CHANNEL PLANNER OVERVIEW

GENERAL NOTES FOR USE
· Any white cells are to be used for data entry 
· Some may auto-populate but can be over-written
· All other cells are protected, and cannot be over-written

SETUP TAB
[image: ]

Company Goal

Data entry fields in this section - 
· Plan Starts on: Enter the date the planning period commences (this should relate to the period your personal income goal starts)
· Quota Goal: Sales quote as set by your organisation
· By Date: Enter the date the planning period ends 
· Revenue to Date: Enter any revenue which you have already secured in this period
· Pipeline value: Total value already in the pipeline
· Current # of Good Opportunities: Opportunities already realised
· Close Ratio: Avg % of opportunities which convert to deals
· Average Deal Size: The average size of a closed deal
· Average Sales Cycle (in days): On average the number of days it takes to close a deal
Calculated fields in this section- 
· Additional Revenue Needed: Calculates the amount of revenue which needs to be secured in order to achieve the company goal
· Total Additional Pipeline Value Needed: Additional money which needs to be added to the pipeline to achieve the company goal
· Total # of Additional Opportunities Needed: Number of good opportunities needed to be secured to achieve the company goal
· Days in Plan Period: Number of days in the plan
· Days Left to Add New Opportunities: The number of days available in the plan for prospecting in order to achieve revenue within the plan period (taking into account the average sales cycle)
· Ideal # Good Opportunities: # opportunities required to achieve goals – existing # of opportunities

Personal Goal
Data entry fields in this section- 
· Avg Comission Rate: Average commission earned / sale
· Personal Income Goal: How much are you hoping to earn in this pay period (including salary)?
· Salary: What is your base salary?
Calculated fields in this section - 
· Commission at Quota: Amount of comission which will be achieved if you achieve quota sales
· Required Sales: Sales required to achieve personal income goal

Work Hours
Data entry fields in this section
· Work hours / day: Number of hours in a workday
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CHANNELS TAB

This tab is used to assist with planning out the channels and number of activities for prospecting, as well as determining the time required to achieve the plan and if this is realistic

General Overview
· Use the ‘Add New Channel’ button to add a new channel
· Click ‘Delete’ as the end of each line to remove a channel
· Use ‘Print’ to print the current section
· Use ‘Convert to PDF’ to send the current section to pdf

1. Manage Channels

Overview Select the ‘1. Manage Channels’ button to load channel management 
This section allows you to add, remove or edit the channels used in your marketing plan, channel defaults have been pre-set but can be over-written if appropriate









Data entry fields in this section – 
· Channel: The name of the channel
· Avg Time / Activity: how long (in days, hours and minutes) does it take you to complete this activity?
· Reach: Each time you complete this activity how many people are you reaching?
· Max / Period: Enter any limits on how many times you can run this activity. E.g. trade shows are limited to number running in period, referrals are limited to people who have been referred
· Conversion to Opportunities: On average when you undertake this activity how many of the people reached convert to opportunities?
· Close Ratio: On average when you undertake this activity, how many of the opportunities convert to deals? This will default to the close ratio from the set-up tab
· Sales Cycle (Days): On average how long is the sales cycle for this activity? This field will default to the average sales cycle from the set-up tab
· Average Deal Size: The average size of a closed deal, this will default to the entry on the set-up tab
Calculated fields in this section -
· Commission / Deal: The income earned on each deal for this channel
· $ / Hour: Income generated for each hour spent on activities in this channel – this can be a good indicator of how to prioritise time
· Min time / deal: The minimum time you should expect to spend on this activity to achieve a deal – this can be a good indicator of how to prioritise time
· # Activities/Deal: how many activities needed to secure a deal, doing less may not generate revenue
2. Activity Plan

Overview Select the ‘2. Activity Plan’ button to move to this section 
This section will allow you to plan how many activities in each channel you will undertake to achieve your goal, and allocate these activities into a monthly plan







For the purpose of these notes this screen will be broken into two sections, although all data is displayed on the same screen for ease of use


A. Plan Total Activities
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This section allows you to overview the ‘big picture’ how many activities in total will you need to undertake in each channel to achieve your goals, and how realistic is this plan?
Activity Target Summary Overviews the planned achievements against your quote and personal income targets. Sliders will appear to track your progress against each
· Until the goal is achieved the values in this section will show as red 
· When the goal is achieved the values in this section will show as green (as will the row heading)
Data entry fields in this section – 
· # Activities in Plan Period – how many activities (in total) will you undertake in this channel?
· If your schedule approaches (or exceeds) the work hours available in the plan period (or it goes over the maximum # activities in the period set in step one) you will be alerted. 
· If your schedule grossly exceeds the number of work hours your entry will be set back to zero
· $ / Hour and # Activities / deal are displayed in this section to assist with planning how many activities will be undertaken. Consider scheduling your plan in multiples of # Activities / deal to ensure you are not expending energy without hitting the threshold required for a deal
Calculated fields in this section
· Total plan time: Total time (days, hours, and minutes) required to undertake the activities planned
· Time / Day: Average time (hours and minutes) required each day to undertake the activities planned
· Deals: The number of deals which should result from scheduling this many activities according to the values specified in section one
· Pipeline: Total value which should be added to the pipeline
· Revenue: Total revenue which should be generated 
· Comission: Total commission which should be generated
Time summary overviews time allocated in this section
· Left in period: the days / work hours left in the plan period, taking into account the average sales cycle and the current date
· Total for Period: the days / work hours in the plan period, taking into account the average sales cycle
· % Allocated: The % of total period (in days / work hours) allocated in the activity plan
· Time allocated (hours) total hours which have been planned, sliders will appear to show how many of the total plan hours have been allocated

B. Monthly Plan
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This section allows you to build out your plan further, by allocating the number of activities you will undertake in each channel / month

Monthly Target Summary is as per section 2a, but draws on allocations from the monthly plan. This means if the total activities scheduled in this section differs from section two, these numbers will be different
Data entry fields for this section – 
· Plan by Month: Enter the number of activities you plan to undertake in this month
· The ‘Activities’ reference column displays the number of activities in total you had decided to undertake for the channel in section 2
· The number of activities / month auto-populates (unless there is less than one activity / month in the plan) according to the number of days in the month, but can be overridden 
· Month numbers relate to the number the month is on your plan, not the calendar months (e.g. if your plan started in February, then month 1 would represent February, 2 March, etc.)
· Areas shaded in grey indicate a that activities scheduled in this time will most likely not yield revenue within this period when taking into account the average sales cycle
· Partial shading means the transition occurs part-way through the month
· Activities can still be added to shaded months, however you will receive an alert
· If your schedule approaches (or exceeds) the work hours available in the plan period (or it goes over the maximum # activities in the period set in step one) you will be alerted. 
· If your schedule grossly exceeds the number of work hours your entry will be set back to zero
Calculated fields for this section 
· Total Activities: the number of activities scheduled in the monthly planner, if this differs from the overall plan by more than one the number will turn red. These numbers can still be left un adjusted as long as you are sure which target you are working from (monthly or total), but differences should be review to ensure you are aware of them
· Total Revenue: the revenue generated by this channel according to the monthly planner
· Time / Day: On average how much time per day (in hours and minutes) should be scheduled for the channel in non-shaded months
· Activities / Day: On average how many activities / days should be scheduled for the channel
· Until:  End of the prospecting activities period
Total Summary per month
· Time: how much time you are allocating this month to prospecting (in days, hours, minutes)
· Revenue: how much revenue is likely to be generated by this month’s prospecting (this revenue does not take into account the sales cycle, so may not be realised for some time)
· Commission: commission likely to be generated by this month’s prospecting (without sales cycle)
Time summary is as per section 2a but draws on allocations from the monthly plan. This means if activities scheduled in this section differs from section two, these numbers will be different



TIME PLANNER TAB

General Overview
This tab shows a summary of the time which has been allocated in the total allocation and monthly planner sections. As well as entering the time / day you have allocated to business development to calculate the hours remaining for selling.
· This section uses the ‘prospecting period’ for calculations (the says in the period which are available for prospecting, calculated as: total days in period less avg. sales cycle)
· The section shows results from both the total allocation and monthly planner, in case the schedules are not in agreement for these sections
[image: ]
Data entry fields for section
· Business development hours / day: on average how many hours / day will you allocate to business development in the prospecting period?
Calculated fields for section
· Hours / Day: On average how many hours / day to schedule
· Hours / week: On average how many hours / week to schedule
· Total Hours: In total how many hours in the prospecting period
· Hours available for work in non-prospecting period: Once the prospecting period is complete, how many hours are available for business development and selling in the non-prospecting period
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