as a solo business owner using Al
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Wait ... You can do that?

When | first started using Al, | didn't think of it as a business tool. | used it for small,
practical things - like coming up with headline ideas for blog posts, or helping me
organise topics into clusters so | wasn't starting from scratch every time.

Useful, yes. But not something that changed how | worked.

Then | was planning a trip.

| needed to get from Sydney to Melbourne, and then drive back up the coast - with
specific stops that would work for flying my drone. Not tourist highlights. Actual
locations that made sense based on access, conditions, and time.

Out of curiosity, | typed it into ChatGPT.

Not just dates and destinations - but how | actually travel, what | wanted to avoid,
and what mattered to me.

What came back wasn't a generic itinerary. It was a plan that genuinely made sense.

Driving distances were realistic.
Stops were grouped logically.

And it suggested places | wouldn't have found without spending hours researching.
| remember just sitting there thinking:

Wait... you can do that?

That wasn't a business task.

But it changed how | thought about everything else.

Because if something that normally takes hours of Googling, comparing, and
second-guessing could be done that quickly - what else was | spending
unnecessary time on without realising?

That question is what led to this guide.

| realised how much time solo business owners lose on everyday tasks that take far
longer than they need to.

This guide is about reducing the time spent on those tasks — so your energy goes
into the work that actually matters.
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A bit of context before we continue ...

Recently, my son asked me if | wanted to grow my business into a full digital agency
- with employees, managers, and all the structure that comes with it.

My answer was an immediate no.

Not because | don't care about growth, but because | care more about flexibility. |
like being able to pack up and go. To travel, visit family, catchup with friends, to
change plans.

To work in a way that fits my life, instead of organising my life around a business.

| work with freelancers when | need support, but I've never wanted to build
something that depends on managing people or being constantly “on".

This guide comes from that same mindset.
It's not about building a bigger business.

It's about running the business you already have in a way that takes less time and
gives you more freedom.
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This is a practical, example-driven guide for solo business owners who want to
spend less time on everyday tasks.

It focuses on:
e specific tasks that keep coming up
e real situations you're already dealing with
e doing the same work in less time
You'll find:
e clear examples

e prompts you can copy and use
e realistic estimates of time saved

What this guide is NOT

This is not:
e atime management system
e a productivity framework
e a “build a second brain” method
e atechnical Al course
You don't need to be technical.
You don't need to ‘learn Al properly”.

You don't need to change how you run your business.

You just need to notice where your time is going.
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Who this guide Is for

This guide is for solo business owners - whether you sell services, products, or a mix
of both - who:

e do most things themselves

* make a lot of small decisions every week

e are capable, but time-poor

e don't want more complexity

e want their work to take less time, not more

If you've ever thought:

e “Why is this taking so long?”
* “I've done this before — why does it still take ages?”
e ‘I don't need more ideas, | need more time.”

You'll recognise yourself in these pages.
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You don't need to be good at Al to use this guide.
You can use:

e ChatGPT

e Gemini

e orany similar Al chat tool

The examples in this guide are written using ChatGPT simply because it's the tool |
use most often - but the same approach works across other platforms.

If you've never used a tool like this before, here's all you need to know:
* You type your request into a chat box
e You get a response
e You can ask follow-up questions to improve it
That's it.
You don't need perfect wording.
You don't need to know the “right” prompts.
You just need to describe what you're trying to do.
And if something is already clear and easy for you — don't use Al there.
If you're overwhelmed, start here
Don't read this cover to cover.
Pick:

e one task you're avoiding
e one task you repeat

Use just those two. That's enough to feel the difference.
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A quick example

Let's say you need to write copy for a landing page or a service page on your
website.

Normally, this might involve:

staring at a blank page

looking at competitors’ websites

rewriting the same sentences

putting it off because you don't know where to start

Instead of spending hours on it, you can start with a simple request.
For example, you might explain:

e what the page is for

* who it's aimed at

* what you want the visitor to do
From there, you can ask for:

e afirst draft

e aclearer structure

 alternative wording

You're not handing over control of your website.

You're using a tool to get past the blank page and reduce the time it takes to get
something usable.

Throughout this guide, you'll see similar examples for other tasks that usually take
far longer than they should.
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Big decisions that eat hours

These are the tasks you don't avoid because you're lazy.
You avoid them because they require thinking, clarity, and confidence.
So instead of doing them, you:

e open multiple tabs

e Google endlessly

e |ook at what others are doing

e second-guess yourself

e come back to it later

Hours disappear. Nothing feels finished.

Each example in this section shows how to collapse that thinking time into a short,
focused conversation - so you can decide, act, and move on.
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Big Decision # 1: What should |
put on my wehsite?

The situation

You know you heed a website - or at least to fix the one you have.
But instead of feeling clear, you feel stuck.
You're not sure:

* what pages you actually need

e what information belongs on each page

* what your clients really care about

e whether you're saying too much or not enough

So the website sits half-finished. Or worse, it exists but you're quietly unsure if it's
doing anything useful.

The old way

Most solo business owners approach this by:
* looking at competitor websites
e opening multiple tabs
e copying bits they like
e rewriting the same sections repeatedly
e second-guessing every decision

This usually happens in short bursts across several days.

Time spent

Realistically, 3-4 hours, often more when doubt creeps in.

And even after all that time, many people still feel unsure.
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Big Decision # 1: What should | put on my website?

What you do instead

Instead of trying to design a website, you ask for clarity.
You describe your business in plain language and let the structure come to you.
You don't need to sound clever.

You don't need marketing terms.
You just explain what you do.

Prompt example

Paste something like this into ChatGPT:

‘I run a solo business offering [describe your service in your own words].
My typical clients are [who you work with].

I'm building or updating my website.
What pages should my website have, and what should each page focus on?"

That's it.

What you get back

You'll usually get:
e aclear list of recommended pages
e asimple explanation of what each page is for
e reassurance about what doesn't need to be there

You're no longer guessing or copying others blindly.

You have a structure you can work with
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Big Decision # 1: What should | put on my website?

Why this saves so much time

The time drain isn't writing - it's deciding.

Once the structure is clear:

writing becomes easier
editing is faster
confidence improves
momentum returns

Instead of hovering over a blank page, you're refining something concrete.

Time Saved

Old way: 3-4 hours (often spread across days)
New way: 30-45 minutes

That's around 3 hours saved on one decision alone.

You add a new service

Your business direction shifts

Your website feels cluttered or confusing

You're unsure if your site makes sense to a new client

This isn't a one-off trick. It's a repeatable way to get unstuck.
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Big Decision # 2: Which tool
should | choose?

The situation

You need a tool to get something done. It might be for:

e bookings

email marketing
* invoicing
scheduling
project tracking

You search, and suddenly there are dozens of options.

They all sound good. They all promise to save time. And the more you look, the less
clear you feel.

So you either:

* keep researching

* ask people for opinions

* change your mind repeatedly
e or don't choose anything at all

The old way

Most solo business owners approach this by:

e reading comparison articles
scanning reviews

watching videos

Joining Facebook groups
opening too many tabs

This doesn't usually happen in one sitting. It drags on in the background, pulling
your attention away from actual work.
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Big Decision # 2: Which tool should | choose?

Time spent

Easily 1-2 hours, often more if doubt kicks in.
And even then, the choice doesn't feel confident.

What you do instead

Instead of asking which tool is best, you ask which tool is best for you.
You give context:

* what you're trying to achieve
* how you work

e what matters to you

And you let the comparison happen clearly.

Prompt Example

Paste something like this into ChatGPT:
“I'm choosing a tool for [what you need the tool forl.
My priorities are:

- ease of use

- low ongoing maintenance

- saving time

- working well for a solo business

I'm considering these options:

[Tool Al

[Tool BI

[Tool CI

Can you help me compare these and recommend the best fit for my situation?”

You can adjust the priorities to suit you.
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Big Decision # 2: Which tool should | choose?

What you get back

You'll usually get:
e aclear comparison in plain language
e strengths and weaknesses that actually matter
* arecommendation based on your priorities, not hype

You're no longer guessing or chasing “the best" tool.

You're choosing the right enough tool and moving on.

Why this saves so much time

The time drain isn't installing a tool - it's the research loop.
Once you have:

e clarity

e arecommendation

e areason for your choice

You stop circling and start using the tool.
And even if you change later, you've moved forward instead of stalling

Time saved

e Old way: 1-2 hours of research and second-guessing
* New way: 10-20 minutes to get clarity and decide

That's at least an hour saved, often more.

You're tempted to switch tools
You're adding a new system

You feel overwhelmed by options
You're stuck in research mode
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Big Decision # 3: IS this idea
actually worth pursuing?

The situation

You have an idea.
It could be;

* anew service

a new offer

* anew product

e anew direction

a "what if | tried this?" thought

You can see potential. You can also see risks.
And once the idea is in your head, it doesn't leave you alone.
So instead of deciding, you:

* think about it in the shower

* revisit it while doing other work

* mentally argue with yourself

e go back and forth between excitement and doubt

Nothing moves forward, but the idea keeps consuming attention.

The old way

Most solo business owners try to evaluate ideas by:

Journalling

talking it through with friends
researching similar ideas
looking for validation online
waiting to “feel ready”

This usually happens in fragments over several days.
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Big Decision # 3: Is this idea worth pursuing?

Time spent

At least 2-3 hours, often more when the idea sticks around.
And even then, the answer still feels fuzzy.

What you do instead

Instead of asking “Is this a good idea?”, you ask better questions.
You give context:

e where your business is now

* what you want more (or less) of

e what constraints you're working with

And you ask for a clear, grounded assessment - not hype.

Prompt Example

Paste something like this into ChatGPT:

‘I'm running a solo business and I'm considering this idea: [describe the ideal.
Right now, my priorities are:

- saving time

- stable income

- not adding unnecessary complexity

Can you help me think through whether this idea is worth pursuing now, what the
potential upsides and downsides are, and whether it makes sense to park it for

later?”

You're not asking for permission. You're asking for perspective.
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Big Decision # 3: Is this idea worth pursuing?

What you get back

You'll usually get:
* aclearer view of the trade-offs
e an outside perspective that isn't emotionally attached

e language that helps you articulate why it's a yes, a no, or a “not now"

Often, the biggest relief is simply naming:
“This is a good idea, just not for this season.”

Why this saves so much time

Unmade decisions quietly drain attention.

Once an idea is assessed and parked (or chosen):
e your focus returns
* mental noise drops

e other tasks feel lighter

You stop revisiting the same thought over and over.

Time saved

e Old way: 2-3 hours of mental back-and-forth (often spread across days)
* New way: 20-30 minutes to reach clarity

That's at least 2 hours saved, plus a nhoticeable reduction in mental load.

A new idea keeps distracting you
You're tempted by something shiny
You feel torn between options

You need permission to say “not now"

This isn't about killing ideas. It's about putting them in the right place.
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Big Decision # 4: What should |
focus on this week ?

The situation

You have a long to-do list.
Some tasks feel urgent.
Some feel important.
Some are just.. loud.
You sit down to work, but instead of feeling clear, you feel scattered.
So you:
e start one thing
e jump to another
* check emails

e tweak something that wasn't urgent
end the day feeling busy but unfinished

Nothing is wrong. It's just unclear.

The old way

Most solo business owners deal with this by:
e rewriting their to-do list
* trying to prioritise in their head
e reacting to whatever feels loudest

* hoping clarity will appear once they start

This usually repeats daily.
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Big Decision # 4: What should | focus on this week?

Time spent

1-2 hours a week lost to task switching, indecision, and rework.
And the mental drain is often worse than the time loss.

What you do instead

Instead of trying to prioritise everything, you zoom out briefly.
You put the full picture in one place and ask for help sorting it.
You're not looking for a perfect plan.

You're looking for focus.

Prompt Example

Paste something like this into ChatGPT:

"Here's everything I'm currently juggling in my business this week:
[paste your listl.

Based on time, impact, and urgency, what should | focus on this week, what can
wait, and what | can safely ignore for now?"

You can add context if you want:
e deadlines
e income-related tasks

e energy levels

But keep it simple.
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Big Decision # 4: What should | focus on this week?

What you get back

You'll usually get:
e ashort list of true priorities
e clarity on what doesn't need attention yet

e reassurance that not everything matters equally

Often the biggest relief is seeing: “Oh.. that can wait.”

Why this saves so much time

\¥hen focus is unclear:

e you switch tasks constantly
e you redo work
e you delay finishing

Once priorities are clear:
e decisions happen faster
e tasks get finished

¢ mental load drops

You stop wasting energy deciding what to do next.

Time saved

e Old way: 1-2 hours per week lost to indecision and context switching
¢ New way: 10-15 minutes to reset focus

That's at least an hour saved every week, often more.

Your to-do list feels overwhelming

You're busy but not productive

You're jumping between tasks

You're starting a new week and want clarity

This works just as well mid-week as it does on a Monday
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section 2

Writing tasks that quietly drain
your time and energy

For many solo business owners, writing isn't just time-consuming - it's mentally
exhausting. If:

English isn't your first language

spelling doesn't come easily

* you've never been confident with writing
e you worry about sounding unprofessional

then even small writing tasks can feel heavy.
You're not slow.
You're not bad at business.
You're carrying more cognitive load than people realise.
This section isn't about becoming a better writer.
It's about getting support with the parts of writing that:
e take the longest
* create the most friction
e drain energy disproportionate to their size
So you can move on without second-guessing yourself.
A quick reality check
| didn't always do this.
| used to rewrite proposals five times.

| used to delay decisions for days.
Nothing changed until | stopped trying to do the thinking alone.
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Writing Task # 1: Writing copy
for your landing page

The situation

You know you need a landing page - a single web page designed to explain one
offer clearly and guide someone to take one action - like enquiring, booking, or
downloading.)

The page may be for a service, an offer, a download, a program or similar
But when you sit down to write it, you stall.

* You're trying to work out:
What should | say first?
What actually matters here?
How much detail is enough?
What can | leave out?

Landing pages force you to be clear about your offer, your audience, and your
message - all at once.

The old way

Most solo business owners try to write the page from scratch. They:
e look at other landing pages for ideas
e borrow a structure that doesn't quite fit
e start writing sentences before the message is clear
e keep adjusting sections, hoping it will come together

The page gets longer, but not clearer.

Time spent

2-4 hours per landing page. Often spread across multiple attempts.

A lot of that time disappears into rewriting, reordering sections, questioning whether
the page makes sense.

web4business.com.au Page 23



Writing Task # 1: Writing copy for your landing page

What you do instead

Instead of writing the page, you clarify it first.
You treat the landing page as a thinking problem, not a wording problem.
You ask for help with:

e what the page actually needs to do

e what sections it should include

¢ the order those sections should appear in

You're not asking for final copy. You're asking for a clear structure you can work
from. Once the structure is in place, writing becomes much more straightforward.

Prompt Example

Paste something like this into ChatGPT:
‘| need to create a landing page for [describe the offerl].

The goal of the page is [what | want the reader to dol. The page is for [describe the
audiencel.

Can you outline:
- the key sections this page should include
- what each section needs to cover

- the logical order for those sections

I'm not looking for final wording — just clarity and structure.”
If useful, you can also add:

e price point
e whether the audience already knows you

* any common questions or objections

Keep the focus on structure, not polish.
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Writing Task # 1: Writing copy for your landing page
What you get hack

You'll usually get:
e aclear outline of the page
e asensible flow from top to bottom

e clarity about what doesn't need to be included

For many people, the biggest shift is realising: “I don't need to explain everything
here."

Why this saves so much time

When the structure isn't clear:

* you rewrite sections repeatedly

e you keep changing your mind

e pages take far longer than they should
When the structure is clear:

e decisions stick

e writing moves faster

e pages actually get finished

You stop spending time deciding what the page should be and start filling it in.

Time saved

e Old way: 2-4 hours across multiple sessions
* New way: 15-25 minutes to get a clear, usable structure

e You're creating a new landing page

* You're reworking an offer that feels unclear

e You keep rewriting the same page without improving it

e You've been putting off a page because you don't know where to start

This works just as well for simple offers as it does for more complex ones.
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Writing Task # 2: EXplain clearly
What you do

The situation

You may need to explain what you do. It might be for:

* a website bio

e an “About’ page

* a service description

e ashortintro for LinkedIn or email

You start explaining.. and it keeps going.

You add context.
Then more context.
e Then examples.
Then exceptions.

By the end, it's long, detailed, and still not clear. Or you go the other way and
undersell yourself, keeping it so short that it sounds vague. Neither option feels right.

The old way

Most solo business owners handle this by:
e writing everything they can think of
e trying to cover every scenario
e adding extra explanation “just in case”

e editing repeatedly without improving clarity

They confuse completeness with clarity.

Time spent

1-3 hours per description.

Often spread across multiple rewrites. A lot of time is lost trying to find the “right”
balance between too much and too little.
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Writing Task # 2: Explain clearly what you do

What you do instead

Instead of writing more, you define the job of the explanation.
You get clear on:

e who this explanation is for

e what they need to understand

¢ what they don't need to know yet

You focus on helping the reader recognise themselves, not on proving how much
you know. You ask for help shaping a clear, contained explanation.

Prompt Example

Paste something like this into ChatGPT:

‘I need to explain what | do for [bio / website / service pagel. The audience is
[describe who this is forl.

They need to understand:
- who | help
- what problem | solve

- what makes my approach different

Can you help me create a clear explanation that's concise and easy to understand,
without overexplaining?”

You can add:

e where this text will be used
e how familiar the reader already is with your work

But keep the focus on clarity, not length.
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Writing Task # 2: Explain clearly what you do
What you get hack

You'll usually get:

e aclear, readable explanation
¢ less rambling and repetition
e language that's easier to adapt across different places

Many people notice they finally have something they can reuse without rewriting

every time.

Why this saves so much time

When explanations aren't clear:

e you keep rewriting them

e you tweak them for every context

e you second-guess whether they make sense
When you have a clear core explanation:

e youreuse it

e you adapt it quickly

e you stop starting from scratch

Clarity reduces both writing time and decision fatigue.

Time saved

e Old way: 1-3 hours spread across multiple rewrites
e New way: 15-20 minutes to shape a clear explanation you can reuse

¢ You're updating your website

e You're writing a new bio or intro

e You're describing a service

¢ You notice yourself overexplaining or underselling

This works for both short blurbs and longer descriptions.
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Writing Task # 3: Writing a
proposal or presentation

The situation

You need to write a proposal or a presentation. Something that will be read
carefully. Something that matters.

It might be:
e aclient proposal
e apitch
e afunding or grant application

e a presentation explaining your work or approach

You know what you want to say. But because it's important, everything slows down.
You question the structure, the wording, what to include, what to leave out

You rewrite sections. You rearrange slides. You keep thinking, this isn't quite right.
So the task stretches on far longer than it should.

The old way

Most solo business owners approach this by:
e starting with a blank document or slide deck
e writing from the beginning and hoping it will take shape
e rewriting sections multiple times

e trying to make it sound “right" as they go

Because the stakes feel high, every decision feels harder. Progress is slow, even
though the content isn't new.

Time spent

2-5 hours per proposal or presentation.

Often spread over days. The task feels bigger than it actually is.
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Writing Task # 3: Writing a proposal or presentation

What you do instead

Instead of writing the proposal or presentation directly, you plan it first.
You separate thinking from wording.
You ask for help clarifying:

¢ the purpose of the proposal or presentation

¢ the key points that need to be covered

¢ the logical order those points should appear in

You're not asking for polished content. You're asking for an outline you can trust.

Once the structure is clear, the writing becomes far more straightforward.

Prompt Example

Paste something like this into ChatGPT:

‘| need to create a proposal / presentation for [describe the situationl.
The goal is [what this needs to achievel.

The audience is [who will read or view itl.

Can you outline:

- the key sections or slides | should include

- what each section needs to cover

- a logical order for presenting the information

I'm not looking for final wording - just a clear structure.”
You can add:

* any requirements or constraints
* the level of detail expected

e \whether this is formal or informal

But keep the focus on structure.
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Writing Task # 3: Writing a proposal or presentation

What you get back

You'll usually get:
e aclear outline or slide structure
¢ alogical flow from start to finish

¢ confidence about what doesn't need to be included

Instead of guessing, you have a plan you can follow.

Why this saves so much time

When structure is unclear:
e you keep rewriting
e you keep changing direction
e you delay finishing
When structure is clear:
e decisions stick
e writing moves faster

¢ the work gets done in one pass

You stop burning time trying to work out how to present your thinking.

Time saved

e Old way: 2-5 hours spread across multiple sessions
e New way: 20-30 minutes to get a clear structure, then focused writing

e You're writing a proposal or pitch

e You're preparing a presentation

e You're applying for funding or approval
* You keep rewriting instead of finishing

This works whether the proposal is short or detailed, formal or informal.
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Writing Task # 4- Drafting a
guide, checklist or resource

The situation

You want to create something substantial.

e Aguide.

e A checklist.

* A downloadable resource.
You probably already have ideas, notes, half-written sections, bullet points,
thoughts scattered across documents. You know the content is there. What stops
you is figuring out:

e what goesin

e what order it should be in

e how detailed it needs to be

So the resource stays unfinished — or never properly starts.

The old way

Most solo business owners try to do this by:
e opening a blank document
* trying to write it from the beginning
e rearranging sections endlessly

e overthinking structure and flow

They assume they need everything figured out before they can draft anything.
The result is slow progress and lots of stopping and starting.

Time spent

3-8 hours, often spread across days or weeks.

Much of that time is lost to starting from scratch, rewriting early sections, changing
the structure halfway through, losing momentum.
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Writing Task # 4: Dratting a guide, checklist or resource
What you do instead

Instead of writing the guide or resource directly, you start with structure.

You give Al what you already have - even if it's messy - and ask it to help shape the
first draft. You're not asking for a finished product.

You're asking for:
¢ alogical outline
* asensible flow

e arough first version you can work with

This removes the hardest part: getting started.

Prompt Example

Paste something like this into ChatGPT:
‘I want to create a [guide / checklist / resourcel about [topic].
Here are my rough notes and ideas: [paste everything you havel.
Can you:

- organise this into a clear structure

- suggest logical sections

- create a rough first draft | can refine
| don't need this to be polished — | just want a solid starting point.”
You can add:

e who it's for

* how detailed it needs to be

e whether it's short or in-depth

But don't worry about perfect input.
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Writing Task # 4: Drafting a guide, checklist or resource

What you get back

You'll usually get:
e aclear outline
e arough but usable draft

e sections you can refine one by one

Instead of facing a blank page, you're editing something real. That shift alone makes
a big difference.

Why this saves so much time

When you start from scratch:

e you hesitate
e you change direction and lose momentum

When you start with a draft:
e decisions are easier
* progress is visible

e finishing feels achievable

You move from ‘I should work on this" to “| can improve this".

Time saved

e Old way: 3-8 hours spread across multiple attempts
¢ New way: 30-45 minutes to get a structured first draft

¢ You want to create a lead magnet or downloadable

e You're drafting a guide, checklist, or resource

* You have ideas but no structure

* You keep putting something off because it feels too big

This works whether the resource is short and simple or more detailed.
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Section 3

Admin & Research

For many solo business owners, admin and research aren't hard - they're unclear.
That uncertainty creates decision fatigue and constant background thinking.

e you're not sure where to start
e instructions feel vague or contradictory
e you don't know what's actually required
e you're worried about missing something important
¢ then even simple tasks can stall progress.
You're not disorganised.

You're not incapable.

You're carrying unnecessary mental load because too many small decisions are left
unresolved.

You're dealing with work that assumes prior knowledge you were never given.
This section isn't about becoming more efficient.
It's about getting clarity on the tasks that:

e don't come with clear steps

e require figuring things out before you can act

e quietly consume time because you're unsure you're doing them correctly

So you can move forward without guessing, Googling endlessly, or putting things
off.
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Admin/Research Task # 1:
Applying for a grant or funding

The situation

You want to apply for a grant or funding opportunity.

You've found one that looks relevant.
You know there's a deadline.
You know it could make a real difference.

But before you even start the application, you're unsure what's involved.
You don't know:

e what information you need to have ready
* what documents are required
* what eligibility criteria actually apply to you

e how much work is involved before you even begin

So you hesitate — not because you're lazy, but because you don't want to get
halfway through and realise you're not prepared.

The old way

Most solo business owners approach grant applications by:

opening the application page
scrolling through long guidelines
clicking linked documents

trying to work it out as they go

They only discover requirements after starting - missing documents , eligibility
issues, extra steps they didn't expect. Often, they abandon the application and tell
themselves they'll come back to it later.

Time spent

2-6 hours per grant application attempt.
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Admin/Research Task # 1: Applying for a grant or
funding

What you do instead

Before starting the application, you clarify the requirements.

You ask for a plain-language breakdown of:

eligibility criteria

documents you need to prepare
information you'll be asked for
whether it's realistic for you to apply

You're not asking how to write the application.

You're asking whether it's worth starting and what preparation is required.

Prompt Example

Paste something like this into ChatGPT:

‘I'm considering applying for a grant or funding opportunity.

Here is the link or description: [paste detailsl.

I'm a solo business owner and my situation is: [brief context]

Can you:

- summarise the eligibility criteria in plain language
- list what documents and information | need before starting
- tell me whether this looks realistic for my situation?”

This gives you clarity before you invest time.
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Admin/Research Task # 1: Applying for a grant or
funding

What you get back

You'll usually get:
e aclear list of eligibility requirements
e a preparation checklist

e early confirmation of whether it's worth applying

Instead of guessing, you know where you stand.

Why this saves so much time

Unclear requirements create attention leakage - the task keeps pulling at your focus
even when you're not working on it. When requirements are unclear:

e you start applications you can't finish
e you waste time preparing unnecessary documents
e you abandon work halfway through
When requirements are clear upfront:
e you only apply when it makes sense
* yoOu prepare once

e you move through the process faster

The time saving comes from not starting the wrong thing.

Time saved

e Old way: 2-6 hours lost to unclear requirements and abandoned applications
e New way: 20-30 minutes to clarify eligibility and preparation needs

e You're considering applying for funding

e You've found a grant but aren't sure if it's suitable

e You want to avoid starting applications you can't finish
¢ You need clarity before committing time
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Admin/Research Task # 2:
Setting up a business email

The situation

You want a proper business email address.
Something like:
hello@yourbusiness.com

info@yourbusiness.com

You know this matters - for credibility, consistency, and day-to-day work.
But when you go to set it up, you realise you're not sure what's involved.

You're unclear on:
e what you need before you start
* where the email is actually created
* how it connects to your domain

* what settings matter and which don't

So the task sits there, half-started or avoided - quietly adding to your mental load.

The old way

Most small business owners handle email setup by:
e Googling “how to set up business email”
e reading multiple guides written for different platforms
e following steps without understanding what they do

e hoping it works once everything is clicked

If something doesn't work, they get stuck between: email provider, domain hosting,
and support articles. The process feels more complicated than it should be.

Time spent

1-3 hours trying to get email set up.
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Admin/Research Task # 2: Setting up a business email

What you do instead

Instead of jumping into setup, you clarify what's required first.
You ask for a simple breakdown of:

* what needs to exist before email can be created

e what role your domain plays

* where the email account is actually set up

¢ what needs to be connected or verified

You're not asking for technical support. You're asking for a clear mental model of
how business email works.

Once you understand the pieces, the setup makes sense.

Prompt Example

Paste something like this into ChatGPT:
‘I want to set up a business email address using my domain.
| already have:

- a domain name
- [hosting / no hosting yetl

Can you explain:

- what's needed before setting up email
- where business email is usually created
- how it connects to the domain

- what steps are required in plain language?”

If helpful, you can add: who your domain is registered with, whether email already
exists, what you're unsure about
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Admin/Research Task # 2: Setting up a business email

What you get back

You'll usually get:
¢ a clear explanation of how business email works
* achecklist of what you need before starting

e clarity on which steps matter and which don't

Instead of clicking blindly, you know what you're doing.

Why this saves so much time

When email setup isn't clear, decision fatigue kicks in:
e youjump between systems
e you redo steps
e you delay finishing
When the process is clear:
e you move through once
e you avoid mistakes

e you get email working faster

The time saving comes from understanding the setup before touching settings.

Time saved

e Old way: 1-3 hours of trial, error, and backtracking
e New way: 15-25 minutes to understand the setup and complete it properly

You're setting up your first business email

You're moving domains or hosting

Email has stopped working and you need to understand why
You want to add additional email addresses
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Admin/Research Task # 3: Hiring
a freelancer

The situation

You know you need help - but you're not sure how to start. You want to hire a
freelancer. Not someday. Now.

It might be for:

e design

* copy
e marketing support

e aone-off project you don't want to do yourself
You don't know:

¢ what information they'll need from you

e what decisions you need to make upfront
¢ what you should already have prepared

* how much should you pay for the service

So you delay reaching out, because you don't know where to start and the decision
sits in the background longer than it should.

The old way

Most small business owners handle this by:

e posting a vague job description

e sending a short message and hoping for the best
e answering questions as they come up

e clarifying things mid-project

This usually leads to: confusion, scope creep, misaligned expectations and long
email threads . The project drags on longer than expected.

Time spent

1-3 hours before the project even properly starts. Often more once revisions and
clarifications kick in.
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Admin/Research Task # 3: Hiring a freelancer

What you do instead

Instead of jumping straight into hiring, you clarify what's needed first.
You ask for help identifying:

¢ the information a freelancer will need to do the job well

¢ the decisions you should make upfront

¢ what you can leave flexible

* what's essential vs nice to have

You're not writing the brief yet. You're working out what the brief needs to contain.

Prompt Example

Paste something like this into ChatGPT:
‘I'm about to hire a freelancer for [type of workl.
As a small business owner, | want to be prepared before reaching out.
Can you help me:
- identify what information they'll need from me
- list the decisions | should make upfront
- explain what | can leave flexible
- outline what a clear brief should include?”
If useful, you can add:
e your budget range

e the outcome you're aiming for
¢ what's gone wrong in the past
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Admin/Research Task # 3: Hiring a freelancer

What you get hack

You'll usually get;
e aclear checklist of what to prepare
 clarity on decisions you heed to make

e confidence that you're ready to hire

Instead of reacting to questions, you're prepared from the start.

Why this saves so much time

Unclear briefs create ongoing attention leakage - questions, clarifications, and
course corrections keep interrupting your work.

\W¥hen you hire without preparation:
e projects stall
e clarifications pile up
* work gets redone
When you prepare first:
e projects move faster
e communication is cleaner

* expectations are clear

The time saving comes from fewer interruptions and fewer fixes.

Time saved

e Old way: 1-3 hours lost to back-and-forth and rework
* New way: 20-30 minutes to prepare properly before hiring

* You're hiring a freelancer for the first time

* You've had messy outsourcing experiences

* You want to avoid scope creep

* You want work done efficiently without micromanaging
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Admin/Research Task # 4:
Preparing to take on clients

The situation

You're ready to work with clients.
You have an offer.
You're having conversations.

People are interested.

But before you say yes, there's a quiet question sitting in the background: Am |
actually set up properly?

You're not sure:
¢ what needs to be in place before the first client starts
e what's essential vs optional
e what can be handled later

e what could cause problems if it's missing

You don't want to overcomplicate things.
You also don't want to scramble once someone says yes.

The old way

Most solo business owners handle this by:
e starting with clients and figuring things out as they go
e copying what other people seem to be doing
e setting things up reactively, one issue at a time

e hoping nothing important gets missed

This often leads to: last-minute setup, awkward follow-ups, manual work that
could've been avoided uncertainty about whether things are “right”

Time spent

2-5 hours spread across the first few clients. Often more.
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Admin/Research Task # 4: Preparing to take on clients

What you do instead

Instead of guessing, you step back and clarify what's required upfront.
You look at client work as a process, not just a service.
You ask for help identifying:

* what needs to be set up before working with clients

e what's essential to have from day one

e what can wait

¢ what will save time later if it's done once now

You're not building a big system. You're creating a minimum viable setup.

Prompt Example

Paste something like this into ChatGPT:

‘I'm about to start working with clients as a coach / consultant.
Before | begin, | want to make sure the basics are set up.

Can you:

- list what | need in place before working with clients

- separate essentials from nice-to-haves

- explain what can wait until later

- flag anything that commonly gets missed?”

You can add:

e how you'll work with clients (online, in person, 1:1, group)
* whether you're just starting or refining an existing setup

Keep the focus on preparation, not perfection.
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Admin/Research Task # 4: Preparing to take on clients

What you get back

You'll usually get:
* aclear checklist of essentials
e reassurance that you don't need everything at once

e clarity on what actually matters early on

Instead of guessing, you know where to focus.

Why this saves so much time

When setup is unclear:

e you fix things mid-client

e you repeat admin manually

e you interrupt your own workflow
When setup is clear:

e you do things once

e clients move through smoothly

e you spend less time reacting

The time saving comes from fewer interruptions and fewer do-overs.

Time saved

e Old way: 2-5 hours lost across early client work
* New way: 20-30 minutes to clarify and set up the essentials

You're about to take on your first clients
You're refining how you work with clients
You're adding a new service or offer
Client admin feels messier than it should

This is especially useful before growth - not after.
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Section 4

Before you outsource or avoid

For many solo business owners, some tasks don't just take time - they create
hesitation.

If:

you know this should probably be outsourced

you don't want to waste money too early

e you're not sure how to brief someone properly

e you keep putting it off because it feels high-stakes

then the work often doesn't start at all.
You're not trying to do everything yourself.
You're trying to get clear enough to move forward.

This section isn't about replacing professionals. It's about creating a first version of
things you'd normally outsource or avoid, so you can:

e see what you actually need
e make better decisions

¢ hand work over with confidence

Without waiting for everything to be perfect first.
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Preparation Task # 1: Creating
an online course

The situation

You have an idea for a course you want to sell. You also know this is the kind of thing
you'd hormally outsource - or keep putting off until you have more time.

You know the topic.
You know who it's for.
You've probably explained parts of it many times already.
But when it comes to turning that idea into a course, you stall.
You're not sure:
* what modules it should include
e what order things should be taught in
e how much content is “enough’

¢ whether it should be simple or detailed

So the course stays in your head - or in scattered notes - and never becomes real.

The old way

Most solo business owners handle this by:
e opening a blank document
e trying to outline the whole course in one go
e second-guessing what belongs where

e changing the structure repeatedly

They worry about getting the content “right” before moving on.
The outline never feels finished, so the course doesn't progress.

Time spent

3-6 hours trying to outline a course. Often spread across several sessions
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Preparation Task # 1: Creating an online course

What you do instead

Instead of outlining the course yourself, you get help shaping it.
You start with what you already know:

¢ the outcome the course should deliver

e the audience it's for

e the main problems it helps solve

Then you ask for support creating a clear, logical outline.

You're not designing the final course. You're creating a structure you can react to.

Prompt Example

Paste something like this into ChatGPT:

‘| want to create a course about [topicl.

The course is for [describe the audiencel.

By the end, participants should be able to [key outcomel.
Can you:

- suggest a clear course structure

- outline logical modules or sections

- explain what each module should cover

This doesn't need to be detailed - | just want a solid outline.”

You can add: whether the course is short or in-depth, whether it's self-paced or live
any topics you know must be included, Keep it high level.
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Preparation Task # 1: Greating an online course

What you get back

You'll usually get:
e aclear course outline
* logical modules in a sensible order

e reassurance that you don't need to teach everything

Instead of guessing, you have something concrete to work with.

Why this saves so much time

WWhen course structure isn't clear:

* you keep rethinking it

e you delay creating content

e you avoid committing to a format
When the outline is clear:

e decisions come faster

e content creation feels manageable

e the course starts moving forward

You stop circling the idea and start building it.

Time saved

e Old way: 3-6 hours trying to design the course structure
* New way: 20-30 minutes to get a clear, usable outline

* You're planning a new course

* You want to validate an idea before building it

* You're stuck deciding what to include

* You want to move forward without overengineering it
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Preparation Task # 2: Creating a
business video

The situation

You want to create a video. You also know this is the kind of thing you'd normally
outsource - or keep delaying because you don't want to get it wrong.

It might be:

e an explainer

e asalesvideo

e an onboarding video

e ashort training or walkthrough

So the video stays unrecorded.
You're not sure:

e how to structure it

e how long it should be

e what to say first

¢ how detailed to be

And without a script, recording never quite happens.

The old way

Most solo business owners deal with this by:
e trying to “wing it" on camera
e writing notes instead of a script
e recording multiple takes
e scrapping videos they're not happy with

Or they avoid it altogether and tell themselves they'll get someone else to do it later.
Either way, progress is slow.

Time spent

1-3 hours per video. Often more.
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Preparation Task # 2: Creating a business video

What you do instead

Instead of trying to write the perfect script yourself, you create a first version quickly.
You focus on:

¢ the purpose of the video

e whoit's for

¢ what the viewer needs to understand or do next

Then you ask for help shaping that into a clear, simple script. You're not creating a
final, polished production. You're creating something usable.

Prompt Example

Paste something like this into ChatGPT:
‘l need to create a short video for [describe the purposel.
The audience is [who it's forl.
By the end of the video, they should [what they need to understand or dol.
Can you:
- outline a simple structure for the video
- suggest what to say in each part
- keep it clear and conversational
This doesn't need to be perfect — just a solid first script.”
You can add:
e how long the video should be
e where it will be used

¢ whether it's informal or more structured

Keep it practical.
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Preparation Task # 2: Creating a business video

What you get back

You'll usually get:
e aclear script or outline
e logical flow from start to finish

e something you can read or adapt easily

Instead of staring at the camera unsure what to say, you have a plan.

Why this saves so much time

\WWhen you don't have a script:
* youramble
e you redo recordings
e you delay publishing
When you have a script:
e recording is quicker
e editing is easier

e videos actually get done

You stop overthinking and start producing.

Time saved

e Old way: 1-3 hours recording and re-recording
* New way: 15-25 minutes to create a usable script, then record once

e You're creating any type of video

e You've been avoiding recording because it feels awkward
* You want to outsource later but need a starting point

* You want content done without overproducing it

This works for simple videos as well as more structured ones.
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Preparation Task # 3: Briefing a
DookKeeper or accountant

The situation

You know you should probably talk to an accountant or bookkeeper.

You might already have one. Or you might be putting it off. Either way, this is the
kind of work you'd normally outsource - and often avoid until it feels urgent.

Not because you don't want help, but because you're not sure what to hand over.
You don't know:

e what information they actually need from you

e what's relevant vs unnecessary

e how much detail to provide

e how to explain what you want help with

So the conversation gets delayed, or starts in a messy way.

The old way

Most solo business owners deal with this by:
e booking a call and “figuring it out as they go”
e sending over everything, just in case
e answering follow-up questions one by one

e realising later they didn't explain things clearly

This often leads to: long email chains, repeated clarification, extra billable time
frustration on both sides

The help you wanted ends up taking more time than expected.

Time spent

1-3 hours spread across emails, calls, and follow-ups.
Often more if things have to be re-explained.
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Preparation Task # 3: Briefing an accountant

What you do instead

Before contacting your accountant or bookkeeper, you prepare a simple brief.
You don't try to solve the financial work yourself.
You focus on clarifying:

* what you want help with

e what your business actually does

e how money currently flows

¢ what decisions or outcomes you need

You're not doing their job for them.
You're helping them help you.

Prompt Example

Paste something like this into ChatGPT:
‘| want to brief an accountant or bookkeeper about my business.
Can you help me create a clear summary that includes:
- what my business does
- how | make money
- what | want help with
- any questions or concerns | have
This is just to prepare a clear brief before | contact them.”
You can add:
e whether you're just starting or already trading

e any specific issues you're worried about
* what you want clarity on (tax, bookkeeping, setup, reporting)
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Preparation Task # 3: Briefing an accountant

What you get back

You'll usually get:
e aclear written summary of your situation
* alist of questions worth asking

e confidence that you're ready for the conversation

Instead of rambling or oversharing, you're prepared.

Why this saves so much time

\When you approach professionals unprepared:
e conversations go in circles
e details get missed
e you pay for clarification time
When you prepare a brief first:
* meetings are focused
e questions get answered faster

e \work starts sooner

The time saving comes from clear handover, not doing the work yourself.

Time saved

e Old way: 1-3 hours lost to back-and-forth and re-explaining
e New way: 15-25 minutes to prepare a clear brief

e You're hiring a new accountant or bookkeeper

* You're changing providers

e You want better answers, faster

* You've been avoiding the conversation because it feels unclear
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Preparation Task # 4: Drafting a
client contract

The situation

You know you need a client contract or service agreement.

You also know this is the kind of thing you'd normally outsource to a lawyer - or
avoid dealing with until you absolutely have to.

Not because you don't value it, but because it feels:
e high-stakes
e technical
* easy to get wrong

You're not trying to become a legal expert.

You just want something in place that reflects how you actually work with clients.

The old way

Most solo business owners handle this by:
e copying a contract they found online
e using something a friend shared
* signing up to a generic template service

e putting it off and working without one

They either don't fully understand what's in the contract, or they're unsure whether it
fits their business.

Often, the contract exists — but confidence doesn't.

Time spent

2-4 hours researching templates and second-guessing choices.
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Preparation Task # 4: Drafting a client contract

What you do instead

Instead of trying to write a legally perfect contract, you create a first draft that
reflects your real-world setup.

You focus on:
* how you work with clients
¢ what you provide
e what clients can expect

e \where boundaries matter

You're not replacing a lawyer. You're creating a clear starting point that makes
professional review faster and cheaper.

Prompt Example

Paste something like this into ChatGPT:
‘| want to create a first draft of a client contract or service agreement.
My business involves:

- [brief description of your services]
- [how you work with clients]

Can you:
- outline the typical sections of a client contract
- help me draft plain-language content for each section
- flag areas that usually require legal review
This is just a starting point, not legal advice.”
You can add:
* whether you work 1.1 or in groups
e online or in person

e any issues you want to protect against

Keep it practical and honest.
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Preparation Task # 4: Drafting a client contract

What you get back

You'll usually get:
e astructured contract draft
* clear sections that reflect your work

e confidence about what should be reviewed by a lawyer

Instead of staring at a blank page or a generic template, you have something
concrete.

Why this saves so much time

When you avoid contracts:
e you worry about risk
* you delay decisions
e you scramble later
When you start with a draft:
e legal review is faster
e changes are more targeted

e you move forward with confidence

The time saving comes from clarity before professional review.

Time saved

e Old way: 2—-4 hours researching, copying, and second-guessing
e New way:. 20-30 minutes to create a clear first draft

* You're setting up a new service

e You're refining how you work with clients

* You want to update an old agreement

* You've been avoiding contracts because they feel overwhelming
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Repeatable work

For many solo business owners, some work isn't hard - it's repetitive.
If:

e you keep answering the same questions

e you redo the same steps every time

e you rely on memory instead of a process

e you make the same decisions over and over

then your time gets chipped away quietly.

You're not inefficient.

You're doing too much thinking for work you already know how to do.

This section isn't about rigid systems or corporate processes.
It's about reducing the mental load of repeat work by:

e capturing things once

* reusing decisions

e and stopping yourself from starting from zero each time

So familiar tasks take less effort — and less attention.
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Repeatable Task # 1: Client
onboarding steps

The situation

A new client says yes.

That's the good part.

Then you need to get them started.

You've done this many times before, but each time you still have to think about:
¢ what to send first
e what information to ask for
e what access they need

¢ what order things should happen in

You're not confused — you just don't have it written down.
So onboarding happens slightly differently every time.

The old way

Most solo business owners onboard clients by:
* remembering what they did last time
e searching old emails for wording
e asking for things as they realise they need them
e handling steps out of order

Nothing breaks, but it's inefficient.

Clients ask questions you could have answered upfront. You interrupt your own
work to chase details. You rely on memory instead of a process.

Time spent

30-60 minutes per client. Sometimes more.
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Repeatable Task # 1: Client onboarding steps

What you do instead

Instead of onboarding from memory, you capture the steps once.
You list:

e what happens immediately after a client says yes

¢ what information you always need

¢ what you send

e what you wait for

e what happens next

You're not creating a complex system.
You're creating a simple, repeatable flow you can reuse.

Prompt Example

Paste something like this into ChatGPT:
‘| want to document my client onboarding steps.
| work with clients as a [coach / consultantl.
Can you help me:

- list the steps from ‘client says yes' to ‘work starts'
- group them into a clear order

- identify what | should send vs what | should wait for
This is just for my own reference, not client-facing.”
You can add:

e how you work with clients

¢ what tools you use

¢ what usually causes delays

Keep it practical.
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Repeatable Task # 1: Client onboarding steps

What you get back

You'll usually get:
e aclear onboarding checklist
e asensible sequence of steps

e clarity on what happens when

Instead of thinking it through each time, you follow the list.

Why this saves so much time

When onboarding lives in your head:
e you rethink it every time
* you forget small steps
e you answer avoidable questions
\When onboarding is written down:
e you move faster
e clients feel guided

e your attention stays on the actual work

The time saving comes from not rethinking familiar work.

Time saved

e Old way: 30-60 minutes per client, repeated every time
e New way: 10 minutes to follow a checklist you've already created

* You're onboarding new clients regularly

e You feel like you're repeating yourself

e Clients seem unsure about next steps

* You want a smoother start without more effort
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Repeatable Task # 2: Responding
to common client questions

The situation

Clients ask questions.
Not difficult questions - familiar ones.

Things like:

How does this work?

What happens next?

How long does this usually take?
What do you need from me?

You've answered these questions many times before.
But each time, you still have to stop, think, and rewrite the answer.

The old way

Most solo business owners respond by:
e typing answers from scratch
e copying from old emails and tweaking
e answering slightly differently each time

e replying reactively instead of consistently

It works - but it interrupts your flow. You spend time re-explaining things you
already know how to explain.

Time spent

5-10 minutes per question. That doesn't sound like much.
But across multiple clients and repeated questions, it adds up quickly.
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Repeatable Task # 2: Responding to common questions

What you do instead

Instead of rewriting answers, you capture them once.
You identify:

¢ the questions you get asked repeatedly

* the explanations you give every time

¢ the details clients usually need
Then you turn those answers into reusable responses.

You're not writing scripts.

You're creating reference answers you can reuse and adapt.

Prompt Example

Paste something like this into ChatGPT:

‘| want to create reusable responses to common client questions.
Here are the questions | get asked most often: [list them].

Can you help me:

- draft clear, professional responses to each

- keep the tone friendly and straightforward

- make them easy to reuse and slightly customise?”

You can refine the wording later if needed.
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Repeatable Task # 2: Responding to common questions

What you get back

You'll usually get:
e clear, reusable explanations
e consistent messaging

e less hesitation when replying

Instead of starting from zero, you start from something solid.

Why this saves so much time

When you rewrite answers every time:
e small interruptions add up
» your focus gets broken
* you lose momentum
\WWhen answers are reusable:
* responses are faster
e communication is consistent

* mental load drops

The time saving comes from reducing micro-decisions.

Time saved

e Old way: 5-10 minutes per repeated question
* New way: 1-2 minutes to adapt an existing response

* You notice the same questions coming up

e You're tired of repeating yourself

* You want consistent explanations

e Client communication feels more draining than it should

web4business.com.au Page 67




Repeatable Task # 3: Following
up leads or enquiries

The situation

Someone gets in touch.

e They fill out a form.

e They send an email.

e They message you after a call.
You intend to follow up — but it doesn't always happen cleanly.
You're unsure:

¢ when to follow up

e what to say

e how pushy is too pushy

e whether they're still interested

So follow-ups get delayed, forgotten, or done inconsistently.

The old way

Most solo business owners handle follow-ups by:
e relying on memory
e keeping mental notes
e scrolling back through emails
e writing a fresh message each time
Sometimes they follow up too late.

Sometimes not at all.
Leads quietly go cold.

Time spent

5-15 minutes per follow-up. Individually small, but repeated often.
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Repeatable Task # 3: Following up leads or enquiries

What you do instead

Instead of reinventing follow-ups, you create a simple follow-up flow.
You decide:

when to follow up

how many times

what the tone should be
when to stop

You're not automating anything yet.
You're just removing the decision-making.

Prompt Example

Paste something like this into ChatGPT:
‘| want to create a simple follow-up process for enquiries.
Can you help me:
- define when to follow up
- draft a small set of follow-up messages
- keep the tone polite and non-pushy
- decide when it's okay to stop following up?"
You can add:
e how people usually enquire
¢ whether you sell services or packages

* how long your sales cycle is

Keep it simple.
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Repeatable Task # 3: Following up leads or enquiries

What you get back

You'll usually get:
e aclear follow-up sequence
e ready-to-use message templates

e confidence about when to follow up - and when not to

Instead of guessing, you have a plan.

Why this saves so much time

When follow-ups aren't defined:
* you hesitate
e you delay
e you overthink
WWhen follow-ups are clear:
* messages are quick
* nothing gets forgotten

e leads are handled consistently

The time saving comes from removing uncertainty.

Time saved

e Old way: 5-15 minutes per follow-up, plus missed opportunities
* New way: 1-2 minutes using a defined follow-up process

* You're getting regular enquiries

e You forget to follow up

* You're unsure what to say

e Leads are slipping through the cracks
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Repeatable Task # 4: Reviewing
your numbers

The situation

You know you should look at your numbers.

Website traffic.
Enquiries.
Sales.

Cash flow.

You also know this is something you should be doing regularly - weekly or monthly.
But when you open the dashboard or spreadsheet, one of two things happens:

e you stare at too much information
e oryou close it again and tell yourself you'll look later

You're not avoiding responsibility. You're unsure what actually matters.

The old way

Most solo business owners review their numbers by:
e opening Google Analytics and clicking around
e scrolling through reports without a clear purpose
¢ |ooking at bank balances without context
e reacting emotionally to short-term changes

They either:

e spend far too long analysing
e or don't look at the numbers at all

Neither approach helps.

Time spent

30-90 minutes per review. Sometimes more.

web4business.com.au Page 71




Repeatable Task # 4: Reviewing your numbers

What you do instead

Instead of reviewing everything, you decide what you're actually reviewing for.
You focus on:

e asmall set of numbers

* the same ones every time

e numbers that connect to real decisions

You're not analysing performance.
You're checking direction.

Prompt Example

Paste something like this into ChatGPT:

‘| want to review my business numbers regularly without overanalysing.
These are the numbers | have access to:

- website stats

- enquiries or leads

- sales or cash flow

Can you:

- help me decide which numbers matter most

- suggest a simple review process

- explain what to look for and what to ignore

This is for a quick weekly or monthly check, not deep analysis.”

Keep the scope small.
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Repeatable Task # 4: Reviewing your numbers

What you get back

You'll usually get:
e ashort list of key numbers to track
 clarity on what those numbers indicate

* asimple, repeatable review process

Instead of drowning in data, you know where to look.

Why this saves so much time

When you don't know what to review:
* you look at everything
e you question every change
e you leave with more doubt
When the review is defined:
* checks are quicker
» decisions are clearer

e numbers feel less intimidating

The time saving comes from consistency and focus.

Time saved

e Old way: 30-90 minutes per review, often without clarity
e New way: 10-15 minutes using a defined review process

* You're reviewing website performance

e You're checking income or cash flow

e You feel unsure what the numbers are telling you
e You want insight without spiralling into analysis
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How to get hetter results from Al

The prompt examples in this guide are starting points.
But you don't need to get everything right in one go.

One of the biggest time-savers when using Al is knowing that you can keep the
conversation going.

You're not locked into the first response. Once you get an answer back, you can:

e ask follow-up questions

e clarify parts that don't make sense

e narrow the focus

e or ask it to adapt the response to your situation

You don't need better prompts - you need better follow-ups.
Ask Al to ask you questions

If an answer feels generic or slightly off, that's usually because it doesn't have
enough context. Instead of rewriting everything, try this:

“What questions do you need to ask me to make this more specific to my situation?”
This flips the work. Al will usually ask about:

e your audience

e your constraints

e your goals

what you already have in place

Answering a few questions often produces a much better result than starting over.
Treat the first answer as a draft. The first response isn't the final output.

It's something to react to. You can say things like:
e "Thisis close, but it's too detailed — simplify it."
e "This feels too generic — make it more specific.”
* "I like the structure, but not the wording.”
e “Can you shorten this?"

You don't need to explain why. Just steer it.

Use Al to think with you, not for you You'll get the most value when you use Al as a
thinking partner. You're still deciding what's right. Al just helps you get there faster.
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Before you go

Important things to know about working with Al. Al can be incredibly helpful - but it's
not magic, and it's not an authority. A few things to keep in mind as you use it:

Al can be wrong.

Sometimes confidently wrong. It can make assumptions, miss context, or invent
details. Always sanity-check what you're given.

Use your judgement.

You know your business better than any tool. Treat Al suggestions as input, not
instructions.

Don't paste sensitive or confidential information.

That includes client data, passwords, private financial details, or anything you
wouldn't share with a third party.

Think of Al as a thinking assistant, not a decision-maker.

It's best used to help you clarify, structure, and move forward - not to replace
expertise or responsibility.

Always review before you use.

Whether it's a message, a document, or a draft - read it, adjust it, and make sure it
actually fits your situation.

Used well, Al can reduce effort and mental load.

What this really adds up to

You don't need to use everything in this guide. If you use:

e one idea to make a decision faster
e one to reduce writing friction

e one to clarify admin or setup

e one to stop redoing repeat work

you're realistically saving several hours a week.

That's where the 10-12 hours comes from. Not in one big change - but in fewer
pauses, fewer rewrites, and fewer decisions you don't need to make anymore
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About the author

lvana is a solo business owner who's been running her business for over two
decades - without a team, without a playbook, and without anyone else to hand
things off to.

She's a website designer by trade, but like most solo business owners, her actual job
includes a bit of everything: client work, planning, admin, decisions, problem-solving,
and the constant background thinking that comes with running a business alone.
She didn't start using Al because it was trendy.

She started using it for the same reason she now uses it to diagnose unhappy
houseplants, plan trips, sanity-check decisions, untangle messy ideas, and figure out
things she doesn't want to spend three hours Googling.

Because doing everything the hard way gets old.

lvana uses Al inside real business life - writing, structuring ideas, client
communication, decision-making, admin, and the invisible work most people never
see.

Not to replace expertise.

Not to pretend she knows everything.

But to get unstuck faster, think more clearly, and free up time and energy for the
parts of work and life that actually matter.

She values clarity over complexity, progress over perfection, and freedom over
scale.

This guide reflects how she actually works - practical, imperfect, and focused on
reducing effort wherever possible.

lvana Katz
\Xebsites 4 Small Business
https.//www.\webgbusiness.com.au
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What's next

This guide is part of a growing series focused on practical, real-world use of Al for
solo business owners.

Each guide is desighed to stand on its own - no courses, no frameworks you need to
‘implement” and no pressure to use everything.

If you'd like to explore other guides as they're released, you can find them here:

https.//www.web4business.com.au/guides/

Even applying one or two ideas can save hours over time.
The goal isn't productivity for its own sake.

It's less effort, less friction, and less mental load.

Take what helps.

Leave the rest.

That's enough.

And if you need help building a website that actually reflects your business, you can
find Ivana at https.//www.web4business.com.au.
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