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247ChatMate Agency Client
Onboarding Guide
A simple guide for agencies setting up 247ChatMate for client websites.
Written in plain English for fast setup and handover.

Start here

Use your own agency website first. Then use this guide when setting up a client. The client
site must have the plugin installed before remote setup can be completed.

Agency page and live demo example. Use this to show the agency route before client setup.
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1. Install the plugin on the client site first
Before you can send setup to a client website, the 247ChatMate plugin must be installed on
the client’s WordPress site.

Open the client site Setup page and generate the one-time setup code there. This code is
then used inside Agency Hub.

• Install 247ChatMate on the client WordPress site.
• Open the 247ChatMate Setup page on that client site.
• Generate the one-time setup code.
• Copy the code and go back to Agency Hub.

Client site Setup page. Sensitive details are redacted.
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2. Start in Agency Hub
Agency Hub is where you manage client setup packs and client seats.

• Check the agency plan is active.
• Check available client seats.
• Open the client setup packs area.

Agency Hub overview with personal details redacted.

3. Create or collect client details
There are two ways to collect client details. The PDF is best for new or interested clients.
Manual entry is the fallback when you already have the details.

• Route 1: send the client setup PDF and ask the client to fill it in.
• Route 2: enter the details manually in Agency Hub.
• Do not block setup if the PDF is not returned.
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Client PDF upload area. Use the PDF route when the client is new or ready to start.
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4. Add a client setup pack
Create the client setup pack inside Agency Hub. This stores the setup details before you
send them to the client site.

• Client business name
• Client website/domain
• Client admin email
• WhatsApp mobile/cell number
• Lead email address

Manual client setup pack form. Use this when the PDF is not returned.

5. Push setup to the client site
Paste the one-time setup code from the client site, then push the setup from Agency Hub.

• Check the client domain.
• Paste the one-time setup code.
• Push setup.
• Check the result message.
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Push setup area. Codes and private details are redacted.
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6. Choose the closest business type
Choose the closest match for the client. This loads starter buttons that can be edited.

• Choose a category.
• Choose the business type.
• Edit the starter buttons if needed.
• Keep the final button for custom requests, such as “Something else”.

Client business type and visitor button setup.

7. Test the frontend widget
Open the client website and test the widget before launch.

• Check that the widget opens.
• Click a visitor button.
• Enter a test mobile/cell number.
• Continue to WhatsApp.
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Frontend widget example.

8. Test the WhatsApp handoff
The client should understand how visitors move into WhatsApp.

• Check the contact step.
• Check the WhatsApp buttons.
• Make sure the wording feels clear and helpful.

WhatsApp handoff step.
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9. Check the lead email
The lead email shows the client what was captured and gives them a fast reply route.

• Check the customer details.
• Check the suggested WhatsApp reply.
• Make sure phone numbers are readable on mobile.

Lead email example with contact details redacted.

10. Check the weekly summary
The weekly summary helps the client see what the website produced.

• Website chats opened
• Saved leads
• WhatsApp chats started
• WhatsApp conversion rate
• Phone leads saved
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Weekly summary example with client details redacted.
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11. Review the client dashboard
The dashboard gives a simple view of leads, status and client activity.

• Check lead activity.
• Check client status.
• Check that the agency plan is shown correctly.

Dashboard lead activity view.

12. Final launch checklist
Before launch, check each item below.

• Plugin is installed on the client site.
• WhatsApp mobile/cell number is saved.
• Lead email address is saved.
• Business type is selected.
• Visitor buttons look right.
• Widget appears on the website.
• WhatsApp opens correctly.
• Lead email arrives.
• Client knows where leads go.
• Client knows how to reply.

Simple handover wording

247ChatMate helps visitors contact you through WhatsApp. When someone clicks a button
or enters their mobile number, the system helps save the lead so you can follow up. The
most important thing is to reply quickly. Please keep WhatsApp and the lead inbox ready.


