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Running a business is no easy feat, and figuring out 
what technology you need is even harder. From 
marketing automation tools to cloud storage to email 
providers, there’s a lot to consider and compare. This 
eBook highlights key technologies across 5 common 
areas of business: marketing, sales, finance, HR, and IT 
administration. From expert tips to helpful questions you 
should be asking a vendor before implementation, this 
guide is your go-to source for business-technology needs.

Read on to learn what you need to know about the 
technology and tools that will help your business grow 
and succeed in the long run. 

Introduction
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Marketing can help you reach and keep 
customers, investors, and business 
partners. Technology can help you get 
there, but how do you choose the right 
tools for the job?

Chapter 1

Marketing
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Gone are the old ways of marketing’s time-
consuming manual processes and limited view of 
customer data. The tedium of repetitive tasks can 
exhaust marketing teams, and the lack of visibility 
results in ineffective campaigns. 

Without an efficient and accurate way to collect 
and analyze customer data, marketers are limited 
in their ability to spot trends, build targeted 
programs, and deliver positive business outcomes.

This is where marketing automation software 
steps in. An integral part of successful marketing 
strategies, automation software helps streamline, 
measure, and, of course, automate your team’s 
current tasks, data, and workflows to complete a 
successful campaign.

When your team can depend on a single platform 
to handle the time-consuming tasks, productivity 
skyrockets, costs decrease, and you can easily track 
results to help plan future strategies and campaigns. 
Without it, marketing teams remain in the dark.

Marketing automation software can simplify 
a marketer’s manual processes, including:

• Segmenting customers: Rank customers 
by their lead potential. Grouping leads 
by demographics, professional details, or 
behavior always keeps relevance top-of-mind.

• Scheduling emails: Send personalized 
emails to groups of segmented audiences 
and triggered email responses after 
prospects fill out forms or download content.

• Lead nurturing: Track your prospect’s 
behavior on social media, your website, 
or in response to your email campaigns 
throughout the funnel.

• Social media postings: Automate parts 
of your campaign with tasks and alerts to 
ensure you maximize every opportunity to 
reach your customers. You can even use 
this technology to schedule social media 
postings and communication across all 
platforms, saving you time and amplifying 
your reach to followers, fans, and customers.

Reach your target market 
through automation

Marketing
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Do know the goals. Think about your 
most realistic goals, such as improving 
lead quality or growing revenue, and 
start tracking your progress toward them.

Don’t expect your new platform to 
create content for you. Sure, you’ll be 
able to check some tedious to-dos off 
your list, but a marketing automation 
system won’t build custom content from 
scratch. Be prepared with a team for 
content creation, and rely on the software 
to push that content to the right people.

Do use your system’s notifications to swiftly 
follow up on leads. Even if leads are only 
passively looking, you can still engage 
them with relevant information when you 
see them clicking around your site.

Once you’ve made the leap into adopting 
marketing automation software, you 
need to learn the best ways to put it to 
use within your company. Before you do, 
consider these helpful tips and tricks to 
make the transition more seamless and 
set up for success.

FEATURE 

The dos and don’ts of marketing automation

Don’t spam your prospective customers 
with irrelevant, automated offers. Limit 
the number of unsolicited emails, and 
make sure any emails or offers sent are 
personalized and relevant.

Do use marketing automation to rank 
and score your leads based on activity 
levels. From there, you can better 
improve the targeting and segmentation 
to assess if they’re a qualified lead for 
your company to pursue.  

Don’t forget to adjust your segmentations, 
automation rules, and other actions as 
your marketing efforts improve and your 
company-wide marketing goals change. 
The biggest value comes from measuring 
and adjusting accordingly.

Marketing
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No matter how well you can reach your customers, there’s 
no value in it if you don’t know what they need your product 
or service for. Good marketers no longer run campaigns on 
instincts alone. Access to big data is a fundamental advantage 
of the digital landscape, empowering marketers with 
customer data—in online sales transactions, click-through 
rates, social media interactions, and mobile device usage, and 
hidden deep in CRM systems. When harnessed correctly, this 
data can equip marketers with valuable insights about their 
customers’ wants and needs. You’ll need the right technology 
to get you there. 

What data insights can tell you about 
your customers’ needs

Customer data can deliver tremendous value to busi-
nesses, leading to:

• Better customer engagement: How do your customers 
like to be contacted?

• Improved retention and loyalty: How can you keep 
your customers coming back?

• Data-optimized campaigns: What measurements and 
analyses can be used to determine optimal marketing 
spend across channels?
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But data alone isn’t enough; it’s the intelligent an-
alytics that can maximize the effectiveness of your 
marketing investments and help your teams gain 
more knowledge about customers and prospects. 
Marketers who are equipped with tools make 
calculated, informed decisions, which can fuel 
and accelerate your business’ growth.

Business intelligence (BI) tools analyze 
information to reveal insights and patterns about 
customer behaviors and buying trends. Marketers 
can capitalize on these tools to more precisely 
target the right audience and create campaigns 
that generate the most revenue. Marketers don’t 
have to be technical to benefit from BI tools. 
Because of this, anyone on your marketing team 
can analyze data on their own, create automated 
reports, and share dashboards with insights.

Gartner ’s Data-Driven 
Marketing Survey, 2015, 
revealed that marketers  
expect most of their decisions 
to be quantitatively driven 
by 2017… Respondents to the 
2015 Gartner Data-Driven 
Marketing Survey reported 
that an average of 22 people 
in their marketing organization 
spend all or most of their 
time on analytics, and most 
leaders plan to hire even 
more in the next two years.

Gartner, Smarter with Gartner, Build the Right 
Team for Data-Driven Marketing, February 3, 2016, 
http://www.gartner.com/smarterwithgartner/
build-the-right-team-for-data-driven-marketing/ 

“

BI tools can help elevate your digital data mar-
keting strategy by empowering marketers to:

• Gain a holistic view of real-time metrics in an 
interactive dashboard.

• Spot customer trends, sentiments, and 
patterns. 

• Compare costs and ROI against different 
segments, campaigns, and channels.

• Create rich interactive visualizations to 
analyze and share with others across your 
organization.
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A truly mobile marketing team doesn’t just work outside the office 
walls; they can complete the work just as seamlessly and effortlessly 
regardless of location. Between trade shows, conferences, and client 
or agency meetings, your marketing team’s success relies on mobility.

A solid mobility strategy considers each of the following:

1. Devices: Make sure your marketers have the devices they need 
to work from wherever they are.

2. Apps + the cloud: Invest in mobile apps and cloud technology that 
can be used and accessed by internal marketers, as well as those 
partners and clients you work with outside of your company.

3. Network: Improve your network performance so that working 
from anywhere is both seamless and productive.

4. Policies: Develop flexible work policies that empower your 
employees to work remotely as needed.

Marketing

Expand marketing accessibility
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Chief among the technologies your marketing team needs is cloud-
based file-sharing technology. A truly integrated marketer cannot 
do without it. The cloud makes it easier than ever for marketers to 
focus on the buyer’s cycle and be more successful at their jobs, as 
well as the ability to work remotely from wherever—resulting in 
greater business continuity. 

Cloud-based file-sharing creates a culture of connectivity and 
collaboration among your marketing staff members. Equip 
your team with tools that let them:

Securely access files in real time. Share files with outside partners.

 Execute tasks more quickly.

Work on documents together 
with ease.

Enjoy greater flexibility to meet 
customer needs.

 Connect from nearly anywhere.

Manage various versions of 
documents and files.
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Use webcasts to promote your 
brand and showcase your 
products
Webcast technology allows marketers to tell 
their company’s story through video, reaching 
and engaging with customers and prospects 
with longer-form content and presentations. 

4 WEBCAST TECHNOLOGY PERKS:

1. Gain insights about your webcast registrars, 
and learn about your audience—even before 
the webcast begins. 

2. Integration with social platforms lets you 
gauge audience reactions in real time.

3. If your webcast is pre-recorded, your viewers 
will be able to replay, pause, or rewind after 
the actual event is over. 

4. Re-engage with prospects after the webcast 
to nurture your leads.

PRO TIP:
SKYPE MEETING 
BROADCAST

When looking for a webcast 
solution, think about your chosen 
vendor’s scalability and features. 
Capable of reaching up to 10,000 
attendees and works seamlessly 
with Office 365 and Azure, Microsoft 
Skype Meeting Broadcast gives 
marketers the freedom to reach a 
broad audience using HD video*, 
without straying from existing 
tools. To help keep your webcast 
attendees engaged, Skype Meeting 
Broadcast includes polling features 
that enable marketers to get direct, 
actionable attendee feedback.    

Marketing

*HD video streaming is available only when 
filmed or recorded on HD hardware.
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Q&A with an SMB expert

CEO GrowBiz Media/SmallBizDaily.com
Rieva Lesonsky

Microsoft: How can a business owner 
leverage technology to make their marketing  
budget stretch further?

Rieva Lesonsky: Technology gives you the 
means to accomplish your goals, and generally 
for less money and effort. But you do still 
need to make an effort. A good CRM will tell 
you everything you want to know about your 
customers: who they’re talking to, what they 
think and want, and their purchase history. In 
the old days, when someone wanted to do 
business with you, it started with a phone call. 
Today, you have to make sure that your website, 
communications, and online marketing materials 
are the best they can be—or you won’t even 
know that people are interested. Technology 
is the introduction that helps you cement the 
relationship, but it should never take the place 
of a face-to-face.

Microsoft: What are some common mistakes 
(or assumptions) that business owners often 
make once they adopt an automation software 
for marketing? How can these be avoided?

RL: Some business owners think that technology 
is just plug and play and they can walk away. 
When they do that, someone else will be in their 
customer’s face making a personal connection. 
A common problem business owners make is 
that they think that automation is all there is to 
it. Automation augments processes, but you still 
need the personal presence. You still need to have 
somebody make that sales call or be on social 
media. As we get more and more automated, 
people miss the real, live in-person relationship, so 
you want to be able to give them both.
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Microsoft: With all the data a business 
creates, what is your recommendation for 
streamlining the analytics process and gain-
ing valuable marketing insights?

RL: Everybody’s talking about big data and 
how important it is, but they don’t know how to 
put it into practice. Small business owners can 
sometimes be penny-wise and pound-foolish; they 
think that investing in technology is feasible with a 
small staff. Sometimes you have to hire a partner 
who specializes in the exact thing you don’t know 
enough about. They can help you find out what 
actions your customers are taking, who they are, 
what your demographic is, and it’s cheaper than 
hiring full-time employees. It’s really important to 
understand what your numbers are telling you, but 
not to be married to those numbers. You have to 
think about what other similarities to other target 
groups have that I can bring into the relationship. 

Today people are focused on how they’re 
spending their money, so competition is much 
broader. With everyone fighting for that dollar, you 
have to look at the whole picture of a customer—
where they’re shopping, what they’re buying—and 
identify opportunities for cross-marketing so that 
you don’t leave money on the table.

Microsoft: What should “being social” 
mean to a small business? In what ways 
have you seen social media change the way 
businesses market themselves? 

RL: Social media has been nothing short 
of a miracle for small businesses. It can 
amplify a brand’s presence without a huge 

financial investment. I think there’s two 
main components: it’s great for cementing 
relationships with existing customers and for 
finding new customers. Third-party social media 
tools are great because they let brands post to 
multiple social networks at once. If you use it 
smartly, you can reach people you might not 
ordinarily reach. But social’s also about listening. 
As a business owner, you need to know what 
people are saying so you can address issues. The 
person you hire to do this should be someone 
you trust to represent you.

Microsoft: How should businesses go about 
organizing, storing, and sharing the massive 
amount of content created on daily basis?

RL: As a content creation person, I need to be 
able to write from my tablet and send files from 
my laptop. Office 365 enables me to create, 
share, and then post content on social media 
from wherever my “office” is at any time of day. 
You have to find a system that works best for 
you. It all starts with a word processor, which, 
for me, is Word. With the cloud, all your content 
is there no matter where you are. It makes you 
feel that your business is never more than a few 
clicks away. Using hardware and the cloud to 
connect to it can supplement every single part 
of your business.

Q&A with an SMB expert (continued)



14The Business Owner’s Manual to Technology Optional chapter title

Technology can’t make a sale for 
you, but the right tools can enable 
your sales team to make smarter 
decisions, improve their tactics, 
and scale for future growth. 

Chapter 2

Sales
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Understand every touch point in a customer journey

Any sales team’s first technology 
implementation should focus on Customer 
Relationship Management (CRM) system 
adoption. Consider your CRM system a file 
cabinet filled with every customer and potential 
customer touch point with your company. Not 
only will your customers benefit from a more 
relevant experience based on preferences and 
behaviors, but your sales reps will benefit, too: 

• Easily track prospects, their sources, and 
determine where to prioritize and focus  
on follow-ups.

• Communicate to a group of people while 
keeping the relationship feeling personal 
and individualized.

• By leveraging customer intelligence 
technology, such as social selling, business 
owners can increase sales by interacting 
directly with their customers and learning 
their buying habits on social media.

Sales

1.  QUALIFY LEADS

Define your customer profile, and use your 
CRM to qualify leads. Focusing efforts on 
the most qualified, targeted customers will 
increase conversion and save your sales 
team time.

2.  PROVIDE MOBILE COMMUNICATION 
AND COLLABORATION TOOLS

Odds are your salespeople spend a good 
amount of time on the road. Arm them with 
tools and technology that supply mobility 
and flexibility. A mobile CRM app will 
give them access to important customer 

information, and let them use real-time data 
to immediately make updates from the field. 
Managers can also track activities through 
different stages of the sales funnel.

3.  MINIMIZE TIME SPENT ON 
ADMINISTRATIVE TASKS

Every role has its admin-focused 
responsibilities, which unfortunately take 
up precious sales time. Business owners 
can more efficiently route any non-sales 
issues to the right departments, freeing up 
salespeople to do what they do best: sell. 

FEATURE 

3 tech-minded tips to set up 
your sales team for success
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Sales teams equipped with actionable insights 
are poised to thrive in today’s customer-centric 
marketplace. As in marketing, data provides a 
direct glimpse into what customers want—from 
what they seek to learn about a product or 
service to how they like to engage. In essence, it 
has the power to transform relationships, which 
can be a sales team’s golden ticket to success.

But adopting the right technology is key. Tools 
that aggregate, analyze, and visualize data can 
empower sales to take a more personalized, 
customer-centric approach to selling. 

As a business owner, you want to equip your 
sales teams with the business intelligence and 
analytics tools they need to be able to forecast 
sales and increase profitability. With sales-
centric intelligence tools, you can put your sales 
pipeline under a magnifying glass in seconds 
using dashboards that aggregate all of your 
critical data. From there, your sales team can 
take the data and run with it, enabling them to 
get better at:

• Managing and forecasting quotas with 
insight into individual account spending and 
seasonality, as well as the ability to narrow in 
on specific geographies or categories.

• Spotting trends using rich, interactive 
visuals that can be adjusted in real time.

• Monitoring sales performance via 
a single, holistic view across segments 
leveraging live data to pinpoint 
underperforming areas.

• Visualizing pipeline reports that  
offer data manipulation and more 
comprehensive analysis.

Turn data into an intelligent sales 
strategy

Sales

PRO TIP:
MICROSOFT 
DYNAMICS CRM

Choosing the right CRM system 
isn’t an easy decision, but looking 
for integration with existing tools is 
a great place to start. Using a CRM 
system shouldn’t be a challenge 
for sales reps; instead, it should 
be completely seamless with your 
existing business apps. If you’re 
already an Office 365 customer, 
Microsoft Dynamics CRM plugs into 
your Office 365 applications, linking 
your sent emails and documents to 
existing and potential customers 
without switching apps. 
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In a mobile-first business world, sales teams 
rely on a mobility strategy that includes 
business productivity tools that give them 
consistency across devices and let them close 
deals whenever and wherever. Whether the 
information they need is in the cloud or on a 
mobile device, sales reps can unchain from 
their desks to do their jobs more effectively—
ultimately increasing your bottom line.

When sales reps need to hit the road to close 
deals, it makes sense to equip them with 
cloud-based tools accessible in the office or 
from virtually anywhere across the devices of 
their choice. Mobile CRM is a mobile-ready 
customer management system that ensures 
sales reps have everything at their fingertips 
when they’re on the move, so that they don’t 
waste time looking for contact information or 
trying to recall their last conversation with a 
prospect. Mobile CRM systems can provide 
them with more direct and immediate access  
to critical account information such as:

These features can make the sales rep’s job a 
whole lot easier—from better preparing them 
for in-person meetings to sending helpful 
reminders to follow up with prospects or clients 
while traveling, and everything in between. 
According to Innoppl Technologies: 

Stay on with BYOD policies: Cloud-based tools 
can empower employees to continue working 
on the devices they love without compromising 
quality. According to Forrester Research Inc.: 

Mobilize your sales team

Sales

• Account history

• Recently purchased products

• Recent pricing information

65% of sales reps who work at 
companies that implemented 
mobile CRM reached their 
sales goals, compared to 
22% of reps at companies 
without mobile CRM.1

70% of personally owned 
tablets and 63% of personally 
owned mobile devices 
are used for work.2

1 “Mobile CRM,” 2011, Innoppl Technologies
2 “Forrester ’s Global Business Technographics® Devices 
and Security Workforce Survey,” 2015, Forrester

https://www.forrester.com/report/Building+The+Business+Case+For+A+BringYourOwnDevice+BYOD+Program/-/E-RES61616
http://www.slideshare.net/SathishMariappan/mobile-crm-6803102
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Every presentation is an 
opportunity for sales reps to 
tell a story about your business, 
products, or services. Presentation 
technologies provide your sales 
teams with the flexibility to 
create individualized, branded 
presentations that connect with 
their target audience and win 
business—from wherever they are.

Arm your sales teams 
with the tools to present 
from anywhere

Optional Chapter Title

1. View, edit, or manage presentations 

2. Present or share ideas

3. Collaborate remotely with colleagues

FEATURE 

How tech helps sales teams 
present on the fly

From the convenience of their mobile devices, 
today’s presentation technologies give sales 
reps the ability to:
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Q&A with an SMB expert

Billion-dollar deal-maker, entrepreneur 
and New York Times bestselling author 
of The Entrepreneur Edition

Carol Roth

Microsoft: As a business owner, why should 
you invest in a CRM and marketing automa-
tion software? 

Carol Roth: For any growing business, you have 
a couple avenues. One is to sell more to your 
existing customers, and the second is to get new 
customers. CRM and marketing automation help 
a lot in both cases. The obvious connection is 
usually to garner new customers, but as a big 
advocate of customer loyalty, I believe it’s easier 
to sell to existing customers and have them be 
an advocate for you. It’s often more cost effective 
to do that while focusing on existing customers. 
Investing in CRM in particular is really important 
because it makes sure that you’re staying in touch 
with, and making relevant connections with, your 
existing customers.

Microsoft: What typically leads small busi-
ness owners to move toward this system for 
their sales team’s efforts?

CR: It depends on size. Many small business own-
ers are busy running every facet of their business, 
so they don’t think about it at all. It’s not until 
somebody from outside the business brings it up. 
If you look across the board at the smaller end of 
the small business spectrum, you see many that 
aren’t even thinking about their tech problems. 
They’re thinking about their business problems. 
Unless technology is framed as the solution, it 
doesn’t always enter their mind.  
They only know whether a system is working, 
even though it may not be working as well  
as it could be. 
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Microsoft: In terms of mobility, having a CRM 
in place that allows small business owners to 
be out in the field more, can you talk about 
the importance of having mobility at the 
front of their minds?

CR: Mobility is critical across many different 
areas of an organization. For sales reps, face-to-
face delivers the most value, as it helps to create 
relationships with their customers. Having access 
to mobile solutions, whether it’s information in 
the cloud or having mobile devices, allows sales 
reps to go out into the field. During downtime or 
travel time, they won’t feel that they’re missing 
out on the ability to do their jobs. Mobility is 
also important for attracting and retaining good 
talent, because people across the board don’t 
want to be in the office—they want flexibility. It’s 
also a great non-monetary perk.

Microsoft: Do small business owners think that 
having technology in place replaces the need 
for face-to-face meetings, and is a problem 
they need to solve, since you still need to be 
out in the field building those relationships?

CR: Sometimes technology makes the pendulum 
swing too far in one direction. When businesses 
rely heavily on automation, their customers 
may not be getting the level of care they need. 
Successful business owners combine both. They 
complement automation and its efficiencies with 
a staff that’s building relationships. At the end of 
the day, loyalty is not transactional, it’s built on real 
relationships. Technology is a tool, not a strategy. 

In order to create the long-term loyalty you want, 
you have to use the tool effectively and tactically. 
But at the end of the day, it’s still a tool. 

Microsoft: When do you see technology play-
ing the biggest role in the sales process?

CR: There are two places where technology can 
play a tremendous role. First, in terms of the 
typical marketing and sales funnel, technology is 
critical to keeping track of everything, from lead 
management to automating brand promotion 
in various media from websites to social. Second 
is technology’s ability to help us keep track 
of existing customer relationships. It can help 
you store and remember personal tidbits from 
your last customer conversations and things 
you’ve done together, creating longer-term 
relationships around the intangibles that can’t 
be put into a nice technological box. This is 
an important part of the sales process that is 
ignored, or at least underutilized. 

Q&A with an SMB expert (continued)
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Microsoft: From your experience, what are 
some pain points that business owners face 
that can be solved or helped with the adop-
tion of new technology?

CR: One of my favorite stories is about a high-
end bridal boutique in Texas. They had four 
very distinct business problems. One of the 
problems they had was what I called a bottleneck 
of brides during appointment time. It was really 
crowded and not really a great customer service 
environment. The second was what I called a 
revenue leakage problem—the bride would try 
on a dress, fall in love with it, but somewhere 
between changing and walking to the front of the 
store, she’d decide to shop around some more. 
Sales that should have been closed weren’t, and 
they were losing revenue for that. A third problem 
was that some brides had a very short memory. 
They’d claim that certain elements of their dress 
didn’t match what they had tried on. Another 
problem is with mismatched personalities, for 
instance a very demanding bride was paired 
with a really laid back salesperson. Those kind of 
things didn’t match. 

They solved the first two problems with Surface 
Pro tablets that integrated with Paypal, so when 
a bride finished trying on a dress, she could 
check out wirelessly in her dressing room. That 
also helped ramp up revenue. Having a tablet 
also allowed salespeople to take pictures and 
get the bride to sign off on the pictures. So 
when she’d come back, they pulled out the 
file to verify that it was the same dress, solving 

problem number three. In terms of solving the 
problem of mismatched personalities, they used 
social media to research the bride in advance 
to make sure she was paired with the right 
salesperson. When you think of the perfect 
small business that’s going to be transformed by 
technology, the bridal salon really isn’t the first 
one that is front of mind. I think it goes to show 
that if you can frame your business problem and 
talk to someone who’s knowledgeable about 
technology, they can really help you find ways to 
leverage it in a cost-effective way.

Q&A with an SMB expert (continued)
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Technology impacts every aspect of your 
financial operations. Equipping your team 
with tools for agility and innovation in the 
face of rapid technological change will 
help your business remain competitive.

Chapter 3

Finance
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Gain control over your financial 
operations

In this new digital world, many businesses are 
outgrowing their financial management solutions, likely 
resulting in rising employee frustrations due to lost time, 
resources, and patchwork solutions. 

The need to replace outdated legacy systems is critical. 
The right financial management and accounting software 
can help your accounting team manage cash, assets, and 
banking using automated processes in a single, robust 
platform. As a result, business owners may see greater 
visibility into their payables and receivables, as well as 
incoming orders.

41% of CFOs say 
that keeping pace 
with ever-changing 
technology is the 
biggest stressor 
on their financial 
operations.

“Management Resources Survey,” 2015, 
Robert Half Management Resources

“
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Heaps of paperwork and manual data entry 
prevent your financial and accounting teams from 
operating efficiently. Many successful companies 
utilize business management tools, such as 
cloud-enabled enterprise resource planning 
(ERP) technology, to streamline and automate 
their financial operations. ERP cloud technology 
integrates with other business processes, allowing 
for a synchronous workflow from CRM to order 
processing all the way to invoicing and payment. 

Free up your IT staff for bigger things

Finance

1. Makes your team more productive by automating tedious processes.

2. Improves the accuracy of data and files by eliminating manual processes.

3. Helps your business go green by removing the need for paper and waste.

4. Payments are more timely when they are automatically updated.

5. Gain real-time visibility into processes all in one integrated platform.

FEATURE 

5 ERP advantages

Whether your business is growing out of its current accounting software or you’d like to 
replace outdated legacy systems, ERP is something to consider. Here are 5 advantages to 
implementing this tool:
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Using real-time reporting technologies ensures better financial reporting. 
It provides employees with visibility into your business’ performance when you 
need it most. Without it, managing cash flow and resources and understanding 
where business sales are at any given point can be challenging. This could 
potentially lead to late payments, or worse, business interruption, jeopardizing 
your organization’s ability to bring in additional revenue at critical times.

How real-time reporting can accelerate your business:

Finance

Capture business performance. Real-time analytics can help 
provide critical visibility into cash flow, sales, price monitoring, 
and other operational statistics so that you can share up-to-date 
information with stakeholders or investors.

React quickly to changing needs. Real-time reporting empowers 
you to see what’s working and what’s not for your business, so that 
you can make adjustments quickly.
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As a business leader, you are probably 
inundated with data from all angles—from 
budgets and expenses to accounts receivables 
and customer reporting. Clearly this 
information is important, but what are you 
supposed to do with it? Financial insight 
tools can not only help your sales reps grasp 
the inherent power of the data, it can also help 
give data a new meaning and usefulness.

Let your data steer your business

Finance

FEATURE 

4 benefits of financial insight tools

• Improve financial performance: Get the full picture in a single view across different 
data sources in seconds—from summary statements to account-level details.

• Raise your profitability: Mash up data to identify variances, and deliver answers quickly 
with executive-level financial dashboards.

• Free up time for strategic analysis: Hunting around for data is no longer necessary. 
Get real-time updates so you can react quickly and course-correct as necessary. 

• Analyze trends and patterns: Manage your expenses with a superior level of detail by 
detecting outliers and anomalies through rich visualizations.

PRO TIP:
POWER BI AND 
EXCEL DATA 
VISUALIZATIONS

As a business leader, you look to 
your finance or accounting team to 
give you snapshots of your business’ 
performance. With Power BI now 
working seamlessly with Excel, your 
team can do even more, without 
needing technical skills. Open Excel 
workbooks in Power BI and explore 
your data via rich visuals and 
stunning interactive reports. 
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When dealing with customer and client financial and personal data, often known as personal 
identifiable information (PII), there’s never such thing as too much security. Yes, you can install anti-
virus and malware detection solutions, but how do you know if your technology solutions operate 
securely to begin with? Here are a few telltale signs that your security standard is top-notch:

Security and finance go hand in hand

Optional Chapter Title

FEATURE 

5 signs that your data is secure

1. Secured devices are enforced. Laptops, mobile devices, and personal computers 
have the same level of security as what is in place at the office.

2. Only job-relevant data is accessible. Your business has the right level of data access 
to get their jobs done. 

3. There’s a backup plan for data. Your tech provider regularly backs up your data.

4. Encryption happens at all times. Whether your data is at rest or being transmitted 
between the data center and the user, encryption is enabled.

5. Passwords are strong. You require passwords that can beat a simple brute force 
attack, warding off potential security breaches. 
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Secure your accounting processes in 
the cloud

The success of your accounting and finance team hinges on 
its ability to advise and make decisions in a timely fashion. 
Accounting and finance teams equipped with secure cloud 
access and administrative control can perform their tasks 
nearly wherever they are. But mobility is not the only benefit. 
With a robust cloud infrastructure at their disposal, business 
leaders can refocus IT on strategic projects, instead of 
managing infrastructures and systems. Here are just a few 
additional benefits:

Reduced costs for infrastructure, 
hardware, and IT management 

Real-time updated reports

Up and running in hours

No on-site server maintenance 
required

State-of-the-art coding and 
encryption

Finance

80% of IT 
professionals and 
executives believe 
their organization’s 
data is safer in the 
cloud than with an 
on-premises system.

“Adoption of Cloud Services in 
North America,” 2016, Evolve IP

“
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Your finance team needs to be equipped with 
internal communications tools they can 
use to host meetings, access important data, 
and communicate with other department 
leads. After all, they’re allocating budget—
make sure they have direct lines of open 
communication with other business leaders 
so they can do their jobs more efficiently.

Lead with communication

Improve internal and external 
communications with these 3 
technologies:

• Web conferencing

• Instant messaging

• Document- and data-sharing capabilities 
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Automated finance and accounting systems automatically track the 
moving parts within your business and better predict future financial 
trends. As your customer base grows, sales goals change, and as your 
team expands, your profits and revenues will undoubtedly change. 
Monitoring these changes is the first step, but it’s just as important to 
predict what is to come.

Financial forecasting uses historical data and predictive analysis to help 
your team understand expected profitability of your company and to help 
you find recurring patterns and identify trends. Fortunately, simple spread-
sheet formulas can help you better predict these trends without a huge in-
vestment in predictive technology. When looking at your financial forecast, 
be sure to know what factors can disrupt or improve profitability, including:

Seasonal sales patterns:

Seasonality patterns in your historical data help predict future business activ-
ity. The more repeating cycles that your historical data contains, the better. 

Confidence intervals:

Confidence intervals show the confidence you have in the accuracy of 
a prediction. The more you forecast, the better you will understand the 
accuracy of these predictions and your confidence intervals will improve. 

Technology advancements:

Are you planning to add technology to your company? While it may look 
like an initial expense, be sure to also recognize the cost and time-saving 
improvements this technology can have over time. 

Demographic changes:

If you’re planning on growing your business to multiple regions, cities, 
or countries, be sure to recognize not only the expansive customer base, 
but how the potential competitors, employees, and business partners in 
that region may affect your growth. 

Forecast with confidence

Finance
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Q&A with an SMB expert

President, The Marks Group PC
Gene Marks

Microsoft: How does the implementation 
of new technology lead to potentially better 
financial decisions for a business owner?

Gene Marks: When businesses use the right 
kind of technology, they attract different types 
of resources and staff. With good systems in 
place for the cloud, collaboration, accounting—
even if it means using spreadsheets in Office—
people can input, view, and collaborate on data 
from wherever they are. These days, not only 
are businesses trying to minimize the number 
of employees they have on staff, they’re 
outsourcing more and bringing in experts for 
specific jobs, giving them the opportunity to 
get certain financial information regardless of 
location. This is increasing productivity and 
helps a lot of my clients be more profitable

Microsoft: Do you think implementing new 
technologies lead to better financial situations?

GM: For me, it’s about timeliness. The more 
information you have on your hands, the better; 

but the quicker you have the information on 
your hands—even more so.

In the good old days, people would think of 
financial positions based on financial state-
ments, and the information had to be prepared 
months in advance. Today, we have access to 
financial information in real time: cash transac-
tions, invoicing, revenue to date, sales teams’ 
numbers. Having this data lets us make better 
financial decisions because we know what’s 
impacting our business. 

Microsoft: What types of tools or apps are 
most valued in finance or accounting?

GM: At the most basic level, people use 
spreadsheets, which have changed dramatically 
over the past few years. Today, you can view 
and edit online through a browser and any 
device—that’s had a huge impact on people. 
Then there’s cloud-based invoicing, accounts 
payable, payroll, and reporting. There’s also 
been a proliferation of automated applications 



32The Business Owner’s Manual to Technology 

that can read and extrapolate data directly 
from scanned documents, minimizing account 
payable work. Tools for document management, 
data extrapolation, expense management, and 
accounts payable management are huge for 
bringing data into your accounting system so 
you can access it right away. 

Microsoft: How important is it for a small 
business owner to leverage technology to 
boost systems they already have in place? Is 
that possible, and is it important for them to 
consider so they don’t overhaul their existing 
legacy systems?

GM: My company has about 600 clients 
and a lot of them still use legacy systems. 
Back in the day, they put a lot of resources 
into implementing them and they’re still 
providing a lot of value today. We make two 
recommendations so that they to continue to get 
the most out them. First, you have to be running 
on current OS and platforms and updating your 
network software to the most recent versions 
from a security standpoint. Second, make sure 
you provide remote access to your employees. 
You don’t have to be in the cloud to benefit from 
it. There are great remote connection tools out 
there that let employees connect to a server 
and access their applications in the cloud from 
wherever they are.

Microsoft: For those business centers who 
have automated finance and accounting 
systems, what are some of the biggest gains 
you see initially?

GM: For starters, automation helps keep 
employment costs low. When you can have 
invoices routed through your accounting 
system automatically, that can be a huge 
benefit. The second thing is alerts. With a good 
financial system, you can configure emails or 
texts to alert you when something happens 
or doesn’t happen. My clients who are really 
on top of things get alerts when an invoice is 
overdue, inventory is falling below a certain 
number, or if a salesperson isn’t on track to 
meet their quota. The smartest business owners 
I know try to avoid surprises and stay one step 
ahead. Technology allows you to get those 
alerts so that you can make decisions before a 
problem occurs.

Q&A with an SMB expert (continued)
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Microsoft: If a small business is at a point 
where they have a robust accounting or 
finance team on staff, how can technology 
help close the gap?

GM: Number one is integration. The integration 
opportunities are way better than they were a 
few years ago. Today’s accounting technology 
can be integrated with other systems, whether 
it’s an ecommerce platform, a CRM system, or 
a proprietary inventory management system. 
There’s also great out-of-the-box tools that map 
and integrate systems, so you don’t have to 
hire an expensive software developer to write 
something from scratch. 

Number two is reporting. We’re just in the 
very infancy of cloud-based reporting, but 
within a few years it will be the norm. In the 
near future, all reports will be accessed in 
real time, on demand, from any device that 
you want. There are already applications to 
do that, like Microsoft’s Power BI. It provides 
reporting services that connect with your 
database, particularly cloud-based systems. 
From there, you can use your smartphone to 
pull up real-time data. 

Q&A with an SMB expert (continued)
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Human resources should be just that: 
human. From acquiring talent to retaining 
happy employees, HR’s role can be even 
more human when they have the right 
tools and technology at their disposal.

Chapter 4

Human Resources
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HR managers have a lot of responsibility to 
maintain. From handling employee payroll and 
benefits to monitoring progress, hiring, and 
onboarding, many opportunities to automate 
tasks can free them up for others. Automation 
helps businesses make more efficient and 
informed decisions about the talent-acquisition 
process, even connecting HR professionals 
closer to their employees by enabling them to 
make calls in alignment with stakeholder goals.

An applicant tracking system (ATS) is software 
that assist with the recruitment process by 
sorting through resumes and determining which 
ones are the best fit for the position. The values 
of an ATS software are:

By using HR automation tools, your team saves 
precious time that could be better spent on 
more critical interpersonal needs. Automated 
new-hire onboarding tools can help keep 
the back-and-forth to a minimum. They help 
monitor workflows, deliver documents, request 
approvals, and send reminders that can 
reduce the work required. The same goes for 
review processes with employed workers. An 
automated workflow can simplify performance 
reviews by generating notifications, creating 
dashboards based on document information, 
and controlling permissions for different roles.

Take the guesswork out of 
standard HR processes

Human Resources

• Saving time: ATS frees up the time it would 
take to share job postings on social media, 
manage email templates, review resumes, 
and delegate other tasks. 

• Gaining better retention: ATS helps find a 
quality candidate match who is the right fit 
for the job.

• Creating a meaningful strategy: By 
analyzing stored data about your applicants, 
it comes up with useful conclusions that will 
help build a substantial hiring strategy.

45% of work activities—
representing about $2 
trillion in annual wages—
could be automated using 
existing technologies, 
according to McKinsey.3

3 “Four Fundamentals of Workplace Automation,” 2015, 
McKinsey Quarterly
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Use big data to improve processes

Internal analytics tools focused on employee and company 
trends can be used to give HR professionals a high-level view of the 
project employees are working on, as well as aggregate employee 
information to make informed, data-driven decisions about 
processes from hiring to retention.

Analytics can help answer questions, such as:

• How is each department performing?

• Where should we source new candidates?

• How can we bridge the gap between our top and bottom performers?

• Do our employees have the right skills to scale our business and grow 
over the next 3–5 years?

Human Resources
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Support your mobile-centric employee 
lifestyles with cloud computing access for HR 
to store and share documents with anyone, 
including outside vendors and job candidates.

Empower HR with access to 
the cloud

Human Resources

PRO TIP:
ONEDRIVE FOR 
BUSINESS

HR professionals need a place to 
create, access, and share documents 
with others both inside and outside 
of your organization, regardless if 
they’re a OneDrive customer or not. 
Whether your team is sending NDA 
forms to outside vendors, managing 
applications for potential new hires, or 
coordinating contracts with an outside 
legal team, OneDrive for Business can 
act as a central and secured hub for 
every file they create.
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Regularly measuring employee happiness is 
essential to your organization’s health, as it helps 
to engage and retain staff. Businesses can use 
performance management tools to quickly 
collect data to gauge pain points and improve 
the work environment in many ways, by:

• Conducting continuous employee feedback 
surveys to gauge pain points.

• Diving into larger issues by creating reports 
based on employee comments.

• Assessing the leadership performance as an 
indicator of departmental sentiments.

Performance management tools run the gamut, 
from brief surveys with simple yes/no questions 
to in-depth assessments with open-ended query 
prompts. Whatever route you take for your 
business, consider making feedback rounds more 
meaningful by increasing their frequency—quarterly 
reviews might better improve processes and morale 
than annual ones.

Garner feedback to improve the 
employee experience

Human Resources
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Q&A with an SMB expert

THE Small Business Expert
Susan Solovic

Microsoft: What are some pain points that 
HR professionals you’ve worked with have 
faced that were solved through the adoption 
of new technology?

Susan Solovic: I think technology is a game 
changer for small businesses. For businesses 
that are lean and mean, tech can enhance 
productivity. A savvy business owner looks to 
technology to become more efficient and to 
make sure their business is running smoothly so 
nothing falls through the cracks. 

There are apps that help weed through 
resumes so that business owners don’t have 
to go through every one. One thing that I’m 
concerned about is how business owners who 
aren’t tech savvy use tech platforms and solve 
HR needs without creating redundancies from 
an IT standpoint.

Microsoft: When adopting a new technolo-
gy, what are the biggest hurdles HR has to 
overcome?

SS: A lot of times, small businesses fail to look at 
the big picture when it comes to tech. What are 
their true needs? What problems are they trying 
to solve when implementing tech? They need to 
make sure that the tech they choose will work 
together. For example, if you have an expense 
tracking system, it will need to talk to payroll.

Microsoft: For an HR manager at a growing 
business, is there a connection between em-
ployee satisfaction and implementing more/
new technology?

SS: I think a company that uses good tech-
nology and resources is more attractive to an 
employee. If you’re living in the stone age, you 
won’t be able to attract the type of talent you 
want to attract. They expect you to leverage 
the same technology they use to get the job 
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done. I’ve seen businesses that still keep info on 
business cards, which is cumbersome and is not 
only not a good way to run a business, it’s a big 
turn-off to a highly talented employee. 

Microsoft: How does technology impact the 
talent acquisition process for HR?

SS: There’s a bifurcated situation here. First, an 
employer needs access to finding great talent 
and resources. Second, a company that is 
focused on building a profitable and sustainable 
enterprise by supporting its employees and with 
resources and training becomes the company 
people want to work for.

As a business owner, it’s just as important for 
you to have a good brand presence as it is for 
you to scour the internet and social platforms to 
see what potential employees might look like. 
Talent management solutions are great because 
small businesses can post a position quickly 
and watch applicants come in. It can be a real 
time-saver for small businesses.

Microsoft: Understanding all of your 
employees’ interactions on a daily basis is 
tough. Are there technology solutions that 
can help you understand how and with 
whom everyone works? 

SS: Any project management system is 
important. You know exactly when somebody 
finishes something, who it went to next, who was 
responsible—you can really track the process. 
Those kinds of things are very important now 
for businesses that work virtually, where you 
don’t have the face-to-face. You can’t just run 
over to somebody’s desk and tell them what 
you’re working on. So I think it’s a really good 
way to see those interactions. It’s also great for 
productivity because you can go into the project 
management system and track progress. 

Q&A with an SMB expert (continued)
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IT optimization is a top strategic priority 
for businesses in 2016. With IT trends 
rapidly evolving, where should you direct 
your focus to equip your IT team with 
the tools they need to thrive?

Chapter 5

IT
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Business owners tend to wear a lot of hats, 
with the added responsibility of becoming 
the unofficial company IT manager. Without 
expansive IT or technology knowledge, business 
owners can turn to automation software to fill 
in the knowledge gaps and reap the benefits of 
greater productivity, security, and efficiency.

As you begin to evaluate tools for purchase and 
adoption, be sure you’re educating yourself 
on how these tools can improve day-to-day 
operations, vendor onboarding and support 
quality, required training, and implementation of 
tools to suit each of your company’s department 
needs. Your answers to these questions can 
come from the vendors themselves or third-
party sources. Be sure to:

Fill in the gaps of your tech 
knowledge

IT

• Read the service provider or vendor’s 
blog for insight into how the products work 
and features you may not know about.

• Check out technology magazine 
articles and reviews for third-party 
expert opinions on how products work and 
compare to their competitors.

• Get references from current customers 
for insight into product performance, 
customer service, and usability.
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Fear of adoption and overhaul time 
remain top reasons for sticking with dated 
technology. But they don’t have to be. Will 
you need to manually update every time a 
new feature rolls out? How will you stay up-to-
date on what’s coming next?

Upgrading your technology is never easy, but 
a one-time move to the cloud can help. Once 
you move to the cloud, your IT team can rely 
on automated program and tool updates, 
instead of taking time out of their schedules 
for simple updates to each employee’s 
technology. Planning what’s next is also 
simplified, with most cloud-based solutions 
offering a clear outline of planned upgrades. 
That way, you’ll never be left wondering when 
an upgrade or new feature is due and can plan 
ahead for any necessary employee trainings.

Automate the simple stuff, and 
know what’s coming next

IT

PRO TIP:
OFFICE 365 
BUSINESS PLANS

Organizations come in all shapes 
and sizes. When it comes to 
licensing and subscription options, 
you need to find the right package 
that works for your business. With 
low upfront costs and the flexibility 
to add users and services as needed, 
Microsoft Office 365 provides the 
ROI you need to succeed and the 
flexibility to move to the cloud at 
your own pace. 
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Reporting apps and IT dashboards can be used without an IT team. 
This means, you or another designated employee will be able to 
gather and easily make sense of your company’s data into one, se-
cure place. Be it simple spreadsheet formulas or plug-in data tools, 
you don’t need a full team of experts to derive company insights. 
Transforming data into insights lets you focus on making better 
business decisions, better react to opportunities based on statistical 
data, and plan for future needs. Data insights into your company 
can result in:  

1. Reduced stress: Ease your nerves with total visibility into your 
organization. Dashboards help you to know exactly what’s going 
on in all aspects of your business.

2. Informed adjustments: Measure performance throughout your 
organization, using the insights to make the right adjustments 
and improvements.

3. Increased productivity: Give your employees access to their 
trends and performance metrics. They’ll be able to improve, and 
you’ll better know how to support them.

4. Profit growth: Get an edge on your competition by knowing 
exactly what you need to increase results.  

IT

Get data visibility without the need for a full IT 
department
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Adopting a hybrid  
cloud storage approach

As end-user technology simplifies, the lines 
between business and IT continue to blur. 
IT is expected to do more than manage and 
develop software for your business. Today, 
IT professionals manage cloud vendors and 
data, while offering business intelligence 
and analytical tips to help businesses remain 
competitive.

71% of businesses 
actively used a hybrid 
cloud model in 2015.

“State of the Cloud Report,” 
2015, RightScale

“
The benefits of a hybrid approach to cloud 
storage include:

• Improved business continuity that comes 
from having multiple cloud storage options.

• A “move at your own pace” approach, where 
you can choose which workloads move to a 
public cloud and when.

• Cost savings, moving some storage 
resources to a pay-as-you-go model.
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Security and privacy are always top of mind 
for IT departments, but you shouldn’t have to 
choose between security and productivity. You 
want to deliver the highest level of security 
and transparency to your team, while enabling 
them to be as productive and as collaborative 
as possible.

• Advanced security alerts notify you of 
suspicious activity as soon as it occurs, so 
you can take swift action.

• Cloud app discovery lets you view network 
activity in a single dashboard.

• You’re able to approve or revoke user 
permissions, as needed.

Strengthen IT partnerships  
across departments

IT

FEATURE 

5 things to consider when choosing data 
security solutions

1. Privacy settings to meet your needs: IT should be able to control what administrators 
and general users can see and do.

2. Strong password requirements: Require that your users choose difficult passwords to 
inhibit full security breaches.

3. Regular backups: A solution with multiple layers of redundancy and backups at the 
data center level will ensure your data can be restored in the event of a disaster.

4. No data mining: Choose a provider that doesn’t use your data for advertising or 
other monetization purposes.

5. Constant encryption: Whether your data is at rest or transmitted between locations, 
make sure it’s always encrypted.
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Q&A with an SMB expert

Editor, Smart Hustle Magazine
Ramon Ray

Microsoft: Can security improve even as 
software offerings are moving to the cloud?

Ramon Ray: Yes, the disadvantage of on-
premise software offerings is configuration. 
That’s the bottom line. You have to configure 
your router, systems, and passwords. When 
you’re using a software-based application, 
you still have to make sure your network and 
software are secure. There are many more holes 
that a hacker can go through. Once that’s done, 
it’s really up to the cloud provider to make sure 
the software has as few holes as possible. As 
small business owners, we don’t always have the 
resources or the money that bigger vendors do. 
So, from the get-go, a cloud offering is going to 
be inherently more secure than software, with all 
things being equal. 

Microsoft: Without an expansive tech back-
ground, how should small business owners de-
cide which apps, tools, and technologies they 
need to adopt for their business? What’s the 
best way to prioritize decision-making when 
you don’t know exactly what you might need?

RR: I’m a firm advocate of three things. First, 
getting help from a technology professional. 
Second, starting with your company’s biggest 
pain point. Are you having trouble with bank 
reconciliation? Maybe you need financial 
software. Are you seeing long lines at your retail 
store? Are your customers failing to use your 
online shopping cart? It could be a variety of 
problems. How can technology fit in and solve 
them? Finally, understanding that it might not 
be a technology issue. If sales are down, buying 
a bunch of tablets is not going to help you. You 
may need to better train your sales professionals. 
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Microsoft: What are your tips for seeking the 
help of a technology professional?

RR: First, it’s important to hire a professional. 
Invite them to your business, have lunch, ask 
them to take you through steps on security, 
networking, and operations. Second, every 
technology consultant isn’t an expert on 
everything; one may be an expert in retail and 
another in procurement. Third, use referrals. 
If the person you’re hiring has helped other 
businesses that you know, that’s a good starting 
point. Finally, make sure that they’re listening to 
your needs more than they’re talking. 

Overall, look at the technology that your 
competitors are using. For example, the taxi 
industry should’ve incorporated credit card 
payments and easy-to-use technology. They didn’t 
need Uber to kick them in the butt. Look to the 
bigger players and see what they’re doing right.

Microsoft: What are your recommendations 
for staying within budget for someone who’s 
hesitant about adopting new expensive 
solutions?

RR: Free often costs you more in the end. Pull 
out a spreadsheet, or the back of a napkin, and 
calculate your ROI—Imagine there’s a long 
line of people outside your business’ door, and 
half of them leave because they’re not being 
serviced fast enough. So you look to IT and it’s 

$5,000 per solution to speed up that line. How 
much time would it take for you to get back that 
money with shorter lines? That’s what I mean 
by ROI. Calculate it yourself and decide what 
kind of investment you need to make, whether 
it’s $10,000, $50,000, or $200. How much will it 
improve my business, employee morale, and 
customer service? Then ask: Is it worth it? 

Microsoft: Is it better to adopt specific point 
solutions one by one as needed, or should 
you look for a full suite from a single vendor 
and implement them all?

RR: Both could work. It’s best to use as few 
software solutions as you can. Having said 
that, there are a few cases where some 
software is built from the ground up and it’s 
just better. Whatever solution you’re using, 
make sure it can connect to others; make 
sure they have extensions to other solutions. 
If I type in your name as a customer, that 
automatically populates into my financial tool, 
which automatically populates into my task 
management tool, which automatically goes 
into my project management tool. 

Q&A with an SMB expert (continued)
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Conclusion
Implementing new technologies can have a tremendous effect across 
the dominant areas of your business:

MARKETING: 
Leverage your business’ unique 
data to communicate ideas and 
actionable insights that drive 
revenue growth.

HUMAN RESOURCES:
Replace simpler tasks with 
automated systems and see 
your HR teams become more 
productive and efficient.

SALES: 
Empower your sales reps to 
collaborate and work from the 
field with ease.

FINANCE: 
Make smarter, more controlled 
financial decisions with real-time 
reporting technologies and  
data security.

IT:
Optimize your IT strategy to 
keep with the pace of your 
industry, and watch your IT  
team thrive.
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If you’re ready for a comprehensive suite of 
tools to help your business tackle technology 
challenges head on, take a guided tour of 
Office 365 today and see how our business 
plans can best serve you and your team: 

https://resources.office.com/
en-us-landing-guided-tour-test-drive.html


