Top 10 Hints and tips
1) Voice-to-text
What a great bit of kit! Record your audio and automatically get a transcription. The text version of what it is you’ve said. We use it for text messaging, emails, blogging, there’s absolutely loads of ways you can use it. It can be frustrating while the system gets to grips with your voice and what it is you’re saying. You may even want to throw your computer or phone out of the window in frustration, but if you stick with it and you correct the transcription that’s written up your phone, your system will get to know what it is you’re trying to say. It will get to know your voice, and before you know it you will have a very very useful tool.
2) Text to Speech
Why on earth would I need text-to-speech? I can read everything myself, and you do normally but if you’re stuck in the car, and again it’s illegal to touch your phone whilst driving, you can have a report read out to you on
text-to-speech. This really lengthy 50-page document that you’ve been meaning to sit down and go through, but you
really haven’t had the opportunity, or often the inclination, it can be spoken to you while you’re otherwise engaged. How fantastic is that? Maximizing your time!
3) CRM Systems
We’ve all got a CRM system of sorts. Sometimes it’s kept in your head, sometimes it’s an Excel spreadsheet or perhaps it’s something a bit more bespoke or even a free version of a CRM. These are fantastic, but you need
to look at your CRM system and make sure that it can fully service all of your requirements, to make sure it’s working at its maximum for your needs. Will it contact your clients? Can it log client contacts? Does it update automatically every time you have a task or an action/to do? Don’t get me wrong you must make sure that as a business, you’re complying with the GDPR regulations and that involves gaining written consent for client details to be kept on your database, its intended use and length of time of possession.
4) Business card reader
Oh wow! what a fantastic asset to any business. I personally use Full Contact but there are many others available such as Cam Card and many others out there. Using this type of app means you can take a photograph of a business card and it will or upload to your CRM obviously as long as the interaction has been put into place. It saves time, effort and then you can either a throw the hard copies of the business cards away or file them. All of the data will be kept on your CRM so business card readers really are a helpful tool.
5) Social media management system
Using software such as HootSuite or Buffer provides a great solution for managing your social media posts, what you’re going to post and when. You can post while you’re in meetings, while you’re offline even. If you spend a little bit of time every week or every month scheduling your posts you control what and when your contacts see. You can then publish posts without needing to think about it on a daily basis.
6) Intranet systems
Intranet systems allow an organisation and all its staff access to the same systems documents and messages allowing internal communication and ease of access to all relevant documentation. SharePoint or G suite are 2 of the best and cost effective systems to use. There are more bespoke versions available, but these come with an appropriate price tag. The intranet helps to keep all documents in one place it helps effective communication internally as well as externally, and it’s a cloud-based system that everybody can access. Users can be given appropriate access rights dependent on their needs. It’s the most secure and flexible way of working and of running your business.
7) Cloud-based accounting
I often hear “I do mine on Excel” and that’s great but actually running this type of system is costing you time and money. A cloud-based accounting system such as Xero or Quickbooks can ensure you’re not going to lose any receipts. A lot of these systems now have the functionality to take photos of your receipts – how often have you been to the car park and thought yeah I’ll put that receipt through the accounts and you’ve lost the receipt, stashed it somewhere safe, never to be seen again! Cloud software allows photo your accounting system so you’ll never lose any kind of receipts again. Accessible wherever you are, with the ability to invoice and produce estimates from both phone/mobile and computer systems
8) Customer service feedback forms
There are loads of these that you can use for example Survey Monkey or Get Feedback. There is software to suit your needs. If you need to find out what your customers think of your product or service, all you need to do is use this type of software to ask them. Don’t give your competitors the upper hand, always ensure that you have the finger on the pulse, and never give your customers anything less than the excellent customer service that they deserve. Ninety-six percent of unhappy customers won’t complain about poor service, but 91 percent of these will leave and will never do business with you again. So improve your customer service, find out and ask them for
their feedback and act on it.
9) Electronic signature systems
Systems such as DocuSign or E-sign will allow you to send contracts, proposals, quotes or anything that needs a signature, over the ether to the intended recipient. The document is signed using an electronic signature. It’s secure it’s safe it is legally binding. It means that you can save time and effort on filling and you won’t have to print
documents out. Imagine eradicating your office clutter, the need to file documents manually. All paperwork will be kept I the cloud and is accessible whenever and wherever it’s needed.
10) Secure password management system
How many people write their passwords down in a book? it’s dangerous it’s unsecure, and if you lose it you can’t get into any of your software. How often have you changed and updated your passwords regularly to make sure your security is tantamount? If you use software systems such as LastPass or Sticky Password you’ve got the facility to access your secure passwords wherever you are. With only one password to remember. LastPass has never been hacked it’s one
of the most secure systems you can get. It’s invaluable and once you’ve set up your account you can apply it to your computer or your phone and you can access all of your software without the book.
If you need any more hints and tips, give us a shout on 01536 428528 or info@outsourcedvirtualoffice.com. We’d love to help. We love to help you work smarter not harder! Contact us to find out how we can help you to streamline your business and make it as operationally sound as possible.
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