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The Seven Steps Checklist

	Step 1 – Business plan and vision

	Where am I now?

	Where do I want to be in 3 years?

	How will I get there?

	What resources will I need?

	How am I progressing?


	
	Have Done
	Will Action Today
	Short-Mid Term Goal

	Step 2 – Connect and use free services

	Get connected to the Internet
· Visit www.xtra.co.nz
· Visit www.clear.net.nz
· Visit www.ihug.co.nz
	
	
	

	Give all staff access to email and the web

· Buy more computers

· Buy new software

· Download latest browsers
	
	
	

	Use search engine to research competition

· Visit www.yahoo.com
· Visit www.google.com
· Visit www.altavista.com
	
	
	

	Know how to open email attachments

· Get someone to teach me how

· Learn  by myself
	
	
	

	Ensure staff are proficient in Internet use

· Hold in-house training session

· Write ‘how to use’ document

· Prepare Internet usage policy
	
	
	

	Step 3 – Use e-commerce to reduce costs
	
	
	

	Use email to maintain contacts

· Follow up some customers via email

· Contact someone I haven’t heard from in a while
	
	
	

	Customers and suppliers connected

· Ask customers for email address

· Put ‘email’ field on all customer forms
	
	
	

	Do banking online

· Check if my bank offers it

· Sign up/learn how to use it
	
	
	

	Plan for my own website

· Collect articles of interest I can use

· Bookmark sites I like

· Research my online competitors
	
	
	

	Learn about available high speed Internet options

· Visit www.xtra.co.nz
· Visit www.ihug.co.nz
· Visit www.telstrasaturn.co.nz
· Visit www.istart.co.nz
· Talk to someone who has fast connection
	
	
	

	Set up bill payments online

· Power/phone/rent

· Suppliers

· Contractors

· Staff
	
	
	

	Automate supply ordering

· Talk to my existing suppliers
	
	
	

	Step 4 – Develop a website
	
	
	

	Use email instead of fax/toll calls

· Collect email addresses of people I currently fax

· Collect email addresses of people from out of town
	
	
	

	Have my own domain name 

Eg. www.mycompany.co.nz
· Visit www.freeparking.co.nz to see what’s available

· Talk to an Internet expert about how to register my own domain name
	
	
	

	Have my own website

· Sketch out my ideas on paper

· Print out sites I like

· Talk to a web designer
	
	
	

	Set up FAQ section on my site

· Take note of customer queries

· Write easy to understand answers to common questions
	
	
	

	Research Internet marketing options

· Build a mailing list

· List with search engines

· Research viral marketing

· Research affiliate programs
	
	
	

	Step 5 – Marketing and customer service

	Use website to receive customer feedback

· Put my email address everywhere on my site

· Encourage customer feedback

· Have online form customers can fill out
	
	
	

	Understand Internet marketing

· Run my own mailing list

· Have a monthly email newsletter

· Update my site regularly
	
	
	

	Learn more about my customers

· Online customer satisfaction survey

· Competitions
	
	
	

	Regular email contact with customers

· Write a monthly newsletter

· Source articles of interest to my customers
	
	
	

	Enable customers to share their views
	
	
	

	Step 6 – Doing business online

	Sell/take orders from your website

· Ensure product info is up-to-date

· Set up merchant account

· Talk to designer about Internet security
	
	
	

	Solid privacy, security and returns policies

· Research online privacy issues

· Research online security issues

· Write a returns policy for my site
	
	
	

	Automate online credit card transactions

· Talk to my bank about charges

· Talk to Internet expert about whether it’s worth it
	
	
	

	Step 7 – Adoption into business processes

	Incorporate e-commerce into all business processes

· All staff e-savvy

· Hire IT person to oversee operations

· More hardware required

· More software required

· Research requirements and options
	
	
	

	Automated ordering from suppliers

· Allow external access to company database

· Run SQL or something similar

· Explore database options
	
	
	

	Automated invoicing for customers

· Integrate database with all business processes

· Explore database options
	
	
	

	Customers check order status online

· Allow web-facing access to database

· Review security issues
	
	
	

	Ensure key suppliers and clients are up to speed with e-commerce

· Run free classes on e-commerce enabling your business

· Invite key clients and suppliers

· Provide drinks and nibbles
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