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OVERVIEW

What EnrollDesk is

EnrollDesk is a complete CRM for study-abroad and education agencies. It captures enquiries from

Facebook and your website, helps counsellors turn them into students, manages every university

application through to visa and enrolment, invoices and collects fees, pays referral partners, and runs

the office: tasks, appointments, attendance, leave and expenses.

It is one system with three logins: your staff, your students and your partner agents. Everyone works

on the same information, and each person sees only what they should.

3

LOGINS

Staff, students and

partner agents each get
their own secure space.

23

MODULES

From the first enquiry to
enrolment, fees,
commissions and the
office itself.

| What this guide covers

16

REPORTS

Each with filters, charts
and a finished Excel
export.

24]7

AUTOMATION

Reminders, backups,
recurring work and alerts
that run on their own.

This guide explains what EnrollDesk does, why each part matters to an agency, and how to use it. Part one gives the
overview. Part two goes through the system module by module, with the features, the steps to use them and real

screens. Part three covers integrations, the work the system does by itself, and how to get started. A full feature

checklist is at the end.

Every screen in this guide is taken from the software itself, running on demonstration data. The names and figures
shown are not real people or accounts.

EnroliDesk CRM - Product guide



OVERVIEW

Why agencies need it

Most agencies grow on spreadsheets, messaging apps and memory. That works for ten students. At a

hundred it starts to cost money: enquiries that were never called back, files that stopped moving, fees

nobody chased.

WITHOUT A SYSTEM

Enquiries arrive from Facebook, the website, phone
calls and walk-ins, and some are never called back.

Application files live in spreadsheets, email threads and
paper folders.

Nobody can say today which files are stuck, or where.

Fees are tracked by hand, so balances and overdue
amounts are guesses.

Students call the office to ask the same question:
“What is happening with my file?”

Partner agents ask for commission statements every
month.

Owners find out about problems at the end of the
month.

Staff attendance, leave, tasks and office spending sit in
separate tools.

EnroliDesk CRM - Product guide

WITH ENROLLDESK

Every enquiry lands in one lead list, is shared between
counsellors in turn, and carries a follow-up date that
turns red when it is missed.

Each student has one file: universities, admission stage,
documents, sponsor, visa checklist, notes, tasks and
chat.

A pipeline board shows every file by status, how many
days it has sat there, and alerts the counsellor when it
sits too long.

Invoices compute their own totals, their status follows
the payments, and overdue invoices are flagged with
the number of days.

Students sign in to their own portal to see their stage,
upload documents, pay, book appointments and
message their counsellor.

Partners see their referred students, commissions and
payouts in their own portal, calculated by the system.

A live dashboard and 16 reports show conversion,
collections, outstanding money and each counsellor’s
results for any period.

Attendance, leave, tasks, appointments and expenses
are part of the same system the team already has open.



OVERVIEW

Who uses it

Three kinds of people sign in, each at their own address and each with their own view.

Agency staff

crm.enrolldesk.net

Owners, branch managers,

counsellors, admissions and visa

officers, accounts and front de

v Every module in this guide,

sk.

limited by each person’s role

v Sees their own records, or
everyone’s if the role allows

v Dashboard, reminders and a
notification bell

| Inside the agency

Students
crm.enrolldesk.net/client

Every student gets a login when

they become a student.
v Application stage and
document checklist

v Offer letters to view and sign,
invoices to pay online

v Appointments, chat, support
tickets and help articles

Staff access is set by role. You create the roles; these are typical.

Owner / manager

Counsellor

Admissions / visa officer

Accounts

Front desk

Partner agents
crm.enrolldesk.net/partner
Sub-agents who refer students

and earn commission.

v Their referred students and
where each one stands

v Commission pending, approved

and paid

v/ Payout history; no private
student data

Dashboard, reports, approvals (expenses, leave, attendance corrections), roles and

settings.

Leads, follow-ups, students, applications, appointments, tasks and chat with students.

Applications, admission stages, document and visa checklists, offer letters.

Invoices, payments, receipts, expenses, commissions, partner payouts and money

reports.

New leads, appointments, attendance and student questions.

crm.enrolldesk.net

Every application
on one board.

Sign in

The staff sign-in page.

EnroliDesk CRM - Product guide
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The student journey

EnrollDesk follows a student from the first enquiry to enrolment. Each step below is a part of the
system, described in detail in part two.

° Enquiry

A lead arrives from
Facebook, the website form,
an import or the front desk.

° Application

The student is added to a
programme; universities and
courses are attached.

Fees

Invoices are issued, the
student pays (online or at
the office) and receipts go
out by email.

ONE RECORD ALL THE WAY

e Counselling

A counsellor is assigned,
calls, books an appointment
and records notes and
follow-ups.

Documents

The student uploads
documents in the portal;
staff mark them received.

° Visa
Sponsor and embassy
checklists are completed,

the file moves through your
own visa statuses.

e Student

The lead becomes a student
in one click. Nothing is
retyped and the history
stays.

©Q ofter

The admission stage moves
to offer. An offer letter is
generated and signed online.

a Enrolled

The file reaches its final
stage. University commission
and partner commission
follow.

The enquiry, the student and the application are the same record growing over time. A note written on the first
phone call is still on the file when the visa is issued.

crm.enrolldesk.net/pipeline
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The journey as the team sees it: every file on the pipeline board.
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PART TWO

Module by module

What each part of EnrollDesk does, why it matters, and
how to use it.




THE WHOLE AGENCY ON ONE SCREEN

1 Dashboard

The dashboard is the first screen staff see. It answers the questions an owner asks every morning: how

many leads came in, how many became students, how much money was collected and how much is

still owed.

WHY IT MATTERS

Decisions get made on today’s numbers instead of last month's. Every person also sees their own reminders, so

the day starts with what is due.

crm.enrolldesk.net

= Dashboard

F} Anncuncements

£y danuary 2027 intake: submit UK applicataons by 30 November

© =i 1gane

(i Office closad on 16 December [Victary Day)

2 teaks (1 overdue)
(Tasks 2 1 averclus )
4 '

Prepare menthly commission report

Lient prianty - In progress

Update Facebook ad creatives for the January intake

Limient prianty - 1 progress

Who's In today

Surday, 1% Navermber

In*6 | Motinyet:? Late-t

The dashboard: announcements, summary cards and your reminders.

| What you can do

+ Announcements
Office notices at the top, with a priority. Staff press “Got
it" and you can see who has read them. Urgent notices
must be acknowledged.

" Any period
This week, this month, this year or your own dates.

v Who's in today
Who has checked in, who is late, on leave or absent.

EnroliDesk CRM - Product guide
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v Summary cards
New leads, lead to student conversion, applications
started, offers received, money collected and money
outstanding, compared with the previous period.

v Your reminders
Your own overdue and due-today tasks and follow-ups.

+ Conversion funnel
Leads to students to applications to offers to enrolment
for the chosen period.



v Money in vs out + Team boards
Payments received and expenses by month, per Leads converted per counsellor, the weekly “follow-up
currency. star”, lead sources, applications by stage and per intake,
unpaid invoices by age.

| Howtouseit

Sign in at crm.enrolldesk.net. The dashboard opens first.

Read the announcements and press “Got it” on each one.

Pick a period in the Period box (top right) to change every card and chart.
Open an item under “Your reminders” to go straight to that task or record.

Use "Open attendance” beside "Who's in today” to see the full attendance record.

GOOD TO KNOW

Money is always shown per currency. Amounts in different currencies are never added together.

crm.enrolldesk.net

= z
Dashboard B Checkowtizham ) 22 GO 0

Conversion funnel Maney in vs out

Lesds creasted 1 this peno, and how Fer tney got Payments meceved and sxpenses oy month - 3

Lead sources Applications by stage

Misw Bt e ananee, and tha shane that Eeoamn student 5 apan e

Further down: the conversion funnel, money in vs out, lead sources and applications by stage.

EnrollDesk CRM - Product guide 92



EVERY ENQUIRY, IN ONE LIST

(2 Leads and lead capture

A lead is a person who has asked about studying abroad. EnroliDesk collects leads from every channel,
shares them between counsellors and keeps the full picture of each one: contact details, education,
English test scores, preferred countries, notes and follow-ups.

WHY IT MATTERS

An enquiry that is not called back is lost income. With one list, automatic assignment and visible follow-up
dates, no enquiry depends on someone’s memory.

crm.enrolldesk.net/leads
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R
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The lead list with WhatsApp buttons, assigned counsellors, last note, source, status and lead score.

| What you can do

v Capture from every channel v Automatic assignment
Facebook Lead Ads arrive the moment the form is New Facebook and website leads go to your chosen
submitted. The website form posts straight into the list. counsellors in turn. Inactive staff and anyone on leave
Staff add walk-ins and phone enquiries, and old lists are that day are skipped, and the counsellor is notified at
imported from Excel. once.

+ Duplicate check v Full profile
The phone number is checked before a new lead is Education history (SSC, HSC, O and A Level, Diploma,
saved, and Facebook leads are matched by phone and Bachelor, Masters), English tests such as IELTS, TOEFL
email. and PTE with expiry dates, work history, preferred

countries and tags.

EnrollDesk CRM - Product guide 10



v Lead score
A score from the lead’s status and source, refreshed
every night, so counsellors call the warmest leads first.

v WhatsApp button
One click on the phone number opens a WhatsApp chat
with the student.

v Filters, summary and export
Filter by status, source, assignee, follow-up date and
more. “Summary” shows leads by status and source.
Export to Excel or CSV.

Bulk actions
Assign, change status or source, trash or export many

<

leads at once.

| How touseit

application file is opened.

GOOD TO KNOW

Open Leads from the menu and press “New Lead”.

+ Follow-up dates

Each lead carries a follow-up date with its history.
Overdue follow-ups are flagged.

v Statuses and sources

Your own lead statuses and sources. Change a status
directly in the list.

v Notes, tasks, files, appointments

Every lead has its own notes, tasks, attachments,
appointments and activity history.

+ Trash and restore

Deleted leads go to the trash and can be restored.

Choose the Status, Source and Assignees, then enter the name and phone number. Add email, country,
education, English test scores and work experience if you have them.

Press “Save Lead”. The lead appears in the list and its assignees are notified.
After each call, add a note and set the next follow-up date. Change the status from the list when it moves on.
Open the lead (the view icon at the end of the row) to see its profile, notes, tasks, appointments and activity.

When the student is ready to apply, press “Create Application” in the lead. The lead becomes a student and their

To bring in an existing list, press “Import”, download the sample file, fill it in and upload it.

crm.enrolldesk.net/leads

[ER— - | s e,

Adding a lead: status, source, partner, assignees, contact details
and education.
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A lead's profile, with “Create Application” to turn the lead into a
student.
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ONE RECORD, FROM ENQUIRY TO ENROLMENT

(O3 Students

When a lead is ready tO apply they become crm.enrolldesk.net/customers
a student. The student record is built on the
lead, so the whole history (notes, calls,

education, documents) comes with it. Each

student also gets a login to the student P U S
portal wmans QO AP S v “ e w7
e o2 oty U s ,ow
[ - o - - W
WHY IT MATTERS & B L b I R AR e e = B P W
Counsellors and accounts work from the - sl ol
- T J w W G L S |
same record. Nobody asks the student e —
for the same information twice. vl P 5
The student list with assigned counsellors, follow-up date, last note and
status.
| What you can do
+ Built on the lead + Everything in one place
Converting keeps every note, file and follow-up. A Profile, applications, invoices, payments, tasks, notes,
student can also be moved back to a lead. attachments, appointments, emails and activity.
v Portal login v Addresses
Each student gets a portal login. You decide what each Billing and shipping addresses for invoices.
student can see and do in the portal.
+ Lists that work v Email from the record
Filters, summary, Excel import and export, bulk actions, Send an email from the student’s record using your
trash and restore. templates; every email is logged.

| Howtouseit

Open Students from the menu to see everyone who has become a student.
Use the filters (status, source, assignee, follow-up date) or the search box to find a student.
Open a student to see their applications, invoices, payments and history in tabs.

To add a student directly, without a lead first, press “New Customer”.

EnrollDesk CRM - Product guide 12



THE HEART OF THE AGENCY

04 Applications and admissions

An application is one student applying through one of your programmes, such as "UK Student Visa” or

“Australia Bachelors Admission”. It holds everything about that file: the universities applied to, the

admission stage of each, documents, sponsor, visa checklist, fees, tasks and the chat with the student.

WHY IT MATTERS

This is where your service is delivered. One complete file per student means any colleague can pick it up, and

the student always knows where they stand.

crm.enrolldesk.net/projects
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Agenl

Alumni
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Agent

Direct
Walk-in

Pactner

Agent

The application list: branch, programme, intake, last note, university, admission stage, partner and file status.

| What you can do

v Your programmes

+ Many universities per file

Set up the programmes you sell, each with its own fees.

Duplicate a programme to create a similar one.

v Admission stages

Your own stages, for example Application submitted,
Conditional offer, Unconditional offer, CAS / CoE issued,

Enrolled. Every change is kept as a timeline.

« Document checklist

The documents each application needs. Students upload

them in the portal and staff mark them received.

EnroliDesk CRM - Product guide

Study
Bridge
Agency

Campus
Connest

Status

Application 8. - 13,

VISA Applicst. - B

TE Approved  « 4,

CASLetter Re.. » 29

Attach one or several universities and courses to an
application, each with its own intake and admission

stage.

File status

Your own file statuses for the visa journey, with branch,
intake, reference and partner agent on each file.

Offer letters with e-signature
Generate a PDF offer letter. The student reads and signs

it in their portal.
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v

<

Sponsors and proof of funds v Embassy and visa checklist
Record sponsors with their profession and the fields you A visa checklist with fields you define.
need for each profession.

Chat with the student v Stuck-file alerts
A live chat inside each application, with files. Files that sit too long in one status notify their

counsellors automatically.

Follow-ups and progress v Lists that work
Follow-up dates with overdue flags, and a progress bar See your own files or everyone’s, filter, summarise,
for each file. export, change assignees in bulk, trash and restore.

| Howtouseit

Open a lead and press “Create Application”, or open Projects and press “Add Customer To Project”.
Choose the programme, branch and intake, and who is assigned to the file.

Open the application and go to the Admission tab. Press “New Admission Details” to add each university and
course.

On the Documents tab, see what has arrived. Press “Mark received” for documents handed in at the office.
Move the admission stage as the university replies. The student is notified and sees it in their portal.

Use the Sponsor and Embassy tabs for proof of funds and the visa checklist, and the Chat tab to talk to the
student.

GOOD TO KNOW

The menu calls this screen “Projects”. Each row is one student’s application file.

crm.enrolldesk.net/projects
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The document checklist inside an application, with “Mark received”.
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SEE EVERY FILE MOVE

05 Pipeline board

The pipeline board shows every application crm.enrolldesk.net/pipeline
as a card in a column. Each column is one of
your statuses. Drag a card to the next
column to move the file forward.

WHY IT MATTERS

A manager sees the whole workload at a
glance: how many files are at each stage
and which ones have stopped moving.

The pipeline board by file status. Red counters show files that have sat too

long.
| What you can do
v Two views v Drag to move
Group files by file status, or group university applications Drag a card to another column to change its status.
by admission stage (one card per university).
v Days in status v Stuck files stand out
Every card shows how many days the file has been in its Files past your limit are highlighted, and their counsellors
column. are alerted every night.

Counts and filters
A count on every column, and filters for programme,
assignee and intake.

<

| Howtouseit

Open Pipeline from the menu.
Choose “File status” or “Admission stage” at the top right.
Filter by programme, assignee or intake if you want a smaller board.

Drag a card to the next column when the file moves on.

Look for the red day counters: those files need attention first.

EnrollDesk CRM - Product guide 15



FEES YOU CAN TRUST

06 Invoices and payments

Invoices are raised per student and programme, using the fees you set for that programme. The

system computes the totals, tracks every payment and always knows the balance.

WHY IT MATTERS

The balance on an invoice is the one figure a student, a counsellor and the accountant must agree on. Here it is

calculated, never typed.

crm.enrolldesk.net/revenue-records/invoices
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Showing 1=10af26 10 - =

Assigned

Invoices with overdue badges, total, amount due, amount paid and status.

| What you can do

v Totals computed for you
Subtotal, tax and discount on each line, added up by the
system.

Overdue at a glance
Overdue invoices carry a “LATE" ribbon and the number
of days overdue.

Online payment

Students pay from their portal through SSLCommerz
(BDT), in full or in part. Each payment is confirmed with
the gateway before it is recorded.

EnroliDesk CRM - Product guide
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Status follows the money

Unpaid, partial or paid is set by the payments recorded,
so it cannot be wrong. You can also put an invoice on
hold.

Any payment method

Cash, bKash, Nagad, bank transfer, card, cheque and any
method you add, with a transaction reference and proof
upload.

PDF invoice and receipt

Download, print or email the invoice. A PDF receipt is
emailed to the student automatically after every
payment.
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v Credit notes, refunds, write-offs
Each adjustment is numbered and can be cancelled with
a reason. Refunds are tied to the payment they return.

v Payments list
Every payment across all invoices, with filters, summary,
export and receipt resend.

Multi-currency
Each invoice has its own currency. Payments are always
in the invoice’s currency.

| Howtouseit

Enter the amount, method and reference.

GOOD TO KNOW

+ Payment history

A log of every payment created, edited, deleted or
refunded, and who did it.

Reminders to students
Students are reminded before the due date, on the day
and while the invoice is overdue.

Lists that work
Duplicate an invoice, change the due date, bulk actions,
export with a summary sheet, trash and restore.

Open Revenue Records, then Invoices, and press “New Invoice”.
Choose the student and programme. Add the fee lines; the total is calculated for you. Set the due date and save.
Open the invoice and press "Email” to send it to the student, or “PDF” to download it.

When the student pays, open the Payments tab of the invoice (or Payments in the menu, then “New Payment”).

The status changes to partial or paid by itself, and the receipt is emailed to the student.

For a correction, use the Adjustments tab: credit note, refund or write-off.

A payment can never be more than the balance, and can never be dated in the future.

crm.enrolldesk.net/revenue-records/invoices

[ERTEE T

fo -
r.: .
é
¢
fo -
r’n s

Inside an invoice: lines, payments, balance due, and PDF, Email
and Print.
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crm.enrolldesk.net/payments

Every payment, with method and transaction reference.
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OFFICE SPENDING UNDER CONTROL

07 Expenses

Record what the office spends: rent, marketing, courier, utilities and anything else. Staff expenses wait

for approval, out-of-pocket spending is tracked until it is paid back, and budgets show where the

money goes.

WHY IT MATTERS

Profit is income minus spending. With expenses in the same system as income, the profit figure in your reports
is real.

crm.enrolldesk.net/expenses

B Checkoutmism ) ) T O Q

o =4 Summary T Advanced Filtars = Export % Raimbursamants ) New Expanse
Customers - Experisa Categories - Projects - Branches - Status - Currencies .
Expense at -
_ . Paymont o Exponse  Croatod .
[J  Esporsa o Customer Projact  Category e Expana Mams Paid Ta Branch  Refarence o Wi Total  Status Actions
athod
— b Printing: intake Uriqua Head Movd, Mo 3, =
J EXP-00000027 - + Markedt Cash # el
U ik fryers Printers  Office 2026 2006 i ® 7
= i Courler & Decument couner  DHL Head Mew B, Mow &, SR P o=
O exr-ocoo002s - 5 i Cash Gana) EE P ke bt V420000  Pending B S 3
Expanses
e Office o Stationary for the Haad Mow 3, Mo 3, oo ] PR—
EXP- 0025 - & Cash Agora - pEE00.00
U b auppliss : frant dess e Office 2026 2006 e = s
Couner & Head Cct 26, Oct 26, ’ -
E . Casl ; BEI000
O Eexpooooo0zd Bk Cash Bank charges BRAC Band OFfice 2026 a0E BEQOOD Agproves 5 /S
h § ) Head Cot1s,  Octts, e . (T =
[0 exP-oooooozd - - Traval Cash Pathaa v e G BEEOOOD  Aspreved 2 7 0
Head et Oct B, R » S
CXP-i = - Ieiities o e B i - T LIGO0O0
[0 =xp-oco00022 Usiities  Cash Generator fus Padma Ol oo e St bISOOA0 | Approved CR
e e A } Office - Tea and i Head Sep 25, Sap2s, s i =
L EXFO000002 i o refrashments Shompe.  ooe 2026 2026 bl —— = 7
- Courier & Document counier  DHL Head Sep2l,  Sep 20 i - R
[J  exrococacao bani Cash toUK universities  Express Office 2026 2026 a3E0000 (name = 7 10
Expenses with category, payee, branch and approval status.
v Expense lines v Approval
Items with amount, tax and discount, a payee, category, Expenses entered by staff wait for an approver. Approve

branch and currency, and the receipt attached.

v Out of pocket
Record who paid from their own pocket, then mark it
reimbursed with the method and reference.
"Reimbursements” lists everything still owed to staff.

v Monthly budgets

Set a monthly budget per category and see spending

beside it.
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or reject with a reason. Only approved spending counts
in totals and reports.

v Recurring expenses
Rent and subscriptions repeat by themselves: weekly,
monthly or yearly.

v Summary charts
Spending by category and by month, per currency.
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v Payee suggestions + Voucher PDF and email
Payees you have used before are suggested as you type. Print or email an expense voucher.

v Lists that work
Filters, export, bulk actions, trash and restore.

| How touseit

Open Expenses and press “New Expense”.

Choose the category, branch and payee, add the lines and attach the receipt. If a staff member paid from their
own pocket, record who.

Save. A staff member's expense shows as Pending until an approver approves it.
Approvers open the expense and approve or reject it.
Press "Reimbursements” to see what is owed to staff and mark it paid.

Press “Summary” to see spending by category against the monthly budget.

crm.enrolldesk.net/expenses

B CreckOut-i2niem | %2 GO 0

T Advanced Filtars = Export A& Raimbursamants ) Mew Expanse

3 mxpanses are waiting for approval and not counted baloi.

Bangladeshi Taka: 5640800 across 23 expenses [ 400

By category

Sgent in the hitered paviod, besde sach categany's manthly budget

g

Marketing

ntamet & pnane

b - 'l !I |‘ |

i

The expense summary: spending by category beside its monthly budget, and by month.
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EARN IT, TRACK IT, PAY IT

(08 Commissions and partner agents

EnrollDesk tracks money in both directions: the commission universities owe you for enrolled students,

and the commission you owe partner agents who referred those students.

WHY IT MATTERS

Commission is often the largest income of an agency and the easiest to lose track of. Recording it per student

and per semester means nothing is forgotten, and partners trust statements they can see themselves.

crm.enrolldesk.net/revenue-records/commissions

= Commissions

Status - Project 5 Universities =

Reference  Customer Project Irntake University Branch Lest Mote

Fichwan

Australia Studant Yiss
Talukder

Maliba Alsrn Australia Sudent Visz -

Zubairsanar  oorery Public
University

Nakil Sultana Australia Bachelors
Admission

Hadia

Mshmiid Austraha Student Yisa

Raw:
Showing1<50f5 | 10 = | O

B CreckOut-i2niem | %2 GO 0

=L Summary T Achvanced Filtars €3 MNew Commissian
Intakes = Referencies &
Commission Dus Total Payble Totad o i
Date Paid Arneunt Cue . ane
;s - ve  vaeas D partial - 7 ¥
24243 = !
b . 3 » ==
s - capzz  PeE03R b0 Unpaid - Y
s, - w0 b 40045 B Unpaid - P |
: 40045 =
! - B0 B 73057 b 75057 Cancelled - = 7’ [ |
e PO BN bO Paid - B 2 ¥

University commissions: total paid, payable amount and total due per student.

| What you can do

v University commission v

A commission record per student and university, by
semester, with due dates, follow-ups, payment status
and notes.

v Automatic partner commission Vv

When a university pays you, the partner's commission is
calculated from their rule. Amounts already paid are
never changed; corrections are added as separate lines.

v Partner portal Vv

Partners sign in to see their referred students,
commission and payouts. They never see students’
private details or documents.
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Partner directory
Each partner's profile, status and commission rule: a
share of what you receive, or a flat fee per student.

Approve and pay
Approve commissions, then group them into a payout for
one partner in one currency, with a reference.

Reports
Commission Receivable and Partner Performance.
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| Howtouseit

Open Partners, then Directory, and press “"Add partner”. Enter their details and commission rule. They receive a
portal login.

When adding a lead, choose the partner under “Referred by partner”. The partner stays on the student’s file.
Record university commission under Revenue Records, then Commissions, with “New Commission”.
When the university pays an instalment, mark it paid. The partner's commission is created automatically.

Open Partners, then Commissions, to approve what is owed, and Payouts to record a payment to the partner.

crm.enrolldesk.net/partners/partner-directory

e - far - Goumry

s Pl e o Goartry st st ntisce
@ Al pacelos B esnrsngmepie e 5 SRS W o rm e s Harg wiseh pinEy [T R - ]
@ o s e i G SIS it pae et i (D PR
- Bl sind b (RGBS 2daamseaiad P D  teuax W s
Ao SRR 0% Ak o i s Caria [[ivin ] wnan W op s g
shomngtaera | 4 = B

The partner directory with each partner's commission rule.

crm.enrolldesk.net/partner

Global Pathways Ltd
Srnnmer W ek cotnsiavioetionala el we s

WG yerd hivei: camed

w000 ®O.OO WITSET

‘Whee your students are

Latest commissions Latest payouts

Hib Tk ke

The partner's own portal: referrals, commission and payouts.

EnroliDesk CRM - Product guide
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NOTHING FALLS THROUGH

09 Tasks

Tasks are the to-do list of the whole agency. A task can stand alone or belong to a lead, student,
application or invoice, and it shows up for the people assigned to it.

WHY IT MATTERS

Admissions work is a chain of small deadlines. A missed one can cost a student their intake. Tasks make each
deadline visible to the person responsible and to their manager.

crm.enrolldesk.net/tasks

B Checkoutmatim ) % & O 0O

TR Takde View
® Todo oW ® |nprogress I @ Waiting on student (- | ® Done C W
Prepare visa file for AL Umges ® /W Update Facebook ad .. Umem @ »~ W Renew the office trade .. wan @& & ¥ Book blometrics appoi.  Han @
Added from the swudent hle i taday D 16 B Added from the swdent file.
Due 1614ov 55 38 [:] e (] PATES Le ¥ Mov
@ s ] —
Send UK university sh.. umges @ # ¥ Prepare monthly com...  trem @ F ¥ Prepare visa fila forM.. ume: @& # W Submit university sppli.  Han @ 4 ¥
Added from the stucient file m Audcdedd from the student file. Adddedd fron tuctent file.
Dus 16 Moy [ 2 i D 1 1 D4 Now
[, i 2] g =) o
Submit university appll..  nen @ £ ¥ Check sponsor docum.  tan @ & 1 Book a counselling sess.. wan @ 4 ¥
Added from the stedent file Adeded From the student file, Acdded from the student file,
Oue 5 Dec = 35 e 15 Moy Due 12 Mav
o e ® o
Remind Faterna Al urgem @ & W Send UK unlversity sho... wan @ & ¥ Cali Mim Alam about th.. wan @ # ¥
Added from the student file. Adcded from the student file, Addded from tha student fila,
Overdue 1d D17 How Due T M
B i @D
Check sponser decu.. @ 7 W Collect SSCand HSC e wgn @ # ¥
Added from the student file. Added from the studant fila,
Cue 21 Moy D 18 Mew
on e @ o
Book blometrics appoi. Hgr @ # W
Create Section +
The task board with priorities, checklists, due dates and overdue badges.
| What you can do
v Board or table «/ Priorities
A Kanban board with your own columns, or a table with Low, medium, high and urgent.
filters.
v Automatic priority v Checklists
Priority rises by itself as the due date gets close. It is Steps inside a task, with progress such as 3/5.
never lowered automatically.
v Repeating tasks v Task templates
Daily, weekly or monthly tasks that create themselves. Apply a ready set of tasks to a lead or application in one
click, for example “Visa file".
v Assignees and followers + Comments and files
Several people can be assigned, and others can follow. Live comments and attachments on every task.
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v Quick filters
My tasks, overdue, due today, due this week.

| Howtouseit

GOOD TO KNOW

Drag the card to the next column as work moves on.

+ Personal to-do list

A private to-do list in the top bar for each person.

Open Tasks. Press “Kanban View" for the board or “Table View" for the list.
Add a task with the green plus on a column. Set the priority, due date and assignees.

Add a checklist for multi-step work and tick the steps as you go.

Use the quick filters to see only your tasks, or only what is overdue.

To create tasks on a student’s file, use the Task tab inside the lead, student or application.

crm.enrolldesk.net/tasks

| Azzignees - Status

Task Name Related Crasted By
Renew the office. -
krade Soence i
Update Facet:ook ad
creatives for the Adimiin
Jaraary mtake

EBOErE l.mnthly Adkiln
COMIMERSN rapart
Prepare visa file for o "
R K i roject usrat Jahan
Subrmit unfversity
application for Ribean  Project T Hissin
Takikder | 55
ook biometrics
appointmant for Mabil  Project Farnana Aktar
Suitana

eren Sabon lslam
about the tuition Froject Musrat Jahan
deposit
Check sponsar
documents far Project Musrat Jahan
Shaheiar Blawas

Buws

Showing 1=10ef 27 10 - 5]

Prionty

Assigreay

A checklist inside a task. Each step shows who completed it.
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#18 - Submit University Application For Nadia Mahmud

B View Chacklist 5 of 5 done
[ Cormments

=
= Checklist
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=
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COUNSELLING SESSIONS, BOOKED PROPERLY

10 Appointments

Counsellors set their weekly hours, and appointments are booked into the free slots: by staff, or by
students from their portal. A meeting can be in the office, by phone or online.

WHY IT MATTERS

Counselling time is what an agency sells first. A shared calendar avoids double booking, and reminders reduce
no-shows.

cxm.enrolldesk.net/appointments

\ppointments B K Out«7h T7m :c @do u

T CALENDAR €3 New Appointment

B | Counselor -
leday L * 14 Nov— 20 Nev 2026 LAY WEEK
ok 2 sty fime 4o b
Sat Sun Mon Tue Wed Thu Fri
41 5 o £ 1 17 s £ 1 0
2 AM
M 10:00 Asf Hossan | 10:00 Maiiha Alam
. 100 Mefaz Sultsna
=k | 12:00 Snatwlar Blswis
4
oM
2:30 Zubair Surkar | 2:30 Tamim Akter
Farnais s Tt Har
m
R

3:30 Priysria Ahmed 330 Nadia . %30 Ferln K.
han Ribe Tt Hase [

e inre

430 Ageah Ray

The week calendar. Click an empty time to book it.

| What you can do

v Calendar and list v Free slots
A day or week calendar, or a list with tabs: Upcoming, Slots come from each counsellor's weekly availability.
Requests, Past, Cancelled and All. Holidays, leave and booked times are skipped. Two

people cannot be booked into the same slot.

v In office, phone or online v/ Students book themselves
For online meetings a Google Meet link is created Students book, reschedule and cancel from their portal;
automatically on your Google account, with Jitsi as a staff confirm requests.

fallback, or paste your own link.

v Outcome and no-show v Reminders
Complete an appointment with an outcome note, or Counsellors see the day’s appointments in their morning
mark a no-show. summary. Students are reminded the day before by

notification and email, with the Join link.
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v My availability v Report
Each counsellor sets and pauses their own weekly hours. Appointments by counsellor: outcomes, no-show rate
and meeting type.

| Howtouseit

Each counsellor sets their weekly hours once, under Setup, then Other, then My Availability.

Open Appointments and press “New Appointment”.

Choose the client, the counsellor and the date. Pick one of the free slots shown, or switch on “Custom time”.
Choose In office, Phone or Online, add a note and save. The student is notified.

On the day, press “Join” for an online meeting. Afterwards, mark it completed with an outcome note, or as a no-
show.

Switch to “Calendar” to see the week for all counsellors, and click an empty time to book it.

crm.enrolldesk.net/appointments

TR New Appointment b
l.lpcuni;ﬂe ?eq.rss:ie F‘aste ':Zanaallede »°«I|e Client -
h Trom { fa
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oM L]
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Nusraz Mo 18, 2028 10:00 Now 18, 2026 11:00 : -t o Note
i Mahfiz Sultans o G Confirmed =

(]}

— M S R DS comme - e L = R
Jahan Chawdiry PM oM Confirmed ? Inoffice
o -
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Farhana Mayeam Mo 18, 2025 3:30 Now 18, 2026 4:30
Ao Siddsgque M M
L1
Tamir Hasan  Sakib Rahman it s Confimed ~ @ Inoffics

Paps

Showing 1102130 | 10 - (5]

Booking an appointment: client, counsellor, date, free slots and meeting type.
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THE TEAM, ACCOUNTED FOR

11 Attendance and leave

Staff check in and out from the top bar. The system works out lateness, overtime and hours due from

each person’s shift, and manages leave requests and balances.

(

WHY IT MATTERS

Attendance and leave touch payroll and fairness. One record that staff can see themselves ends the
arguments, and approved leave automatically keeps people out of the appointment calendar and the lead

rotation.

crm.enrolldesk.net/attendance

= Aftendance

Racards Carections Leave

13 o 0

Gat Sun Hor

15 16

Checked n - late

My Month: days present and late, hours worked, overtime and hours due.

What you can do

+ Check in and check out

One button in the top bar, with the time and network
address recorded.

Shifts and late grace
Shifts with their own times, and a company-wide grace
period before a check-in counts as late.

Missed check-out corrections
Staff request a correction; a manager approves it.

Leave types and balances
Paid and unpaid leave types with yearly days, per-person
allowances and live balances.
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v My Month

A calendar of each person’s month: present, late, leave,
hours worked, overtime and hours due.

v Weekends and holidays

Weekends per person, and holidays that can repeat every
year.

v Edit history

Every manual change to an attendance record is kept.

v Leave requests

Full or half days, with the working days counted for you.
Managers approve or reject.

26



v Team view and export v Report
Who is in today, team records, timesheets and Excel Attendance rate per person for any period.
export.

| Howtouseit

° Press “Check In” in the top bar when you start, and “Check Out” when you leave.
e Open Attendance to see "My Month”: your days, hours and overtime.

o Forgot to check out? Open Corrections and send a request to your manager.

o To take leave, open the Leave tab, choose the type and dates, and send the request.

e Managers approve corrections and leave from the same tabs, and see the whole team under Records.

crm.enrolldesk.net/attendance
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Team records: check-in and check-out times, lateness, hours worked and overtime.
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TICKETS, HELP ARTICLES, CHAT AND EMAIL

12 Student support

Students raise questions as tickets from their portal. Staff answer with a response target on every

ticket. Help articles answer the common questions before they are asked, and chat keeps day-to-day

conversation on the student’s file.

WHY IT MATTERS

Fast, recorded answers build trust. Students are spending their family’s savings, and they judge the agency by

how quickly it replies.

crm.enrolldesk.net/support/tickets

= Support > Tickets

Title Customar Mame
Alsana Kahir

Duplicate request (EID

Offer letter has my name misspelled (5T Rurmana Hazue

Appointment time change ({E2D ‘J"l:»r:-l\::lhury
Payment receipt not received {0 Rifat Kanim

Can | change my intake to Jamsary? (I ” i
ehadi Sultana

Bank statement format for the visa (D Tahrruna Hague

Whan will | get my CAS letter? (B (EIia®  Sumaye Hague

Tickets with overdue badges, priority and status.

| What you can do

v Tickets
Students open tickets on their applications. Staff reply
with formatted text and files.

v Status and priority
New, in progress, on hold, resolved, dismissed and
closed; low, medium and high priority.

+ Canned replies
Saved answers for common questions, inserted in one
click.
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v Response targets

Set a first-response and resolution target for each
priority. Overdue tickets are flagged and can be filtered.

Internal notes
Notes between staff that the student never sees.

Ratings

Students rate the answer from 1to 5 when a ticket is
resolved. Resolved tickets close by themselves after 7
days.
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v Knowledge base
Help articles in categories with attachments. Students
search, sort and vote whether an article helped.

Email
Send email from a lead, student, application or expense
using templates with placeholders. Every email is logged

<

on the record.

| Howtouseit

themselves.

GOOD TO KNOW

v Chat
Live chat between staff and student inside each
application, with files and unread counts.

v Report

Tickets: response times, targets met and ratings.

Open Support, then Tickets, to see every ticket with its priority and status.

Open a ticket and reply. Use a canned reply for common answers, or add an internal note for colleagues.
Change the status as you work. The student is notified of each change.

Watch the “Overdue” badges: those tickets have passed their response target.

Write help articles under Support, then Knowledge, with “New Knowledge”, so students can find answers

Set the response targets under Setup, then Settings, then Tickets.

crm.enrolldesk.net/support/tickets

#1- When Will | Get My CAS Letter?

— i
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Canada Study Permit
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1 il the tuitian dapasit st week When wil the university send my CAS?

= 2

Inside a ticket: response targets, the student’s question, canned replies and the internal-note switch.
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YOUR STUDENTS’ OWN SPACE

13 Student portal

Every student signs in at crm.enrolldesk.net/client. The portal shows what needs their attention first,
then where each application stands. It works on a phone as well as a computer.

WHY IT MATTERS

A student who can see their own progress calls less and trusts more. Documents and payments arrive sooner

because the portal asks for them directly.

crm.enrolldesk.net/client

W% EnrollDesk.

Hello, Tahmina Haque

Here is where your spplications stand

Meeds your attentlon

6] 5 docu till needed

Medaysia Foundation Pregramms - 4

Your applications

Documents

Tha University of Liverpos! - Education

£ O wrread B O open tickets

4/9

Unconcitional ofer

Progress

Recent payments

INV-0OCOCOFD

0ok 16, 2026 - biesh

-

Q00FD

6+ Card (PO

N

Decuments

Whew all

BETIRD

BET2E0

The student’s home page: documents needed, application stage and recent payments.

| What you can do

v What to do next

The home page lists what needs attention: documents to
upload, an offer letter to sign, an invoice to pay, an
appointment coming up.

v Document upload
The checklist of required documents, with upload.

v Invoices and payments
View and download invoices and receipts, and pay online
in full or in part.

+ Chat and tickets
Message the counsellor, raise a ticket, rate the answer.
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v Application progress

Each application with its stage, a progress bar and the
admission timeline.

v Offer letters
View the offer letter and sign it online.

v Appointments
Book a free slot, choose in office, phone or online, join,
reschedule or cancel.

+ Help articles
Search the knowledge base and vote on articles.
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v Visa and sponsor checklists + Profile and password
See what is still needed for the visa file. Edit the profile and photo, change the password, or reset
a forgotten one with a one-time code.

v Notifications
A bell with links straight to the item.

| Howtouseit

The student signs in at crm.enrolldesk.net/client with the login created for them.

Under “Needs your attention” they press “Upload” to send missing documents.

Under “Your applications” they see the stage of each university application and press “Progress” for the timeline.
They open Invoices to pay online, and Appointments to book a session.

They use Chat for quick questions and Support for tickets.

GOOD TO KNOW

You control what each student can see. Open the student and use the portal permissions.

crm.enrolldesk.net/client/invoice crm.enrolldesk.net/client/appointment

W EriroliDiesk, i S i M i AN a0 A s D D) (B W Erelibesk,

e =]

The student’s invoices, with “Pay Now" for online payment. Booking an appointment, and joining, rescheduling or cancelling
one.
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ANSWERS, NOT SPREADSHEETS

14 Reports

Sixteen reports cover sales, the team, money and partners. Each one has filters, a chart, a summary and
an Excel export that is ready to send: styled, with real dates and numbers and a summary sheet.

WHY IT MATTERS

A report that takes a day to assemble is read once a month. A report that is always ready gets read every week,
and problems are caught while they are small.

cxm.enrolldesk.net/reports/counselloxr-performance

llor Performance B Chack Out- 7h 17m 52 @. o0

[ Espart Bxcal

Counsellor performance

lnn 2026 — 15 Moy 2025

Dwverview
15
Admm Farhana Aste Menmrsul Kanm Muzrat Jabar Rakib Hossair Saclia lalam Sherin Suitans Tarvor Hassn
W Decame studerts Il
Staff Leads assigned Becama studants Conversian % Applications Difars pReintmants dona P s missad F ps laggad Oiverdus foliow-ups now
Admin Q o 0% o o o Q o Q
Farrana Ahkter a5 8 B14% 19 12 11 3 o 1
Mahrmudul Karim 1] o o% o o o o o a
Muarat Jahan 4 15 44.1% ] 11 13 3 o 3
Rawib Hozsain a o o o o o a o a
Sadia lslam a o o% 2 o o o o Q
Shirin Sultans o o 0% o o o a o a
Tarvoe Hagan 34 7 B0 17 10 14 k| o 3
Counsellor Performance: conversion, applications, offers and appointments per person.
| What you can do
v Counsellor Performance v Staff Performance (weekly)
Leads, conversions, applications, offers, appointments Leads converted per person each week, and the follow-
and overdue follow-ups per counsellor. up star.
v Follow-up Discipline + Task Performance
Who is keeping up with follow-ups and who is not. Tasks finished on time and overdue, per person.
v Tickets + Appointments
Response times, targets met and student ratings. Completed, no-shows, cancelled and meeting types per
counsellor.
v Attendance v Lead Source Value
Attendance rate, lateness and hours per person. Which sources bring leads that become students and
income.
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v University Performance
Applications and results per university.

v Partner Performance
Referrals and results per partner agent.

v Unpaid Invoices
What is owed, by age.

<

Expense vs Income
Invoiced, paid, owed, office overhead and profit after
overhead, per student and branch.

| Howtouseit

Open Reports in the menu and choose a report.

+ University Targets
Targets per university against actual numbers.

+ Collections
Money received by date, method and bank.

+ Commission Receivable
Commission universities still owe you.

v/ Budget vs Actual
Spending against each category’s budget.

Set the period and any filters, such as staff, currency or branch.
Read the summary cards and the chart, then the table below.
Press “Export Excel” to download the same figures as a finished workbook.

For a weekly email of the main numbers, add the recipients under Setup, then Settings, then App (“Weekly
Digest Emails”). It is sent every Monday.

crm.enrolldesk.net/reports/expense-vs-income
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Expense vs income [} report Paral
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Expense vs Income: invoiced, paid, owed, office overhead and profit after overhead.

EnrollDesk CRM - Product guide 33



THE RIGHT ACCESS FOR EACH PERSON

15 Roles, permissions and security

Every screen and every button is a separate permission. You build roles from those permissions, and

each staff member gets exactly the access their job needs.

WHY IT MATTERS

Your data is your business: student details, money, commission rates. Staff should see what they need and

nothing more, and every change should be traceable.

crm.enrolldesk.net/setup/workforce/roles

Edit Role
earih i iable Lt St;ff >
Hcko: Mams Features Permizzons
FA dashicard B dashbosrd
Customer
O kst
ctatt [ create
] =show
rale [] update
O dealete
O module
[ permission reset
O st
[] create
department [ show
O update
O delete
[ st
i [ create
gt M - % designatan [ show
Editing a role: one tick box for every action on every module.
| What you can do
v Permission per action v Own or all records
List, create, edit, delete, export and bulk actions are A counsellor can see only the leads, students and files

separate permissions on every module.

assigned to them, while a manager sees everyone’s.

v Roles v Activity log
Create as many roles as you need. A role is a template Who did what, when, and from which network address,
applied to each staff member, and can be reset per on every module. Each record also has its own activity
person. tab.

v Sign-in protection + Trash and restore
Limited sign-in attempts, password reset by one-time Deleted leads, students, applications, invoices, expenses
code, and a list of active sessions with “sign out other and tickets go to a trash and can be restored.
devices”.

EnroliDesk CRM - Product guide

34



v Daily backups
The database is backed up every night, copied to your
Google Drive, and the newest 14 backups are kept.

v Your own Google Drive
Optionally store documents, payment proofs and chat
files in the agency’s own Google Drive.

Admins are alerted if a backup fails.

<

Separate portals
Students and partners have their own logins and only
ever see their own data.

| Howtouseit

Open Setup, then Workforce, then Roles, and press “New Role”.
Name the role and tick the permissions it should have, module by module.

Add each staff member under Setup, then Workforce, then Staff, and choose their role, department, designation
and shift.

To review what happened, open Utilities, then Activity Log, and filter by person, module or date.

To take a backup now, open Utilities, then Backup, and press “Back up now".

GOOD TO KNOW

Start with two roles, Manager and Counsellor, and add more only when you need them.

crm.enrolldesk.net/utilities/activity-log
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The activity log: every change, by module and action.

EnroliDesk CRM - Product guide

NS00

B Chack Qut - 126 16m

= Export

Created Ty Usar Created By Custamer Log Description

Update Facebook ad creatives —
for the January intake is due. d

Prepare monthy cornmission =
report is dus Moy 11, 2026, e

Aemind Sabrina Islam about the =
tuition depasit is due Mov 14, '

Remind Asnhix Biswas about the -
tuition deposit is due Mov 13,

Check sponsor documents for ==
Maliha Alam is due Mov 18,

m

Actions

35



CONNECTED TO THE TOOLS YOU ALREADY USE

16 Settings and integrations

Everything is set up from the browser, under Setup. There is no code to write. Connect your Facebook
page, Google account, payment gateway and email once, and they keep working.

WHY IT MATTERS

An agency should not need a developer to change a status name, add a fee or connect its Facebook page.

crm.enrolldesk.net/setup/settings

B Checkowt shtim ) %3 GO O

General App Ernail tlotifications Payrrent Gateway Google Drive Facebook Leads Lead Assignrment Reminders Tickets Taske

Staft Leads received Last lead Status
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Lead Assignment: new Facebook and website leads go round these counsellors in turn.

| What you can do

v General and App v Email
Your name, logo and favicon; date and time format, Send through your own SMTP server or Mailgun, with

timezone, currency, office hours and late grace. your own sender name and address.

v Email templates v Live notifications

Templates with placeholders, and a default template per Notifications, chat and announcements update live

module.

v Lead Assignment
Choose which staff receive new leads in turn.

EnroliDesk CRM - Product guide

through Pusher.

Reminders
Switch daily reminders on or off and set how many days
ahead students are reminded.
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 Tickets and Tasks

+ Your own lists

Response targets per ticket priority, and the windows for Statuses for leads, files, admissions and tasks; branche

automatic task priority.

« Custom fields

programmes, intakes and fees; currencies, banks and
payment methods; expense categories and budgets;
universities, subjects and English tests; sources,
references and countries; holidays, leave types and
shifts.

+ Light and dark mode

Add your own fields to leads, students, applications, Each person chooses their own.
invoices, tasks, tickets, staff and expenses.

| Howtouseit

Open Setup, then Settings. Each tab is one area: General, App, Email, Notifications, Payment Gateway, Google
Drive, Facebook Leads, Lead Assignment, Reminders, Tickets and Tasks.

e Fill in a tab and press “Save”. Connection tabs show whether the service is connected.

e Open Lead Assignment and choose the staff who should receive new leads.

o Use the other Setup menus (Status, Manage Project, Finance, Education and more) to enter your own lists.

| Integrations

EnrollDesk connects to the services an agency already uses. Each one is switched on from Setup, then Settings.

Facebook Lead Ads

Website form

WhatsApp

Google Drive

Google Meet

SSLCommerz

Email (SMTP or Mailgun)

Pusher

Excel and CSV
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Leads from your Facebook lead forms arrive instantly, with duplicate matching and
automatic retry.

A lead form for your website, with a link per source, posting straight into the lead
list.

A WhatsApp button on every phone number opens the chat.

Documents, payment proofs, chat files and nightly backups stored in your own
Drive.

Meeting links created automatically for online appointments (Jitsi as fallback).

Online payment of invoices by students, in BDT, in full or in part.

All email is sent from your own address.

Live notifications, chat and announcements.

Import leads and students; export any list and every report.

S,
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PART THREE

Running it

The work the system does by itself, getting started, daily
routines and the full feature checklist.




RUNNING IT

What runs by itself

A good system does the remembering. These jobs run on their own, every day, without anyone

pressing a button.

Every morning, 10:00

Every morning, 10:00

The moment it happens

After every payment

Every night

Every night

Every night
Every night

Every night, 02:30

Every Monday

EnroliDesk CRM - Product guide

Each staff member gets one summary of their own day: appointments, due and
overdue tasks, follow-ups, invoices to chase and English test scores about to
expire. By notification and email.

Students are reminded of invoices due soon, due today or overdue, and of
tomorrow’s appointment (with the Join link).

New Facebook and website leads are assigned to the next counsellor, who is
notified at once.

A PDF receipt is emailed to the student.

Attendance is completed for the day (absent, weekend, holiday, leave); holidays
roll forward to next year.

Repeating tasks and expenses are created; task priority rises as due dates
approach; lead scores are refreshed.

Counsellors are alerted to application files that have sat too long in one status.

Resolved tickets with no reply for 7 days are closed.

The database is backed up and copied to Google Drive; the newest 14 backups are

kept.

A weekly digest of the main numbers is emailed to the addresses you choose.
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RUNNING IT

Getting started

A new agency is usually ready to work in a few days. This is the order that works. You do not need

every module on day one: leads, students, applications and invoices cover the core.

° Your agency

Setup, then Settings: name, logo, timezone,
currency and office hours.

o Your programmes

Add branches, programmes, intakes and the fees

for each programme.

o Your email

Enter your SMTP or Mailgun details so invoices,

receipts and reminders come from your address.

Lead rotation
Choose which counsellors receive new leads.

Payments and files
Connect SSLCommerz for online payment and
Google Drive for documents and backups.

A day with EnrollDesk

Your team
Create roles, then add each staff member with
their role, department and shift.

Your statuses
Check the lead statuses, file statuses and
admission stages match how you work.

Your leads
Import your existing leads from Excel. Connect
Facebook Lead Ads and the website form.

Counsellor hours
Each counsellor sets their weekly availability for
appointments.

Go live
Convert your active students, raise their invoices,
and invite students and partners to their portals.

Counsellor

1.

. Open Leads: call today’s and

. Hold the day’s appointments;

Check in, then read the
announcements and “Your
reminders” on the dashboard.

overdue follow-ups, add a note
after each call, set the next
date.

4. Record university commission

mark each one completed with
an outcome note.

Move application files forward
and reply to student chats and
tickets.

. Check out.
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Accounts

1. Record payments received and 1.
check that receipts went out.

2. Open Unpaid Invoices and
chase what is overdue.

3. Approve pending expenses
and reimburse staff.

received; approve partner
commission and payouts.

Owner / manager

Read the dashboard for the
period: leads, conversion,
collected, outstanding.

2. Open the pipeline board and
look at files with red day
counters.

3. Approve leave and attendance
corrections.

4. Once a week, read Counsellor
Performance and Expense vs
Income.
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APPENDIX

Full feature checklist

163 features, grouped by area.

Across the whole system Students Invoices and payments
« A separate permission for every action +/ Student record built on the lead + Invoices from programme fees
« Own or all records, per role  Billing and shipping addresses  Totals, tax and discount computed
v Live notifications with links to the v Portal login per student v Status follows the payments
record + Portal permissions per student + Hold and inactive set by hand
v Activity log on every module + Tabs: applications, invoices, payments, + Overdue ribbon with days
v Notes, tasks, attachments and email on tasks, notes, files + Any payment method with proof upload
records + Email from the record, with log + Online payment via SSLCommerz (BDT)
' Custom fields on eight record types + Import, export, bulk actions, trash « Part payments
v Styled Excel and CSV exports with « Move a student back to a lead « PDF invoice by email
summary sheets . .
. + Automatic PDF receipts
v Excel import for leads and students . . . .
Applications + Credit notes, refunds and write-offs
v Trash and restore )
) ) ) v/ Payment history log
« Multi-currency, never added across + Programmes with their own fees . .
. . v Payments list with summary and export
currencies + Duplicate a programme ) o
. . + Duplicate invoice, change due date
v Optional storage in your own Google + Branch, intake, reference and partner )
Drive " v Due and overdue reminders to students
per file
v Light and dark mode + Many universities and courses per file
+/ Works on phone, tablet and computer « Your own admission stages with Expenses
« Every record opens by its own link timeline ) . .
. . v Lines with tax and discount
+ One-time-code password reset for all + Your own file statuses .
. v Payee suggestions
logins v Document checklist with student Recei oad
v Active sessions with sign out other upload v/ Receipt uploa
devices  PDF offer letter with e-signature v Category, branch and currency
v Sponsors with profession fields v Approval with reason
Leads « Embassy and visa checklist v Out-of-pocket and reimbursement
Lend| . - ] q + Chat with the student inside the file v Recurring weekly, monthly or yearly
v Lead list with search, filters and save Monthl
v/ Follow-up dates and progress v Monthly budgets per category
columns
) v Summary charts per currency
v Stuck-file alerts
« Summary by status and source + Voucher PDF and email
v Education history, seven levels v Pipeline board by status or stage
. . . v Drag and drop between columns
« English test scores with expiry  Days-in-status on every card Commissions and partners
v Work history and preferred countries y y
v Lead score, refreshed nightly + University commission by semester
« Your own statuses and sources  Due dates, follow-ups and status
v Several assignees per lead  Partner directory
v Follow-up dates with history and « Revenue share or flat fee per student
overdue flags + Automatic partner commission
v Duplicate check by phone ~ Approve and void commissions
v WhatsApp button on phone numbers + Payouts per partner and currency
v Tabs: profile, tasks, notes, files, + Partner portal: students, commission,
appointments, activity payouts
v Create an application from the lead + Partner password reset
v Bulk assign, status, source, trash, export
« Website lead form with a link per source
v Facebook Lead Ads with retry and
health page
+ Automatic round-robin assignment

EnroliDesk CRM - Product guide
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Tasks and appointments

Student portal

D N R N N O N N N N N O N N N NN

Task table and Kanban board

Your own task statuses

Four priorities, raised automatically
Assignees, followers and tags
Checklists with progress

Repeating tasks

Task templates

Live comments and attachments
Quick filters and personal to-do list
Appointment list with five tabs

Day and week calendar

Free-slot picker from weekly availability
In office, phone or online

Google Meet or Jitsi links

Students book, reschedule and cancel
Outcome notes and no-show

Day-before reminders

Attendance, leave and staff

I O e O N N N N N N RS

Check in and out with network address
My Month calendar with totals

Shifts and late grace

Weekends per person

Holidays that repeat yearly

Missed check-out corrections

Edit history

Leave types, allowances and balances
Full and half-day requests

Leave blocks slots and lead rotation
Staff profiles and documents
Departments and designations
Announcements with read receipts

Timesheets and export

Support

A N e e O N O N NN

Tickets from the student portal
Response and resolution targets
Six statuses, three priorities
Internal notes

Canned replies

Student ratings

Auto-close after 7 days

Unread markers

Knowledge base with categories
Search, sort and helpful votes
Live chat with files

Email templates with placeholders
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Next actions on the home page
Application stage and timeline
Document upload

View and sign offer letters

Invoices, receipts and online payment

CRLCLCKK

Book, join, reschedule, cancel
appointments

Tickets, chat and help articles
Visa and sponsor checklists
Profile, photo and password

Notifications with links

CLCLC KX

Dashboard and reports

+ Summary cards against the previous
period

Conversion funnel

Money in vs out per currency
Team boards and follow-up star
Who's in today

Your reminders

Period presets and custom dates
16 reports with filters and charts

Excel export on every report

AN N N N N N NN

Weekly digest email

Administration

Roles with a permission editor
Attachments and notes managers
Activity log with filters and export
Nightly backup to Google Drive
Backup failure alerts

Eleven settings tabs

Email via SMTP or Mailgun

Your own lists for every dropdown

CLLLOLCKC KKK

Set up from the browser
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n# EnrollDesk

NEXT STEP

See it with your own agency
in mind

Ask us for a walkthrough. We will show you the system on
demonstration data and answer your questions.

WEBSITE SIGN IN EMAIL

enrolldesk.net crm.enrolldesk.net info@enrolldesk.net

EnrollDesk CRM - Product guide Screens show demonstration data
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