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TOP TIP: prioritise customer emails 

in Outlook 

“One of the biggest challenges is being able to 

respond quickly to customer demands and 

problems,” says Microsoft‟s Chris Adams. In 

business, you get a huge amount of email every 

day. Using the Rules Wizard, you can 

automatically highlight and prioritise client 

emails, forward them to a colleague or file 

them into a specific folder. It‟s like having a PA 

built into your email software. 

 

 

  

Marketing is the art of persuading people to consider 

buying your products and services. Getting them in the 

door, looking at your website or picking up the phone 

is the first step to closing sales. No marketing, no 

customers, no sales: it‟s as simple as that. 

The first step is, of course, having products and services 

that customers actually want once they find out about 

them. Let‟s take that as a given.  

The next step – and it is essential whatever you do to 

attract new customers – is to see the world through 

their eyes. “Listen and watch what your customers are 

thinking, saying and doing when they look for 

products and services,” says Simon Belt, Web and 

Technology Consultant, Simply Better IT. “Show that 

you have solutions to problems they want to solve.” To 

do this it is “very important to use the language used 

by your customers when engaging them, rather than 

using your own language.”  

Generating new leads 
There are many tried-and-tested techniques for 

generating new customer leads: 

 Set up a website. Think about what you do when 

you want to buy something – you search for a 

supplier online first. Without a good website, 

people can‟t find you. You can set up a company 

website, with your own internet address using 

Microsoft Office Live Small Business for just £7.99 a 

year and you can get started for free. 

 Create your own marketing materials. Modern 

desktop publishing software, such as Microsoft 

Publisher 2010, lets you create great-looking 

brochures, product sheets, proposals, newsletters, 

direct mail and other marketing collateral. It‟s as 

easy to use as Microsoft Word and it comes with a 

host of free templates to get you started. Add a 

low-cost, good-quality colour printer and you can 

produce your own materials on demand, in-house 

without spending a fortune with designers and print 

shops. 

 Social media marketing. You can use online 

services such as LinkedIn, Facebook, Twitter and 

your own company blog to create buzz and reach 

potential customers. (We have a separate guide 

covering this topic.) 

 Online advertising. Search engine optimisation 

(SEO) is important – see the sidebar – but you can 

also advertise on search engines against keywords 

and your company name. You only pay when 

someone clicks on the advert and goes to your site; 

this makes it a very effective and measurable form 

of advertising. You can set budgets on how much 

It used to be easy. Marketing consisted of advertising in papers and magazines and a 

listing in the Yellow Pages. Today, it’s much more complex and there are more options. 

The good news is that marketing has become more measurable and cost-effective. This 

article explains how to take advantage of new marketing options. 

 

Finding and keeping 
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 Technology that works for your business 
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you want to pay per click and how much you want 

to spend, so it‟s very controllable. Microsoft Bing is 

the best converting search engine in the UK, 

reaching over 30 million UK users, and you can 

advertise on it using Microsoft adCenter.  

 Direct mail and electronic direct mail. DM (direct 

mail) and eDM (direct mails by email) can be very 

effective ways of reaching new customers and 

keeping existing customers up to date. You can 

send personalised emails to your mailing list from 

Microsoft Word or Publisher 2010.  

 Referrals. “We find referrals to be our biggest ally,” 

says Justin Sherwood, Managing Director at Seriun. 

“Delivering quality products with „legendary 

customer service‟ increases the potential „word of 

mouth‟ effect.”  

 Business networking. Colin Foster, MD at Universal 

Solutions 4 Business recommends joining a 

  
networking group: “There are plenty out there; my 

personal favourite being Business for Breakfast. 

Attend regularly. Don‟t expect quick returns; it‟s 

about building relationships, not a quick sale. Take 

the time to meet and get to know the other 

members of your networking group. Above all, put 

in at least as much as you want out of it.”  

 Free samples. For products, getting the customers 

to touch and connect with your product is vital. A 

free sample or free trial – a test drive, if you like – 

can be very powerful. In services companies, a free 

seminar that offers valuable information and insight 

can be a powerful way to introduce yourself to new 

customers. Both options give you a good reason to 

contact prospective customers without giving them 

the hard sell. 

Building customer relationships 
It is 5-10 times cheaper to keep an existing customer 

than to acquire a new one. Think of all the time and 

money that goes into marketing and sales to bring in 

new business compared with how little effort it takes to 

stay in touch with someone you already know. You can 

have legendary service and awesome products but if 

you don‟t build a relationship with your customers, you 

can easily lose them. 

Customer relationship management (CRM) software 

keeps track of sales opportunities, customer records 

and contact histories. It can be a very powerful way of 

automating the sales and marketing process and 

building long-term relationships. Benefits of CRM 

include: 

 A single version of the truth. It keeps customer 

data in one central database so that everyone in the 

company can access the same information. 

 Improving conversion rates. CRM lets you track your 

best customers and the performance of different 

campaigns so that you can learn what works and 

what doesn‟t. 

 Better cash flow. With CRM, you have a clearer 

picture of the sales pipeline and, as a result, future 

cash flow. It also helps you chase clients for prompt 

payment because all your interactions with the 

customer, including delivery and invoice dates, are 

in the system. 

Search engine optimisation 

It’s important that your name appears at 

the top of the list when people search for 

your company or products in an online 

search engine like Microsoft Bing. There 

are a lot of snake oil salesmen out there so 

it is important to remember that there is 

much you can do to improve your 

searchability without spending any money 

at all: 

 Register your website with the leading 

search engines 

 If you have a shop or head office, add it 

to search engine maps 

 Register with online company 

information sites, such as 118 

Information 

 Use Microsoft’s Free SEO Toolkit 

 Keep your website up to date with 

relevant, useful information that 

includes the keywords people are likely 

to search for 

 Encourage other sites to link to yours, 

to enhance its credibility and relevance. 

  

http://www.bingforbusiness.com/
https://www.tryadcenternow.co.uk/
http://www.seriun.co.uk/
http://www.us4b.co.uk/
http://www.us4b.co.uk/
http://www.bforb.com/
http://www.bing.com/
http://www.118information.co.uk/
http://www.118information.co.uk/
http://www.microsoft.com/web/seo/
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Microsoft Publisher 2010 tips 

Microsoft Publisher 2010 is more than a 

desktop publishing program. It’s a powerful 

marketing tool. Here are some tips to help 

you get the most out of it: 

 Mailmerge. You can personalise brochures 

and other collateral in Publisher and email 

directly to the recipients or print them out 

yourself. 

 Save as PDF. Sometimes it’s better to send 

people files in PDF format. Recipients can 

open them on virtually any machine but 

can’t edit them. To save a Publisher file – or  

as a PDF, select File, Save As and then PDF 

from the ‘Save as type’ drop down menu. 

And you can do this with Word and 

PowerPoint files too. 

 Get free clip art. Download free clip art 

from the Microsoft Office website or from a 

public domain library.   

 
 Future planning. Thanks to detailed reporting 

features, modern CRM systems let you explore the 

relationship between sales success (or failure) and 

different variables, such as price, people and 

marketing activity. 

“Rather than relying on your Filofax, Business Contact 

Manager lets you integrate and take advantage of the 

benefits of CRM software,” says Chris Adams, Office 

Product Manager at Microsoft. This means, “seeing 

where future opportunities will come, tracking 

customer contacts and remembering promised actions, 

and tracking client profitability.” CRM is even more 

important when you have more than one person 

dealing with customers. It ensures that everyone has 

access to the same information.  

Business Contact Manager integrates with Microsoft 

Outlook 2010 so it‟s easy to learn. It keeps a local copy 

of all the data on your laptop and then resynchronises 

any changes when you get back to the office, so it 

works well for people who deal with customers face to 

face. It can be a data source for direct mail campaigns 

and it lets you track the effectiveness of different 

campaigns. 

CRM helps you keep existing customers too. It 

improves customer service and helps you set up 

reminders, for example to contact customers who 

haven‟t ordered anything recently.  

Measuring results 
There are other tools that can help you understand 

your business and spot trends that can help you 

improve customer service. For example, Microsoft Excel 

lets you use: 

 Sparklines. Small graphs that appear within 

individual cells so that you can get a quick, high 

level overview of trends. 

 Conditional formatting. Highlight losses, delays, 

profits and outstanding results using cells that 

change colour automatically. 

 Pivot tables. Analyse and cross cut large data sets 

easily. 

 Graphs. If a picture is worth a thousand words, a 

graph is worth a thousand digits. 

Finding time for marketing 
It‟s not true that “if you build it, they will come.” If they 

don‟t know about it and don‟t know why they should 

come, they‟ll stay at home. Marketing requires steady, 

patient effort; both to do it but also to improve the way 

you do it. It‟s important to carve out time in your 

schedule to do both on a regular basis. It‟s better to do 

a little every day as a matter of routine than wait 

several weeks and go on a binge because marketing is 

about building relationships. It‟s harder to keep doing 

this when you‟re busy, but that‟s when it‟s most 

important. It‟s all about keeping the pipeline filled and 

the company growing.  

 

 For more information 

 Bing for business 

 Find new customers  

 Office Professional trial version 

http://office.microsoft.com/en-gb/images/?CTT=97
http://en.wikipedia.org/wiki/Wikipedia:Public_domain_image_resources
http://www.bingforbusiness.com/
http://www.microsoft.com/uk/smallbusiness/campaigns/dowhatyoulove/find-new-customers.aspx?xid=outreach2-sbc-lhn-fnc
http://www2.buyoffice.microsoft.com/emea1/product.aspx?family=o14_officepro_try&country_id=GB

