Done For You - Starter Pack
Firstly, a big congratulations on purchasing Inside Outsourcing!
As part of this program, My Future Business has put together this starter pack to provide you
with a better way to effectively communicate and share information with your Virtual Assistant
(VA).
In this starter pack, you will learn how to:
 set up a Gmail account for yourself as well as a separate Gmail account for your VA that you
can control even if they leave the job
 provide them access to your Facebook page without giving them access to your personal
information
 use software that will help you to share passwords with your VA without sacrificing your
security
 give your VA their own access to other key programs and software that lets them do their job
while protecting your information
 track your VA’s progress within your company’s documentation and have the ability to share
access online

Gmail Account Set Up
One of the first things you should do as a business owner is to set up a free Gmail account. You
will also want to set up one for your VA once they come on board.
Opening a Gmail account provides your business with a way to connect to all of Google’s services
including YouTube, Google Drive, AdWords, Analytics and much more.
Giving your VA access to an email account will provide you with a way to communicate with
them as well as have important correspondence directed their way.
To get started you will want to go the the Gmail website at www.gmail.com.
Next, you will click on the Create an account button in the upper right hand corner.

You will then be prompted to enter in your information or your VA’s personal information along
with the email address you would like to have along with a password.

I would suggest setting up an email address that is unique but also reflects your company name for example, name.companyname@gmail.com or for your VA, va.companyname@gmail.com. I
would avoid using the VA’s name within the email as you will want to continue using this email if
your VA leaves the job. Leaving it more generic will allow you to use this email for anyone you
hire as your VA.

Once you are done filling out the information, click on the Next Step button at the lower right of
the screen.

You can add a profile photo for yourself or your VA if you wish on the next screen but it isn’t
necessary. Click on the Next step button to proceed.

The email address is now set up and you or your VA can login to set up any additional details.
Once your Gmail account is set up, and your VA has their Gmail account set up, you can provide
them access to your Google Drive and YouTube accounts.

Google Drive
Google Drive is a free tool that you can use to share documentation with those working for you.
It mirrors the types of documents that you can create with Microsoft Office such as
spreadsheets, presentations, forms, or simple documents.
You can create these documents and provide your VA with access to them so that you can team
up with them and track their progress as well.
To access your Google drive all you need is a Google Gmail account. You can access the drive
when you log in. You will see a image that looks like a groups of little boxes that you can click
on.

Once you click on that image you will see all of the Google products that you have access to.

Click on Drive and it will take you to the following screen.

Now you will click on the Download Drive button.
The next screen will appear and depending on your operating system, your computer will
prompt you to download the file - googledrivesync.exe. Downloading this file to your computer
will allow you to access Google Drive.

Once the Drive has been installed, you will click on the prompt - Take me to Drive on the web.

Next you will see your Google Drive account.

If you notice, there is a document already present there. This is report from Google that easily
describes the benefits of using Google Drive and how to share documents with your VA or other
individuals.
In addition to be able to create a variety of documents, you can also upload documents that you
have created elsewhere so they can be shared if necessary. Google Drive provides you with the
ability to share documents as well as keep others private, which will provide you with a lot of
flexibility.

Creating a YouTube Channel
Video marketing has become an essential marketing tool for every business out there. Given the
reach that YouTube has, it’s important that you create a channel in order to post videos that you
can share with those customers who follow you.
YouTube is free and accessible with your Google account. All you need to do is log in to access
its features.
As you saw when we set up your Google Drive account, you will click on the grid or group of
small boxes at the top of the screen once you log in. Once you click there, you will want to
select the YouTube icon.

This will connect you with the YouTube site and allow you to select any channels that you may
want to subscribe to. You can set this all up now or you can just click on Next to bypass this part
and set it up at a later time.

To set up your YouTube channel, you will want to click on My Channel at the top left of the
screen.

Once you click there, you will then be prompted to select the profile you want to connect your
channel with.

After this simple step, your YouTube channel is ready for use. To upload videos to your channel,
you will want to click on the Upload button at the top right of the screen.

Now you can upload files or if you look at the right side of the screen, YouTube allows you to
create videos through your webcam or with pictures.

YouTube also gives you the option to make your videos public, private or unlisted so you can
determine who views the videos that you upload.

Creating a PayPal Account
One of the most important elements to your business will involve managing your finances. The
easiest way to do this is by signing up for a free PayPal account.

PayPal provides you with the ability to set up an account where your business can conduct
online transactions. They even give you the option to connect your account to a free debit card
that can be used at retail locations as well as ATM’s.
The only fees you pay with a PayPal account are merchant fees when someone uses their credit
card to purchase your goods or services. These fees are a normal part of doing business and a
comparable to most major banks and vendors.
Another great thing about PayPal is that you can set up additional users and give them limited
access to your account. This will allow you to add a VA to your account so they can perform
various tasks but you can limit or prevent their access to the funds in the account.

Setting up your PayPal account:
Go to PayPal.com to get started.

Click on the Sign Up button in the upper right hand corner.

While you can set up a regular account for personal reasons, here you will want to click on the
“Sign up for a business account” button.

PayPal has a few different options for business owners but as you’re just starting out, the
Standard free account will work well for your business. As your business grows, you can always
upgrade your account or move to another merchant for more functionality.

After you click on the Get Started button, you will see the following screen.

Enter the email address where you receive pertinent business information and the appropriate
code. Click the Next button.

Now you can fill in the rest of your business information. Review the User Agreement, Privacy
Policy and other legal documentation and if agree, click on the Agree and Continue button.

PayPal then asks you what type of business you have. Click on the drop down arrow to make
your selection.

Once you make your selection, PayPal will request additional information from you in regards to
your business.

Once you have finished filling out your information, click on the Continue button.

PayPal then asks you for identifying personal information. Once you are done entering it, click
on the Submit button.

Now you have the ability to choose how you want to receive payments, link your PayPal account
to your bank account and adjust your business name if needed. Any of these settings can be
changed at any time to meet the needs of your business.
Now that your account is set up, you can set up additional users in your account and provide
them with the access they need to work on the tasks you assign them.
Note: Make sure you confirm your email address so you can access all of the features on your
account.

Setting Up Additional Users in PayPal
Login into your PayPal account.

Click on the Manage Multiple Users option in the lower right side of the screen.

Click on the Add User button to get started.

For security purposes, PayPal makes you enter identifying personal information to ensure you
are the owner of your account.

Once you are done entering this information, click on the Submit button.

Here is where you will have the ability to add someone as a user and click on all of the items you
want them to have access to in your account. You may want to start off with only giving them
access at first and then increasing their access once you feel comfortable with giving it to them.

PayPal also has a link at the top of the page of what their recommendations are when it comes
to giving others access to your account.

How to Create Basic Branding with Banners and Logos
Your role as a business owner includes presenting your business in a way that will attract
customers to your business. One of your first steps towards that goal involves creating a
company logo and banners that give your business a brand that customers will instantly
recognize.
Instead of spending hundreds of dollars, you can use a site like Fiverr to have these items
professionally created for as little as $5.

You can create a free account by going to Fiverr.com and clicking on the Join button in the upper
right hand corner. You can give your VA the information they need to set up the account and
then they can order services on the site as needed.

Sign up with your Facebook or Google+ account or simply by an email address and then click on
the Join button.

Next you will simply enter a username and password of your choice and click the Create button
to create your account.

Before your account can be used, you will need to check your email for the account activation
link sent from Fiverr. Once the link is clicked within the activation email, it will automatically
take you back to their site.

Once you return to their site, you can see your menu bar at the top of the screen. You have the
option of completing the items on their To Do List or you can simply start shopping.

To start shopping, click on the Categories drop down menu at the top left of the screen and
choose what you are looking for. For logos and banners, you will want to click on Graphics &
Design and click on the item you want. For this example, we will choose Logo Design.

On the page for Logo Design vendors, you will see snapshots of profiles to choose from.

You can search for vendors based on their ratings, recommendations, express gigs or those with
video. I recommend choosing a vendor based on their ratings to get the best results.
If you click on the first vendor listed, you can see more details of how they perform their
services.

As you can see, they have an almost perfect rating with 4.9 stars out of 5 based on the feedback
of 11,975 buyers. You can also see that they are a top rated seller on the site.

If you scroll further down on their profile, you will also see exactly what you get when you hire
the vendor.

If you need additional services, the vendor has also listed what they offer and the costs involved.

Further down on their profile, you can also see what other buyers have said about their services
and what they liked or didn’t like.

Once you decide on a vendor to hire for your logo, you pay the fee and you can communicate
back and forth with them on the site if you have any questions or concerns about your order.

Share Passwords Safely With Your VA
As you assign tasks to your VA, it will eventually become necessary to share passwords with
them so they can access various software and programs in order to complete their work.
The main concern with this is giving them access while maintaining security of private
information. You can have both with an online service called LastPass.

The nice thing about LastPass is that they have various levels of membership to suit your needs
and they also offer a free trial.

To sign up for your free account, go to their website at https://lastpass.com/. Click on the Sign
In button at the top right of the page.

Since you will need to create your account, you will want to click on the Create An Account
button on the lower right corner of the page.

Here LastPass will prompt you to download their software or continue setting up your account.
For this example, we go through setting up your account first.

Enter your information and click on Create Account.

You will then be prompted to re-enter your password to confirm your account.

Now you can download the software to start storing your information. Click on the yellow
Download LastPass button and you will be prompted through the specific steps for your system.

Once the software is downloaded, you can log into your account.

Here you will see your main page where you can share passwords with your team. While
LastPass has a wide variety of features, there are a few sections that will help you share data
with your team.
Keep in mind that some of these features do require having their Enterprise membership. They
do offer a 14-day free trial so you can see how it works before you purchase anything.
One feature is the ability to add your favourite sites as well as your login access to them.

Simply click on the Add Site button on the left side of the screen or you can add a site to your
account by browsing to it and entering your login information.
You will also want to share some of your passwords with members of your team.

You can do this by clicking on the Manage Shared Folders option on the left side of the screen.

To get started, click on the red Create a New Shared Folder.

Once you create your folder, you can share it with anyone who you want to have access to it.
They will see the folder appear in their account once you have created it.

You will share these folders with them by clicking on the Share option at the top of the screen.

To learn everything you need to know to fully utilize your account, you may want to go through
their Tutorials or User Manual sections.

Adding Your VA as an Admin to Your Facebook Account
Given the popularity and importance of social media, you will want your VA to have access to
your social media accounts. This will allow them to post significant information for all of your
customers to see as well as create marketing campaigns designed to attract more customers to
your site.
After you’ve created a page for your business on Facebook, you can add other people so that
they also have access to your page.
On your Facebook page, you should see a button for Admin access.

Once you click here, you will see the options available to you manage your page.

Click on the Edit Page drop down menu and click on the Manage Page Roles option.

As you can see, Facebook automatically assigns you access as the Admin, which gives you total
control over your page.
You can also add someone as the Editor or another role that may provide more access for the
tasks you are going to assign to your VA. You can also add additional people to have access to
your page by clicking on the ‘add another person’.
For now, you can just give access to your VA for the role that is appropriate to the tasks they will
be performing. You can even add them as an Admin like yourself but understand that they will
have the same access to your page that you do. Once you are done adding their name or email
address, click the Save button.
Your VA will receive notification that they have been given access to your page.

Creating Facebook Fan Pages or “Fan Gates”
The whole idea behind Facebook is getting users to like your page so they can have access to
content specifically related to your business.
A fan gate is when someone likes your Facebook page, they receive exclusive content like
promotional offers or coupons that others won’t see unless they like your page also.
Adding this feature to your Facebook page involves a few steps but it’s something that can easily
be done by your VA.
You will first want to create the landing page that will link to your Facebook page so you can
drive traffic to your offers.
To set up your landing page, you can use a free site called Kablamo.

Kablamo allows you to create either text-based or video-based landing pages. For our purposes,
we will create a text-based squeeze page.
Click on the Squeeze Page button to get started.

Here you will enter the text you want for your landing page’s headline, instructions, and text for
the button where users will click to submit their information.

Enter the information you want to appear on your page and click on the Step @ button.

Next you will have the option to adjust fonts and colours to make your landing page look more
appealing.
Once you are done adjusting how your page will look, click on Step 3.

Kablamo also allows you to enter any coding you may desire from your autoresponder software
or to analyze the results from the page.
Once you are done entering this information, you can click on Step 4.

The last step allows you to enter any other pertinent information or disclaimers and then you
can click on Create to see how your page will look.

Kablamo will then provide you with the url for your landing page to copy and paste to the
appropriate location. Make sure you save this link as once you leave the Kablamo site, you will
not be able to access it again.

NOTE: While Kablamo is a free option, once you are done creating your landing page, you can’t
go back and make changes within their software. To make changes, you only have two options.
One is if you understand HTML code, you can change it that way. The only other option is to
create a new page within the Kablamo software with the changes you want applied.

Click on the link to view your squeeze page.

You will now need to right click on the web page and chose the option to View Page Source. The
page that appears will be the raw HTML code of your new squeeze page. Select all of this code,
copy it and paste it into a Notepad document.

After you have pasted the code into Notepad, go back to your browser and view the HTML code.
Towards the top, there will be a link to the CSS style sheet of your squeeze page.

You will want to click the link to view your CSS style sheet and select the entire style sheet and
copy it. Go back to your Notepad document and paste the entire CSS style sheet towards the
top of the code, right under the <style> tag.

Once you have pasted your CSS style sheet into your Notepad document, select all of the text in
the Notepad document, and copy the code. This information will be used in the next section.

Now that your landing page is ready to go, you can now set up a tab to place on your Facebook
page so that fans can click on it to reach your page.
You can add a tab by downloading a free app from Woobox. Go to
http://woobox.com/customtab and scroll down to the bottom to install their free app.

Once you click on the Get Started for Free button, you will automatically be sent to the Facebook
website where Woobox will ask you for permission to access your page.

You will then be directed back to the Woobox site.

Click on the Static Tabs option on the menu at the top of the page.

Next you will click on the Create a New Tab button.

Then you will select the HTML Fangate Tab.
This will link to your Facebook page and automatically place a tab there. You can edit the tab to
give it a customized look and feel as well as add the link to send people to your landing page.
Within Woobox, you will scroll down within the Page Source Heading and click on the HTML
option on the right side of the screen.

Scroll down the Page Source heading and click on the HTML option on the right side of the
screen. Now you can post the entire copied code you have from Notepad into the box provided.
You will now want to scroll down and click on the green Save Settings button and you’re done.
Now you can go back to your Facebook fan page and click on the custom tab you have added.
You should see your squeeze page inside your tab.
Now you have a stylish and professional looking opt in form inside your Facebook account and
you did it all without having to spend any money on special software. You will want to test that
your opt in form is working properly so make sure to enter your name and email into the
squeeze page to double check that the form is properly collecting information.

Setting Up an Email Autoresponder Account
In order to effectively market to your audience, you will want to have a way to communicate
with them via email. While there are many email autoresponder vendors to choose from, I
recommend using a vendor called GetResponse.

At the time of this recording, GetResponse is offering a free 30-day trial that you might want to
take advantage of so you can test out their services before you pay anything.

Scroll down on their site to find the free trial offer and click on it to get started. You do not need
to enter any credit card information to use the free trial.

Once you have filled out your information and clicked on Create Account, you will be taken to
their main page so you can start using their services.

Building Your Email List
One of the most important things you will need to have to start communicating with your
audience is an email list. Click on the Add Contacts button to get started.
Given the amount of emails that are sent every day, email vendors are required to ensure that
you aren’t going to send spam to your list. Most vendors will require you to go through the
process of verifying that the people on your list have authorized you to email them.

Once you have agreed to the terms listed in regards to their Anti-Spam policy, click the box to
agree and click on the Accept button.

If you have an existing list that you have emailed to before, GetResponse allows you to import
that list into their software.

If you don’t have an existing email list, GetResponse also lets you build your list within their
program.

You can manually add people to your list as long as you have their permission to do so. Simply
hover your mouse over the Contact option at the top of the page and select Add Contacts from
the list.

Here you can choose the campaign you want to add your contact to along with their information
to add them to your list.
Another way to build your list is to capture them on your website or landing page. You can do
this through the use of placing a form on your pages for site visitors to fill out.

To create a form in GetResponse, hover your mouse over the Web Forms option on the menu at
the top of the page and click on Create New from the list.

Your first step will be to decide on the look of your form. This allows you to match your form to
any color schemes you may have on your sites. You can also add additional text or images to
change the look and feel of your form.

Once you are done with the design of your form, click on Next Step at the bottom of the page.

Next you can configure the settings for your form as well as choose where your customers will
be directed to once they fill out the form.

GetResponse will now give you options on how to place the form on your site. If you have any
questions on how to do this, you might want to contact the person who designed your web site
for help.

Sending Emails to Your List
Now that you’ve set up your list, you can start sending those emails. GetResponse gives you the
option to send emails and newsletters through their system. For this example, I will
demonstrate how to send an email.
To get started with creating your email, hover your mouse over the Messages option at the top
of the screen and choose Create Autoresponder from the list.

GetResponse gives you a variety of options to choose from when sending your email.

You can send an email campaign based on time, when they sign up to be included on your list, or
once they’ve reached a specific milestone with your business. For this example, I will cover how
to create a time-based email.

From the previous screenshot, you can see that GetResponse allows you to choose what day or
days to send your emails on, what campaign you want to send the email to as well as the timing
of the email itself.

To customize the message that will be sent to your audience, click on the Create new email
option within the form.

First you will set up all of the options that involve how your audience will see your email in their
inbox. Once you are done, click on the Next Step button.

GetResponse has a wide variety of email templates to choose from or you can scroll down the
page and choose from additional options on the left hand side including plain text and the HTML
code editor.

Within their template, you can easily insert your own images and change text to your liking and
then click on Next Step at the bottom of the page.

Once you have made all of the necessary changes to your email, click on the Save and Publish
button to send your email to your list.
GetResponse has many other options to assist you with communicating with your audience. You
may want to take advantage of their free tutorials and consultations to get an idea of how to get
the most out of their services.

Creating Landing Pages for Your Business
In order to expand the reach of your business, you will always want to engage in lead
generation. One way to perform lead generation is through landing pages designed to capture
your audience’s information so you can continue to build a relationship with them in the hopes
that they will eventually do business with you.
Before you can capture information on your landing page, you must create the actual page first.
There are many software programs out there to help you do this but I recommend using a
program called Lead Pages.

This is software that does require a small investment but you will find that the functionality that
it provides is well worth the price you pay. Their pricing starts at $37 per month or you can join
an annual subscription and save additional fees.
The nice thing about LeadPages is that it works well with many email autoresponder vendors so
that the leads you capture can be easily integrated into your email campaigns. This creates less
work on your part while also expanding the reach of your business.

Once you do integrate LeadPages with your email autoresponder vendor, you can automatically
make changes to your sign-up forms directly within their system.

You can choose the campaign you are working on, adding the first name field to the form as well
as many other functions.

LeadPages also provides you with a lot of functionality as it has many templates that you can
choose from to get started.

Once you choose a template that will work best for you, LeadPages also allows you to edit how
your landing page will look.

To edit any text within your landing page, simply click on it to make the necessary changes.
LeadPages also gives you a variety of options when you are ready to publish your landing page.

You can publish your page directly within LeadPages, to your WordPress site, on Facebook or on
your own server. Although you can only use your own server if you are on an annual
subscription with them.

Given the popularity of mobile devices, LeadPages also provides you with pages designed to
work on smaller screens.

This allows you to broaden your reach and ensures that all of your audience can see your
information regardless of how they access your site.
If you’re interested in using LeadPages, they have many free tutorials and demos available on
their site to help you view what their software is capable of. By viewing all of the information on
their site, you can get a good idea of the options available to you before you invest any money.

In Closing…
Now that you have completed the starter pack, you have essentials tools to set up your business
in the following areas:





communication
marketing
finance
security and data management

The instructions provided here will also help you get your VA set up and ready to perform the
key tasks you have hired them for.
Using the tools and software discussed in this starter pack will help you to save time as well as
allow you to get up and running fast so you can start achieving your business goals.

