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The Ninja Guide To Tagging  

What Is This Guide About? 
Tagging is a new concept to a lot of business owners, and using Tags can certainly 
be a very powerful strategy to segment your leads and convert more of them into 
customers.  

However, I can tell you from first hand experience that if you don’t have a plan 
FIRST, before you start, you are going to regret it.  It doesn’t take long for your 
tags to turn into a confusing, unworkable mess.  

It happened to me when I started out years ago and I see it all the time in our 
customers and consulting clients. 

This guide is designed to arm you with a plan, to keep your tags from turning into 
a shambles, so that you can spend more time servicing customers and less time 
managing a mess.  

Why Tag? 
Tagging is the heart of any good marketing automation platform. It is the 
switchboard for making things happen within the system. It is what allows you to 
have one central list for your subscribers, but still be able to customise your 
messaging to various segments of that list. 

It is what allows you to get the right message, to the right person, at 
the right time. 

Without it, you are stuck in the land of AWeber multiple list nightmares. 

What Is Tagging? 
“So what is this wonderful tagging you speak of?” 

Tagging, as the name implies, allows you to ‘Tag’ individual contacts with a label, 
or multiple labels, that allow you to determine how you are going to handle that 
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person, what actions you are going to perform on them and what messaging they 
are going to receive. 

Tags Can: 

•Be used to segment your list for more targeted sorting or communication 
•Be used as a trigger to fire Automations 
•Be used to control conditional content 
•Track engagement  

How To Tag 
It is easy enough to place a tag on an individual contact or lead. 

Just decide what you want the tag to be, and apply it via an automation. For 
example, when they submit an optin form.  

Additionally, you can add a tag manually via that person’s contact page. 

You can even add tags to many contacts at once using the bulk editor.   

These are all covered later in the guide. 

The great thing is that tags are completely flexible and you can do anything you 
want. 

The problem is, tags are completely flexible and you can do anything you want. 
Meaning, unless you have some sort of system in place things quickly become a 
mess; 

•You quickly forget what the tags are for 

•All different types of tags get mixed in together 

•Other team members aren’t sure what your tags mean and you don’t know 
what their tags mean 

•You repeat tags with slightly different names even though they are supposed 
to do the same thing 

It quickly becomes a major pain to keep everything straight. 

Don’t worry, we have got you covered. Read on to find out how to Tag Like A Ninja.  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How To Tag Like A Ninja 
To tag like a ninja you are going to need a framework. Using a framework or 
‘taxonomy’ (naming convention) for your tags will give you a great many benefits. 

•All your tags will be clearly labelled and easy to understand (even months 
from now) 

•Tags will be grouped according to function, making them easier to find and 
manage 

•A standardised taxonomy makes it easier for multiple team members to work 
within the same system 

•Keeps tags more organised within the ActiveCampaign tag manager 

Coming up with a your own taxonomy will take some thought and planning. You 
are going to need to sit down or get in front of a white board and figure out how 
you need to ‘handle’ contacts within your business and how you will need to guide 
them through your sales cycle. The customer journey from new lead to repeat 
buyer.  

Don’t worry though TheActiveMarketer.com ninjas are here to give you some 
ideas to get you started. 

Getting Started 
What we do both in internally and with our consulting clients is start by creating 
two spreadsheets. 

The first outlines what types or category of tags you are going to use, this is your 
framework or taxonomy. It is a naming convention for the categories of tags you 
will be using. 

To get you started you can steal this one. It has some of the naming conventions I 
use as well as some contributed by other Internet marketers. 

Click here to get the >> Tagging Framework Starter Sheet 

The second spreadsheet is to track the actual tags you create and what they are 
used for. 
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For example, in our naming convention spreadsheet, we have indicated we will be 
using a type of tag called a ‘Topic’ tag. This tag is used to keep track of what type 
of topics our readers are interested in, based on which pages they have viewed 
and which links they have clicked. 

In our second spreadsheet, we keep track of all the Topic tags we are using and 
what they are being used for. For example: 

Some Tag Type Examples 
In our Tag Framework Starter Sheet I outline a few categories of tags. Below, I 
outline some examples and how you might use some of these tags. 

Action Tags  
Action tags can be used to fire a sequence or perform an action 
somewhere else in the system. 

Example: 

“ACTION: Cancel Account” might fire an automation to alert an internal staff 
member to cancel someone’s account, send them an exit survey or special offer 
to return.  
 

Checkout Tags 
Checkout tags can be used to build your own cart abandonment 
sequence 

Example: 

If your checkout sequence is a series of three pages, you can apply the  “CKOT: 
Step 1” tag to the user when they visit the first page. If they proceed to the 
second page, you can apply the “CKOT: Step 2” tag and remove the “CKOT: Step 
1” tag, and so on through the process. 

TAG Purpose Automations

“TOPIC: Nutrition” Used to indicate reader interest 
in nutrition topics

Used to fire 5 day nutrition facts 
Automation
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When they reach the end, have made their payment, and reached the final ‘thank 
you’ page, you can remove the final CKOT tag and add a “Purchase” tag for that 
product or service, such as “PURCHASE: Product XYZ”. 

You can then check to see if anybody on the list has a CKOT tag and that will tell 
you they bailed on the checkout process before actually buying the product. You 
can then follow them up and try to bring them back to complete the purchase. 

Frequency Tags 
You can use Frequency tags to let subscribers choose how often they 
would like to hear from you. 

Example: 

“FREQ: Daily” 

“FREQ: Weekly” 

Lead & Purchase Tags 
You can use Lead and Purchase tags to track where people are in the 
buying cycle. 

Example: 

If someone is a lead for a particular product/service you can mark them with a 
Lead tag and warm them up with messaging geared toward that product/service. 
Once they buy, you can remove the Lead tag and add a Purchase tag. 

“LEAD: Fiji Retreat” 

“PURCHASE: Fiji Retreat” 

Lead Magnet Tags 
Lead Magnet tags can be used to track which lead magnets people have 
downloaded. 
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Example: 

You now have a “LM: Ninja Guide” on your contact record.  
 

Messaging Tags 
You can use Messaging tags to track what type of messaging your 
contacts are currently receiving. 

Example: “MSG: Onboarding” 

Let's say you have a new customer and would like to give them an onboarding 
sequence, you can add them into that sequence and give them the tag. When 
that sequence is complete remove the tag. 

That way you can view that contact’s record and immediately see what type of 
messaging they are currently receiving. 

 

Status Tags 
Status tags can be used to keep track of any significant status associated 
with a contact. 

Example: 

When someone buys, you could give them a “STATUS: Customer” tag to 
distinguish them from a subscriber who hasn’t purchased anything. If they meet a 
certain criteria you could give them a “STATUS: VIP” tag to mark them as a VIP. 

Topic Tags 
The entire idea behind marketing automation is to segment your 
audience and make sure you are sending information that is relevant to 

them and they are the most likely to engage with. Topic tags are a great way to do 
this. 

Example: 

If somebody on the list clicks on a certain link or visits a certain page, you can tag 
them with a Topic tag to let you know what they are interested in. You can then 
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use this to follow them up with more of the same. You can also use it to add 
conditional content in your normal mail outs. 

“TOPIC: Nutrition” 

“TOPIC: Running” 

Areas To Use Tags In ActiveCampaign  
There are several area within ActiveCampaign for you to use and manage tags. 

Contact Record 
You can view, add and delete tags on an individual’s contact view. 
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Tag Manager 
You can use the Tag Manager to view, edit, add and merge tags in use within the 
system. You get to the Tag Manager by choosing Contacts > Manage Tags. 

You can also add a note to a Tag so you can remember what it is for later.  
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Bulk Editor 
You can use the Bulk Editor to add and remove tags in bulk. You get to the Bulk 
Editor by going to the Contacts Page, filtering the list of contacts to select who you 
want. The choose Edit > All Contacts.  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Starting An Automation 
You can use a tag, or many tags, to start an Automation. This works great for 
many types of tags. 
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Within An Automation 
You can add or remove tags as a step in an automation. 
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You can also branch an automation based on the presence (or lack thereof) of a 
tag, using an IF/ELSE statement. 

Action Steps To Tag Like Ninja 
Your action steps to start tagging like a ninja are: 

•Set up a free trial account of ActiveCampaign if you haven’t already. 

•Plan out the optin and sales flows in your business 

• Identify the trigger points and messaging needed to transition your Visitors to 
Leads and your Leads to Customers 

•Download our Tag Framework Starter Sheet 

•Adapt it to fit your workflow 

•Keep a spreadsheet of the actual tags you are using and what you are using 
them for. 

•Copy and paste them into the Tag Manager and away you go. 
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Listen to the The Active Marketer Podcast to find out more tips on how to use tags 
and the how some of the most successful Internet marketers are using them in 
their businesses. Episode 1 is a great place to start. 

Subscribe to the The Active Marketer blog to get the latest tips and techniques to 
Design, Automate and Scale your business to the next level with sales and 
marketing automation. 

Want some more training on how to really hit the ground running with 
ActiveCampaign? Take our popular online ActiveCampaign training course and 
join us in our private Facebook group Automation Nation. 

See you in the inside. 

Cheers,  

Barry Moore  
Founder of TheActiveMarketer.com
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