On Boarding Process
After Receiving New Member:

1. Manager will assign account to the correct account manager after trial closes
· Payment processed 
· State will determine account manager
2. Account Manager will contact new member via email and phone within 24hours
· Account Manager will send Welcome Email day of with OB PDF
*If they respond* Make sure they are able to log into the website and are receiving @egia.org emails (Help with white listing if needed)

If no response or scheduled OB on Calendar:
1. Follow up with a phone call 24-48 hours after Welcome Email and continue to call every 2 days. 
2. Ask if they have any questions, can they access the website, schedule OB

On Boarding Process Meetings 
Based on member, season and time not all topics can or should be covered in the first on boarding meeting unless the member is ready. On boarding meetings can executed as followed. 

1. First Meeting: Introduction, Online classes (business and technical), manage account, library, Ask the Expert, Business Evaluator, Monthly Coaching and Seizing the Summer. (30mins -45 mins)
2. Second Meeting: Events (include Lead and EPIC), Cracking the Code Weekly Show, Search Bar (15-20 mins)
3. Final Meeting: Discounted Product and services, snap shot survey, Foundation (15-20mins)




Before Onboarding:

1.  Research company /Review Nimble (google reviews, company website, social media accounts). Note good/bad reviews

Onboarding:

Introduction: 

Thank you for meeting with me!  We’re excited to have you as members and to get started with you! My name is (Account Manager name), your EGIA Contractor University account manager. I will be here to assist you with your membership and make sure you are maximizing your benefits. So, with that said, please feel free to ask any questions, share any concerns and goals you may have so I can show you tools and resources you can start using today.

“Okay, (member name) I am going to go ahead and pass the mic over to you. I’d like to learn more about you and your business and why EGIA.”

Pause for member introduction – You really want to find out what led them to us, this will help navigate the conversation
Look at notes in nimble to make sure you direct conversation towards pain point mentioned in sales process

Here are some questions to navigate the conversation 
· How long have you been in business? (if not the owner-- how long have you been with the company?
· What is your role with the company? (if owner, are they working more in the biz or on it?)
· What led you to sign up for the EGIA program? (What is it you’re trying to do?) Why? 
· Do you currently have a training schedule in place? If so, who implements it?
· What are some challenges that you have been facing or things you’d like to focus on?
· How many employees do you have? 
· Are you profitable? 
· Do you know your closing ratio? (serv. Replacement leads 60-65%, marketing leads 40-45%.) 
· Where are your leads coming from? 
· Service agreements?
· Do you have any specific goals for the summer/year, etc.?

“Great, thank you for sharing that information with me. I am going to give you control of the screen so we can walk through the platform together.” 

Depending on member: make them the presenter or share your screen

Member Dashboard
Log into the Contractor University | Powered by EGIA (mycontractoruniversity.com).
 
Here you want to make sure the member is aware of their membership type, give them a benefit overview and start with any immediate questions they may have. 

“Member Name, this is your member dashboard. I am going to list out some of your benefits and show you around. By the end of this meeting we are going to set you up with your (business evaluator and monthly coaching/ leave them with next steps)”

“As a (PLUS/ PREMIUM) member, you receive: online classes, library full or business tools, downloadable documents, weekly shows, monthly coaching calls, and account manager and more). I am going to show you how to navigate the platform please feel free to stop me at any time with questions.”

Question: is there any specific benefit you would like to start with?

***The order in which these are presented depends on member) new, returning, independent user etc. 








Manage Account

On your member dashboard, over to the right is where you can manage the company’s contact information, billing, workshop registration and manage your employee roster. Let’s start here.
 
“Member name, you mentioned having XXX employees” or ask “Member Name, how many employees do you current have?”

“Great! Let me know you show to add users and give them access.”

· Choose Manage Account (on your dashboard right hand side)
Scroll down to Company Profile (blue box)
Choose Manage Roster
Click Actions à Create New Individual 

Pause:  Have member add a user for practice. 

*Mention “With your membership, you can add an unlimited number of users and managers”
Select Send New User Notification so they get an email notification
Select Manager to give user access to group reporting

Pause: How was that? Would you like to add another user?

If not, “let me show you how to edit a user’s access…”

· Once user is added show how to edit access
To edit roles, click blue box next to user name and edit their role
*Make sure manager users have the group leader role
*make sure all other users have group member to be able to access basic classes
To remove a user, select the blue button next to their name on the list and choose Remove. *Once a user is removed, they can only be re-added by contacting us.

Helpful videos for reference: 
How to add users: Manage Roster (mycontractoruniversity.com)
How to give access: Assign Access Roles (mycontractoruniversity.com)

“Any questions about adding users, giving access or managing your account?” if no questions…
 “Perfect, let’s go back to the Contractor University to discuss some other benefits”

Click “My Profile” in the top right corner next to billing and select “Contractor University” to go back to your member dashboard.






Ask the Expert
In addition to your account manager and your coach, you are also able to ask our experts in the field an unlimited amount of questions. Click Ask the Expert to check it out. Here you are able to submit questions to me, our tech team in case you are experiencing any issues with viewing resources and ask questions to our experts by selecting Category. You will receive a response within 24-48 hours. 
Any questions?

One on One Coaching
“Earlier, I mentioned you receive a monthly coaching session as a benefit. Let me show you how that works and how to go about booking your sessions.

Click Coaching Calendar 

“Member name, as a loyalty member you are able to pick any coach, switch off between coaches or stick to one. Your conversations can be based on your business evaluator we will discuss in just minute or any priority you have that day, week, month or year. Our coaches are very flexible and here to help you. Every month you will receive an email with a code to book your monthly session. The code can only be used once for the month it is for. I will also send you monthly reminders in case you miss the first email. Now, let’s practice on how to book a session. Select a coach, day and time. Show member how to enter “redeem code”

Any questions about booking your monthly coaching calls?

Business Evaluator:

Okay let’s talk about the business evaluator roadmap. It’s a tool we use to determine the priorities of what training content you should focus on.  It covers the 5 key areas of your business-like Planning and Budgeting, Operations, Admin, Sales, and Marketing.  Once you complete the questionnaire we create a custom roadmap. This is your roadmap, specific for your priorities. I will be emailing you this at the end of our meeting.

(Loyalty members only) …along with the coaching call link to book your coaching session (if loyalty member. If not, once evaluator is completed, email for follow up meeting regarding roadmap)

Any questions about the business evaluation?


Online Classes

Business Training:

“Okay, lets discuss how the university can used for employees. Under Contractor Training lets go to Online classes. It is the second blue box.”

· Walk through a class: 
· In here, users are able to taking courses and you are able to view their progress. Walk member through mindset class and explain how training can executed: group setting or individual. Each lesson has a quiz, the user must receive an 80% or higher to unlock the next lesson. There are a couple of ways you can do this, for example, you can have everyone watch on a big screen and log into their phone and take quiz. All users can access the platform 24 hours a day. 

· Review Progress Report, Group Report, Group Management Manage Account and how it works

Make it clear: “Your users will appear in group reporting once they start to take online classes”

Do you have any questions about online classes, user access or tracking progress?
Questions you can ask:
Do you have someone in charge of employee training?
you currently have training with your team?
How often? How long are those trainings?
How many employees do you have?
What are your current training goals?


Technical Training
Recently added benefit! We have some sample courses available for you HVAC Maintenance , Airflow Testing Procedures and Mini Split Troubleshooting. Click Same classes try those out. This is an additional benefit. If you find yourself wanting full access let me know. It is currently $325 a year per user with a minimum of 3 users. 

Do you currently have technical training in place for your team?
How do you currently get your employees Nate certified?  
Any questions?




Register for Events

In addition to all the benefits I just showed you these are additional virtual and in person events we host. This page had our year-round events listed.  You’ll be able to search upcoming conferences and our virtual and in-person workshops.   You can filter by event type, learn more and register. 

I strongly suggest that if there are any workshops or conferences you are interested in that you register right away because they can sell out quickly! Click on an event and you’ll be able to read about what the workshop entails, what you’ll learn, who the presenter is, and be able to register.  

(Premium Members) With your membership you get unlimited registrations for the virtual events and one ticket to each in-person event, including EPIC. (if Daikin, you get 3 tix to the Daikin events)
(Plus Members) With your membership you get a discount on our workshops. However, if you find yourself attending a lot of these, it would be in your best interest to upgrade to a Premium membership to get a free ticket. 

Talk about and show where to read more about EPIC and LEAD

LEAD2022 (lead2022event.com) – included for all plus and premium members. Sept 20-21 

EPIC2023 – March 16-17 2023 @ Caesars Palace

Do you have any questions about our workshops?  

Discounts on Products & Services
Here is where you can access discounts on products and services geared toward running your company…Tools & Equipment, business operations & admin, sales & marketing & vehicles.
To access your discount, click on the company you are interested in working with and then either copy the access code or request info online by filling out your info and they should respond within 48 hrs.

Snapshot Survey
We are a nonprofit organization and have access to over 60,000 companies in the industry so we do research in our network to gain insight on how contractors are evolving, how they’re achieving success and post that on a monthly and yearly basis.  You can see that archive here.  These are great to see industry trends. 

Fill out our monthly survey to help us understand what’s happening out there. It really helps us understand what you need so we can help. Plus, once you complete the monthly survey your name gets drawn into a raffle. We give out a $100 gift cards monthly.  

Financing
If you need financing for your business you can learn about the Optimus Program here and request a call or I can provide them with your contact for a follow up. 





Seizing the Summer:
Weekly Summer show! This series will be 18 episodes on the major challenges’ contractors face in peak season and will be short videos 20-30 minutes each.   Here is the lineup: Seizing the Summer 2022 Schedule (mycontractoruniversity.com).

Do you currently have weekly training? What topic are you covering this week? (provide video or line up for additional support in meetings)

Any questions
Cracking the Code: 
Every Monday, we release new show! Topics vary every week. On the go, no problem. Join in via podcast. Missed an episode or want to see previous episodes use the search bar and enter Cracking the Code. To receive weekly reminders, sign up for email notifications on the left. Do it once, you do not have to do it again (check if they have received the newsletter)


Search bar:
Show member how to use the search bar. What is one of your current priorities for the business? Have member type word and show how to filter by type, trainer, series etc. Make sure they know the search bar will show previous training we have released as well. 

“If you are ever in need of a document or need support, let me know and I can take a look too. Do not feel like you alone, I am here to help you.”

Helpful Video: Global Search (mycontractoruniversity.com)

EGIA Foundation (Email info) 
EGIA Foundation and Always In Demand
EGIA is nonprofit company focused not only helping contractor like yourself build your business but filling in the gap of experienced workers. We award 20 winners a scholarship to pursue and HVAC career. Enrollment opens in October. As a member, $10 of your membership is contributed to the cause. We have extensive research and tools to help you too! Click the link below to help recruit those in your community who still may be questioning their career choice. 

To contribute at no additional cost and very little effort help us by using our amazon link to make your orders. Don’t worry your information stays private, a percentage of your order will be donated to the foundation. I will email you all these details so you can do it on your own time. 

Any questions?

FAQ: 
20 scholarships: 2,500 each
Important Dates
October 1, 2022: Application submission open
March 31, 2023: Last day for application submission
April 2023: Notification of selection results
July 2023: Awards mailed out


Facebook Group
Our Facebook group is great way to connect with our HVAC community. Meet fellow colleagues in the field, ask questions and become a part of great conversations. This is a member-based page only. Feel free to ask questions here too. One of our coaches goes in there weekly to add additional support and will connect it to the EGIA Contractor University platform for helpful resources.

Any questions? Allow member to enroll if they are eager to. 

Next Steps:
I’m going to send you a link to the business evaluator tool.  Once that is completed, we will put that roadmap together for you and email it over.  I’ll also send you the promo code for business coaching for the month and some helpful videos. 

I will be checking in on your monthly to remind you of your benefits, is that okay or would you prefer more frequent check ins? Do you prefer phone or email? 

“Perfect, member name, we will talk soon. In the meantime, please feel free to reach out any time. All my contact information will be in the email I will send you shortly”

Upgrades
Discuss upgrade options if members ask. Go based on price chart

If you are able to complete all talking point in ONE meeting, make sure member completes their business evaluator and books their coaching call (if loyalty member) in the next follow up. 







































Sample Emails:
Welcome Email Sample:
	[bookmark: _Hlk199415679][bookmark: _Hlk199415741]

	[image: https://mycontractoruniversity.com/wp-content/themes/EGIA/images/contractor_University_bg.jpg] 



	

	 

		[bookmark: _Hlk199415757]Hi (Member Name),
Congratulations on becoming an EGIA Contractor University member! We are excited to share this amazing training platform to you and your team. My name is (Account Manager Name). I am your main point of contact regarding any questions you may have about your (membership type premium/ plus) membership. 
I would like to schedule some time to review your benefits and show you how to utilize the website. This is a great opportunity to get to know more about you and your company as well. Keep in mind, the membership review is a crucial first step on your EGIA journey. Please click (insert your calendar link) to book a meeting to discuss your benefits and plan for the year.
Now that you’ve booked a meeting, let’s make sure you can login. Click My Contractor University and login. Your account is set up. Your username is your email address (user email address). If you need a password, select “forgot password” on the website and the system will automatically email your reset instruction. 
I will be following up with you in the upcoming days to make sure you are able to access the platform and your benefits. Please do not hesitate to reach out to me of you have any questions or would like to walk through this together. 
Best Regards, (insert signature)






No Response from Member:
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Hello (Member Name)
I hope this email finds you well. My name is (Account manager name), you EGIA account manager. I have attempted to contact on several occasions via phone (enter phone number) and email (enter email). Unfortunately, I have been unable to reach you. I know this must be a very busy time but I want to make sure you are taking advantage of your membership benefits.
If there is another form of contact for you or a manager who will be responsible for training, please let me know or pass this email along to them.
Let’s book a meeting. Please click (insert your calendar link) to book a meeting BEFORE the end of the month (enter month). Select a day and time that works for you. This will give me an opportunity to understand your needs and focus. Let’s not waste anymore time. Feel free to give me a call if that is best (###-####-###).
 I am looking forward to meeting you soon! 
Best, (insert signature)






	 

	

	



		 

	








After On Boarding Meeting Email:
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		Hi (Member Name)
Thank you for meeting with me today. It was a pleasure speaking with you! Below are some next steps and helpful links we discussed. I have included my calendar link as well to schedule a follow up meeting. 
1. Complete your customized business roadmap: click Business Evaluator Questionnaire to complete
2. Book your one on one coaching sessions: click Coaching Calendar to take advantage of this benefits. Enter redeem code: (XXXX). Remember, these are included in your membership. Sessions do not roll over or stack up. You must use them or loose them monthly.  
3. Book follow up meeting with me (insert account manager calendar link). We can continue where we left off.
Helpful links: How to add users: Manage Roster (mycontractoruniversity.com).  How to give user access: Assign Access Roles (mycontractoruniversity.com)
As I mentioned, I am your dedicated account representative, any questions you have please do not hesitate to reach out to me. I am always here to help.
I will be checking in with you monthly. 
Sincerely, (insert signature)
Ideas: include foundation, 




Additional Email: You can pick and choose which benefits you would like to include. Please fill in correct information below according to your member. 
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		Hi (Member Name)
It was a pleasure speaking with you this week. Below are some benefits we discussed along with additional benefits we did not get to today. Please take a look and let me know if you have any questions. 

	

	Business Evaluation & Customized Training Roadmap
Your membership includes a customized roadmap for your business. We do this by creating a customized training roadmap for your specific business needs. First, we need you complete your questionnaire. This helps us understand where you are, where you want to go and we create a plan to get you there. Click Business Roadmap to take advantage of this benefits. 
One-on-One Coaching
As a loyalty member, you also receive a 45 minute monthly coaching session. You can discuss your business roadmap goals or any other priority you have. 
If you would like to book a business coaching session now, click Coaching Calendar and select a coach, day and time.  Make sure to redeem code: (XXX) for your monthly session. We will send you an email each month with the new coaching session promo code. Codes can only be used once. Coaching sessions do not roll over or stack up. Use them or lose them monthly. .
Seizing the Summer
New added benefit! Summer is here and it is heating up fast! We get it, your time is limited. We are releasing quick, bite size helpful videos to help you maximize your summer. Click My Member Dashboard and select “Seizing the Summer” to access the videos. New videos released weekly.

Cracking the Code:
Included benefit in your membership. Check out our weekly show. New topics covered every week from Pricing, Recruiting, Technician, Sales, you name it, we have probably talked about it! On the go? No problem, join the podcast. Click Cracking the Code Weekly Show and login to watch those now. Use the search bar to search the archive. 
Library:
Access to hundreds of videos and downloaded documents you can start using today! Enter a specific section (this can create engagement)
Online Classes: 
Business Training:
Included in your benefits. With your membership, you can add an unlimited number of users. Users will have access to online classes and managers will be able to track user progress. (Group reporting)
Technical Training: 
Sample courses available. Click My Member Dashboard and select online classes, technical training, access available classes to see more. To add this additional benefit, click My Contractor University | Interplay. This benefit is $325/ year with a minimum of 3 users to enroll. 

Global Search:
The search bar is a powerful tool! Search topics or key phrases to access even more resources. For more specific information, use the filter on the left to narrow down your search. 
24/7 Ask the Experts Support
With your membership, you now have access to a 24/7 email hotline where you can ask your specific business questions and get expert guidance and answers from our award-winning team of trainers and consultants. To utilize this feature, log-in to the member dashboard and click the "Ask the Experts" link to submit your question.
In- Person and Virtual Events:
Prefer in person or live events? Get an opportunity to meet our facility and ask questions live! Click Contractor University Events Calendar to view events. As a (premium/ plus) member this (is/ is not) included in your membership. 
Membership Upgrade Opportunity
Last but not least, if you would like to participate in our LIVE training workshops, boot camps and conferences, you should consider upgrading your existing membership to our premium membership option for one payment of $2,000. That will provide you with unlimited free registration to all of our virtual educational workshops and 1 free ticket to all of our in-person events until the end of 2022. Click here to upgrade to a premium membership account. You also can view the upcoming event calendar by visiting events.mycontractoruniversity.com.

EGIA Scholarship Foundation
Every year, we award 20 individuals pursing an HVAC career scholarship to accomplish their dream. We understand it is getting tougher and tougher to recruit and look for good help. We have a variety of research and helpful videos to help those questioning a career in HVAC. As a member, $10 of your monthly membership is contributed to the foundation. To find out more about the scholarship or donate at no additional cost, use the links below for more. 
Scholarship: Always In Demand
Foundation: EGIA Foundation 
Donate at no additional cost. Just use this link when you order. All information stays private even from us! Support the HVAC Industry with AmazonSmile | EGIA Foundation (save to your desktop)

We look forward to working with you this year and helping you make 2022 your company’s most successful year yet! Below is my contact information should you have any questions.
Sincerely,
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