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These days we are so overloaded with information
that it's easy to lose sight of the basics of running a
business, and you very quickly become overwhelmed
and suffer from information overload! Just take a look
at some of the ebooks, products, ecourses etc. you have
stored on your PC - I bet they all relate to marketing
your business, getting more clients, increasing your
income etc. but I bet NONE of them tell you how to
manage your business!

Building a successful long-term profitable business
isn't about "marketing" your business, it's about "man-
aging" your business - the marketing comes once you
have your management systems in place.

You cannot begin to market your business if you
can't find the information you need, don't know who
you are marketing to, and don't know where you are in
your business.

So, let's go back to basics and take a look at the 3 key
office systems you need to "manage" your business

before you can start to "market" your business.
Filing Management System
Creating and maintaining a filing system is the very

foundation that your business is built on, so this is the
very first system you need to put in place - an efficient
and effective filing system.

With a proper filing system in place you will very
quickly and easily be able to find the information you
need, when you need it.

Contact Management System

After you've got your filing system all straightened
out, you then need to set about organizing your con-
tacts. This is another crucial area of managing your
business. If set up correctly your contact management

system allows you to:
1)Keep a note of clients, potential clients, and col-

leagues contact information.

2)P Easily and effectively follow-up with a prospect.
3) Locate critical client contact information quickly

and easily.
4) Build your business.

Financial Management System

The is the final key office management system you
need to put in place for managing your business. Once
you know where you are in your business financially,
you will be able to much more effectively market your
business.

Having up-to-date, critical, financial information
available at your fingertips allows you to efficiently
manage cashflow and be able to know straightaway if
you can take advantage of opportunities that come

your way.
So remember, go back to basics and first

"manage" your business before you "mar-
ket" your business.

Three key office systems you need to manage your business

Imagine how much simpler your life would be if
you had all your business contacts together in one
place. One click of your mouse would reveal how
effective your latest marketing campaign has been.
Know at a glance which of your products/services
is the most profitable.

Your custom-designed database will put this
information right at your fingertips. I'd like to share
with you my tips for ensuring that your database
gives you the business information you need, when
you need it!

What is a database?

A database is a collection of information relating
to a particular topic kept together in one place, for
you to access whenever you need. You can use a
database to simplify your:

MARKETING CAMPAIGN--set up a database to
plan your marketing campaign; track results of your
marketing campaign; or analyse trends in your mar-
keting campaign.

CLIENT & CONTACT MANAGEMENT--set up a
database to keep track of your clients and con-
tacts; analyse your business--which products/serv-
ices are the most profitable; or see which clients
are buying which product/service.

FINANCIAL MANAGEMENT--set up a database
to keep track of your spending; manage your
invoices to clients; or monitor overdue invoices.

MEMBERSHIP ORGANISATIONS--set up a data-
base to keep track of members; send out member-
ship renewal letters; or monitor subscriptions.

Your list for database uses will likely be much
longer--just brainstorm a list of all the places where
consolidated information would make your life easi-
er!

The secret's in the planning

You want to get the most out of your database,
right? Then make sure to plan it right from the start.

Before you go running off to set up your data-
base you need to ask yourself these important
questions:

What do you want to use your database for? 
What data do you want to keep track of? 
Who will be collecting the data? 
How much data is there to collect--50 records

or 500 records? 
Who will be doing the updates? 
What reports do you want your database to

generate? 
You may find it easiest to map this out on a piece

of paper first. Work out how your database is going
to fit together. How will each category relate to the
others?

Get the maximum use out of your database

By now, you've invested a lot of time in your
database plans, design, and set-up. Don't miss this
important step: getting the most out of your cre-
ation.

First, you'll want to make the database as easy
to use as possible. Create one-click touches to pro-
duce the information you need. Set up shortcuts so
you can create the most important reports quickly.
And make sure you really consider the easiest way
to enter new data.

By applying this advice in your own database,
yours will be easy to use AND have the maximum
use value to you.

How to get the most
out of your Database


