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MOST LIKELY, YOU DIDN'T GET
INTO BUSINESS TO SET UP
SYSTEMS.
You got into business because you have
a great product idea, you love coaching
people or you love helping people solve
problems. Well, having systems in place
helps you spend more time doing that
and less time doing things you simply
don’t need to be doing.

THERE’S A SYSTEM FOR JUST
ABOUT EVERYTHING THESE
DAYS
And you can put a system in place for
just about anything in your business.
While my eyes grow wide and I clap with
excitement, thinking about all the tools
and possibility, I understand that might
not be where your head is at. And I get it.

What is a system anyway? Here's how I
think of it:

A SYSTEM IS A PROCESS,
PROCEDURE OR METHOD
DESIGNED TO ACHIEVE A
SPECIFIC RESULT. ALL THE
PARTS OF THE PROCESS OR
STEPS IN THE PROCEDURE
WORK TOGETHER TO GET
THE JOB DONE.

SYSTEMS ARE THE BUILDING
BLOCKS OF YOUR BUSINESS

Having effective
systems in place
ensures that you
achieve results that are
consistent,
measurable, and
beneficial to everyone
involved – including
you and your
customers.

A system can be super
simple and quick to set
up – a couple of
standard email
responses or a
checklist for a process.

NOT EVERY SYSTEM
WILL BE A GREAT
BIG DEAL THAT
SUCKS UP A LOT OF
TIME AND MONEY
TO IMPLEMENT.

HERE ARE THREE
ESSENTIAL SYSTEMS
YOU CAN PUT INTO
PLACE QUICKLY AND
EASILY THAT WILL
MAKE YOUR LIFE A
HECK OF A LOT EASIER:

CALENDAR AND SCHEDULING

ONE HUGE MISTAKE YOU CAN
MAKE AS A BUSINESS OWNER
IS TRYING TO REMEMBER
EVERYTHING THAT’S GOING
ON.
There are different tools you can use to
manage tasks and projects, but no matter
what kind of business you’re running, you’ve
got to have and maintain a calendar.

CALENDAR AND SCHEDULING

KICK THINGS UP A NOTCH BY
GETTING AN ONLINE
SCHEDULER.
If you spend time every day emailing back and
forth with people about what time your call
should be or when you can meet for coffee,
having a scheduler will cut down on
frustrations – and on emails in your inbox. If
you’re not used to using a scheduler, it can
seem a little cold and impersonal at first. But,
if your other communications are clear and if
your personality and expertise shines through
in your calls and meetings, you have nothing
to fear. Your scheduler is just a handy tool that
helps you make your connections with less
wasted time. That’s a win for everyone.

FREE TOOL:
Assistant.to is a great
tool for Gmail/Google
Apps users. Outlook
integration is currently
in beta mode. Quickly
and easily schedule
appointments right
from within your inbox.

PAID TOOL:
Acuity – If you need to
schedule a lot of
appointments of
various kinds (free
consultations,
coaching sessions, 15
minutes chats, etc.),
Acuity can help you
get it done. You can
even accept payments
from customers when
they book
appointments.

CUT
DOWN ON
EMAIL
TAG
Automating your
scheduling doesn't
make you impersonal it makes you smart and
savvy!

EMAIL MARKETING

START GROWING YOUR EMAIL
LIST TODAY!
If no one has told you before, let me be the
first. If you’ve heard it before, but haven’t
heeded the advice, listen to me this time
around. Start growing your email list today! I
have heard way too many entrepreneurs say,
“I’m not ready to build a list?” Really, well, why
not? What are you waiting for?

EMAIL MARKETING

MANY PEOPLE WAIT BECAUSE
THEY JUST LAUNCHED THEIR
BUSINESS OR THEY FEEL LIKE
THEY HAVE NOTHING TO TALK
ABOUT.
And to that I reply, so what? When you’re
ready to talk about your business and what
you’re offering, if you don’t have an email list,
who will you tell? Build the list before you’re
ready. And if you’re already running full speed
ahead with your business, start reaching out to
the people you already know and ask them to
join. That’s a great place to start.

EMAIL MARKETING

LAST THING – YOUR LIST NEEDS
TO BE PERMISSION BASED.
This means people need to opt into your list.
Do not buy lists. Do not add people to your list
just because you met them at an event. Get
permission or you’re just wasting time and
money down the line. Trust me on this.

FREE TOOL:
MailChimp – great, user
friendly and integrates
with a ton of other
programs and systems
you may be using in
your business (or you
may be integrating
soon, on your way to
becoming a Systems
Rockstar).

PAID TOOL:
ConvertKit – Userfriendly interface and
great deliverability
rates. Also comes with
the option to create
landing pages – which
will be handy if you
plan to promote new
product offerings,
white papers, etc.

BUILD IT
BEFORE
YOU NEED
IT.
Don't wait to start
building your list. The
earlier you start, the
better.

FINANCIAL

YOU DIDN’T THINK I’D LEAVE
OUT MONEY, DID YOU?
While I don’t think money is everything,
money matters in your business. And you need
to have a clear picture of what your finances
are to help gauge the health of your business.
How is money coming into your business?
Where is it going? How much can you invest
back into your business? These are tough
questions to answer if you have no idea what
your financial situation really is.

FREE TOOL:
Wave – invoicing and
accounting for free!
(Ad supported).

PAID TOOL:
If you’re a solopreneur
who mostly works
alone, Quickbooks SelfEmployed is awesome.
Income and expense
tracking, invoicing,
reporting and mileage
tracking all built in. If
you want to tie
projects and time
tracking to your
invoicing, check out
Freshbooks. Your
clients and contractors
can log into your
system as well. Both
tools give you room to
grow.

KEEP
TRACK OF
YOUR
MONEY.
A great system will
give you up-to-date
insights about your
business quickly and
easily.

IF YOU’RE STILL
SCRATCHING YOUR
HEAD OVER WHERE TO
BEGIN INTEGRATING
SYSTEMS INTO YOUR
BUSINESS, THERE ARE A
COUPLE OF WAYS YOU
CAN APPROACH IT.

START WITH ANYTHING THAT
NEEDS IMMEDIATE
IMPROVEMENT.
THIS INVOLVES TAKING AN
HONEST LOOK AT THE CURRENT
STATE OF YOUR BUSINESS.
Self-evaluation is just something you must get
used to and get comfortable with as a
business owner if you want to grow. Being
able to honestly evaluate where you are will
go a long way when you’re setting up systems.

THINK OF THIS METHOD LIKE A
HOME RENOVATION
There may be a lot of projects you want to
undertake, but if the roof is leaking or your
foundation has problems, you take care of
those ASAP before switching out lighting or
handles and drawer pulls.

FOCUS ON HOW CLIENTS AND
CUSTOMERS FLOW TO YOU.

LET’S FACE IT – SOMETIMES IT
IS NOT SO EASY TO THINK
ABOUT WHAT WE’RE NOT
DOING WELL.
That’s okay. You can flex your systems building
muscle by thinking about your customers and
clients. Sometimes that’s more fun to think
about because you can clearly see how those
systems are your path to increased revenue.

FOCUS ON HOW CLIENTS AND
CUSTOMERS FLOW TO YOU.
IDENTIFY WHERE YOUR
CUSTOMER EXPERIENCE CAN
BE SMOOTHER AND START
THERE
If juggling follow up is a challenge, you might
need a CRM (customer relationship manager –
but I like to call it a contact relationship
manager) to help you stay on top of
opportunities. If you’re getting lots of “yeses”
from prospects, but work is getting held up
because your contract process is a pain, that’s
an excellent place to tighten things up.

NOW THAT YOU KNOW
WHY THIS SYSTEMS
STUFF MATTERS AND
WHERE TO START,
WHAT’S NEXT? FILL IN
THIS QUICK
WORKSHEET TO GUIDE
YOU ALONG:

FOCUS AREA (CIRCLE ONE):
Internal area of improvement
- OR Customer experience process

WHICH SYSTEM WILL YOU
START WITH?
________________________________________

WHEN WILL YOU BEGIN THE
PROCESS?
________________________________________

WHAT'S THE FIRST STEP YOU'LL
TAKE?
________________________________________

YOU'RE ON
YOUR WAY!

Start streamlining your business step by step and you'll
wonder you didn't start sooner!

ABOUT ALAIA
I HELP BUSINESSES
WORK BETTER.
I've spent over 10 years helping business
owners get more organized and efficient.

My goal is to help you spend less time
doing the stuff you hate (or aren't good
at) and more time focused on doing the
stuff you love - the stuff that made you
want to go into business in the first
place.
Learn more at alaiawilliams.com

