
Quick start guide for a chatbot project

Key suggestions:

✓ Why preparing for an AI chatbot project is 
important?

✓ Steps for planning the AI chatbot project

✓ Planning the content of the chatbot:                         
branding, technical side and content 
elements

✓ 10 mistakes to avoid

Welcome your new digital employee!
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1. Why preparing 
for an AI chatbot 
project 
is important?

• Preparation is an essential step in any project. 

AI chatbot projects are not an exception. 

Planning will help you think about what you 

need to do and prepare before the project 

starts and make sure that everything is in place 

for it to go smoothly.

• A good preparation process will also help you 

understand what kind of resources are needed 

in order to create a successful AI chatbot, how 

much time it will take and if there are any legal 

implications that need to be considered. 
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2. Steps for  
planning your       
AI chatbot

Define what will be the main purpose of the AI ​​chatbot  

An AI chatbot for customer service and support, for marketing and sales, for customer 
engagement, for internal activities like new employees onboarding and HR, or others. Chatbots 
can be used as questionnaires, FAQ tools, making orders and reservations, for collecting 
customer feedback, for entertainment, games, and many other purposes.

Who is going to be using this chatbot?  

The target group needs also help determine the main purpose of the chatbot – who are they, 
what they search for and need, what the business wants to sell/provide to them, and how. Are 
they customers, business partners, or employees? This will also help choose later the tone of 
voice and other chatbot details.

What do you need to achieve the chatbot goals? 

Budget, team, and time must be considered. Calculate the cost associated with chatbot platform 
fees, chatbot elements creation, which team or person will be assigned to the project for the 
chatbot planning and creation, testing, maintenance, and further development, and the time 
needed to work on the chatbot, to implement it, maintain and train it. 

When the AI chatbot should be implemented?

If the business chose a basic chatbot with images, texts, and forms, it may take a day or two to a 
week to create it, depending on the volume of content. If a conversational AI will be included, the 
creation will take more time to train it well and it should be trained every day to have a fully 
working AI chatbot in several months (1-3 months to start with a few hundred trained topics). 
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Where the chatbot will be implemented? 

Consider creating an AI chatbot for your website. It is crucial to ensure that all customers 
questions are answered 24/7, inquiries accommodated, and first-party and zero-party data 
collected. The AI chatbot helps with all of that. Implementing a chatbot on the website directly 
means having full control of it and not depending on third parties’ restrictions. 

What will be the chatbot functionalities?  

The functionalities of the chatbot depend on the business specifics and needs. The chatbot can 
have inquiry forms, redirects to different sections of the bot, links, and QR codes to precise 
places in the bot to direct customers to it from anywhere with 1 click or scan. It can be with or 
without conversational AI, in many languages, with a live chat option, and more. 

Who will handle the AI chatbot project? To implement it, train it, maintain it,     
further improve, and develop it according to customers and business needs    
When you search for a chatbot service provider, look first for a no-code platform on which your 
team can build and maintain the chatbot without technical knowledge and skills. If your project is 
complicated, you still may consider a consultant or other outsourced assistance.

Promotion of the AI chatbot

When launching the chatbot, it must be promoted on all social media accounts of the business, 
offline, and anywhere else so customers know about its existence, have immediate access to it, 
and start using it. Start working on your marketing strategy that may include emails, Google ads, 
social media posts, QR codes, and other ways and locations to attract customers to the chatbot.

Learn more. 

4

Follow the steps 
to ensure success
of your chatbot

https://umni.bg/en/blog/10-benefits-of-adding-an-ai-chatbot-on-your-website/
https://umni.bg/en/blog/how-to-promote-your-chatbot-successfully/


Personal data – how to save the data, how to use it, and how to protect it 

AI chatbot on your website can collect data about customer behavior that is compliant with 
personal data regulations. The first-party data that is collected automatically by the AI chatbot is 
not personalized, it is what customers search for in the bot, when they search for it, how, and 
more. When a customer fills up a form with a name, email, mobile number, etc. - a zero-party data 
collection, this information is deleted automatically from the conversation and is sent to the 
company email. The team responsible for handling the inquiries through the chatbot becomes 
responsible for collecting this customer data, saving and protecting it, and using it.

What statistics will be analyzed? 

The chatbot collects data about customer behavior and feedback and provides it as live statistics 
such as time in the chatbot, what, when and where customers search for information and how, all 
clicks and questions sorted by their level of usage, and many others. Your team must decide 
which of the statistics are the most important for it to meet its end goals and analyze them to 
understand customer needs better and provide more relevant information.

What are the desired outcomes? 

What are the goals that your company wants to accomplish by implementing a chatbot – write 
them down. Is it a cost and resources saving, team performance optimization, improving 
customer service and support, or complete self-service of the increased number of customers 
looking for assistance at night? The chatbot planning, content, and logic must focus on the goals, 
to avoid jumping on the fancy wagon (creating stuff in the bot because it is cool and trendy, but 
does not support the expected results)

5

Do not also miss 
these steps 



The global forecast of conversational AI market 
size growth 2021-2026

Source: Markets and Markets 

According to а research by Markets and Markets (2021), the global conversational AI market size is 
expected to grow from $6.8 billion in 2021 to $18.4 billion by 2026, at a Compound Annual Growth 
Rate of 21.8%, which shows that more and more businesses are going to use Conversational AI as 
part of their online communication with customers. If your business does not use it yet, now is the 
time to prepare and plan, to have a fully working chatbot with decent conversational AI in less than 6 
months.
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https://www.marketsandmarkets.com/Market-Reports/conversational-ai-market-49043506.html?gclid=EAIaIQobChMI9Pil4ou15QIVBofVCh3PaQQgEAAYASAAEgKIPvD_BwE
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3. Planning the  
content of 
the chatbot 

Design, name, avatar, tone of voice, brand colors

As the AI chatbot is a digital brand representative, it is a good practice to give it a name, 
design an avatar for it (an image, a cartoon, an animation, or even a 3D digital persona), 
choose a proper tone of voice for it (optimistic, convincing, funny, professional, etc.), choose 
proper colors for the chatbot widget on the website so everything corresponds with the 

company branding guidelines and support the chatbot goals. Learn more.

Content ideas for predefined information

The content of the chatbot shall be planned - what information it will include, what images will 
be used, what will be the customer journey to do a certain action - to buy something, to fill up a  
form for reservation, to book an appointment or anything else. Content such as CTA (call-to-
action), lead magnets, links to external sources, chatbot elements connected to create sales 
funnels should also be planned - where they will be placed and what will be their purpose. 

Learn more. 

Conversational AI

What are the business topics, the business information that will be included, the training 
phrases (customers questions), and the answers. The training and the testing of the 
conversational AI are the 2 most important things that the team/person in charge must do 
before launching the AI chatbot, and after that during the life of the chatbot – plan and 
implement all the questions that customers have asked or your team assume they are going to 
ask, and their answers. Where to start with the AI training? Collect and analyze customer 
questions that your team received and answered through social media, messengers, email, 

through the website live chat, or over the phone for the past 3 to 6 months. Learn more.

https://umni.bg/en/blog/good-practices-and-ideas-on-how-to-use-chatbot-elements-to-create-the-perfect-chatbot/
https://umni.bg/en/blog/how-to-properly-plan-your-ai-chatbot-content-strategy/
https://umni.bg/en/blog/how-to-properly-train-conversational-ai-for-your-chatbot/


Launching the 
AI ​​chatbot is just 
the 1st step - it is a 
long-term process



Meet Robo, 
the AI chatbot 
example >>

 You can ask an AI chatbot questions related to 
its topic, and it will reply you instantly with a 
relevant answer!

 Guide customers to it, or to specific 
information or form in the chatbot, by sharing a 
link or QR code

 Give your chatbot its own landing page, as the 
one Robo has!

Scan the QR code     
to chat with Robo      
about AI chatbots
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4. 10 mistakes  

to avoid

1. Not strategically planned chatbot project - it is a long-term process, needs to be planned 
carefully based on the business needs, goals and resources, and the technological capabilities.

2. Not promoting the chatbot – the chatbot does not search for users itself, the business needs 
to direct its customers to it from all social media, from emails, offline and anywhere else.

3. Good practices are not monitored and applied according to the specifics of the chatbot –
there are good practices to improve the chatbot and its actions (listen to customer feedback), 
attract leads, advertising in the bot, or others that should be kept in mind. Keep yourself updated.

4. No one is in charge of the chatbot project and its further training and maintenance – there 
should be a team or a person in charge to train, maintain and improve the chatbot by monitoring 
customer interaction and behavior in the chatbot, analyzing collected statistics, and taking the 
necessary actions to keep the chatbot up to date and helpful in all ways and meanings.

5. The chatbot content and assistance are not developed and adapted according to the data
analyses about the customer behavior and feedback that are collected in the bot. If customers
search for reasonable information or action that are included in the chatbot, it shall be added.

6. Grammar mistakes in the text – this makes a bad impression of the brand

7. Mistakes in factology, illustrations, etc. – Always check that everything featured in the 
chatbot as content is accurate, up-to-date and in favor of the business and its products and 
services

8. Dead links, forms, etc. – Always check before launching the chatbot and after each update 
whether the buttons, links, forms, redirect, or others work properly and guide the customers 
where you want them to go. Learn more about all 10 mistakes.

https://umni.bg/en/blog/10-mistakes-to-avoid-when-implementing-an-ai-chatbot-on-your-site/


Welcome your new digital employee

✓ After going through all the planning steps, your 
business shall be ready to create and have a 
digital employee to become part of the family

umni.bg

Celebrate its birthday with an event to present it 
to your customers and partners!

Check the Complete Guide to Preparing for an AI Chatbot here

https://umni.bg/en/blog/the-complete-guide-to-preparing-for-an-ai-chatbot-project/


NO-CODE PLATFORM FOR 
AI CHATBOTS

Book a Discovery call
sales@umni.bg

Email 

+359 895 190 022

Phone

To reach your business goals successfully, 

choose an AI chatbot service provider that will 

support you every step of the way. 

Contact Umni now for a Demo to get to know 

us and a Free Consultation to get started with 

an AI chatbot for your business.
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Website

umni.bg

https://app.simplymeet.me/e-stoilova/
mailto:sales@umni.bg
https://umni.bg/en/

	Slide 1: Quick start guide for a chatbot project
	Slide 2: 1. Why preparing        for an AI chatbot        project      is important?
	Slide 3: 2. Steps for                     planning your        AI chatbot
	Slide 4: Follow the steps to ensure success of your chatbot
	Slide 5: Do not also miss these steps 
	Slide 6: The global forecast of conversational AI market size growth 2021-2026
	Slide 7:   3. Planning the            content of        the chatbot 
	Slide 8: Launching the AI ​​chatbot is just the 1st step - it is a long-term process 
	Slide 9: Meet Robo,  the AI chatbot example >>    
	Slide 10: 4. 10 mistakes          to avoid 
	Slide 11: Welcome your new digital employee
	Slide 12: NO-CODE PLATFORM FOR AI CHATBOTS

