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Transcript - Stress Free Studio Systems - By Theresa Case 

 
Theresa: Welcome everyone! I’m really, really excited to be here and to share with you some things 
that have been working really well for me in terms of organization and systemization and 
productivity. I definitely want this to be interactive so feel free to type your questions in or just ask a 
question verbally. I really want this to be very helpful and informative for you.  
 
And again, it’s really exciting to see so many of you on the line. So, I just want to tell you a little bit 
about my story. I’m probably what you would describe as someone who is maybe more naturally 
inclined towards organization and routine and processes and such but it’s not something that when I 
first started running my studio was just magically inherent to me. It’s definitely something that I’ve 
learned and still continuing to learn and develop in myself.  
 
But I will tell you that one of the biggest things that systemizing and especially really focusing on that 
over the last year and a half with Chantelle but the systemizing has just given me so much of time 
back and it has also taken a huge amount of stress. Obviously, putting those systems in place, 
getting organized does take some time. But the time you save is so worth it.  
 
For me here in the States, August is my very busiest time and back to my busy season really starts 
around mid-June and goes through mid-September. And last August, I kept saying to my admin, 
“What are we forgetting? What are we not remembering? What is there still to do?” And what we 
realized is that the systemization process that we had started even last spring a year ago was 
starting to have an effect. And normally, a time when I was putting in really crazy hours and under a 
tremendous of stress was not that way. And it’s happening again this year. So I think some things 
are working and I hope to share some of those things with you.  
 
Really being organized and being systemized and being productive all go hand in hand. And so, just 
out of curiosity since it’s us here and we – I hope feel comfortable to be transparent, I would love for 
you to just pop in the chat box, kind of a little rating. On a scale of 1 to 10, how 
systemized/organized do you feel that you are? So 1 to 10, 1 being I really struggle in this area, 10 
means I got it under control. I’m just curious to know. OK. So we’re getting 5s, 6s, and 7s, 5 if we’re 
lucky, 5 out of 10 and 9, fabulous, 5, 6, OK. Good.  
 
So I think there are some things maybe that I can help you with and certainly, I want you to feel free 
to pipe in and share some things that you feel might be helpful. OK. 5 out of 10. OK. Maybe we can 
help with that.  
 
So really getting systemized is all about for me documenting what I do. And so, just being really 
disciplined with myself to write down what I do, how I do it, when I do it. And some of that ties for me 
into a calendar. So in June, and I realized this is a really different for my friends in Aussie – I’m sorry, 
in New Zealand, to make. You all are in kind of a different cycle. But this would be about two and a 
half months before my big intake in the fall. I go ahead and prepare my calendar for the whole next 
year. You all probably do that. But I found that that calendar is really key for me.  
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And interestingly enough, over 20 some years of running a studio, I’ve come to realize that that 
calendar is pretty predictable. Obviously, the dates my shift a little bit because of the holidays but 
that calendar is kind of key of a point of departure for me when it comes to starting to document and 
have processes.  
 
So I think one of the biggest things that Chantelle wanted me to spend a lot of time, I hope will be 
helpful with you, is to take a look at how Trello is working with me. I’m assuming you all are very 
familiar with Trello. And just a quick call here too, I’d love to get again on a scale of 1 to 10, how 
active of a Trello user are you. So 1 being not so active and 10 being can’t live without it. OK, I got 
3s, 8s, 9s, 2s. He used Asana. OK, great. It’s getting now down to 2. Maybe we can help you with 
that. OK, 4. OK, good. And then some of you again are using a little bit different systems.  
 
If you’re using something like Asana, which I’m starting to use more as part of team expansion, you 
may still find that there could be a place for Trello but it would be up to you. I think what I have to tell 
you could work no matter what system you use. It’s just Trello is so visual that it has just worked 
quite nicely for me and super easy to share for a team.  
 
So I’m going to switch to sharing my screen and hopefully this will work. All right. So I’m going to 
show you my Trello board. So we’re all friends here, right? The big part that I want to show you is my 
admin calendar. This for me works really well to have things broken down by month. And you can 
see that we’re kind of in transition from going from 2015-2016 to the new year of 2016-2017. And so, 
some of these aren’t all quite filled in yet but we’ll start with I guess this year since that’s where we 
are.  
 
So what I have is a to-do board or list, excuse me. This to-do list basically is kind of the recurring 
tasks, the things that are always going to be coming up every month or just the things that we need 
to remember are on the calendar. And I’ll explain a few more the little tags because that’s the real 
curve part of making a system effective.  
 
So then we have a Doing Column. And this is just our way between my admin and I of 
communicating, OK, what’s kind of in process. And again, I would just – this is not perfect. If you’re 
looking at this very closely, you may notice some things that really should have been in the Done 
category by now but that’s how life goes as a studio. This is real.  
 
All right. So there are a lot of things that in the Done Column which is great since it’s almost the end 
of August. But then we have what we found was helpful for us. So let’s have a couple more lists. 
One is the joint projects. These are things that both my admin and I work on together. And then 
there are projects specifically that I work on, specific projects she works on and then I have another 
lady who does not work in office but just does some projects on the side so she is over here.  
 
And then we have this other column over here that says, projects that were done. So part of the 
reason that we have it set up the way we do is because it does allow me to see what’s in progress 
with the Doing column and then the reason we have a separate column for the projects that are 
done is because we’re going to be copying this over. That’s the great about Trello is that you can 
copy it over again.  
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So it did take a little bit of time and I will tell you that it didn’t happen all at once. This is something 
that lives in progress for a long time and continues to be in progress. But that’s actually what I love 
about Trello is I can keep adding to it. It’s very dynamic.  
 
So there are a couple of things that I just specifically wanted to share as some things that we really 
have found worked well. For example, over here, you can see that we’ve got a due date and that 
due data has been hugely helpful for us just to kind of keep up with things that are due. You can see 
that I’ve assigned this to my admin. So when I add her as a member of this card, it sends her a little 
notification and then it kind of – when the due date comes around, it sends her a little reminder. So 
those are a couple of really important features.  
 
Another thing that we use quite a lot is the checklists. So sometimes we use a checklist truly as a 
checklist. When it’s done, we checked it off. Sometimes a checklist is just kind of like using bullet 
points. But that is so helpful to be really detailed and to go back and to just not say on a card, “Email 
the inactive students.” But to say, “OK. Well, what do we have to do to accomplish that task?”  
 
So for example, we have to run reports in Jackrabbit class. We have to create a general scheduling 
form that we want to send to these students who were with the teacher who is no longer with us. We 
have to email the families and then we have to follow up with a phone call. So that checklist feature 
has been really, really great for us.  
 
Another feature that we use quite a lot and I’m not sure if it’s so much here on this particular board 
but we do use the attachments feature quite a lot. I’m going to pop real quick into a board that we 
use for our teachers. And this is kind of sideline part of how we’re starting to use Trello now. We’ve 
got our teachers on here.  
 
So you’ll see for example that there are some forms over here that we have for our teachers. And 
just in the description area, because that always stays at the top, that little description in Trello. We 
just put the link to the document in Dropbox. So that way, if we make changes to this document, it’s 
automatically updated here. I don’t have to remember to go back in and attach a new document or 
send out a new document.  
 
So hopefully maybe you’re starting to see a little bit of kind of how we’re using it and a few of the 
really great tools. My teachers have really liked this, just having things out in front of them. I will, for 
those of you maybe who are familiar with Asana or any similar kind of program, I don’t really use 
Trello so much for team communication.  
 
In fact, I told my teachers, “Please do not make any comments on this card. Just send them to me.” 
Because I want a little different kind of use for Trello. So this is really just a way to keep lists and due 
dates in front of people. And because you can add so much to a particular card, it means that 
everything is all at their fingertips.  
 
So I’m going to go back to the admin boards for just a second here and just show you one more little 
thing. So for those of you who are familiar with Trello know that there are things called Power-Ups. 
And one of the Power-Ups that I have added for this particular board is a calendar function.  
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So when I click on that, I can immediately see at a glance everything that’s due in the month. And 
that’s just another way of looking at things. Different people process things differently. Different 
people need things in different kinds of visual formats. So this is helpful. I have the calendar Power-
Up enabled on the board for the teacher that I showed you just a minute ago. So again, it’s just 
another way of looking at things.  
 
Of course, you could do all kinds of exciting things with Power-Ups and apparently I have reached 
my Power-Up limit. But – and I think they’re going to want me to pay for Trello which I think I’m about 
to because it’s just so worth it. But there are all kind of things that you can add.  
 
You can have ageing cards where the cards start to like fade into different colors once they get older 
and older and older. So, lots of different ways and place to do that.  
 
I’ll pop back to this board here. And I want to show you another little tool or a way that I’m using 
Trello. And I have someone who helps me with my communications in social media. So I’ve got a 
board for her. Go figure. Yes, I love Trello. But what was great about this is that everything that she 
needs to access, links, log-ins, passwords, everything, it’s all here for her. So she has one place that 
she can go.  
 
And then there are all her tasks and reminders. This is one that’s still a work in progress but it has 
been a really, really great communication tool. And instead of sending her a ton of emails with all of 
these, it’s just all in one safe and secure place. So that has been really helpful.  
 
The other that I wanted to show you is – oh yes. So we also have standard operating procedures. So 
this has been as my team has grown and I’ve hired a couple of people who are working part-time 
helping me with things and they’re off-site from my office is again, has just been a really great way to 
make sure that they know where to find things. You can train somebody on a lot of things. But the 
best thing you can do is just to make sure that they know where they need to go for information.  
 
Now, I want you to not feel overwhelmed right now. This really has been a long work in progress and 
it’s still something that I’m adding to and working on a lot. But it has been very, very helpful. So I’m 
to pause for a second and see if I can figure out how to stay if you guys have any questions. Does 
anybody have any questions at all for me? If you do, please unmute yourself and just type up. Very 
straightforward. OK.  
 
All right. So let me go back one more time. And another great thing about Trello is that you can 
share. So my – is that someone who has a question? I heard a beep. OK. So my friend, Cathy 
Morrison who is in Pittsburg, Pennsylvania, so she shared some of her boards with me. I think that 
would be a great thing for some of our studio board members to just share things.  
 
The other board that I wanted to show you is our Kindermusik lead’s board. So I also need a Trello 
for tracking leads. So here are radio requests that we’ve gotten here when they schedule their 
preview. This is people who attended but didn’t enroll or simply didn’t show up. You can see all the 
columns over here.  
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So I’ve got someone whose job it is to take care of this. Quite frankly, my admin was struggling to 
keep up with the nurturing along with her other responsibilities. And so, just – it has been probably 
about two or three weeks ago, we moved over to having someone whose sole job was re-nurturing. 
So we are working on getting this list kind of cleaned up and everything. But I wanted to show you 
this list as a way to manage your leads and your prospects.  
 
There are also – actually you know what? This is – let me show you my other board. I forgot we 
updated it and I chose the wrong one. OK. Wondering why some of those looked really wrong. Well 
here we go. OK. So this is the better list. Sorry. Scratch that other one.  
 
So we updated it. The one before that I showed you first, actually was not working very well for us 
because it didn’t outline the process, the pipeline. So I decided to set it up a little differently and to 
almost create a pipeline. So these are some folks who are on the waiting list. We’ve been in touched 
with them. They need a certain class or time that we don’t have. But really, our pipeline starts here 
with the first contact with us.  
 
And you see, we’re trying to keep careful records of the name of the contact, this is the date that 
they contacted us, and then are a couple of little lists, some office touch points, some teacher touch 
points. So these are things that my lead nurturer takes care of and then also my teachers take care 
of. So we do have our teachers involved with this particular board as well. They have access to it. 
And that’s just a reminder to them.  
 
So I mentioned earlier that you can do a lot of copying when you’re in Trello. And so, one of our little 
cards is actually just a template so that we can easily copy this over when we have a new person to 
add. This is one of those processes. I knew we were going to be using the same information every 
time and having a template that you just copy over instead of having to retype all of every time 
obviously saves huge amounts of time. So anyway, that’s just an example, another way to use Trello 
there.  
 
So this has been really, really helpful for us, just to have kind of this pipeline. And it allows me as a 
studio owner to pop in and see, OK, how are we doing? Have people been followed up with? And 
how are we doing with contacts versus enrolled? And so, it’s just again, a really wonderful visual tool 
for us. It works so well for me.  
 
I will point out one other great little feature about Trello. You may be wondering about some of these 
little color-coded things. This is color-coded by the level of class. In this case, these are Kindermusik 
leads and Kindermusik has different class levels for the different age groups. So this funky little 
green stripe, this means that this mother has a sing and play child and she also happens to have a 
baby, like a one-month age.  
 
So you can really do a lot of in-depth with Trello and I will just tell you again that some of the more 
in-depth usage of Trello has come. I’ve used it more and more. But boy, once we started figuring out 
how it can make our lives easier, it has just been so worth the time. So you may wonder what a few 
of your other tools that you have.  
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And one of them that I want to show you is a little tool called Nudgemail. I don’t know if any of you 
have heard of Nudgemail but I love Nudgemail. It’s free and if you kind of think about it as like an 
email good morning or an email reminder, all you have to do is basically register with Nudgemail. So 
you put your email in here and then any time that you need to remember something, you can send a 
reminder to Nudgemail and you could say, “I want this reminder to come back to me tomorrow or I 
want this reminder to come back to me in two weeks.”  
 
Or I even used this like when I send out an email to my teachers and I know it’s an annual email that 
I’m going to send out again next August. So what I’ll do is I’ll send it to my teachers and then I’ll blind 
copy Nudgemail August 28, 2017. And guess what? Next year on August 28, 2017, that email will 
come back to me. And I can’t tell you how many times that has helped me remember, “Oh yes! This 
is something I did last year this time. It’s something I need to remind my teachers about again next 
time.”  
 
That’s kind of a long use of – long-term use of Nudgemail but what Nudgemail is also really great for 
is let’s say you talk to somebody on the phone and you say, “You know what? I’ll call you back in two 
days.” Now, I don’t actually like me but two days come and my brain is filled with so many other 
things that sometimes I would forget to call. So what I do is use Nudgemail and sends a little nudge 
for two days from. So 8/30/2016@Nudgemail.com and that email comes right back to me.  
 
Another great way to use Nudgemail is just even reminders like just three hours. You can do a 3-
hour Nudgemail. I mean Nudgemail have I think it’s about 2-and-a-half-page list of commands that 
you can use. I don’t even use a fraction of those. But what I do use Nudgemail for helps me 
immensely.  
 
And my greatest use of Nudgemail is usually when I’m sending an email to someone and then I want 
to be prompted to either act on something I said I would act on in that email where – like I make 
example I gave when I first talked about Nudgemail, I want to remember next year to say the same 
thing, to send the same kind of information out to my teachers. So Nudgemail, I just adore.  
 
So, anybody have any questions about Nudgemail? You’re to speak up. I feel like I’m talking a lot. I 
know I talk a lot. Yes?  
 
Participant: Can you see the comments in the comment? There are a few questions in the 
comments.  
 
Theresa: Yeah, thank you. I’m using Zoom so let me see if I can – I think maybe I have to un share 
my screen to see those. So bear with me and I’ll go back to those. Oh, you are interested in what I 
have to say. Thank you. All right.  
 
Rebecca asked about the Power-Ups. I’ll go back to Trello in just a second and show you those. I 
don’t know why I didn’t pull up before. Let’s see.  
 
Jada had a good question. She said, “I’d love to know if people use both, Trello for teachers and 
then kind of Asana for the admin marketing management team. Does anybody use both?”  
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I don’t for me personally. I mean I use Asana because of team expansion but Asana has been a little 
bit harder for me. I think I just got so used to the very visual format of Trello that I’ve struggled a little 
bit with Asana. I’ve heard from my few other studio owners their team have the same challenge.  
 
But I would say if you’re familiar with Asana that you could easily use those. The idea for me was 
just to set up a place where I could ensure that I was creating repeatable processes. That’s really 
the key to systemization is creating repeatable processes. And you can’t have a process and you 
can’t repeat a process if you don’t have a way to organize it or document it. So that’s where Trello 
has just been huge for me.  
 
Jada asked, “Do you do this number weeks before they go into Western contacts?” That was going 
back to the leads board. So actually, I have it set up so that they go on to an autoresponder and 
Constant Contact right away. And I wrote the emails in my autoresponder to kind of be – even if they 
do have an introductory class somewhere along the way of middle of receiving those 
autoresponders, it still doesn’t sound funny that you’re getting the autoresponder emails. So to make 
sure that I’m doing this little automated task on the shoulder, I go ahead and put them on the list 
right away.  
 
I actually went through – I’m a little detailed but I actually went through and mapped out when they 
would be getting attacked from an automated email and when the phone calls were coming in, the 
follow-up phone calls. So I tried to orchestrate that a little bit so it wasn’t like they were getting a 
phone call and an email on the same day. No. That’s in a perfect world. It doesn’t always happen 
that way. So yeah, so Trello really works well.  
 
OK. Yay! Emma says this going to work so well. OK. MJ, I hear teachers struggle with Asana. But 
Trello has just been great for me.  
 
I am on a free version of Trello and yes, I’m sure anything like Google Docs versus Dropbox, 
anything that gives you a link to that document, you can pop that link right into Trello. So yeah, I just 
happen to be more of a Dropbox user probably because of the way I transitioned into things. But 
yeah, either way.  
 
Rebecca mentioned, “I use Constant Contact, not all of my families are receiving those emails. Does 
this happen for you and how do you deal with it?”  
 
You know why that they’re not receiving the emails that you think it’s going in their spam folder or 
you think it’s an email update issue, they get blocked, yes. Yeah, that’s a challenge. And Cathy, she 
also mentioned that sometimes if they unsubscribed, you have to get them to re-subscribe and 
there’s a little – in their help section of Constant Contact, there’s a couple little ways to help people 
re-subscribe.  
 
I just recently heard of someone who actually looks at the emails that she sent out and if she 
notices, a parent hasn’t opened it, she calls them.  
 
You can also get a blocked list or a bounce list from Constant Contact. So if you’ve got an admin or 
someone that could chase those down and find out, “Hey, we’ve been sending you this email and it 
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seems like it’s not getting to you.” I mean you can be really nice even if you know for sure they just 
didn’t open it. You can still be nice about it. And just say, “I want to make sure we have the correct 
email address for you.” Or, “It looks like maybe somewhere in the past you’ve unsubscribed but now 
that your part of our family, we really like to make sure you’re getting this information and here’s how 
you subscribe again.” And then you walk them through that process.  
 
So the tools in Constant Contact, the reporting tools are really helpful information to look at. But I 
did. I have to laugh. I never thought of actually looking at emails I had sent to parents and figuring 
out who did not even open it and then calling them. I just thought that was hilarious. So, OK.  
 
So let me go back. I want to answer that question about Power-Ups. So let me go back to sharing 
my screen and I’ll show you. Hopefully I can find that example in Trello of Power-Ups. So over here, 
this little show menu button, it gives you all the ways to added members or who is a member, things 
like that. And so you just click on this button here, Power-Ups and you can see there’s like a 
bazillion.  
 
Now, I started to go kind of crazy and that’s when it told me that I had too many Power-Ups. But like 
on this one, I don’t have my calendar enabled so all you do, it’s a click of a button and you can see 
they only allow one Power-Up per board now. I think that’s something that has been a little bit of a 
change. But I also see that they added a ton of other Power-Ups like wow, there’s a ton.  
 
I don’t think the paid version is too much. That’s on my list to check in too. But that’s how you add 
the Power-Ups.  
 
So one other little button I wanted to show you or one other little tool that has helped me be a little 
more productive and stay on top of things is a little reader of sorts. This aggregates all your blogs 
into one place and it’s called feedly. And I’ll show you here. It’s F-E-E-D-L-Y, feedly.com. It’s free. 
And any time you go to a blog and you’re interested in reading it or making sure it shows up in your 
feed, you just click on the subscribe button and I’ll show you how to do that.  
 
So I’ll go to the Studio Expansion blog, which I actually – I’m already subscribed to. All right. So go 
to this blog. Reading this. I think, “Wow! It looks great.” So for me, and I’m on a PC, it may be a 
different format but I go up to bookmarks and it says, “Subscribe to this page.” And then say yes. I 
want to put that in my feed and it pops me over to feedly because I’m subscribed to feedly and 
obviously, I’ve already got Studio Expansion as a blog.  
 
But this is great because when I wake up in the morning and I just want to see some of the different 
blogs that I’ve subscribed to, if they posted something, it’s going to show up here in my reader. So 
it’s really a nice little way.  
 
And by the way, if you have a competitor who has a blog, you want to be subscribing to their blog. 
And it’s an easy way to stay on top of what your competitors are putting on their blog. It’s just a really 
simple tool.  
 
So, I just want to encourage you that this all does take some time. My Trello boards that you saw 
have been really about almost two years in the making. So I don’t want to discourage you by saying 
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that either but we started out by making paper lists. And those were OK. But then when I found 
Trello, it has just been so much better.  
 
So even when I send an email to teachers, if I’m going to send that email again, I copy paste it and 
put it in the comments on that particular Trello card. And then next year when I copy those cards 
over and I go back and look at them, all of that is already there for me. It’s all hand out. It’s all laid 
out. And that first year of getting it all in there has been a lot of work. I can’t wait until next year when 
I’m just – it’s actually starting now. I’m starting now just copy things over. I still have to go in and 
update. I still go in and tweak. I don’t want things to get in a rot or be stale but that has just been 
immensely helpful.  
 
So we’d love to hear from you. Those were kind of the main things I wanted to cover. But I’d love to 
maybe hear from a couple of you about some particular processes or a system that might be 
working for you and saving you some time. So you can jump in anytime.  
 
OK. Cathy said Evernote. Cathy, can I – can you just speak to us a little bit about Evernote?  
 
Cathy: Can you hear me?  
 
Theresa: Yes. Hi.  
 
Cathy: Hello. Hi. So we’ve got and we’re absolutely in the process of building our processes 
 
Theresa: Well, we’re building a new music or a new performance school. Yeah.  
 
Cathy: Yeah. So we’re trying to figure out what to put where and we started with Trello for the staff 
and they haven’t gone full board into it but there are some things that they do in Trello. We do use 
Google Docs very successfully for certain things. We’re going to be putting our studio manual into 
Dropbox. And the reason we’re going to be doing that is I am video recording a lot of the processes 
that I do and obviously, Dropbox is going to hold that information a lot better than anything else I 
know of.  
 
Theresa: Yes.  
 
Cathy: My husband who is my partner has started using Asana for certain things. So I have to learn 
that. But let me tell you why I love Evernote. I use Evernote – I categorize a lot of different things. 
Anything that comes in a PDF for example, the Studio Expansion Program, the first time I went 
through the 10-week course, every single piece of document from that is I’ll organize in Evernote.  
 
If you use Evernote, and you have it on your computer, you get this little – the green elephant with 
an icon. And when you’re online, if I see a blog online, I click the icon and it immediately puts it right 
into my Evernote into a notebook that I might have. So I might have marketing articles and I see 
something online and I like it and I want to keep it, I click the little elephant and it goes right into 
Evernote.  
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So it’s a great way to find things online. You could have one for recipes if you’re looking online for 
recipes. But it’s a great way to find things online and save those articles and store them and 
categorize them.  
 
Theresa: I know Michael Hyatt, he has a blog too. He is a big Evernote user. You’ve probably seen 
that. I’m typing that into the chat to you. I think it’s www.MichaelHyatt.com. You can Google his 
name.  
 
I know a lot of – I run a music school so we have a lot of private lessons and I know a lot of teachers 
use Evernote to keep up with their private students because they can make notes about those 
students and tag those students. Tagging is a critical part of Evernote, really making it for you. Yeah. 
So that’s another possible way of using that.  
 
Cathy: And I will tell you, I’ve upgraded to the – I don’t know. There are like three levels of versions. 
But I’m the first version past free. Maybe it’s $50 a year. But it allows you to search functions. So you 
can go in the search box and search for anything because I have a ton of stuff.  
 
And I also have a travel notebook. So whenever I – I know some people use these travel apps on 
their phone. But I have a travel notebook. So if I’m going to Orlando this October, I will put all of my 
hotel accommodations, all of my plane tickets, everything into that notebook.  
 
Theresa: Yeah, because there’s an app, and Evernote app for your phone, right?  
 
Cathy: Yes. Yes. So I can access Evernote from everywhere. And if I add something in my phone, it 
syncs to the computer so it syncs over to the cloud.  
 
Theresa: Yeah. Evernote is another really great tool. I think the thing is, is that you have to find what 
works for you and I think Cathy is a great example of how you can use different tools for different 
parts of your business. Trello is probably not the answer for every aspect of your business nor with I 
think anybody here say Asana or Evernote is the answer for every aspect of your business. But if 
you can learn how to use the best of these tools for different areas of your business, I think that’s 
really very helpful.  
 
Jada, just asked the question, “Does anyone use Zoom to record videos for procedures. I’d like to 
start doing more video procedures.” Surely, can I bring you on to talk a little bit? I think you’re just 
getting started with Zoom. Is that right? I don’t know if Shirley is still – OK.  
 
Jada: Hi.  
 
Theresa: Hi. Do you mind talking – I’m putting you on the spot because I think this is kind of new for 
you. But do you want to tell us a little bit about using Zoom? 
 
Shirley: Well, it’s a whole lot easier than I thought it would be. So I mean it worked like Skype pretty 
much. And what I’m using it for, it’s free but I can record and then I can put the recording in Dropbox 
where my new admin can – she can get it from there. And then I can also keep it there for however 
long I want to keep it.  
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And yeah, I thought it was going to be a lot more complicated but it’s really quite simple and I think 
it’s going to work wonderfully well.  
 
Theresa: It’s pretty much just a log in, click record and go, and then end. And I think one of the 
features that Chantelle really loves about Zoom is you can as Shirley said, record it to the cloud. So 
you don’t have to worry with like uploading or downloading/uploading and all of that.  
 
And then don’t forget, as Shirley and Cathy have both mentioned, Dropbox is a great place to store 
things because it handles huge files but if you need that link in Trello, all you have to do is grab that 
Dropbox link and pop it into Trello so that people – we tried Dropbox. A couple of years ago, I tried 
Dropbox, sharing forms with my teachers that they needed to have, et cetera. And I cannot tell you 
how many times a teacher would type their own information into a form and then accidentally save it 
over the master form, it was just – it got to be a mess and I was constantly having to go back and 
reload. So, having Dropbox as a tool and then popping that into the Trello works really well.  
 
Shirley, did you want to add anything? A little bit about some of the kinds of things that you’re 
starting to document in Zoom?  
 
Shirley: Well, I’ve only done one recording so far. And because my admin, I just hired a week ago. 
So we are just getting started. But what I recorded and told her how to do was to go into Jackrabbit 
and click a class and put the names of those children into the database so that she can eventually 
assign materials to the parents. So that’s our first thing.  
 
Theresa: Yay! I mean can you imagine getting a whole library of these things? And then when – the 
next time you have to bring someone new on board, it’s already there. Or I don’t know about you all 
but there are some things that we only do once or twice a year and you would think after all these 
years of running a studio, I would remember how to do these things. So I was like, “How did we do 
that last year?”  
 
So having that record feature – and you can even record your face obviously showing on the video 
or you can just do the share screen record. So that’s really great. Showing I can’t – wait to her what 
hear what else you have plans for.  
 
So Cathy Huser had a great comment, “I’m thinking about using Zoom to have teachers meet more 
often.” Me too, Cathy. That’s exactly how I plan to use it because it’s just hard for everybody to meet 
in person and you could have your video off because as a lot of us often do this studio’s great cause 
because I’m jealous.  
 
Or you could just have everybody showing up late. It’s a great way to be face to face without actually 
having to be face to face. So I think that’s great.  
 
Cathy, do you want to talk about Camtasia? I know that’s another screen record feature. Are you 
thinking that you might start using Zoom instead of Camtasia?  
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Cathy: The reason I like Camtasia is because it’s also a video editing software. So I might record 
something and then I might need to cut off the last 10 seconds of it or I might need to cut something 
or edit it. So I got a deal on it, I don’t know, maybe 6 or 8 months ago, I don’t remember how. 
Something came across and it was a great deal and I think I got the whole thing for $49.  
 
But it’s very easy. You just record your screen. And you talk over it and you can edit the video, the 
audio because it’s an editing tool. I haven’t tried to use it as far as editing an outside video. I think 
you can use that.  
 
Do we all have time to learn everything now?  
 
Theresa: Well, that’s the point of calls. So long as you just share little ideas.  
 
Cathy: Yeah. So it has worked really well. I think I uploaded about 12 or 14 videos already, some 
are 2 minutes long and some are 10 minutes long. It’s just processes. Going through our point of 
sales system and if it’s this scenario or that scenario or that scenario or that scenario, the trick is no 
matter what video you do, you really, really need to put the correct title on so you know exactly what 
it is.  
 
Theresa: Yeah.  
 
Cathy: Every detail you can think of in that title so you can find easily and know what it is.  
 
Theresa: That’s a great tip because I know you all probably have some of the challenges I do. I plug 
my phone or my camera into my completer. It automatically uploads the photos but it has no tag on 
them. My son just recently graduated from high school and it went back to try to find pictures. And I 
can’t tell you the hours I spent looking at picture because I wanted it labeled properly. So that’s a 
really, really good tip. And that’s actually one of those productivity tips, one of those systemizing and 
organizing tips is to really be real clear in your labeling.  
 
And here’s another little tip. I know sometimes like with Google Docs in particular or Google forms, 
there’s this really weird long name for them. If you ever want to have a shorter customized URL, just 
go to TinyURL.com. You pop in your longer link. I’ll just show you really quick. You pop in your 
longer link and you can make a shorter link. Actually, I would not show you because I need to have a 
link. But it’s called TinyURL and it will shorten and rename anywhere you want. And that helps a lot 
for labeling too.  
 
So for example, we use a lot of online forms for our teachers to fill in when there’s some kind of 
reporting or request for awards or something like that. And we were sending them that big long 
Google form link and we would get so confused sometimes because that link doesn’t mean anything 
except to Google Docs. So renaming with TinyURL has been a really, really big help.  
 
So let me go back to a couple of these. Jena asked, “Are all of these free?” There is a free version in 
Zoom. There’s a free – yeah, pretty much all of these, there’s a free version of. And in most cases, 
the paid version like even the next step up is not that expensive. I think the next step up for Zoom is 
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maybe $15 a month or something like that. It’s really affordable when you think about the kind of 
productivity and use you could get out of it.  
 
Let’s see. Oh, Shirley does mention that Zoom can be edited too. So that’s a good tip to know. 
“Bitly.com does the tiny URL,” Thank you Lorie for that great tip.  
 
All right. We have about 15 minutes left. So I would love to hear from someone else. Anybody else 
have a tool they love or process or something that has been working for them as far as their systems 
go? Just jump.  
 
Lorie, I might call you. And I think you’ve been working with a new friend, desk person. Am I 
remembering that right?  
 
Lorie: Hey, can you hear me?  
 
Theresa: I can.  
 
Lorie: No, we haven’t hired her yet. So I’m kind of planning to get things together. We’ve actually 
been on Google Drive for about 8 years now. So we have tons of things documented. But now, we 
need to update that in kind of organize it. Now, the problem is no one finds things or it’s outdated.  
 
Theresa: Yeah, that’s exactly where I had gotten to and I would try things like, “OK, I’ll rename the 
folder for this year so that next year, I can just go back into that folder and re-update it. But yeah, 
they miss things or then the sharing thing got kind of difficult. So do you have an idea, Lorie, of what 
tool you might start using as you go back through to update and kind of reorganize?  
 
Lorie: Well, I think I want to start fresh and probably do something with Zoom to record just like t-
shirts and screenshots. Studio Director is what we use and they do have a lot of that but it’s just not 
always specific to us and what we may use or how we use it. So I think we want to start by doing 
that. And then – and they keep it all within a new folder just like start fresh in Google Drive and just 
kind of keep everything together in there.  
 
We had started last year at Google Site actually thanks to you. We kind of had bits and pieces fall 
together and I think that’s – and we can kind of link it all together maybe a little bit better. Easier than 
done.  
 
Theresa: I did have – I did set up a Google Site for my teachers. I thought it was going to be – I 
mean it didn’t take me long at all to do I think maybe the Site and I’m not a techy. I know I really am 
not. But the Google Sites, what it was is pretty easy to pull together. I think what we found is that 
because it wasn’t as a visual, my teachers just wouldn’t be using it as much. So we’ll see. I may get 
done with a year of Trello and go – I think I’ll go back to my Google Site but that is another tool. I’m 
sure you all know Google Sites basically the right setting of your own private website.  
 
And so that maybe as we said earlier, another one of those tools that you use for a certain part of 
your business. It does have a download function and things like that. Now, Cathy here has 
mentioned putting her teacher handbook guide book online in Dropbox. You could potentially even 
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put something like that on a Google Sites. So it just depends. Google Sites can be password-
protected and it’s easy to remove people. If a teacher leaves, you can immediately remove them 
from having access to that. But you can do that pretty much within these other tools.  
 
Let me just have a – Beth had a question, and any other Jackrabbit users can jump in about, 
“Inactive families, I currently pay for them but wondering if you hang on to them all. My process for 
that, that gives to every fall, I will archive any family that have not had some kind of activity or 
enrollment for the last two years. So I do keep them on for two years. But I do have that process of 
every July and September once we’ve gotten everybody settled for the fall, I go back and that’s my 
time of the year. You haven’t done business with me. I’ll archive you.  
 
And Jackrabbit is probably the same as some of the other studio performances as well. You do lose 
some of the historical information like some historical branch or information but you do still retain 
them as a contact. So if on occasion that that family comes back four years later, you can still find 
them in your file. And at that point, it’s almost like they’re a new customer and you probably don’t 
need that historical transaction from years before.  
 
So I love to hear – I don’t know my Australian friends as well but I would love for one of you to or 
know as much about your programs but I would love for one of you. So anybody have anything you 
want to add, a little tool or app or anything like that that’s working well for you?  
 
Diana, do you have anything you want to add?  
 
A great process for onboarding new staff member both admin and tiers, as you saw, I’m starting with 
a lot of that in Trello but we started using i-Catcher which works with Constant Contact. So now, 
Diana, do you want to talk to us a little bit and tell us about i-Catcher?  
 
I think I can hear you.  
 
Diana: Hello?  
 
Theresa: Hi! Tell us a little bit about i-Catcher.  
 
Diana: Sure. So we’ve just started using it and you do have to pay for it. It’s an add-on for Constant 
Contact. So what we were finding is that when we do say, demonstrations, public demonstrations, or 
we have outside show nights or something like that, often when you have a notebook or a list or 
something like that, you have a lot of mistakes when you’re trying to enter the information 
afterwards. And also, you’ve got the time of getting that contact as well as reentering that information 
into your Constant Contact list.  
 
So i-Catcher, you can set it up to go to any one of your lists in Constant Contact and you can set up 
– you can also do surveys as well which we haven’t done yet on i-Catcher but we’ll start looking into 
it soon. So it just started paying for us.  
 
So I mean for us, it’s something we say for example when there’s no admin on, we want to bring that 
on so that the teachers can more quickly just get somebody’s information if they’re inquiring about 
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classes rather than leaving a little sticky notes somewhere on the desk. So it can be kind of used 
anyway you’ve got an iPad or a phone or something like that and you don’t have to be online when 
you’re using it. Say, you’re out and about and you don’t have internet on your tablet or something, 
you can still use the i-Catcher. And when you get into range, it will automatically load it into the 
Constant Contact list.  
 
So we’re yet to see how useful that will be. But it takes out a few steps. So that might be something 
interesting to look at.  
 
Theresa: Absolutely. And that’s just an add-on for Constant Contact you said.  
 
Diana: That’s right, yeah.  
 
Theresa: Yeah. I was in Constant Contact just yesterday and I realized, they really have a ton of 
add-ons. So that might be another good place for you Constant Contact users. So yeah, that’s 
fabulous.  
 
I wanted – so I got you live Jada, tell me a little bit about – go into your question a little bit more 
about onboarding. What are some of the things that you feel like? Do you have any process at all? 
Are you kind of starting from scratch or you’re just kind of looking to improve what you have?  
 
Jada: I probably don’t have a very documented process. And so, what I’m really trying to improve is 
the kind of information that they received before they’re employed and the kind of information we 
want to get from them before we employ them to avoid things that have happened in the past, 23 
years, with different people. And I’m sure I guess to ensure – again, like any system, by the time we 
go through that with one person, if I need to bring somebody on again then it’s all there.  
 
So I’ve just actually hired a studio manager which is probably the highest position that we’ve ever 
hired before. And so, I’m wanting to be really careful about the information that I give her and 
bringing her on in the right way so that she can takeover lots of what I do. So I just – yeah, I was – I 
don’t really have a system in place for that and wondered if anyone has kind of done that.  
 
Theresa: So I think it’s probably two things here maybe that you’re kind of looking at and it’s a little 
bit separated in my mind, and that is sort of the vetting process if you will of a potential hire. And I 
think there are a couple of things. For me when someone inquires, I send them back and this is me 
and I use all the time so I just copy paste but send them a little – not just about the kind of person 
that we’re for. I think Chantelle has shared with you all her job description. That is such a beautiful 
way to let someone know the kind of person that you are looking for and what the job entails and 
what studio values are.  
 
So I think taking the time to write something like that out for the different jobs, positions you’re hiring 
for is super helpful. So just that first initiative …  
 
Jada: Yeah, I did that with this position.  
 
Theresa: OK. And it helped?  
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Jada: Yeah, it did. And I think the reason that I cherish the best I did was because she actually 
replied with the same level of information and almost energy in her reply as what I’ve put into the 
document and it was quite different from everybody else. Yeah.  
 
Theresa: Yeah. And that’s so huge. So for me, it’s that first step of getting that information to them. 
And sometimes, I wait and I just see how they respond as you mentioned and even how quickly they 
respond that tells me a little bit about – actually, a lot about them as a person.  
 
And then the next step is if I feel like they’re a potential candidate, I will send them an application 
process. So that’s kind of another way to weed people out. I look at that application and then I 
decide if I want to follow up. And then the next step after the application is usually some kind of a 
phone call because again, you could tell a lot by how someone handles himself over the phone. And 
if I still feel good about them and I want pursue it then the next step is some kind of face to face.  
 
For some reason, I felt – before I set up that process, I somehow felt obligated to meet with 
everybody who applied in person. Do not – you don’t have to reply if you don’t want to. So – but 
having kind of that 4-stage approach has worked well and it has helped me make sure that when I 
finally do take the time to interview someone that we’re pretty – I’m pretty much sure that they’re a 
really solid candidate.  
 
As far as the onboarding goes, one of the easy things that I did is I just created a little autoresponder 
series for new teachers, kind of – it’s actually 13 things. I know that sounds like so much but it’s the 
top 13 things you need to know as a PCS music teacher. And so, as soon as I hire someone, I add 
them to that autoresponder list and at least I know that they’re going to start getting that information 
right away.  
 
My admin also has a little orientation process that kind of has to do with some of the facilities and 
logistical things that we do. And then we have some teacher meetings. And then as you saw from 
some of my boards and I know Cathy mentioned too that she in process of developing a Trello board 
for onboarding.  
 
So I think it’s just sort of thinking about things you want them to know and then also I will go back to 
one of your teachers who you’ve hired in the last year or two and say, “What do you know now that 
you wish you knew when you first started with me?” And those teachers are very likely to venture 
here quite a bit and that would be some really great inspiration for onboarding.  
 
But again, if you put it in a place where you can find it easily and you know the person who needs to 
find it can find it easily, you’ve won the battle in terms of saving yourself a lot of time and a lot of 
stress.  
 
So, I can’t believe how fast our hour has gone by. I feel like we could probably stay on here a little 
longer and hear a lot greater ideas. I hope that you will continue to share some of these organization 
and systemization and productivity ideas in our Facebook group. And I hope you’ll share some of 
your wins too. If you get off this call and in the next week you get a Trello board started, let us know. 
Or maybe you find a new way to use Asana or you get more Zoom videos uploaded or something 
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like that, let us know because I know sometimes for me, I just need that extra little encouragement, 
“Well, if she can do it, I can do it.”  
 
Actually, it was Shirley saying, “I’m using Zoom to create videos, training videos.” And I thought, 
“Well, I can do that. It’s got to be easy.” And if I have a question, I know I can ask Shirley about it.  
 
So anyway, thank you all so much for joining me today. I really enjoyed this hour with you. And I 
hope that just because we’re saying goodbye for now doesn’t mean the conversation would not 
continue in studios and in our Facebook group. So thanks everyone. Have a lovely evening or a 
lovely Monday. And I will see you again soon. Bye.  
 
 


