L

Automation Basics
for Ontario Businesses

How to save hours every week with smart workflows and automation
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CHAPTER 01

What Is Business Automation?

Business automation is simply using technology to handle repetitive tasks
automatically, so you and your team can focus on what actually grows your
business.

Think of it this way:

If you're doing the same task more than twice a week, there's probably a way to
automate it.

Why Ontario Businesses Need This Now

The average small business owner in Ontario spends 15-20 hours per week on tasks that
could be automated:

Sending appointment reminders
Following up with leads
Updating spreadsheets
Creating reports

Responding to common questions

©OOOOO

That's almost half your work week spent on tasks that don't require your expertise or
decision-making.



CHAPTER 02

Real Examples That Work

. .
17 Appointment Reminders

The Problem: No-shows cost Ontario service businesses an estimated $50-200 per
missed appointment.

The Solution: Automated text and email reminders sent 24 hours before

appointments.

Real Result:
A Thunder Bay dental clinic reduced no-shows by 67% and saved 8 hours/week
on manual calling.

v Lead Follow-Ups

The Problem: 80% of leads require 5+ follow-ups, but most salespeople give up
after 2.

The Solution: Automated email sequences that nurture leads over weeks, with

personalized content based on their interests.

Real Result:
A Toronto contractor increased conversions by 43% while reducing time spent
on follow-ups from 12 to 2 hours weekly.

il Weekly Reporting

The Problem: Manually compiling sales, inventory, and performance data takes 3-4
hours weekly.

The Solution: Automated reports that pull data from your systems and email every
Monday morning.



Real Result:
An Ottawa retail store owner now starts every week with fresh insights,
spending zero time on data entry.



CHAPTER 03

The "Too Many Tools" Problem

Here's what we hear from most Ontario businesses when they start looking at
automation:

"We have 8 different tools, and none of them talk to each other. Our data is
everywhere, and we're paying for features we don't use."

Sound Familiar?

Customer data in one place

Appointment system separate

Email marketing tool disconnected

Payment processing standalone

Spreadsheets for tracking

Another tool for invoicing

The Real Cost

Every disconnected tool means:

<&” Monthly subscriptions adding up: $50-500/month on tools that don't work together
Time wasted: 5-10 hours/week copying data between systems

x Errors and missed opportunities: Information gets lost in translation

The Solution: Integration



Instead of more tools, you need your existing tools to work together. One central
system that connects everything means data flows automatically, eliminating manual
work and errors.



CHAPTER 04

Getting Started: Your First Automation

Don't try to automate everything at once. Start with one repetitive task that's
eating up your time.

Step 1: Identify Your Biggest Time Drain

Ask yourself:

- What task do | do most often?
- What takes the most time each week?

- What am | doing that doesn't require my expertise?

Step 2: Map Your Current Process

Write down every step of your current process. For example, booking an appointment might
look like:

1. Customer calls or emails

2. Check calendar availability
3. Send confirmation email
4. Add to calendar

5. Set reminder to follow up

6. Send reminder day before

Step 3: Identify What Can Be Automated

X Keep Manual

- Initial customer conversation
- Complex problem-solving

- Building relationships

Automate

- Confirmation emails

- Calendar updates



- Reminder messages

- Follow-up scheduling

Step 4: Choose Your Tool
Look for a solution that:

() Integrates with your existing systems
(+) Is easy to set up and maintain
(+) Scales as your business grows

(+) Provides support when you need it



CHAPTER 05

Common Mistakes to Avoid

Mistake #1: Automating Before Optimizing

Don't automate a broken process. If your current workflow is inefficient, automation will
just make it faster to do the wrong thing.

Fix: Streamline your process first, then automate the optimized version.

Mistake #2: Set It and Forget It

Automation requires monitoring. Systems change, customer needs evolve, and what
worked last month might need tweaking.

Fix: Schedule monthly reviews to check your automations are still working as
intended.

Mistake #3: Over-Automating

Some interactions should stay human. Don't automate away the personal touch that
makes your business special.

Fix: Automate administrative tasks, but keep high-value customer interactions
personal.

Mistake #4: Not Training Your Team

Your automation is only as good as your team's ability to use it. Without proper training,
they'll work around the system instead of with it.

Fix: Invest time in training. Show your team how automation makes their jobs easier,
not how it replaces them.

Mistake #5: Choosing Based on Features, Not Needs

The tool with the most features isn't always the best fit. You'll end up paying for
capabilities you don't use.




Fix: Start with your specific pain points, then find the simplest solution that
addresses them.



CHAPTER 06

Measuring Success

You can't improve what you don't measure. Here's how to track whether your
automation is actually working.

Key Metrics to Track

< Time Saved

Track hours spent on the task before and after automation.

Example: Manual follow-ups took 10 hours/week. Now takes 1 hour. That's 9 hours saved.

Cost Savings

Calculate the monetary value of time saved plus reduced errors.

Example: 9 hours x $30/hour = $270/week = $14,040/year saved

~ Conversion Rate

Are more leads becoming customers with better follow-up?

Example: Lead conversion improved from 15% to 23% with automated nurturing

& Customer Satisfaction

Are customers happier with faster, more consistent service?

Example: Google reviews improved from 4.2 to 4.7 stars with automated appointment
reminders

X Error Reduction



Fewer mistakes in data entry, scheduling, or communication.

Example: Double-bookings reduced from 3-4/week to zero with automated scheduling

Quick ROI Calculator

Use this simple formula to calculate if automation makes sense:

(Hours Saved per Week x Hourly Rate x 52 weeks) — Annual Tool Cost
Annual ROI



CHAPTER 07

Your 30-Day Action Plan

© week 1: Audit & Identify

() Track how you spend your time for one week
() List all repetitive tasks that take more than 30 minutes/week

() Pick your #1 time drain to automate first

e Week 2: Research & Plan

() Document your current process step-by-step
() Research 2-3 automation solutions that fit your needs

() Schedule demos or trial periods

e Week 3: Implement & Test

() Set up your chosen automation tool
() Run it parallel to your manual process for safety

() Fix any issues or adjust settings

o Week 4: Measure & Scale

() Track time saved and other key metrics
() Train your team on the new system

() Identify your next automation opportunity




v Your Automation Readiness
Checklist

Before You Start

D | have identified my most time-consuming repetitive task
D | have documented my current process
D | have buy-in from my team

D | have allocated budget for automation tools

During Implementation

[:] | have tested the automation with sample data

D | am running automation parallel to manual process
D | have created backup procedures

D | have trained key team members

After Launch

D | am tracking time saved weekly
D | have scheduled monthly review sessions
D | am collecting feedback from team and customers

D | have identified my next automation opportunity



Ready to Get Started?

FRAYZE helps Ontario businesses implement smart automation
that actually saves time and money.

Visit frayze.ca or call +1 807-700-0079



