
The PlayBook
M E M B E R S H I P

B U S I N E S S  |  M O D U L E  F I V E

Tools & Systems to Scale



T A B L E  O F  C O N T E N T S M O D U L E  F I V E

SCHEDULING TOOLS

PROJECT MANAGEMENT TOOLS

PAYMENT TOOLS

WEBSITE / STANSTORE

CEO TIME-BLOCKING / STRUCTURING YOUR DAY



B U S I N E S S M O D U L E  F I V E

Scheduling Tools
W H A T  I  R E C O M M E N D



Best for: All-in-one scheduling + analytics

Core features

Drag-and-drop content calendar

Bulk scheduling (multiple platforms)

Best-time-to-post recommendations

Competitor tracking + analytics dashboards

Free tier with limits

B U S I N E S S M O D U L E  F I V E

METRICOOL



Best for: Simple, clean scheduler for small teams

Core features

Easy scheduling across meta platforms

Saved captions & posting queues

Analytics & performance insights

ReQueue (automatically fills gaps with top content)

Free plan (up to 3 channels)

B U S I N E S S M O D U L E  F I V E

BUFFER



Best for: Visual planning & grid previews

Core features

Visual IG grid planner

Schedule to IG, TikTok, YouTube, LinkedIn, Pinterest

Media library + saved captions

Analytics insights

B U S I N E S S M O D U L E  F I V E

LATER



Best for: Advanced/super-broad scheduling with reporting

Core features

Publish & schedule across tons of platforms

Bulk schedule upload

Analytics & reporting

Streams + engagement inbox

No free plan

B U S I N E S S M O D U L E  F I V E

HOOTSUITE



You can now schedule inside these platforms without paying for a third party tool.

Instagram (not stories but you can schedule stories in meta business suite with

limitations)

Facebook (not stories but you can schedule stories in meta business suite with

limitations)

LinkedIn

TikTok (desktop/web)

YouTube

Pinterest

B U S I N E S S M O D U L E  F I V E

SOCIAL MEDIA PLATFORMS

Does scheduling harm your engagement?

No.

No algorithm knows if you scheduled or not. So give yourself a break.



B U S I N E S S M O D U L E  F I V E

Project Management Tool
W H A T  I  R E C O M M E N D



Best for: All-in-one docs + boards + templates

Core features

Workspace pages + linked databases

Calendar + lists

Templates for workflows & content pipelines

Good for: Client portals, content calendars, finance tracking, goals

Free tier

Paid from low amounts per user/mo

B U S I N E S S M O D U L E  F I V E

NOTION



Best for: All-in-one project hub (tasks, docs, goals)

Core features

Multiple views (lists, boards, calendar)

Goals + time tracking

Templates for clients & content pipelines

Good for: managing multiple clients, task-heavy workflows, automations,

deadlines, team collaboration

Automations

Free tier

B U S I N E S S M O D U L E  F I V E

CLICKUP



Best for: Simple Kanban boards (great for solo + small teams)

Core features

Boards for clients, content stages, admin triage

Cards with attachments + checklists

Drag-and-drop workflow

Power-ups (extra integrations)

Good for: simple client workflows, content pipelines, visual planning, basic task

tracking.

Free plan

B U S I N E S S M O D U L E  F I V E

TRELLO



Best for: Structured task flows & bigger workloads

Core features

Tasks with due dates + dependencies

Timelines & calendars

Project views that grow with your biz

Integrations with other tools

Good for: complex projects, launch planning, long-term timelines, team

accountability.

Free tier

B U S I N E S S M O D U L E  F I V E

ASANA



B U S I N E S S M O D U L E  F I V E

Payment Tools
W H A T  I  R E C O M M E N D



Best for: Programmable payments + flexible checkout

Core features

Accept cards & digital wallets

Recurring subscriptions

Professional checkout pages

Automated Invoice generation

Integrates with almost anything

Typical pricing

~2.9% + $0.30 per transaction (varies by country)

B U S I N E S S M O D U L E  F I V E

STRIPE



Best for: All-in-one client flow (CRM + payments)

Core features

Contact forms + lead tracking

Proposals, contracts & invoices

Built-in payment processing

Client portal

Paid tiers ~$29-$49+/mo depending on plan

Not available worldwide

B U S I N E S S M O D U L E  F I V E

HONEYBOOK



Best for: Custom workflows + automation

Core features

Custom forms & contracts

Scheduler + proposals + invoices

Payments via Stripe/PayPal

Complex automation triggers

~$20-$40/mo or discounted yearly options

B U S I N E S S M O D U L E  F I V E

DUBSADO



B U S I N E S S M O D U L E  F I V E

Website / Link-bio Tools
W H A T  I  R E C O M M E N D



Best for: Creators who sell digital stuff right from bio

Core features

Sell products, services, coaching, memberships

1-tap checkout

Hosted store page + analytics

Creator plan ~$29/mo

Pro ~ $99/mo (more features)

Limited customisation but enough to start

No transaction fees at paid levels (linked to Stripe)

B U S I N E S S M O D U L E  F I V E

STAN STORE



Best for: Simple link hub + basic branding

Core features

Unlimited links

Button customisations

Analytics (Pro)

Shopify & shop links

Free plan available

B U S I N E S S M O D U L E  F I V E

LINKTREE



Best for: Free + advanced link hub + selling tools

Core features

Free link-in-bio setup

Sell digital products + courses

Email marketing & automations

Real-time analytics

Free tier

B U S I N E S S M O D U L E  F I V E

BEACONS



Squarespace

All-in-one platform (hosting included)

Drag-and-drop editing

Clean, modern templates

Easy to update without tech skills

Great for portfolios + service websites

Built in checkout

B U S I N E S S M O D U L E  F I V E

WEBSITE BUILDERS

WordPress

Fully customisable

Huge plugin ecosystem

Great for blogs + SEO

Can scale big as your business grows

More setup + maintenance required

Integrate a checkout

Showit

Design-first platform

Full creative freedom (no grid limits)

Great for brand designers

Uses WordPress for blogging

Integrate a checkout with shopify

(simply)



B U S I N E S S M O D U L E  F I V E

CEO Time-Blocking 
H O W  T O  S T R U C T U R E  Y O U R  D A Y



B U S I N E S S M O D U L E  F I V E

SETTING YOUR DAY UP FOR SUCCESS
Move → Ground → Enjoy

1. MOVE (wake up the body)

Purpose: release tension + wake your

nervous system.

Choose ONE:

Pilates

Walking

Stretching

Yoga

Gym

Gentle movement

2. GROUND (quiet the mind)

Purpose: create mental space before

stimulation.

Choose ONE:

Walking without headphones

Sitting in silence

Journaling

Breathing

Nature time

3. ENJOY (do something just for you)

Purpose: start the day with pleasure, not

pressure.

Choose ONE:

Coffee run

Breakfast 

Reading

Music

Sitting in a café or park

Something slow + cozy



B U S I N E S S M O D U L E  F I V E

GOOGLE CALENDAR



B U S I N E S S M O D U L E  F I V E

STEP 1

Decide Your “Work Buckets”

Admin

Content Creation

Calls / Meetings

Service 1 (Web Design)

Service 2 (Branding)

Service 3 (Social Media Management)

Business growth / marketing



B U S I N E S S M O D U L E  F I V E

STEP 2

Colour-Code Everything

Admin - pink

Content Creation - blue

Calls / Meetings - green

Service 1 (Web Design) - yellow

Service 2 (Branding) - orange

Service 3 (Social Media Management) - purple

Business growth / Marketing - red



B U S I N E S S M O D U L E  F I V E

STEP 3

Assign “Theme Days”

Monday: Admin 

Tuesday: Service 1 (client work) +Meetings

Wednesday: Service 2 (client work) + Meetings

Thursday: Service 3 (client work) + Meetings

Friday: Business growth / Marketing



B U S I N E S S M O D U L E  F I V E

STEP 4

Time Block With Durations

Every task gets a start + end time.

Not:

“Work on client stuff”

But:

10:00–12:00 Client A content

1:00–2:30 Brand design revisions

3:00–4:00 Emails + admin

You stop when the block ends.



B U S I N E S S M O D U L E  F I V E

ADMIN DAY

Emails / DMs

Invoices / Contracts

Website updates

Systems cleanup

Backend work

BUSINESS GROWTH

Content creation

Marketing strategy

Offers

Analytics

Learning a new skill



B U S I N E S S M O D U L E  F I V E

BOOKINGS PER MONTH

1 Website

1 Full Branding

Oversee 10 SMM clients

1 Mini Brand Identity

Manage 5 Social Media Clients

WITH A TEAM WITHOUT



B U S I N E S S M O D U L E  F I V E

Your PlayBook Practice
A C T I O N  T A S K



B U S I N E S S

YOUR PLAYBOOK PRACTICE

Take 10–15 minutes to action this

1. Spot the friction

 Where do you feel the most overwhelm right now?

 (Scheduling, clients, payments, admin, website)

2. Audit your tools

 List what you use for scheduling, projects, payments, and your website.

 Next to each, write: keep / fix / replace.

3. Pick ONE system to improve

 Which system would make the biggest difference if cleaned up?

M O D U L E  F I V E



Turn the Paige
A N D  F O L L O W  T H E  P L A Y B O O K

N E X T  U P :  B U I L D I N G  A  S U P P O R T  S Y S T E M


