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Welcome to outsourcing and online tools module. 

As a coach it’s likely that you will wanting to work from 

anywhere, at anytime. That’s one of the reason you became 

a coach, to have work-life balance and flexibility. But also as 

a startup coach you’ve probably got a small and limited 

budget.  

You started a coaching business because you wanted to be 

a coach, not a graphic designer or a website developer. Get 

focused on the parts of the business that you like and 

outsource the parts of the business that you don’t like or that 

you need to learn as a once off. Having said that, there are 

still some things that you do need to do as a business owner 

such as write your website copy.  

However its never been cheaper or easier to outsource 

online.  When ICA started over 14 years ago, websites were 

built with customized codes so each page had to be 

manually coded. Whereas now, you can build a website with 

a drag and drop system, nice and easy.  

Its only in the last 5 years that we had iPads and iPhones 

and smartphones and that absolutely revolutionized the way 

we work and the way we communicate.  

Our tip is to basically not spend time on learning things you 

need to learn once, for example learning how to code a 

website. Outsource that. Outsource graphic design. You 

don’t need to learn how to do graphic design. However there 

are tools online that will allow you to make a good website 

easily and that will make creating website images easier. 

Outsource things that take a long time to learn and do things 

that you like doing. For example you might like article writing. 
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So let’s look at some of things that you might like to 

outsource. 

 General business administration 

 Graphic design 

 Online marketing  

 Audio / video editing 

 Content writing 

 Web Development 
 
You can actually outsource all your invoicing, and outsource 

someone checking your emails, unsubscribing you from 

mailing which you don’t want to be on. 

Outsource your graphic design, your online marketing, your 

audio and video and editing. You actually would create the 

content then someone else would edit, adding some fancy 

music at the beginning and at the end.  

Content writing is also another area which you can 

outsource. And obviously outsourcing the entire website 

development is another area. 

So where do we outsource? We’ve said that there are a lot 

of places to outsource. Let’s have a look at some. 

Places to Outsource to 
 Fiverr 

  eLance 

 oDesk 

 Freelancer 

 99 Designs 
 

 DesignCrowd 
We’re actually going to look at these one by one.  

http://www.fiverr.com/
http://www.elenace.com/
http://www.odesk.com/
http://www.freelancer.com/
http://www.99designs.com/
http://www.designcrowd.com/
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Fiverr 
So let’s have a look at fiverr first. Now fiverr is going to be 

your absolute best friend. Basically it's a place where people 

psot things they will do for $5. So it’s unbelievable. People 

will design you a logo, they’ll design you a brochure, they’ll 

do a 5-minute transcription.  

Basically people that work on fiverr, post the kinds of jobs 

that they do. And you go to the website search for the type of 

job you want done and select a person to do it. It’s as cheap 

as $5 to outsource something. So let’s have a quick look at 

some things that people do for 5$. 

So let’s have a look… Logo design. I’m going to have a look 

at one who does logo designs. “I’ll design three professional 

logo concepts”. So you can click on that. Have a look at 

where they’re from. So this person is a seller from the United 

States. She has 98% positive reviews. Let’s have a look at 

how many jobs she’s done. She’s got 149 reviews. So 

basically I will be posting a job with this girl because she has 

good feedback. Have a quick look at some of her work and 

all we need to do now is order. Click and you write the brief. 

That’s as easy as it gets. 

ELance and oDesk 
Next is Elancer and oDesk is where you would outsource 

bigger projects. For example build my entire website or 

create a really nice brochure design.  People on elance and 

odesk are probably more professional people than Fiverr, 

although you can get some great stuff done from Fiverr that 

is really quite good. But elenace and odesk are really for 

more serious kind of projects and they have an entire project 

management system. On Fiverr, if someone does a bad job 

you lose $5, its no big deal. But with workers in Elancer and 

oDesk, you really are dealing with professional, professional 
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coders and graphic designers, so you’re obviously paying 

more, and you’re paying by the job or by the hour. 

 

Freelancer 
The next one is Freelancer. Elancer and oDesk are very  

structured in the way you have to do things and it’s a little bit 

cumbersome. In Freelancer, it’s a little bit more casual and 

with freelancer, you can set up your business arrangement 

kind of any way you want, whereas with oDesk, it’s by the 

hour or by the job. 

 

99Designs 
Another business model is 99designs and this is quite 

interesting. What you do here is you post the job and lots of 

designers will submit a design.  You them pick the one you 

like and just pay that one designer. So I want a logo with 

these kinds of colors, this kind of feel, and I want to pay, 

$250 dollars or something, so you actually say how much 

you are willing to pay. And then designers submit their 

designs and you pay for the design that you like. If you get 

something you like, you pay. If you don’t get something you 

like, you don’t pay. I really like 99designs but you are paying 

more than $5 dollars per design as these are really 

professional designers.  

 

DesignCrowd 
DesignCrowd has a similar concept to 99designs. You post a 

job and the designers put in their designs and you pay for 

the one you like. 
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Online Tools 
Let’s look at some online tools that will help you work from 

anywhere, with anyone. This is what it’s all about. 

So here are the tools that we’ve recommend. 

We’ve got: 

 Skype 

 Google Apps  

 DropBox 

 Wistia 

 Hootsuite 

 Google Analytics 

 CrazyEgg 

 Canva 

 EasyBooks 

 Moo.Com 

 

I’m going through each of these in turn. 

Skype 
You should all be familiar with Skype because you are 

probably using Skype to take your classes. But I’m not sure 

if everyone is actually using Skype to its full potential.  

Did you know that with Skype, you can actually have a 

physical number that people can call you on rather than just 
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a Skype account.  You can have a physical number, like the 

phone number for your house.  

You can obviously use Skype for free so you can call Skype 

to Skype for free. You can also add Skype credits so you 

can add money to your account and you can dial any phone 

number – local, international and mobile. That’s probably the 

option you’re using to ring into the bridge line teleclasses.  

But did you know you can also use skype too text chat at the 

same time.  At ICA we use Skype all day everyday to talk to 

our trainers and our staff all around the world.  

You can also use Skype for group calls. I had use Skype 

group call with my team every week to have team meetings.  

You can also send attachments and documents via skype 

You can share your screen or you can see their screen if you 

want somebody to have a look at what you’re doing or they 

can share their screen so you can see what they’re doing 

and you can also have face to face time.  

You probably know the face to face element of skype where 

you can see somebody and they can see you. 

 Skype is great for voice communication but it just does so 

much more. Have a look at some other features.  There are 

lots of a training videos. 

 

Google Apps 
So the next topic is google apps. What is google apps? It’s 

basically it allows you have a gmail account with your own 

domain name so yourname@yourwebsite.com.  You have 

google calendars which can sink for the whole other 

applications that I will show you in a bit further on. You get 

google drive which has a place to store a lot of your 

mailto:yourname@yourwebsite.com
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documents. And you also get a free word excel, power point 

applications so if you don’t have Microsoft office then google 

apps will allow you to do word processing and excel 

functions and presentations. It’s something like fifty dollars a 

year or something that’s a very cheap alternative to 

Microsoft office. Its cloud based, it links to all of your devices 

so you can use your ipad, your iphone and it integrates with 

so many different applications like for example caspule crm 

and mailchimp. It also has the ability to send automatic 

responses.  You can filter and tag emails and it’s well worth 

the fifty US dollars spend every year. 

 

Dropbox 
Next is Dropbox. Dropbox is an online storage area and if 

you’ve got a mac then its very similar to icloud. Its basically a 

place where you can put your document and your 

information and you can access it from anywhere. You can 

have dropbox on your computer, you’ll have dropbox on your 

phone, dropbox on your ipad, and you can access those 

same documents from anywhere. So if you go to an internet 

café you can access your dropbox and find all your stuff. 

You can also share folders within dropbox with other people 

and that’s how we use it in ica to collaborate with either 

clients or staff.  You can share specific documents you're 

your clients and if you want them to send you information 

that’s too big to send via email they can ask them to put it in 

to your dropbox. So great place to store all your information 

in the cloud so you will never lose it and where its always 

backuped for you and accessible from anywhere and 

sharable with any anyone. 
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YOUCANBOOK.ME 
So here’s a little app I found the other day which is great. It’s 

called youcanbook dot me and its basically an online 

calendar that syncs with your gmail calendar.  People can 

choose a times slots for appointments’. It's a really useful for 

coaches and it’s a free to start up with and then as you 

upgrade your features you start paying a small fee.  

The calendar we use at ICA is called “Schedule Once.  Its a 

little bit more expensive and has different kind of features. 

So that’s a lot of couple of options for you there.  

 

WISTIA 
If you haven’t heard of wistia it’s a place to store your videos. 

If you create a video you can upload it to youtube and its 

free to store on youtube. That’s great to have it on youtube 

as well but in wistia you can have you can add to your 

videos buttons, you can customize the look and feel once 

you’re done your videos you can add an “opt in button eg 

press that button to contact me. You embedded wistia video 

on your website won’t have ads on it. So there’s a lot more 

control if you put a video on wistia than youtube Wistia is our 

place where we store our videos and it’s what we 

recommend. 

 

 

Google Analytics 
So google analytics is absolutely free, easy to install you get 

a little bit of code and you put that at the footer of your 

website. And basically google analytics will tell you how 

many people come to your website, where they come from, 
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when they came, and what channel they came from 

facebook or twitter or social media, where they were before, 

where they’re going next. The amount of information you can 

get on your web visitors is mind boggling and there’s lots of 

great tutorial on how to use google analytics. You should 

definitely get it and install it because it’s free. And then 

whether you use it or not, you can use it or maybe not use it 

now or use it in a few moths time. But if you install that now 

when you have your website built it will be collecting the 

information you can use to analyze your customers. So 

collecting the number of visitors you have and if you send 

out an email and use that as an example you’ll be able to 

say how many people came on the website because of the 

newsletter signups. So very useful tool and it’s absolutely 

free so there’s no reason why you shouldn’t be getting that 

one. 

 

Crazy Egg 
The next one is crazy egg. Crazy egg again a little piece of 

code you put on your website and what it does is it creates a 

heat map of the pages where the code is. So it shows you 

visually where people are clicking. You would use crazy egg 

to make your website more users friendly. You might use it 

to test web page changes like if a button should be red or  

blue. Where abouts are they clicking, what information are 

they most interested in?. We used it  quite a lot to look at the 

page design. 

 

CANVA 
Next one is canva. You know how I said before that you 

don’t need to be a graphic designer. Well canva helps you to 

be a graphic designer by letting you make images for social 
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media or presentations or posters or facebook cover pages 

in the right format. It has a lot of images that you can use 

they are free images and on top of those images you would 

add some text. So brilliant for the quotes like “quote of the 

day” really good if you wanting to do some invitations and 

generally great for social media images. So nice and its 

absolutely free! 

 

Hootsuite 
Next we have hootsuite, which helps you manage and 

record results of your social media activities. You can add all 

your social media account one dashboard. If you have a post 

for example it will put that post on facebook, on twitter, on 

linkedin all in one go and you can set it up to post at a later 

date. Again its absolutely free within plans upgrades you 

have more than you know certain number of social media 

accounts. 

 

Easybooks 
Alright this is the one that I slipped in - easybooks I love it 

absolutely love it! And I use it for my business. It’s basically 

a bookkeeping, invoicing, financial reporting app you can 

use it online or you can use it on your iphone or ipad. So you 

can creates quotes on it, you can send invoices, you can 

track payments, and you can put in your expenses as well. 

And it will basically tell you how much money you’ve made 

and how much money you spent.  So I’ve use it all the time 

its very very easy to use and that’s the one I would 

recommend for your accounting system. It also has 

additional add-ons where you can track your time as well. 
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And the time you spend on a job you can bill for or you can 

accumulate the time and then bill it so its quite flexible. 

  

Moo.com 
Mooh.com is similar to another website called vista print. It’s 

an online printing house so you can create your business 

cards, or you had your brochures done in fiverr and then you 

would go to moo.com and have it printed. They print and 

deliver the physical item. Moo.com has really got a nice  

inbuilt designs already so you can start of by just having a 

play in there and if you’re not getting exactly what you want 

then you can outsource your business cards and get 

someone else to design your business cards for you. Again 

nice little program. 

 

Zamzar 
And this program zamzar is one that’s been a lifesaver on 

numerous occasions. It’s somewhere online where you can 

convert any file to anything else. So often if you have a .pdf 

and you actually want to grab text from there but you can’t 

then here you can upload your .pdf and you can convert it 

into a word document or upload your .pdf and convert to 

excel. I’m I love this site because it’s just super handy so 

even if you don’t remember that it exist you’ll be able to find 

it on google. 
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Action Steps 
So action steps. Let’s have a look.  

So sign up for Fiverr and download the how to write the 

perfect brief for outsourcing your jobs and have a read of 

that. And then outsource the small tasks. So this is a test run 

to see how the systems work and how you’re going to 

outsource. Then you go and choose a candidate to type in 

your job in and be specific on your job for your feedback and 

be generous. So if someone has done a logo for you for five 

dollars and you’re going back for them forwards a few times 

and you think they’ve done a good job you can be generous 

in two ways. First way you can obviously add good review 

but secondly you only paying five dollars so you can offer 

them pay a little bit more.  

This is a test run to see how the systems works and once 

you done it post your feedback on the forum and tell us how 

you went.  

If you’re game you can sign up for oDesk or Elance one of 

the two and have a go outsourcing a small task there let’s 

see how that works. But basically if you start up with Fiverr, 

see how you go and you’ll be an outsourcing guru. Looking 

forward to reading your feedback on the forum. 

 


