
 
 

Bootcamp Session 2 

The Training Process 

Workbook: Week 3 / Video 1 

 
What is this? 

This is a summary of the video, including time stamps for where you can 

find the video segment where James is talking about the subject. If you need 

to find something quickly, check the workbooks and then fast forward to that 

part of the video!  
 

Today’s Agenda: 

 

 The Training Process 

 

Mini Motivation 

The  vs. The  

 

The more you stay in the “What” 

 What’s the Strategy? 

 What’s the Plan? 

 What are we going to do? 

 What’s the Quickest Way to Profits 

 

And Outsource the HOW 
 

The far more Successful You Will Be….stay in the WHAT 

 
Why? When people focus on the HOW….that becomes their excuse for why 

they are not achieving the level of success that they want to achieve.  It 

becomes a self-sabotaging fear: “I would do it…but I don’t know how” 

 



If you know “How” that can actually hurt you because you end up doing it 

yourself rather than allowing someone else to do it. 
 

The Cold Harsh Truth (time stamp 4:30) 

 

The Success/Failure of your Assistant is a Direct Reflection of YOU! 

 
Communication 

 Expectations 

 Assignments  

 Training 

Motivation 

 Make your team secure in their jobs 

 They take care of you; you take care of them 
Enforcement 

 What do they feel their job description is? 

 If it’s no longer a work match – then let them go 
 

Review: (time stamp 6:58) 

Week #1: What to Outsource   

Week #2: Finding Your Team 

Week #3: The Training Process 

Week #4: Infinity & Beyond 
 

 

 
Today’s Agenda: 

 Quick Review 

 Project Management 

 How to Communicate with your team 

 How to Train your Team 

 



 

I’ve got my VA…. (time stamp 8:23) 

 
 

Ask Yourself: 

 

For $80/week, what needs to happen for you to see the value in this 

investment? 

 
This is where the growing pains are – you have to “Let GO” and that can be 

hard! (time stamp 13:14) 

 
Keep the big picture in mind…it’s hard in the short term, but in the long 

term, you will have a VA that can do great things for you! 

 

Step 1: Identify the most important items to be outsourced 
 

Step 2: Deliver the Orientation Video/PDF 

 

Step 3: Create an Outsourcing / VA Calendar 

 

Step 4: Communicate with your VA  (time stamp 17:20) 

 

 Team Management Software (just examples): 

 TeamBox.com 

 BaseCamp.com 

 Nozbe.com 

 Gmail + Google Docs 

 



 

Gmail + Google Docs (time stamp 19:05) 

 

Send Assignment (via email) to VA (with due date) 

 

VA replies with a confirmation email 
 

VA submits assignment to the Google Doc spreadsheet 

 Task 

 Description 

 VA this is assigned to 

 Due Date 

 Date Completed 

 Document the entire process (if it’s a new process, you have a “how 

to” tutorial!) 

 
VA notifies me when assignment is complete 

 

 
Sending Assignments (time stamp 22:45) 

 

Be clear about why you are doing what you’re doing 

*give them the big picture – that will help them understand 

 Jing 

 Dropbox 
 

Example of how to send an assignment to your VA (time stamp 23:50) 

 
Using Jing 

Sharing Dropbox 

 

Step 5: Develop Systems (time stamp 28:20) 
*We’ll talk a lot about this next week 

 

 

 

 

 

 



Step 6: Train your VA’s (time stamp 28:51) 

 

 
 

 

 

The Catch 22 (time stamp 32:30) 

 

How can I tell someone WHAT to do, if I don’t know WHAT to do or HOW 

to do it?? 
 

 The VA Training Center 

 Find/Share Courses 

 Peers in the Industry 

 Have them Google it and get information 

 Show them examples of what you like – then let them research it 

 Whatever you need is out there! Give the content and training to your 
VA to figure it out 

 

 

 

 

 



Getting Traffic and SEO (time stamp 35:32) 

 

You cannot outsource this and you can learn how to do this:  

 

 Market Research 

 Keyword Research 

 

Source: Check Module 1or 2 of Video Traffic Academy 

 

Why shouldn’t you Outsource this Market Research? 

 

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________ 

 

Strategies for Getting Traffic: 

 

Source: Traffic Siphon  (time stamp 39:00) 

 

 
 

**Note: The sales page is cheesy, but the course is good (and inexpensive) 

 

 

 
 

 

 



Your Main Job: (time stamp 41:18) 

 
Know WHAT to do, Know WHERE you are going & attract the right 

players to get you there faster! 

 

Your team figures out the HOW….that’s why they are there! 
 

 

 

 

Q: What are the possible repercussions of letting someone go? (time 

stamp 46:10) 

 

A: Just be safe. Before you let them go, change your passwords and make 

sure they don’t have access to anything. Remove them from any shared 
folders (Dropbox). 

 

Q: Can you talk more about Fiverr.com? 

 
A: Don’t create a gig. Search for existing people that are offering their 

service on the site. Figure out what you want to do and then search for the 

work subject. 

 
 Q: What do you think about the concept of agencies that manage VAs 

for you in the Philippines for you?  (time stamp 53:00) 

 
A: I haven’t done it and it will cost more. The one thing to watch out for is 

that you may not get the same person to work with you continually. This will 

take away that advantage to you of having a right hand man/woman that is 

working with you to build your biz. 
 

 



Q: When you talk about a new Header, do they change all the coding?   

(time stamp 54:40)  

 

A: I don’t know. I rely on them to change it – they figure out the “how”. 

 

 
Q: How do you have them document everything? (time stamp 56:00) 

 

A: Yes, it takes longer when they are documenting everything that they do! 
But you want to have that documentation in case you have to train someone 

else in the future. In the short term it’s time consuming; in the long term it’s 

brilliant! 

 
Q: Do you give them only access to certain Dropbox folders instead of 

the whole account?  (time stamp 57:46) 

 
A: Yes, in the beginning give them access to only what they need. I’m 

fortunate now to have a great level of trust and my team has access to 

everything. Demonstration of how to do it… 

 
Q: What size Dropbox do you have? 

 

A: I have the $9.95/mo 

 
Q: How does the VA have access to training? 

 

A: You can use your password OR if you want them to have access only to 
the VA training area, send us an email to support@jameswedmore.com and 

ask for a password for your VA 

 

Q: Do you go through the whole course before you hand it off to them?  

(time stamp 59:00) 

 

A: It’s up to you. I’ll have someone review it and give me Cliff Notes on it 
so that I can decide if it’s worthwhile for me or not. You should have a 

general idea of what it’s about so you can decide if it works for your 

business. Your team can be a filter for “information overload.” 

 
Q: What do you do if your VA doesn’t complete the assignment on 

time? (time stamp 62:45) 

mailto:support@jameswedmore.com


 

A: I’m a fan of positive reinforcement. I encourage the communication so 
that if they know that they will be late with an assignment, they will let me 

know. I don’t get mad when that happens. Yes, you’ll have to fire some 

people, but foster good communication from the beginning. 

 
Q: Is there any high-end video creation trainings that you recommend? 

(time stamp 67:15) 

 
A: LearnCamtasia.com is a Lon Naylor course. Lynda.com is a great site for 

anything tutorial. The membership site that I’m putting together will cover 

this and will be available in about a month. The other thing you can do is 

check YouTube for tutorials AND for videos that others are doing that you 
like. This will give them a model to shoot for. 

 

Q: What is involved with taxes? (time stamp 69:00) 

 

A: We did talk about this last week; however, at the end of the day you 

should check with your CPA. 

 
Q: Do you do video or audio Skype with your VA? (time stamp 71:00) 

 

A: I just do Skype chat. Others get on the phone. We do a lot of videos back 

and forth. Use the best communication tool for you. 
 

Q: Does it seem to matter if you have a Mac and they have a PC. 

 
A: Most VAs have a PC – this hasn’t been a factor for me. So much of what 

you do today is web-based. The exception is the Keynote slides I did. Going 

from Mac to PC is tough. 

 
Q: What are the guidelines for the “sweet spot” for Keywords? (time 

stamp 73:55) 

 
A: Go through the video where I teach it, because it will give more 

clarification. 3000+ searches/month is a good keyword; I like to stay under 

20K too 

 
 



Q: I’m a Skype, Gmail newbie…any types on getting up to speed? (time 

stamp 75:40) 

 

A: It’s not that hard. Skype has basically 2 functions – chat and phone. 

Gmail is something I love, but you don’t have to use it. Demonstration of 

how to create a Google doc. 
 

Q: When do you get to the level where you hire an in-state person to 

coordinate your VA team…like Dawn. What do you have her do and 

when did you hire her? (time stamp 79:15) 

 

A: I now have a team of 7 people, so I didn’t want to communicate with 

them back and forth. If you can afford to have both, then do it. Here are the 
types of things they do: 

 

Online Business Manager: 

 Network with JVs, affiliate, peers, etc 

 Brainstorm with James 

 Keeps me organized, scheduled, etc 

 Writes Content, Press Releases 
 Manages Team 

 Manages Projects 

 Moderating Calls 

 Support  
 

Virtual Assistants:  

 Do everything we’ve been talking about 
 

 

Q: Do you ever think of selling your business somewhere down the line 

when you’ve branded it with your name? (time stamp 83:50) 

 

A: Yes. My solution to that is to build a personal brand on my main site 

JamesWedmore.com because I do think that I will be involved in this at 
some level for a very long time. Where I do look for opportunities to sell is 

in areas where I see a need where I can create something like software, 

products, etc. that can branch off and be sold. 

 
 



Q: What type of backdrops do you use for your videos? (time stamp 

86:05) 

 

A: I don’t have anything in the training section now that teaches that which 

is why I’m creating Reel Marketing Insider. I use the Cowboy studio 

lighting kit/boom set (3-lights) and the backdrop: 
 

 
 
Q: Why do you like Gmail? (time stamp 89:30) 

 

A: I love it – Everything is in one place…but if you are using something else 

that works for you, there is nothing wrong with that! 
 

Q: How is Google Docs different from Dropbox? (time stamp 90:45) 

 
A: You can edit documents live in Google Docs – 2 people can be working 

on the document at the same time. Dropbox is great for transferring large 

files.  

 
Q: Do you ask your VA to do tasks not related to business? If so, do you 

have any examples? (time stamp 91:59) 

 
A: Yes – I’ve had them download music for my iPod! 

 

 

 
 



Q: Where did you find Dawn? (time stamp 93:00) 

 
A: I met Dawn when we worked with a mutual client and we just hit it off. 

We kept in contact for years. When that client had to let her go, I nabbed 

her! To find your “Dawn” – keep your eyes open. You can also look for 

someone on places like HireMyMom.com 
 

Q: How much would you pay for your local person? (time stamp 96:40) 

 
A: It depends on their skill level, how many hours you want them to work, 

and what you want them to do. You can get someone for as little as $10/hour 

and some charge as much as $50-$60/hour – somewhere around $20-25/hour 

is a good place to be. 
 

Q: Can you put the lighting set up again? 

 

 


