How to
Ops guide

Building an Opportunity



BUILDING YOUR OPPORTUNITY

All jobs must be built from a Plan as an opportunity first, ready for when the client signs the contract
and supplies a PO (Only at this point does a job become live).

The “client facing budget” is what we use to build the billing plan. The “budget model” is what we
use to build our estimates.

TIME ESTIMATES

Based on the plan, you will need to create a monthly ‘Agency fee’ depending on the length of the
campaign.

As an example the Phases will simply be labelled JANUARY, FEBRUARY, MARCH etc.

You will also need to create any ‘Bought In’ Phases, these will be some or all of the following:
JAN Data | JAN Media | JAN Telemarketing etc.

It is good practice to have a “Bought in Service” for every “Agency Fee” phase. This just means if we
outsource anything there is a phase there to put the cost to.

This will be identifiable by simply putting the word OUTSOURCED at the beginning of the Phase
name. For example ‘OUTSOURCED JANUARY’. You only need to create one Outsourced version of
each Phase to cover the whole campaign.

You will then need to create the stages within each Agency fee phase. First you need to click into a
Phase and then go to the Schedule tab.
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Now click on ‘New’. To name a stage you need to reference the Plan and identify what tasks are
planned for the month you are creating. For example, in the image below the task for the month of
March are: Account Management, Marketo Management, Core: Content & HTML, Core: Email

copywriting.
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017 Account Management 01/03/2023 31/03/2023 00/00/0000
0172 Marketo Management 01/03/2023 31/03/2023 00/00/0000
0173 Core: Content & HTML creation 01/03/2023 31/03/2023 00/00/0000
074 Core: Email copywriting {inc live inbox moniter 01/03/2023 31/03/2023 00/00/0000
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Referring to the plan again, you can now put the time estimates under each stage. Whilst still in the
Phase click on the ‘Estimates’ tab, then click on the ‘Quick estimate’ tab.
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Within the ‘Quick estimate’ tab you can now add the total number of hours required for each charge
code associated with the Stage. In the two screen shots below, you can see the planned hours for
the Account Management in March, and then how this is added in Synergist to match.
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Content & HTML creation 000 000 000 000 0.00 000 000 000
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Now you have created the first monthly Phase you can then follow the same process to create the
subsequent Phases for each month.

If the next phase is very similar to the last one you can duplicate it. To duplicate a Phase click on the
icon as indicated below:

‘‘‘‘‘‘‘‘‘‘‘‘‘‘



