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How to do Business Online

	Step 1  - Getting connected checklist
	Tick

	· Be able to take orders via email
	

	· Promote this to customers
	

	· Be able to take appointments from emails
	

	· Visit an auction site
	

	· Buy online
	

	· Contact an online auction site, portal or hub
	

	· Join an online shopping mall
	

	· Be able to invoice via email
	

	Step 2 – Marketing checklist
	

	· Get a promotional website
	

	· Able to collect customer information
	

	· Able to provide product information updates
	

	· Improved customer service by going online
	

	· Using website as a “branch office”
	

	Step 3 - E-business checklist
	

	· Prepared a product catalogue
	

	· Talked to web designer/programmer about shopping cart solution
	

	· Talked to designer about setting up a secure order form
	

	· Have credit card processing facilities
	

	· Order fulfillment process defined
	

	· Have set up automated order confirmation for customer
	

	· Understand the legal issues of doing business online
	

	· Have measures in place to help build consumer trust
	

	· Understand security issues
	

	· Written privacy policy                    
	

	· Site hosting solution found
	


Action Plan

Outline what you intend to do, from today’s seminar

Timeline

Enter all actions to be taken by you and mark in when you intend to undertake this action

	Action to be taken
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	Apr
	May
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