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OH HELLO THERE!

MEET YOUR NEW BFF
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WWW.MEETPEPPER.CA

Creatives — like photographers, fashion
designers, social media consultants, and
professional bloggers — come to us
when they are stuck in their business
processes, swimming deep in tasks with
no energy for the fun stuff, such as
business development, meeting with
clients, or actually getting out there to
shoot an incredible wedding.
 
Real world check in, friends. It is okay to
put your hand up and say that you need
help. We all don’t like doing it though, we
get that.

Pepper - Your Badass Business BFF Inc. is
the brainchild of a fellow creative
entrepreneur and full-time photographer.
Knowing the behind-the-scenes chaos
that can sometimes be the creative
industry, founding an outsourcing
company that understands artists was
the only thing that made sense. 
 
So here we are, a team of virtual
assistants (who are also creatives and
trained in the creative industry) to
alleviate some of the extras that you no
longer have to handle on your own!

http://www.instagram.com/meet.pepper
https://www.facebook.com/meet.pepperBFF
https://www.linkedin.com/company/pepper-your-badass-business-bff-inc/


HELLO@MEETPEPPER.CA
WWW.MEETPEPPER.CA

Let’s clear the air on how easy it is to start
letting go of your every day business
admin, and to starting your exciting, new
friendship with your rockstar virtual
assistant.
 
Read more on our blog post "Pepper's
On-Boarding Process" to understand the
full process.
 
Remember, we're here for you every
single step of the way! 
 
Follow along with this handy guide of
what you'll need to share with your new
virtual assistant! 
 
It's time to embrace your inner badass!
 
 

WHAT YOU NEED TO
KNOW ABOUT ON-
BOARDING

STEP 1:
Send your login information for
everything your virtual assistant needs!
 
 Your E-mail (ex. G-mail, Outlook)

Your Website (ex. Wordpress, Square
Space, ShowIt)
Your Newsletter Software (ex. Mailchimp,
ConvertKit)
Your Social Media Platforms (ex. Facebook,
Instagram, Pinterest, Twitter)
Your Google Analytic & Google Business
Page
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STEP 2: 
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Login to your badass portal to view and
sign your important documents like your
Master of Service Agreement and Auto-
Renewal Sub-Agreement.
 
These documents will be saved in your
super secret portal foreeeeever. Don't
worry about that! 
 
 STEP 3: 

Send an invite to your Google Calendar
or your business's scheduler. This way
your virtual assistant will know when
you're taking a day off, to remind you
about an upcoming appointment, or to
not pester you when you're in the editing
cave! 
 
Ask your virtual assistant if you need
help setting this up! 
 
 
 
 

STEP 4: 

Login to your CRM software and add your
virtual assistant to your profile. 
 
If you don't have one yet - like Dubsado,
Tave, Honeybooks or ShootQ - don't worry!
 
We can do this together! Let's arrange a
video call to chat more!
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STEP 5: 
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Login to your newly created Google Drive
that your virtual assistant has invited you
to look at. There are a few mini-steps
here to complete. 
 
 
 
 

Add this folder to your own Google
Drive for easy access.
Create a folder of your Highlights. This
means photographs of yourself and of
your work that we can share on social
media. We would love for you to add
in a quick bio about yourself as well.
Make yourself a cup of tea or coffee,
and open up the three individual files
labelled 'Client Touch-points',
'Workflow' and 'E-mails'. Add in your
responses about how you would
complete these tasks for your virtual
assistant to study!

STEP 6: 
Send your virtual assistant any of your
internal business documents that you
feel will help him/her learn more about
your brand, tone of voice, and your
services. 
 
An example of this could be your "Your
Preferred Vendor Guide" or a link to one
of your website pages/blogs that really
encapsulates who you are a professional.
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STEP 7: 
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Give yourself a big high five! Get up out of
your comfy chair and do a celebration
dance! 
 
You're one BIG step closer to your very own
version of work/life balance! 
 
Send your virtual assistant a celebratory GIF,
text message or you know, formal e-mail to
let him/her know you're ready to rock!!!
 
 
 
 
IMPORTANT NOTES

Never ever give your virtual assistant
your credit card information via e-mail.
Instead, arrange a quick Zoom video
chat or phone call to share your
important information. Don't worry,
Pepper will keep this safe on your
behalf. 
Reach out to your virtual assistant if
you have a question if you are
experiencing technical difficulties, or if
you are wondering what the heck
workflow means! We're always here for
ya! 

More notes on the next page!

http://www.instagram.com/meet.pepper
http://www.facebook.com/meet.pepperBFF
https://www.linkedin.com/company/pepper-your-badass-business-bff-inc/


HELLO@MEETPEPPER.CA
WWW.MEETPEPPER.CA

IMPORTANT NOTES
CONTINUED

When you choose a package, those
hours are for the entire month. We
time block to ensure that each creative
gets the utmost use of time from their
assistant. We can work with specific
deadlines on projects, otherwise the
tasks you give to us will be completed
within each month of hours. 
The entire Pepper team is over the
moon stoked to be working with you!
Whatever you need, just let us know
how we can make this experience
more fun for YOU.
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