
 
Time Management Starts with Automation 
The latest time-saving automation tools for business: 
One of the greatest keys to a successfully-run business involves proper management of 
our most precious and scarce resource -- time. The earlier shift from paper-based to 
electronic-based systems gave way to new, streamlined systems, where data and 
information are shared and stored easily. Now priorities have moved from storing and 
finding data to managing the influx of data, collaborating effectively, prioritizing time 
spent on projects, and as a result, maximizing efficiency. This, in turn, keeps costs 
down and helps facilitate future growth. 
Automation is not just for Big Business Anymore:  
In order for your company to automate manual processes, you no longer have to worry 
about finding expensive business process automation tools, or even hiring a business 
process consulting firm. Look no further than the myriad of time-saving and automation 
applications that exist in the marketplace (many of which are available at little to no 
cost), and find the right mix of tools for your time management needs. 
Let’s discuss some of the aspects of time management that the average small business 
can automate, and then I’ll include specific time management apps and strategies that 
you can integrate into your daily operation. 
What to Automate: 

 To-Do Lists: One great way to begin organizing your time or your employee’s 
time is to create to-do lists. Every person – from the solo entrepreneur to the 
executive – has a list of daily, weekly and monthly responsibilities, projects and 
deadlines. Organizing them just got easier. For instance, with tools such as 
Todoist (free for individuals; starting at $3/user/mo for agencies, small teams or 
enterprises), you can create a running list of tasks or projects on any web-
enabled device, complete with deadlines and sub-tasks. Then categorize and 
prioritize your lists, share or delegate tasks to others, and set up push 
notifications or reminders via email or text. Many of them even integrate with 
calendars and email programs. There are many suitable apps out there to do the 



job, most of them free or a few dollars for the basic version. Some examples 
include include Any.Do, Google Keep, Wunderlist, Remember the Milk, and 
Task. 

 Sales and Customer Relationship Management:  Although most large 
organizations use CRM tools like Salesforce.com, every business can benefit 
from organizing contacts, keeping track of sales leads in the funnel and 
maintaining good customer relations. Having visibility across your sales team will 
also help you stay organized and prioritize your sales goals for greater success. 
Not all of the CRM solutions out there will break the bank, and it’s important for 
you to test out a few CRM solutions (most have a free trial) before you find one 
that fits your needs. If you only have a few employees, or you are a solo 
enterprise, you may not need one with all of the extensive features. Insight.ly is 
currently free for up to 3 users and 2,500 records ($7/user/month otherwise). 
Zoho has a Contact Manager and also 25+ other business, productivity and 
collaboration apps. Their unlimited version is $5/user/month and their free 
version is up to 1000 contacts. InfusionSoft is a popular app for combining CRM 
with sales and marketing automation tools, but is a little pricier at $199/mo for the 
basic marketing automation. AddressTwo positions itself as a simple CRM for 
small businesses, starting at $9.95/mo for the basic edition. However, there are 
many others in the marketplace, so do your research. Also keep in mind any 
integration you might need with other systems, such as calendar, accounting, 
website e-commerce, or email marketing programs.  

 Time Tracking: One of the greatest ways to see where all of your time 
disappears across the course of a day is to actually track it. That’s where time 
tracking software becomes so useful, for solo consultants and large companies 
alike. With time tracking software, not only can you automate your manual time 
sheets for employees and contract workers, but you’ll gain visibility into your 
business processes, and the time spent on various clients or projects. This can 
help keep employees in check and encourage everyone to spend their time on 
the most productive tasks. Rather than just a basic time tracking app like 
RescueTime, which runs in the background of your computer or mobile device 
and has a start/stop feature, other time tracking apps have much more 
sophistication.  Time tracking software like Hubstaff can record time on projects 
and tasks, and keep track of the time spent on each project for easier 
management, billing and timesheet submission. Most time tracking software 
includes reporting tools, administrative levels and integration with other 
applications. The more sophisticated ones even include screen capture so 
managers can see view activity up to the minute, throughout the day. Time 
tracking could also benefit companies who hire employees to work remotely, or 
use contract labor or freelance talent. Hubstaff’s solo lite version is free, with 



pricing at $5/user/month thereafter. Other time tracking software apps include 
TSheets ($20 month base plus $5/user/month), TimeStation (free up to 10 
users, $19.95/mo and up for 20 users or more), and DeskTime (free for 1 user; 
$9/user/month with volume discounts for larger employees) 

 Document Storage and Office Management: For help organizing all of your 
office and administrative data, use a tool like Evernote to capture data on the fly, 
such as receipts, note from a meeting, or webpages you want to save, and store 
it for later reference. For storing and sharing large files, such as photos or 
lengthy documents, get a DropBox account for simple sharing and secure 
storage and back-up of important files. Google Docs is a great tool for Gmail 
users to store and share documents with others in the organization. 

 Project Management: Keep all of your projects in check across your 
organization with a project management time-saver like Basecamp. Since 
everyone on a project has different roles and responsibilities, using a project 
management tool like Basecamp can give you one, central area to assign tasks, 
upload and collaborate on documents, and stay on your project timeline. 
Basecamp helps you stay on track with email notifications and summaries of your 
current projects, as well as upcoming deadlines. It’s great for freelancers or small 
businesses at only $20/month, and integrates with many other applications, such 
as CRM or time tracking software. Asana is also another tool that is often used 
by companies who rely on freelance talent or remote employees. It works 
similarly to Basecamp in that it ties email conversations, documents and 
collaboration to specific work projects, so that everything is in one place for easy 
access. Asana also provides accountability features to help keep teams focused 
on the project goal. Trello, a similar project management tool, also offers task-
management tools for businesses, and organizes projects into boards grouped 
around what you need to do, in a very visual way. Insightly and Zoho, 
mentioned above, also have project management functions, and you’ll find many 
other options online with a simple search. 

Connecting all your Applications:  
Once you start saving time and money through automating your once-manual 
processes, you’ll want to find ways to connect and integrate your applications into your 
operations to streamline that process. But before you start, it’s important to take a step 
back and look at your entire business and create an automation strategy before 
implementing new solutions. Start with the area of your business which needs the most 
automation, and slowly add and integrate new applications as you go. Before you know 
it, you’ll hardly remember a time when you used a paper and pen to write to-do lists, 
track time sheets, or carried around a folder to manage your projects. That’s the beauty 
of technology.  


