'Projects’ to
another word of your choice

. Portal—Specific Logo - You can choose to hide the logo ifyou have one on
your banner already or if it doesn't fit with your banner aesthetic

. Portal COdGS - You can share a portal Wlth a Client Wl’lO already has ACCESS

to this code. There is also an option to embed this onto your website.

. Banner - Upload banners fOI' dCSktOp and phone view

(There are banner templates available online)

] Portal Colours - Select your preferred brand colours




Multi-user Settings

This section is helpful if you need to share your Dubsado with someone in

your team. It's completely optional though.

For example, during a Dubsado set-up, this gives you the option to not give

complete control and access to another person by sharing your password.

Instead, you can add a team member as an admin, or as an accountant so they
can have access to the information they need to manage or report from your

account. Admins can access everything within your brand.

Multi Users

Manage your users and teams on your brand.

sado provides multi-login access which gives additional users the ability to view certain parts of your brand. You can then customize

account access each user. The prices listed below are in addition to the base charge for your account. Users cannot be
ed until you are on a paid plan.

FIRST 3 4-10 USERS 11-20 USERS 21-30 USERS

$0/month $25/month $45/month $60/month

Name Email

Invite New Users

Remember you don't have to pay for the first 3 users, but you will need to pay

after signing up another user.

The team members won't need to purchase a paid plan, but they will need to

have a Dubsado account of their own.

This is an excellent way of ensuring your account is secure.




International Settings

It's important to set your time zone in this section. You will also be able to

change your currency in these settings.
Time Zone

Change the time zone to your area. This is vital as it will link with your
calendar to ensure all your emails are sent at the correct times depending on

your location.
Changing currency

Select the Locale Settings (English, United Kingdom for example) and find

the area you are based in.

This will change the symbols and currency settings shown in the example

output.

International Settings

Adjust your time, location, and currency settings.

Time Zone
Europe/London Date: Thursday, 17 August 2023
Currency: £5,000.24

xct date formatting and currency symbols. We do not presently allow for billing in multiple

English (United Kingdom)

Override the default currency symbol from the provided from above




Receive Money

So here is the thing. Dubsado uses third-party payment methods to process
money within its system. This however doesn't mean you have to use one.
You can choose to not select one and you can manually process all paid

invoices once the payment has come through as "cash payments".

If you would like to use one of the third-party payment processors here is the
time to set one up. Dubsado integrates with Stripe, Square and PayPal.

(You can only connect Stripe or Square, not both. PayPal can be used on its own or in addition to Stripe or Square.)

They all have their own payment processing fees, which are worth looking up.

The plus side is that this makes it very easy for your clients to pay your

invoices with a click of a button.

Invoice settings

The "Bill to" name shown on invoices

Client name and company name

Show taxes on each line item

If turned off, only the total tax

Invoice terms

Edit the terms appearing at the top and bottom of your

Top

If you prefer to opt-out of third-party payment processors and prefer to have your
clients pay you through bank transfers (which means you have to manually process
payments within Dubsado as cash payments) it is a good idea to add your banking

details to your invoice using these Invoice Terms section
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Email Settings

Connect your email account in this section, so Dubsado can send follow-ups,

proposals, forms, contracts, invoices and other emails from your account.

You will have the option to integrate your Google email address or your
Microsoft email address. Or you can use SMTP to connect if you use any

other email address provider.

Please note: Dubsado will only show emails from addresses that are integrated
into the system, so your Dubsado inbox won't receive any non-dubsado-

related emails you might receive on your official email account.

Use the prompts from your email service provider and once you're sorted,

your email will be linked and look like the below!

Email settings

Set up your outgoing/incoming mail settings

All replies to emails sent from Dubsado will appear in Dubsado as well as your normal inbox.

Connected account

sara@palmrooscreative.com  [i)

Tracking Pixel ©

Track to see if emails have been read.

There is also 2 handy button that you can choose to track to see if the emails
y y

you have sent have been received by the recepient.

This is expecially great when you're not usre if your email has gone to spam or

if your email is just being ghosted.

11



Integrations

Here you can easily integrate other apps you use for the day-to-day running of
your business like your bookkeeping accountancy software along with other

apps such as Zapier which helps you create even more automations!

One important integration is your preferred conferencing app. Google Meets
or Zoom are great examples and it's super easy to connect. This means Google
Meets and Zoom links are automatically created when Dubsado sends out
your appointments, so you don't have to worry about doing this manually

every time.
Please note: You will need to sync a calendar before enabling conferencing.
Once your preferred conferencing has been connected it will show as enabled

as shown below

Integrations

I @ Quiickbooks.

Conferencing QuickBooks Xero 5

Connect to scl virtua Create invoices whe Link Dubsado invoices and

appointmen ents payments are receive applied payments

Fnapled T:j “ m

—zapier

Zapier

Generate tokens to access
your Dubsado brand
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Domain Dames (optional)

By default, links in Dubsado use the URL hello.dubsado.com. This includes
links to invoices, forms, schedulers, or client portals. Creating a custom-

mapped URL lets you change the Dubsado URL to your own domain name.

For example, hello.dubsado.com will become portal.yourdomain.com or

hello.yourdomain.com.

So if you have a claimed domain name and you would like your links to be

branded, you can connect it here.

Setting up a Custom URL Mapping is a two-step process of 1.Creating the
base URL and 2.Verifying the URL. You can find tutorials on how to do this.

Domain Names

Personalize your domain name for your brand.

Custom URL Mapping

https://portal. palmrooscreative.com/public/client/portal/60af9b77789f0f8df3f2bae9

URL Meta Information
The below will determine how your forms and portals are labeled in your clients' browsers and when sharing socially.
Page Title

Appears in the top of the browser for your portals and forms.

Description

Appears in the preview when sharing to certain social sites.

Preview Image Favicon Image

The main image that appears when sharing a link to certain social sites. The small icon that appears next to the e title in the browser. Must be

Upload 16x16 pixels in .jpg or .png format. Use t to create one

Upload

13



Custom Mapped Fields

Mapped fields help you to input/link information automatically when your
client completes forms. These could be fields e.g. wedding date, that will apply

to the client project.

You don't have to worry about this yet at the beginning of your account
setup, but once you start to know what sort of mapped fields you want, like

first name, last name etc. this is the area where you will go back and add them.

Custom Mapped Fields

Create your custom mapped fields here.

Client Proj

Client Mapped Fields

Client mapped fields are directly in the client’s profile. This will follow the client on any project they are assigned to.

Name

General Settings

This section allows you to toggle your conﬂicting dates against your calendar

when creating new events.

Scheduler conflicts filter available times based on selected brands.
General Settings

s turned on, Dubsado will check all conflicting dates when creating a new event.

Appointment Scheduler Conflicts

If this setting is turned on, appointment schedulers will filter available times based off conflicts across
selected brand

14



Account Settings

Login Settings

You can change any of your login settings in this section, this includes your

password, email and name.

There is also an option to toggle on "BCC me on all outgoing emails” which
means that every email that goes out to your clients will also be sent to your

email as blind copies.

This comes in handy if you want to know what all emails look like going to
your clients but I personally recommend connecting one of the free test

accounts to your personal email to test everything on your system.

If you choose to toggle this on in the beginning, this can easily be turned off

whenever you feel you don't need it anymore.

Login settings

Name Change name
Sara Palmroos

Email
This Google account is used to log in to Dubsado. To change your email, disconnect this account.

- Google
C) Disconnect
sara@palmrooscreative.com

Bcc me on all outgoing email

Mote: If you open a BCC'd email outside of Dubsado, it will mark as read within Dubsado

15



Billing

Billing will show you the plan (monthly/early) that you have with dubsado
once you sign up for the paid plan.

Here you can also change your payment card and see your billing history.

Affiliate Dashborad

You can set up an affiliate link to receive the perk of $35 (about £27) towards

your next billing. The link user will receive 20% off their first month or year.

Affiliate dashboard

Thank you for helping the family grow.
@

With the Dubsado affiliate program, every time someone uses your
code or link to sign up for a paid subscription, you'll both receive

benefits.

o
&=

What you'll receive What they'll receive

$35 in affiliate credit. 20% off their first month or year.

Find out more about the affiliate program here,

Remember: Using my code Palmrooscreative20 you can also get 20% oft your

First year or month when you sign up.

16



Notification Settings

Here you can choose how you would like to be notified of each action as it's

happening on Dubsado.

You can choose to have a push notification show up on your dashboard or

you can just have Dubsado notify you via email and /or Dubsado Dashboard.

Scroll down this page and you can separate notifications for individual actions

Notifications

Types of notifications

Push Dashboard

'y
Ly
You otification via = You will be notified via the bell icon in
the the top navigation bar.

Set notification email

can change the
sara@palmrooscreative.com

Turn notifications on/off

Alert me when a contract is signed *ush Dashboard

Alert me when an automatic payment has failed Jush Dashboard Email

Alert me when a payment is submitted Push Dashboard Email

Alert me when a form is submitted 2ush Dashboard
Alert me when a form draft is submitted *ush Dashboard

Alert me when a lead capture form is submitted Sush Dashboard

Alert me when a scheduled appointment is confirmed ush Dashboard

Alert me when a scheduled appointment is rescheduled *ush Dashboard

17



Dashboard Settings

Now that all the account setup is completed we will quickly have a look at
how the rest of Dubsado works and go through the settings on the dashboard

section that you need to run your Dubsado successfully.

I recommend you start looking into all these features on the Dashboard

column in more detail and get used to the elements in each one.

In this section, I will go over Templates which is circled here and we will start
from the top with Scheduler

¢! dubsado ¢! dubsado

Dashboard Dashboard

Proiects PrD]eCtS

Reporting F?EpOr!ing

Calendar Calendar
Tasks Tasks

Utilities Utilities
Templates Templates
Scheduler
Forms

Canned Emails
Packages

Workflows

Payment Plans

18



Scheduler

Add in your schedulers which will allow leads and clients to select times to
meet you when you share them. The Dubsado scheduler works just like
Calendly and other scheduling tools except it is more powerful as you can add

automatic reminders.

Even better, Dubsado will automatically use your conferencing software to

create virtual meeting links for you.

Here you can set all your different meeting templates with durations,
Locations (Google Meets), as well as canned emails for appointment
confirmations and reminders.

From the advanced settings you can set up buffer time before and after
meetings and determine how many meetings you will allow to be booked per

day.

New Scheduler

Schedulers P

View, edit, and create scheduler te

Appointment name®
Appointment duration*

When can this appointment be scheduled?™

Strategy Call

Dubsado Setup - W. Wh

Dubsado Setup - H...

Pald Sesslon
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Forms

This is where the magic of dubsado starts to form into an automation

goldmine.

You can create beautiful forms that correlate with your branding to go to your
clients automatically from contacts, questionnaires, proposals, welcome

packages...and anything else you want to send to your clients!

You can create a lead capture form to pull leads straight from your website,
Instagram etc. and this will not only create a client (as a new project) to
Dubsado but also pull all the needed information that you need linked to your
project, like wedding dates, clients name, address, email, phone number and so
much more! This information will then be mapped into contracts and other
forms that will need this information.

How amazing is that?!

You can also download PDF files (like your existing client guides etc.)

through the Questionnaires section.

Forms

Welcome to the new form builder.

Contracts aF Sub-Agreements ST Questionnaires e Proposals ST Lead Captures

20



Canned Emails

Have a look through your current emails and note down everything you tend

to send over and over again to clients.

Perhaps it's follow-up emails, payment reminders, questionnaires, or sending

a proposal to your client.

All these emails can be typed into Dubsado as canned emails and sent
automatically to your clients so you don't have to keep writing them out,

saving you so much time.
Make the emails personal by adding smart fields that are provided. Here is
where the mapped fields are automatically pulling information from the lead

capture form and questionnaires and such.

Pro Tip: Remember to add an email signature so all emails match your brand!

Canned Emails
For all the things you're always sending

Edit Templates ~

Subjec

Dubsado provides a large variety of possible canned emails that you can edit to
best suit your brand or you can start completely new and create everything

from scartch.

21



Packages

Packages will allow Dubsado to pull info for your workflows and forms,

creating invoices and proposals for your leads and clients to select.

Simply add all the packages you want to offer (add TAX if applicable) and

you are good to go!

Packages

‘Create sets of volce tems

Payment Plans

Use this to create payment plans that best work for the services that you are

offering whether it is paid in full, with a deposit or in multiple instalments.

Use this to set up payment reminders using the canned emails you created.

Payment Plans

20% deposit »
20% deposit
Autopay: Disabled on this payment plan Edit

Gold-Monthly-Invaice Due Date Amount Due Reminders

Menthly Payments 0 day(s) r contract signed by client {TBD) - 20% of remaining invoice

O dayls) before project start date 16f 1 equal payments
Pay In Full

Dubsado 50/50

22



Workflows

Now that you have everything else set up, it is time for the full benefits of

automation.

Make a step-by-step list of your client process, what is the first thing that
happens when a client fills in your contact form? What happens next, and
after that and after that? Write these steps down all the way to their
offboarding and archiving of their project.

This will give you more of an idea of how to start creating your own
workflow.

I would recommend taking a look at the sample workflow that Dubsado
provides in this section and taking a look at the types of actions and triggers it

includes.

Workflows [ ncoviondon ]

Set Office Hours

This is quite a long process and includes a lot of planning and testing to
make it perfect but this is exactly where the magic happens in Dubsado -
workflows automate your business and all the hard work that's gone into

5 ) I
settlng up your account.
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I hope this Dubsado Set up Guide

has become in handy to you

I'm Sara

I help wedding photographers and other creative
entrepreneurs run the back end of their business
through Admin and Social Media tasks.

If this Dubsado setup proves to be too much or
too time-consuming I offer a variety of Dubsado
setup and support services to help you get the

absolute best out of this amazing CRM system.

Don't hesitate to contact me if you at any point

feel like you could use a helping hand.

Learn more —>
' @)

sara@_palmrooscreative.corn

Www.palmrooscreative.com

24
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Dubsado Set-Up Checklist

Brand Settings

Branding

Dashboard (optional)

Portal Multi-user (optional)
International Settings

Receive money (optional)

Emails

Integrations

Domain names (optional)
Custom-mapped fields (optional)

General settings

Account settings
Login settings
Billing
Notifications (optional)

Affiliate dashboard

Dashboard
Scheduler

Forms
Canned Emails

Packages
Workflows



Brand Specitic Settings

Brand Specific Settings

Adjust how your brand appears to your clients.

Upload Logo Brand Info Address

Color (form/link buttons) Street
#ACAZCC

Name

Palmroos Creative

City
Business Email
Email that's displayed on public inwoices and in
the client tal
sl State/Prov. Zip/Postal
bi.llc']jfi_:i]|l'1lUUbl’_’lE<’]1IVE‘.CU'11
Phone
Country

Send email as:

. Your name: Sara Palmroos

Your business; Palmroos

Creative Q

Upload Logo

Colour - Pro Tip: Try to make the button colour a darker one in your
branding palette as buttons will have white text. The dark colour will
help the text stand out.

Name - Add your company name here

Business Email - Add your preferred company email address

PI’\OI’IC = Add ti’l€ pi’lOﬂfI number that you usc f‘OI' WOI'k

Send email as - Emailing as your own name 1S aiways more personal

than emailing from a business

Addl‘CSS - Add your address/work address




Portal Settings

In this section, you can play around with the settings and look at your client

portal which is what your clients will see when you provide access.

Portal Settings

Tor praview & portal click view from a client

Portal Welcome Message @ Partal Banner @ Partal Banner Color
Nolcome Bo your client portal ESESEF

S i _ Portel Baniner Font Solor

Portal Projects Label Override @ . JEZE2E
Partal Mobile Device Banner @

Project
Tojects Portal Summary Header Color

Portal Specific Loge © _(-’%l B EFFIF4

Partal Summary Header Font Color

- . JE2EZE
|
ot N

[ Hide loge in your ponals

Links and Embed Code
ﬂl\:.' cliemt with an active portal and password set can access their portal '||\r0ug|\ this link

Portad Link

Welcome Portal Message - Keep the general or come up with your own

Portal Projects Label Override - You can Change the label for 'Projects’ to
another word of your choice

Portal-Specific Logo - You can choose to hide the logo if you have one on

your banner already or if it doesn't fit with your banner aesthetic

Portal codes - You can share a portal with a client who already has access

to this code. There is also an option to embed this onto your websirte.

Banner - Upload banners for deskcop and phone view

(There are banner templates available online)

Portal Colours - Select your preferred brand colours




