SYSTEMS BUILD
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WELCOME

Ideas are powerful. They spark excitement, get you moving,
and even attract attention. But the truth is, ideas fade if
they’re not supported by structure.

That’s where systems come in.

This workbook will help you:

e Understand what systems really mean for a growing
business.

e Build 3 essential systems that every entrepreneur
needs to stop hustling blindly and start scaling
strategically.

e Explore practical tools + templates to help you save
time and stress.

e Begin creating your own SOPs (Standard Operating
Procedures) so that things run smoothly — even when

you’re not around.

Think of this as a hands-on builder’s manual. Step by
step, you’ll move from doing everything alone... to building

a business that runs on autopilot.
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WHY SYSTEMS MATTER

Truth Bomb: Your business isn’t really what you do. It’s

what you build to run without you.

Many entrepreneurs stay stuck because everything
depends on them, every client call, every invoice, every
reply. That’s not a business, that’s a job you created for
yourself.

Systems free you. They let your business grow beyond your
personal capacity, so you can:

e Serve more clients without burning out.

e Step away without the whole thing collapsing.

o Attract investors, partners, or even buyers in the future.

Reflection Exercise:
e What tasks do | repeat daily/weekly that drain my
energy and time?
o If | left for 2 weeks, which parts of my business would
collapse instantly?

e Write down 3 areas | need systems for immediately:




WHAT GOUNTS AS A SYSTEM?

A system is simply a tool, process, or template that saves

you from doing the same thing manually over and over.

Examples of everyday systems:

Email templates (no more retyping the same “welcome”
message).

Automated payments (so money flows without
reminders).

Social media scheduling (your content goes live even
while you sleep).

Onboarding kits (so every new client gets the same

smooth experience).

Pro Tip: If you’ve done it twice, create a system the third

time. That’s how you build efficiency into your business.

Mini Challenge: Think of one task you repeated more than

once this week. How could you turn it into a system?




SYSTEM #1: CUSTOMER ONBOARDING

Why it matters:

First impressions aren’t just important, they’re everything.
A great onboarding system builds trust, increases

retention, and sets the tone for a long-lasting relationship.

Starter Checklist:

A clear Welcome Email that greets them warmly.

An FAQ page or document that answers common

questions.

A set of Getting Started steps so they don’t feel lost.

A small bonus surprise, a thank-you card, discount

code, or free resource that makes them feel valued.

When customers feel taken care of from day one, they’re

far more likely to stick around.



ONBOARDING TEMPLATE (EMAIL)

Subject Line: Welcome to [Brand Name], Let’s Get Started!
Hi [First Name],

Welcome aboard! #: We’re so excited to have you here.

Here’s what you can expect from us moving forward:

What you get: [List top 3 benefits they will enjoy]
How to start: [List 2-3 simple next steps with links]
Questions? Just reply to this email anytime — we’re here

to help.
Get Started Now: [Insert your CTA button or link]

Warmly,
[Your Name / Team]
/  Your Turn: Use the space below to draft your own

personalized version:




ONBOARDING TEMPLATE (FAQS)

Your FAQ page or document is like a 24/7 assistant. It

removes friction and reassures new clients instantly.

Sample FAQs to start with:

How do | log into my account?

What’s included in my subscription/order?

Can | change or cancel my plan?

How do | contact support if | need help?

/ Write 3 FAQs that customers ask you most often:




SYSTEM #2: PAYMENTS & INVOICING

Why it matters:

A business without smooth cash flow is a business under
stress. Your payment and invoicing system should make it

easy for money to come in, and easy for you to track it.
Tools to try (choose based on your needs):

e Paystack / Flutterwave (for Nigerian or African
payments).

» QuickBooks / Wave (for accounting and bookkeeping).

e Google Sheets / Airtable (for simple, DIY tracking).

A strong payment system reduces late payments,
improves professionalism, and gives you a clear picture of
your finances at a glance.

/ Exercise: Draft a simple invoice template for your

business below (or adapt the one on the next page).




SAMPLE INVOICE TEMPLATE

[Insert Your Logo Here]

Invoice #: [0001]
Date: [DD/MM/YY]

Billed To:
Item/Service Qty Price Total
Product A 1 #500,000 #500,000
Product B 2 #200,000 #400,000

Subtotal: #900,000
Tax (if applicable): &
Total Due: ¥
Payment Instructions:

[Insert bank transfer details, link, or payment gateway

instructions]



SYSTEM #3: CONTENT & COMMUNICATION

Why it matters:

Every thriving brand speaks with clarity and consistency,
across social media, email, and even WhatsApp. A
communication system ensures your brand always sounds

intentional, not improvised.
When you plan content in advance, you remove guesswork
and stay visible to your audience, even during busy

sSeasons.

What to include in your content system:

A simple monthly content calendar (plan key topics +
posting dates).

Reusable captions or templates for social media.

A bank of brand photos, testimonials, or quotes to

reuse easily.

Automated scheduling via tools like Later, Buffer, or

Meta Business Suite.

* Pro Tip: Create 3-4 “evergreen” posts, timeless content
about your brand’s mission, customer stories, or

transformation, that you can reshare anytime.

// Mini Task: Write 3 core messages your audience should

always associate with your brand.



CONTENT CALENDAR TEMPLATE

Here’s a simple structure to start your monthly plan.

Week Theme/Focus

Behind the
Scenes

Client
Testimonial

Product
Education

Community
Story

Platform(s)

Instagram /
LinkedIn

Instagram / X

Instagram /
YouTube

Newsletter /
Blog

Type of Post Status
Video / Reel Done
Quote Graphic Soheiluled
Cal’Ol—\'Zj'e/OShort X Pending
Written Feature Done

Bonus Tip: At the start of each month, schedule your top

4-6 posts in advance. It keeps your brand consistent even

when life gets busy.

/ Use the blank space below to plan your next week of

posts:




SYSTEM #4: TASK & WORKFLOW MANAGEMENT

Why it matters:

Your time is your most valuable asset. Without structure, it
slips away fast. A task and workflow system helps you stay

on top of priorities without overwhelm.
Simple tools that work:

e Google Calendar — Schedule your key business blocks.

e Notion / Trello / Asana — Track projects, deadlines, and
tasks visually.

e To-Do List Apps (like Todoist) — Keep quick daily

priorities in one place.

Pro Tip: Group tasks by energy, not just importance. For
example, creative tasks when you’re energized, admin work

when you’re winding down.

/ Exercise:
Write down 3 recurring tasks you can automate or

delegate this month:




BUILDING YOUR SOP (STANDARD OPERATING
PROGEDURE)

An SOP is like a recipe book for your business. It tells
anyone how things should be done, clearly and

consistently.
Benefits of SOPs:

e They make delegation easy.
e They help new team members learn faster.

e They maintain quality, even when you’re not around.
Simple SOP structure:

1. Task Name: What’s being done.

2.0bjective: Why it matters.

3.Steps: The exact process, in order.

4.Tools Used: Apps, files, or templates involved.
5.Person Responsible: Who handles it.

Example:

Task: Sending monthly newsletters

Objective: Keep customers informed and engaged



BUILDING YOUR SOP (STANDARD OPERATING
PROGEDURE)

Steps:

e Draft email using newsletter template

Add visuals and links

Schedule via Mailchimp

Test email before sending

Tools: Mailchimp, Canva
e Responsible: Marketing Assistant

/ Create your first SOP below:




REVIEW & AUDIT

Now that you’ve mapped out your systems, it’s time to

review.
Audit Questions:
e Which system saves me the most time right now?
e Which one still feels confusing or manual?
e What tasks can | simplify further?
Pro Tip: Every 90 days, do a “systems check.” Things
change as your business grows, and your processes should

evolve too.

/. Write your top 2 priorities for improvement:




WRAP UP & NEXT STEPS

Your biggest win today isn’t just what you learned, it’s the

structure you’ve started to build.

Remember:
Ideas get you started.

Systems keep you growing.

@ Action Step:
Choose one system from this workbook to implement this

week, even if it’s just a draft version.

$ Bonus: Share your progress with a friend, mentor, or
community. Accountability turns good intentions into

results.

Next Step: Watch the Wealth Waves episode, “Systems
Build Businesses, Not Just Ideas” on YouTube for deeper

insights, visuals, and live examples.
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