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Being Tech Savvy 

 
 

 
 
 

 
In the digital age, it is important to be tech savvy and have good digital skills when running a 
business. This can help you easily and effectively manage your business, as well as 
communicate with your clients in a timely and engaging way. 
 
In this overview, we will: 

▪ Cover the basic software applications that you should become familiar with for your 
holistic and conscious wellbeing business  

▪ Provide examples of how you could use them in your business 

▪ Provide a list of resources for free training on the software (though often, simply 
playing around with them can help you to learn!) 

▪ Provide tips and free templates to get you off to a flying start 

 

Impress your clients, save yourself time and give your holistic business the modern and 
professional lift into the digital world. 
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Documents: 

 
Being familiar with a basic documentation software will allow you to do many things in your business 
and help you support your clients 

What you can do: 

▪ Create client treatment notes 
▪ Create contracts or forms you may need Clients to sign before their service 
▪ Produce an agenda or schedule for a workshop, retreat, or course 
▪ Produce a feedback form for clients to complete 
▪ Provide post-treatment guides 
▪ Provide instructions to clients 
▪ Draft content that you may wish to later post online eg a blog 

 
The most common applications for great documents are Google Docs, which is a free online 
software, or Microsoft Word, which is licenced. 

What to learn: 

Some of the key things you may wish to become good at, include: 
▪ Creating a document 
▪ Writing and editing 
▪ Formatting the text 
▪ Laying out pages 
▪ Inserting images and tables 
▪ Creating links to online websites 
▪ Correcting spelling and grammar 
▪ Saving and printing 

Where to learn: 

Both Google and Microsoft have detailed online information to take you step by step, through any 
topic you wish to learn. Microsoft also have videos to follow along with. 
 
Google Docs: https://support.google.com/docs/topic/9046002 
 
Microsoft Word: https://support.office.com/en-us/article/word-for-windows-training 

Templates to use:  

Templates are a great way to get started. You can use a preformatted document already designed 
for a specific purpose and simply add in your content! 
 
Google Docs: https://docs.google.com/document/u/0/?ftv=1 
 
Microsoft Word: https://templates.office.com/en-US/templates-for-Word 

https://www.google.co.uk/docs/about/
https://www.microsoft.com/en-us/microsoft-365/word
https://support.google.com/docs/topic/9046002
https://support.office.com/en-us/article/word-for-windows-training
https://docs.google.com/document/u/0/?ftv=1
https://templates.office.com/en-US/templates-for-Word
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Spreadsheets: 

 
While many people shudder at the thought of a spreadsheet, they are an incredibly powerful tool in 
business. Getting familiar with them can save you hours!  

What you can do: 

▪ Manage your client details and data 
▪ Work out costs for delivering your services 
▪ Work out what to charge clients for your service 
▪ Keep track of monthly income and expenditure 
▪ Invoicing your clients 
▪ Create marketing planners and calendars 
▪ Manage a plan to create or deliver a service 
▪ Track and prioritise tasks 

 
Google Sheets, a free online software and Microsoft Excel, a licenced product are the two most well-
known spreadsheet applications. 

What to learn: 

You do not have to be a numerical whiz. By learning a few basic features and formulas, spreadsheets 
will take out of numbers and maths for you. 

▪ Creating and saving a spreadsheet 
▪ Working with Rows, Columns and Cells 
▪ Formatting the numbers or text in cells  
▪ Formatting cell boards and shading 
▪ Basic functions like adding and subtracting 
▪ Correcting spelling  

Where to learn: 

Google and Microsoft have detailed online information to guide you through. Step by step videos 
can also be found on YouTube for practically anything you need or just search Google. 
 
Google Sheets: https://support.google.com/docs/topic/9054603 
 
Microsoft Excel: https://support.office.com/en-gb/article/excel-for-windows-training 

Templates to use:  

Templates are amazing as formatting and formulas have already been done for you. Simply add in 
the text or numbers! You can even add more rows or columns if needed. 
 
Google Sheets: https://docs.google.com/spreadsheets/u/0/?ftv=1 
 
Microsoft Excel: https://templates.office.com/en-us/templates-for-excel 
  

https://www.google.co.uk/sheets/about/
https://www.microsoft.com/en-us/microsoft-365/excel
https://support.google.com/docs/topic/9054603
https://support.office.com/en-gb/article/excel-for-windows-training
https://docs.google.com/spreadsheets/u/0/?ftv=1
https://templates.office.com/en-us/templates-for-excel
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Presentations: 

 
Presentations, or slides, are like Documents, but with a greater creative flare. They allow you to add 
style to your business communication materials. 

What you can do: 

▪ Create a presentation for your workshop or course 
▪ Produce a business overview flyer 
▪ Create a flyer for your event 
▪ Create a catalogue of services 
▪ Create tools or handout materials for clients 
▪ Produce a training manual 
▪ Create posters 
▪ Present on your business plan 

 
For more awesome ideas, visit 24Slides. Google Slides, free online software, and Microsoft 
PowerPoint, a  licenced product, are the most common applications 

What to learn: 

Here it is all about style, so focusing on a good-looking presentation is the key. 
▪ Creating and saving a presentation 
▪ Slides, layouts, and themes 
▪ Formatting text 
▪ Adding pictures, shapes, icons, and tables 
▪ Adding videos and audios 
▪ Presenting slideshows 
▪ Correcting spelling  

Where to learn: 

Google and Microsoft have detailed online information to guide you through how to use the 
software. However, as this is also about creative flare, you may also want to Google tips or tutorials 
on creating awesome looking slides – or use the templates below. 
 

Google Slides: https://support.google.com/docs/topic/9052835 
 

Microsoft PowerPoint: https://support.office.com/en-us/article/powerpoint-for-windows-training 

Templates to use:  

Slide templates are less focused on the purpose and more around the themes, styles, colours, and 
layouts. They are a great shortcut for anyone creatively challenged in the design department. 
 

Google Slides: https://docs.google.com/presentation/u/0/?ftv=1 
 

Microsoft PowerPoint: https://templates.office.com/en-us/templates-for-powerpoint 

https://24slides.com/presentbetter/amazing-things-create-in-powerpoint/
https://www.google.co.uk/slides/about/
https://www.microsoft.com/en-gb/microsoft-365/powerpoint
https://www.microsoft.com/en-gb/microsoft-365/powerpoint
https://support.google.com/docs/topic/9052835
https://support.office.com/en-us/article/powerpoint-for-windows-training
https://docs.google.com/presentation/u/0/?ftv=1
https://templates.office.com/en-us/templates-for-powerpoint
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Emails: 

 
While chat and text are great communication tools, they are considered less formal. So, if you are 
looking for a professional edge to your business, email is still a leading communication tool. 

What you can do: 

▪ Send service/appointment reminders 
▪ Attach service-related Documents or Presentations 
▪ Send ‘thank you’ and service follow up messages 
▪ Send newsletters or update emails to multiple people at once 

 

You can get a free email account from providers like Gmail, Outlook and Yahoo mail or you may have 
one from your internet provider. You can also access emails from your phone and computer 

What to learn: 

Here it is all about style, so focusing on a good-looking presentation is the key. 
▪ Creating and sending emails 
▪ Inbox, Draft, Sent and Archive message folders 
▪ Formatting text 
▪ Saving your contact’s email details 
▪ Attaching documents and presentations 
▪ Adding a signature to your email 

Where to learn: 

Gmail and Outlook have detailed online information to guide you through how to use the software. 
However, as this is a communication tool with your clients, you may also wish to Google about good 
email etiquette and see the tips below. 
 

Gmail: https://support.google.com/mail 
 

Outlook: https://support.office.com/en-us/article/outlook-training 

Tips for good email 

1. Subject line – Make it meaningful to your message 

2. Be concise  – people are busy and will want to understand your message quickly 

3. Short sentences and paragraphs – this will break up the body of the message making it 
easier to read 

4. Be professional – good writing style, punctuation and grammar will reflect on your business 

5. Use your brand – with colours and logos to help your business personality come through and 
make it easily recognisable 

6. Create templates – for frequently sent messages, so you can cut, paste, and edit to save time 

7. Newsletters  – consider a free newsletter tool, like Mailchimp for greater flexibility on 
sending out beautifully formatted and templated newsletters via email  

https://www.google.com/intl/en_uk/gmail/about/
https://www.microsoft.com/en-gb/microsoft-365/outlook/email-and-calendar-software-microsoft-outlook
https://mail.yahoo.com/
https://support.google.com/mail
https://support.office.com/en-us/article/outlook-training
https://mailchimp.com/
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Calendar: 

 
Never be caught short without your diary or pen by having an online calendar. Good time 
management is essential in a professional business and am online calendar makes it easy! 

What you can do: 

▪ Send service bookings and appointment direct to your clients 
▪ Easily reschedule bookings 
▪ Create and send invites to multiple guests 
▪ Track who has confirmed their attendance 
▪ Add attachments or other information to the invite 
▪ Manage your time! 

 

Typically, your email account from providers like Gmail, and Outlook will come with a calendar when 
you create your account, making it easy to send bookings to people saved to your contacts. 

What to learn: 

Here it is all about style, so focusing on a good-looking presentation is the key. 
▪ Viewing your calendar in days, weeks, and months 
▪ Creating appointments and booking invites 
▪ Scheduling online bookings 
▪ Setting reminders and notifications 
▪ Searching your calendar 
▪ Tracking attendee acceptance 
▪ Synchronising our calendar to a phone or tablet 

▪ Printing your calendar (if you still want a paper view 😊) 

Where to learn: 

Gmail and Outlook have detailed online information to guide you through how to use the software.  
 

Gmail: https://support.google.com/calendar 
 

Outlook: https://support.office.com/en-us/article/welcome-to-your-calendar  

Tips for good calendar and time management 

1. Unavailable  – Add non-work events to your diary so you do not book with a client when you 
already have other plans  

2. Space  – allow yourself enough time between bookings so you can close off from one and be 
ready for the next (and maybe pop to the loo in between)  

3. Check – Your calendar the day before so you know what time you start, can check if anyone 
has not confirmed and to see if there is anything you need to prepare for the next day. 

4. Reschedule – Avoid last minute cancelations as it does not seem professional to clients. 

https://www.google.com/intl/en_uk/gmail/about/
https://www.microsoft.com/en-gb/microsoft-365/outlook/email-and-calendar-software-microsoft-outlook
https://support.google.com/calendar
https://support.office.com/en-us/article/welcome-to-your-calendar

