
DOMESTIC SALES PROCESS FLOW CHART 

• Contact within 24 hours  

• Qualify student and enter notes in CRM timeline 

• Advise and/or assist with CRT or RPL applications 

• Book a campus Tour and Chat  
 Preferably face to face within one week of new lead/opportunity, otherwise video call 
 Tours can be booked one-on-one, any time to suit the prospective student 
 CA can book group tours in busy periods if required 

• Once booked in CRM, lead will receive automated email confirming tour details 

• If needed, send student an updated enrolment link 

• Add contact attempts and follow up activities 

 

 

CONDITIONAL OFFER OF ENROLMENT 
 

• CRM 

  Complete any empty fields that the student did not fill in on the 

Enrolment Form – in both the opportunity & contact files 

  Complete the APPLICATION stage drop down with the information 

you have at this stage 

  Generate the Enrolment Form with all entered details (click ‘Create 

Document’ and using DOM2: Enrolment Form, email to prospect to 

review & sign) 

  Change ‘Conditional Offer Issued’ field to YES (application stage drop-

down field) 

  Status will change to ‘CONDITIONAL OFFER’ 

  Send ‘Summary of Enrolment’ – within 24 hours 

• Chase any missing documents 

 
Continue to: COMPLETE ENROLMENT  
on the next page 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

UNCONDITIONAL OFFER OF 
ENROLMENT 

 

• CRM 

  Complete the APPLICATION stage 

drop-down 

  Generate the Enrolment Form with 

all entered details (click ‘Create 

Document’ and using DOM2: 

Enrolment Form, email to prospect 

to review & sign) 

  Move student to ACCEPTED  

CAT TEAM 
NEW LEADS ENQUIRY 

OPEN OPPS (INCOMPLETE) NZST 
OPEN OPPS (INCOMPLETE)  YOOBEE 

ONLINE 

COURSE ADVISOR 
OPEN OPPS (COMPLETE) 

OTHER (Phone, walk-in etc)  

STUDENT RECRUITMENT 
ADVISOR 

OPEN OPPS (COMPLETE ) 
OTHER (Phone, walk-in etc) 

OPEN OPPS (INCOMPLETE) CAMPUS 

 

CAT team will assign all qualified leads to CA or SRA 

• Any leads assigned by the CAT team are contacted by the assigned CA 
or SRA 

• Send a reminder txt the day before the tour  
(if the tour is booked more than 24hrs in advance) 

• Read the first contact notes in the CRM 

• Ensure you have any applicable information needed such as uniform 
ordering details, BYOD Sheet,  
CA Student Notes Form or SRA Interview Checklist (optional) 

 

 

 

FIRST CONTACT 

BEFORE THE TOUR & CHAT 

NO ANSWER?  

• Make contact asap 

• Set follow-up activity: 

 
CA – within 48hrs.  Lead is kept open 
for 12days with multiple contacts made 
before disqualifying. 
 
SRA – within 24hrs.  Lead is kept open 
for two weeks multiple contacts made 
before disqualifying (minimum of 4). 

DAY OF TOUR & CHAT 

NO SHOW?  

ENROLMENT FORM is COMPLETE 
and all documentation received  

ENROLMENT FORM is INCOMPLETE 
or missing documentation  



NOTE: This flow chart was revised in November 2022 and incorporates the sales process of both NZST and Yoobee Colleges.   
For further information regarding each stage of the sales process, refer to the following guide: A GUIDE TO Enrolment Types & the ‘Tour and Chat’ 

CA hands over to CSO  
 CA starts Nurture Strategy 

• Confirm student arrivals and move all students to 

‘ARRIVED’ status in the CRM 

 

• Advise CA of any students that did not arrive or 

that you have not heard from/cannot get hold of 

 

• Follow up on the following (if applicable): 

 Fees Free 

 Studylink  

 Public Trust forms 

 Under 18 waivers 

 Student Handbook declaration 

 

SRA hands over to Campus Administrator  

• Advise National Sales Operations Manager of 

student arrivals so that they can be moved to 

‘ARRIVED’ status in the CRM 

 

• Advise SRA of any students that did not arrive or 

that you have not heard from/cannot get hold of 

 

• Follow up on the following (if applicable): 

 Fees Free 

 Studylink  

 Public Trust forms 

 Under 18 waivers 

 Student Handbook declaration 

 

• Update the First 8 Day Tracker 

 

Student status will be changed to ‘CONFIRMED’ in Public Trust 
This is completed by the Campus Manager for NZST and the Campus Administrator for Yoobee.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

• CRM: 
  Work through the ACCEPTED stage, filling in all appropriate details 
  Load the appropriate pricing and product to the opportunity 
  Generate the Letter of Acceptance using the ‘Create Document’ button  (DOM01: Letter of Acceptance) 

This MUST match the enrolment form 
  Email a Confirmation Pack to the student confirming their study details 
  Once all the details are entered and correct, click ‘Create Enrolment’ to transfer the details to SELMA 

Ensure you check SELMA first to ensure there are no duplicate profiles.  
(if student already exists in SELMA with a different ID# follow this guide) 

  Upload all student file documents to the CRM (under the students contact) 
 

• Selma: 
  Check all SELMA details are correct (include enrolment pattern and SDR fields) 
  Link student to a class in SELMA (this is completed by the Course Administrator for Yoobee) 

 

•  Notify TL and Registrar of the outcome of any CRT or RPL applications 

• CSO - Communicate with CA that student is confirmed and work through Student File Checklist until completed 

• SRA - Communicate with Campus Administrator if a late enrolment  

 

 

 

 

CSO SRA 

DAY 1 OF ENROLMENT 

CSO CAMPUS ADMINISTRATOR 

DAY 8 OF ENROLMENT 

COMPLETE ENROLMENT 

file://///acg.ac.nz/Organisation%20Files/NZST/National%20Shared/Sales%20and%20Marketing/PROCEDURES/Student%20ID%20No.%20-%20Different%20in%20SELMA%20CRM.pdf

