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Limits of Liability / Disclaimer of Warranty 

The author makes no representation or warranties with respect to the accuracy, 
applicability, fitness, or completeness of the contents of this report. They disclaim any 
warranties (expressed or implied), merchantability, or fitness for any particular purpose. 
The author shall in no event be held liable for any loss or other damages, including but 
not limited to special, incidental, consequential, or other damages. 
 
This report contains information protected under International Federal Copyright laws 
and treaties. Any unauthorized reprint or use of this material is strictly prohibited. 
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Why Should You Automate? 

Business automation is a series of processes that automate certain tasks 
and areas of operation within your business. Business automation software 
can aid with scheduling by making setting up meeting times an easy, 
hands-off process. 
 
Business automation aims at improving a company’s performance by 
reducing costs, increasing accuracy of the available data and minimizing 
delays. 
 
Utilizing services such as Buffer and Hootsuite can make your social media 
marketing a breeze. With services such as Paypal and Stripe, you can 
automate payments via a schedule that you choose based on the agreed-
upon contract with your customer or client. 
 
Advantages that these tools can provide to your business are as follows: 

 Function 

 Control 

 Reporting 

 Record Keeping 

 Decision Making 

Some of the advantages automation can bring to your business are: 

 Promotes better communication both written and in person 

 Helps with accuracy so mistakes are kept to a minimum 

 Saves time and money by automating tasks that are repetitive 

 Enhances accountability by tracking employee performance 

 Creates proper division of roles and clear hierarchy 

 Ensures that companies are compliant with any rules and 
regulations 

 Helps businesses understand their target audience 

 Helps businesses to use resources in an optimal way 

 Improves business performance and output and overall efficiency 
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Things to Consider Before You Automate 

 Think about what specific areas within your business will best lend 
themselves to being automated. 

 Is there a process where excessive amounts of time are wasted 
because specific documents or materials are missing? 

 Are there areas within your business that duplicate data? 

 Do projects get hung up because someone failed to get a notification 
to proceed on their part of the project? 

 Does your business have daily routine tasks that are time sucks? 
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The List 

This list is by no means comprehensive, that would take a full book! But it 
includes some of the more popular as well as some lesser known but 
interesting tools. Note that pricing ranges from free to higher end solutions.  
 
Also please be aware that I haven’t used all of these myself. You can check 
out any that seem like they might beneficial, then do your due diligence to 
see if they are right for your business and budget. I can help you with 
researching the options. 

All-in-One Automation 

 Infusionsoft and Ontraport are very popular all-in-one sales, 
marketing and ecommerce tools specifically designed for small 
businesses. 

 Yodle offers a wide range of business automation services referred 
to as marketing essentials. 

Content Automation 

 Spokal provides advanced SEO tools and content management to 
ensure that your WordPress website is receiving the attention it 
deserves. You tell Spokal when you want to share – and Spokal will 
pull from your library of posts and curated content. 

 Curata is an internet curation app which helps businesses in 
automating their content curation. 

http://www.infusionsoft.com/
http://www.ontraport.com/
http://www.yodle.com/
http://www.getspokal.com/
http://www.curata.com/
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Customer Relationship Management (CRM) 

There is a wide range of CRM services available, from free to high-end. 
Two great ones that I have personal experience with and recommend are: 
 

 Salesforce is among the leading companies in the world for CRM 
and business automation. 

 Zoho CRM is the contact organization tool I use. There is a free 
version but it doesn’t allow creating custom fields, so I recommend 
the paid version at $12 a month. 

Data Automation 

 WorkMobile enables you to set up mobile forms to collect different 
data in real-time through an app on users’ smartphones. 

Email Marketing 

Email marketing (EM) services focus on email marketing strategies. They 
also are available in a range of pricing and usually offer a free trial. 
 
Almost all EM services include an autoresponder feature, which 
automatically sends emails to a specified list at specified intervals. 
 

 MailChimp is the EM service I use. It’s free for up to 2,000 
subscribers and 12,000 emails a month. The autoresponder feature is 
only available in a paid version for about $10 a month. 

 While too numerous to list them all, some of the more popular EM 
services include: 

 ConstantContact 

 Get Response 

 iContact 

http://www.salesforce.com/
http://www.zoho.com/crm
http://www.workmobileforms.com/
http://www.mailchimp.com/
http://www.constantcontact.com/
http://www.getresponse.com/
http://www.icontact.com/
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Internet Automation 

 IFTTT (which stands for If This Then That) is among the most 
streamlined business automation tools that are available on the 
internet. 

 ClickScript is a free drag-and-drop interface from your browser that 
provides a series of tasks and actions that could be easily interlinked. 

 Zapier is quite similar to IFTTT in that it will automate actions across 
third-party services and apps. 

 Atooma is another if-then tool for smartphones (Android and iPhone) 
designed to integrate with devices, exercise activity, smart homes 
and driving by combining phone automation features with wider 
integration of smart devices and apps. 

 Wappwolf works with Google Drive, Box or Dropbox to automate the 
file actions once you’ve placed a file in a certain folder in the cloud. 

Planning and Organization 

 TimeTrade is an appointment scheduling tool that allows contacts to 
select a time on your calendar from your specified available time 
slots. 

 If you need to track your hours, even if just to know how you’re 
spending your time, you need a tool to keep track of your time. 
Paymo is an easy solution for this task. It’s highly customizable and 
allows you to change and enter time blocks as needed. Another 
option that is free is TimeCamp. 

 OneNote and Evernote are digital note-keeping tools that can be 
used on any device to store any important information you need. 

 A password management tool is a must if you need to keep track of 
many passwords. My favorite is LastPass. You have one master 
password that opens your “vault,” which lists all your other passwords 
so you don’t have to remember all your passwords. The master 
password is encoded even to the LastPass people. 

http://www.ifttt.com/
http://clickscript.ch/site/home.php
http://www.zapier.com/
https://www.atooma.com/home#apps
http://www.wappwolf.com/
http://www.timetrade.com/
http://www.paymoapp.com/
http://www.timecamp.com/
http://www.onenote.com/
http://www.evernote.com/
http://www.lastpass.com/
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 Waze represents a community-based driving application which uses 
real-time info to help you in determining the fastest routes to your 
destination. 

Sales and Ecommerce 

 1ShoppingCart and the WordPress plug-in WooCommerce are 
online store solutions for selling products and services. 

 For easy fulfillment of your products, check out Amazon.com. 

 Planning a conference or an event for your business is relatively 
simple when using the RegFox’s event registration service. 

Social Media 

 Hootsuite automates and enhances your social media engagements 
across over 35 global networks like LinkedIn and Facebook. 

 Buffer will analyze your social media accounts and tell you 
what times of the day your audience is most active. 

 99 Dollar Social creates fresh and custom-tailored business posts 
and then shares them on Twitter and Facebook. The cost is $99 a 
month, hence the name. 

 Needls is a higher end service to create, target and automatically 
optimize your social media advertising. 

  

http://www.waze.com/
http://www.1shoppingcart.com/
https://wordpress.org/plugins/woocommerce
http://www.amazon.com/
http://www.regfox.com/
http://www.hootsuite.com/
http://www.buffer.com/
http://www.99dollarsocial.com/
http://www.needls.com/
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About the Author 

Deidra Miller is owner of Magic Wing Administration, providing 

administrative consultation analyzing the administrative tasks 

of her clients’ businesses. She works with her clients to 

determine how they can best create systems to manage those 
tasks so they have time to focus on the revenue-generating 

activities they do best to grow their business. One of her focus 

areas is customer relationship management and follow-up. Her 

loyal clients have shared that she has excellent communication 

skills and is exceptional at organization. 

 

Deidra is the author of the ebook Strategies to Optimize Your Business and 

has published several articles with http://www.ezinearticles.com. 

 

Deidra began her career in the corporate world, learning hands-on in various 

roles – as executive assistant, office manager and project manager. But she 

decided to leave that path to follow her passion and use the skills she 
acquired to help entrepreneurs optimize their administrative work. 

 

To request a consultation on how to optimize your business, email Deidra at 

deidra@magicwingadmin.com or call (949) 544-1334. You can also fill out 

the contact form on her website http://www.deidramiller.com/contact. 

 

Connect with Deidra: 

 

http://www.facebook.com/MagicWingAdmin 

 
http://www.linkedin.com/in/deidramiller 

 
    http://www.pinterest.com/MagicWingAdmin 

 
 http://www.twitter.com/deidrac 

http://www.ezinearticles.com/
mailto:deidra@magicwingadmin.com
http://www.deidramiller.com/contact
http://www.facebook.com/MagicWingAdmin
http://www.linkedin.com/in/deidramiller
http://www.pinterest.com/MagicWingAdmin
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