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hey you made it - welcome!
As a web designer and developer, I’m constantly looking for new tools. I’m asked all of the time, what do I think of this 

app or that website or the latest “tweak” on Facebook or Instagram  - it’s part of the job.  But  I often wished that I 

had a singular resource that I could point people to, that would explain how all this “techie stuff” works.  That’s how 

this guide was born. But it’s not enough to have the best tools - you have to know HOW to use them.  

So here’s how you as a small business owner can “win” on the web.  First, build a solid foundation that you can grow 

from. Then embrace technology & leverage your experience  so you can partner with those who can help you 

generate  some “buzz” & traffic. Once you’ve managed to build a decent following, you can then sell more of your 

products & services online to ultimately multiply your business and keep your life sane! That’s it. Sounds too simple 

right? Well hang in here with me and you’ll see what I mean - just keep reading.

HOW TO USE THIS GUIDE

This guide is “my little black book” of what I think are the best tools & tips on the web.  Each tool comes with a tip and  

I use, most of them, in my own business and  I’m not an affiliate with any of them. You can use them together as a 

group or “cherry pick” which ones are best suited to your needs. In my opinion they’re all good and they’ll make your 

experience with working online even better.  I’ve divided these tools into categories based on the strategy above & 

how the tools in each of these groups work together: 

BUILD A FOUNDATION
These are the tools that I recommend to help you build a solid foundation online. If you don’t start off on the right 
foot, you’ll start to chase after your own tail and waste a lot of time in the process.  Many SMB owners give up at this 
point out of the sheer frustration because they can’t believe how hard it is to get a handle on even the basics. This 
section will give you clarity on what you need to focus on.

EMBRACE TECHNOLOGY

This is the secret sauce. I say this all the time in my live workshops - the mom & pop stores of the future are  moving 

from Main Street to the Internet Superhighway.  The internet has given SMBs (small businesses) a new opportunity 

to expand their visibility & reach, but you have to embrace technology to do it without cleaning out your bank 

account - these tools will help you do just that.

LEVERAGE YOUR EXPERIENCE
Once you’ve managed to get yourself online, you’ll want to leverage your experience to generate buzz, but PR 
Agents & Marketing Strategists can be expensive.  The web is the land of DIY and there are some great resources 
listed here to help you reach out to those very people who can bring you to the masses.

MULTIPLY YOUR BUSINESS
Once you start making some “noise” you’ll want to cease the opportunity and begin to monetize your newly found 
platform and audience.  This can be super tricky. There are all sorts of “marketing gurus” out there, some legitimate 
some not so much. Regardless of what you do - you’ll need the right tools to automate the process, so you don’t 
create an unwanted headache for yourself. The tools listed here will help remedy that. 

KEEP YOUR LIFE SANE
Now I know by now you’re probably thinking, ‘OMG! I have enough on my plate already. How am I suppose to have a 
life?’ Well I can’t run your life for you, but I can show you some pretty cool tools that help you keep your life sane 
both on and offline. I’m ready to get started. Are you?



whois.net

wordpress

mailchimp

build a foundation

OK I am going to share with you a dirty little secret. There are some designers & developers out there 
who aren't playing fair. They get you to sign up with them to design and build your website and you let 
them handle everything right? Wrong. There is one thing you should never let anyone else do - never 
let anyone buy your web address for you. 

When a business or person registers your domain they are listed as "the owner" of that web address 
(aka “the registrant”). If you let your designer do this and you have a dispute with your designer and 
decide to stop working with them - they have a bargaining chip because they essentially “own your 
website” and they legally DO NOT have to transfer the web address over to you. If you're not sure if 
you own your own web address there is a way to find out it's called Whois.net  www.whois.net. 

This is a free service where all you have to do is type in the web address and look for who is listed as 
“the Registrant”. If your name or your company name does not appear there you do not own your 
website. You want to contact your web admin & deal with this right away.

One of the most important decisions you will ever make with regards to your website is how you are 
going to keep it up to date, without being completely dependent on a developer.  There are so many 
site builders and content management systems out there that choosing the right one can be a 
daunting task. So what do you do?

I always advise my clients to go with an open source CMS or “content management system” over 
anything else and in particular I suggest WordPress and here’s why:

1. If you want to leave your web host you can easily & move it somewhere else.
 
2. Out of all the CM systems out there it has the most user-friendly back-end.

3. It has a large support team and can support everyone from small business websites to much larger 
companies like CNN, the NFL and Time Magazine. It’s scalable, meaning you won’t have to start from 
scratch if you grow rapidly. In my opinion WordPress is the “Google” of CMS - I haven’t found a better 
one yet.  www.wordpress.org

Your email list is perhaps the cheapest sales tool in your arsenal and yet it will most likely give you 
most control and the biggest ROI out of all of them. Choosing the right ESP {aka email service 
provider} is important. You want one that has a good track record, a great support network and keeps 
up with all of the FCC and spam laws - so you don’t have to. 

You also want a service that won’t pick your wallet clean once you finally start making some decent 
money.  That’s why I recommend MailChimp. I use it for my own business. I think that MailChimp, by 
far - gives you the small business owner the most bang for your buck! 

Plus, they’re always coming up with something new - that’s what you want in your third party vendors, 
someone who is reaching out to you and giving you new tools to work with. Two thumbs up for 
MailChimp! www.mailchimp.com
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embrace technology

In order pull all of this off all of this new marketing, you’re going to have think more like an editor 
instead of an advertiser. You'll need to plan and then plan some more. Get yourself a calendar, one 
that covers the entire year and map out what part of your online digital strategy are you going to 
implement each day, each week, each month and each year.

My weapon of choice is Tom's Planner - in short it's a hi-tech drag and drop version of an excel Gantt 
chart without all of the confusion. 

Sidebar: This app was developed by a frustrated project manager who hated working with Excel 
spreadsheets! You can learn more at www.tomsplanner.com

If you’re like me, it’s a real chore for you to crank out blog post after blog post. I can ramble on and 
on - in fact that’s exactly what I do! I dictate my blog posts into the voice memo app on my iPhone. It’s 
great - it takes about 10 minutes to dictate a post. I can crank out 3 month’s worth of posts in a just a 
few days. Here’s that catch - it takes me about 1 1/2 hours to type out one post - yikes!

That’s where Speechpad comes in. You create an account and upload either your voice memos, old 
audio transcripts and even video transcription. They type the posts out for you - done! They do this all 
for as little as $1.00 per minute and can get your transcripts back to you in 4 days. They even offer a 
24 hour turnaround at $3.00/minute & $1.50/minute for a 48 hour turnaround. www.speechpad.com

No matter what you’re selling, when it comes to marketing you have to go where your 
customers already are. Regardless of which social media platform you choose make sure you have a 
way to schedule and automate your posts. How do you do that? Well there are several apps out there 
but my personal fav is Hootsuite. 

Hootsuite let’s you automate all of your social posts in one place and you can connect to just about any 
social media platform out there, including favorites like Facebook, Instagram and YouTube and few 
more that you nor I have even heard of. The bottom line is you need Hootsuite – it’s a major time saver 
and it’s affordable.  www.hootsuite.com

One of the most frustrating aspects of running a website is the time spent editing photos. It is a task 
loathed by small business owners who have to spend time (and money) chasing after someone for the 
most simple of updates. 

The software world has been listening and has come up with all sorts of online photo editing software 
that even the most “technically” challenged of us can use – especially when you’re in a pinch. There is 
no need to spend hundreds of dollars and who knows how many hours, trying to figure out 
professional photo software like Photoshop, when all you want to do is crop a photo.

My online photo app of choice is Pic Monkey. This user-friendly app can do just about everything, give 
you quality results and it’s basically free.  www.picmonkey.com 
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leverage your experience

We hear it all the time – tell your story, your brand is about storytelling. Well now sharing that story 
with the world just got a whole lot easier with Main Street Hub. 

Social media has been on the web for quite some time now and it’s rare that you see something new 
come into this space, but Main Street Hub is that rare exception. It's used not only by small business 
owners who don't have budgets for an in-house pr or marketing team and need help generating some 
“buzz” about their products or services.

This company makes managing your reputation and your social media online a snap and with very 
affordable pricing. Take the guesswork out of it and hop on over to www.mainstreethub.com

If you’ve been looking for a affordable, simple, hassle free way to make a few “updates” to your website 
without breaking the bank WP Tangerine may be the ticket for you. Now in case you haven’t noticed, 
I’ve mentioned WordPress more than once here & that’s because WP just does it better than all the 
rest. Sure you can use Weebly or Squarespace but you’ll never have the flexibility of WordPress. 

But what if you don’t have time to learn this stuff? That’s where a site maintenance company like WP 
Tangerine fits in. I personally reccommend this service to my very own clients.  

They not only do updates but they also offer unlimited updates and unlimited graphic design services 
for a low monthly fee. Check out:  www.wtangerine.com/#/plans

Once you know how you want to market your business online, you'll want to start building traffic. 
Google, Bing and Yahoo are cracking down on anyone trying to "game the system" when it comes to 
building traffic. But an even better way for you to get targeted traffic is to write a blog. But HOW do 
you get traffic to it?

Facebook ads. Yeah - I know you’re sick of Facebook ads, but that’s because you aren’t getting any 
traction. This is where Digital Marketer comes in. Founded by a media buying company DM also offers 
very affordable courses for small business owners. They have a great podcast with tons of free info 
called “Perpetual Traffic” and be sure to check out their Facebook “$10 A Day Traffic Plan”.

www.digitalmarketer.com/products

If you need a little help getting some free publicity for your small business and maybe even drive a little 
traffic to your site, consider HARO. It's an online service that connects members of the media 
{television, radio and online} find credible sources for their stories. All you have to do is sign-up for an 
account {starting for free} and volunteer to "help a reporter out" when they need to site a source for a 
piece they are working on related to you.

The site allows you to choose what topics you would like to be approached on and HARO will email 
which reporters are looking for your "expert opinion" to include in their piece. It's a great resource for 
them & could lead to great exposure for you. www.helpareporter.com
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multiply your business

If you’re a brick and mortar business and you want to find a way to make more sales without commiting 
to too much overhead or stock. You may want to consider adding a simple shopping cart plugin to your 
WP website. 

This can sometimes prove to be overwhelming but WooCommerce makes this easy. It has quite a few 
features - which is great because you won’t have to strart from scratch if you grow. But what I like most 
about it is that it’s compatible with so many payment processers, merchant accounts and it gives you a 
ton of shipping options and flexibility.

Now the learning curve it a little steep but they have good support and did I mention it’s free! You can 
learn more at : www.woocommerce.com

If you’re just starting out and you’re not quite ready to “go pro” with those really cool, but expensive 
online webinar services - you should check out Webinar Ninja. 

This app in short is just brilliant for conducting your own live webinars, web demos or meetings. What 
makes this webinar company stand out is their pricing model - it’s based on a smaller number of 
attendees (starting at $39/month for up to 100 attendees) and you don’t have any long contract 
commitments.

You can go pro from day one! They’ve got plenty of customization features to choose from.  Just click 
on the "Features" link in the main navigation.  www.webinarninja.co/plans

If you’re website isn’t quite ready for prime time - but you need to start collecting leads for your 
business from day one, you’ll want to take a gander at Lead Pages. It’s a fully responsive (aka mobile 
ready) app that lets you create landing pages for your campaigns in a matter of minutes.

Visitors to your site can sign-up using their email and it works well with the other apps you may have 
including WordPress. They have tons of free templates for you to choose from and plenty of support. 
This is great for someone who has specific needs but a tight budget. 

You can learn more on www.leadpages.net/features

Once you start building a list, collecting followers, piling up the business cards and taking payments 
online - you're going to eventually need an automated marketing system that will help you streamline 
the process. Trust me on this one - you don't want to try and DIY this & luckily you won't have to break 
the bank hiring and endless team of consultants to do it.  

Check out Ontraport. They integrate your shopping carts, email & direct mail campaigns and all of the 
other million little things that you need that you never thought of. 

Not sure if it's for you? Not even sure of what I am talking about? Watch this great video on their 
YouTube channel to learn more. ---> https://youtu.be/T2aLPpEBj0o 
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keep your life sane

Once you start making more money from your website you’re going to be short on time and super 
busy. You’re not going to have time to keep up with everything. You’ll need a quick and easy way to 
keep track of your expenses, make sure your appointments are confirmed - in short you’re going to 
need an assistant. 

But you need someone you can afford and trust. Belay solutions may be the thing for you. They offer 
“virtual staffing” for small and independent businesses. 

They focus on finding and pairing you with top quality help in the areas of bookkeeping, web design, 
content writing and other admin services. All under ONE roof. www.belaysolutions.com

Part personal assistant, part errand boy Task Rabbit is a company that lets you parcel out seasonal 
work and/or find a errand boy {or girl} for a day. It’s like a cross between a temp agency and Angie’s 
List. You post a task and the price you’re willing to pay and they find a “Task Rabbit” to do the job for 
you. You can ask to find someone to help you walk your dog or hire a team of “rabbits” for an event. 

They’re in 42 cities, across the country and they’ve even managed to nab some pretty hip business 
clients like Marie Claire. 

If you find you’re in need of some reliable and affordable help, for a day or two, you may want to give 
Task Rabbit a try. www.taskrabbit.com/how-it-works

If you're one of the lucky ones whose is actually able to work from home admit it. . . there are times 
when things are just too quiet. You start making up reasons to go outside. The silence is deafening and 
that reality TV marathon just won't cut it. 

You just want the nice cozy atmosphere of a little coffee shop. You need Coffitivity.

The team at Coffitivity offer an app with the smooth blend {I had to throw one in there} of calm and 
commotion that is just the thing we need to get our creative juices flowin’ - without the heavy 
Starbuck’s tab - yay! Now you can have your (coffee) cake and eat it too.  www.coffitivity.com

The great thing about technology today is that it is fast and cheap and the worst thing about 
technology today that it is fast and cheap. Whether we like to admit it or not the very technology that 
allows us the be more competitive in the marketplace can feel like an electronic leash.

How many times have you sat in a meeting - only to have your phone light-up like a Christmas tree 
from all the text messages, email notifications and alert reminders?  

Need help? Check out Call Ruby. Based out of Portland, Oregon - this gem of a company is a throwback 
to all those receptionists you thought only existed in the movies. If you need a girl Friday, call Ruby. 
www.callruby.com
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hall of famers
This section includes what we could call the “no brainers”. You’ve probably heard of them or are using them right now. It’s almost 

impossible to go anywhere online or off and not hear their names. One of them has become so much apart our daily lives, they’re 

practically a verb - so I’ve nominated these tools for my own personal “hall of fame”.  :)

NOW IT’S YOUR TURN. . . .I WANT TO HEAR FROM YOU!

So that’s it. I hope your brain isn’t spinning  right now! But if you did actually enjoy this guide, give me a shout out on 

Twitter @sylviaadamsnyc or on Facebook (facebook.com/sylviaadamsnyc) with #newbusiness. Until next time. . . 

This company launched with a fun no-nonsense approach to web hosting and hasn’t looked back since. 
Go Daddy is always evolving to meet the demands of the web and champions the small business owner.  
Many of my clients were already on Go Daddy before I even begin working with them. 

I will always recommend working with a larger, more established web host before working with an 
independent one. They’re very affordable, you’ll never have to worry about tech-support or a 
disgruntled, burnt-out developer “who doesn’t want to do this anymore.”

Save yourself the headache for the cost of a couple of grande lattes and find yourself a reputable host. 
You’ll save yourself a million headaches down the road.  www.godaddy.com

This is one of those companies you just don’t see coming and then boom! They explode. I for one am 
thankful for Canva. This will make your life so much easier when it comes to creating easy to use, 
professional looking web graphics on a budget.

I can’t keep up with the number of times small business owners have mentioned this service and they 
also do a fantastic job of providing a design community and  “spot on resources” for you to learn from 
for free. They take the guesswork out of it for you.

 Like a good wine - Canva is bound to only going to get better with time.  www.canva.com

The first hall-of-famer is of course Google. 

Google has gone out of it’s way to help anyone and everyone take advantage of the web. With a 
product range consisting of everything from Google AdSense, Google Analytics, Google Play, Google +, 
Google Voice, Google Drive, YouTube, GSuite and everyone’s favorite GMail. They understood long 
before anyone else the power of the web. 

They’ve had their share of bombs too (remember Google Buzz - nobody does), but there are still a few 
hidden gems like Boomerang ( www.boomeranggmail.com ). If you haven’t explored all that Google has 
to offer, you’ve been missing out - take some time to get to know Google.  


