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Eight practical guides to take your business digital. Step by step, in plain language. 
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M O D U L E  0 5  

Running Operations Smarter 

When your business has more than five people and more than a hundred transactions a month, 
doing everything manually costs you more than it saves. This module covers inventory, HR basics, 
and team communication: the systems that keep things running even when you are not watching 
every detail. 
~3 hours to set up   -   Pick one process first 

 Why this matters:  A shop owner managing inventory on a spreadsheet spends 4 hours a 
week on stock checks. The same job in an inventory tool takes 20 minutes. That is 3.5 hours 
back in your week, every week, for the rest of your business life. 

 

S T E P - B Y - S T E P  G U I D E  

01  Set up basic inventory management 
Move stock tracking out of your head and into a tool. Zoho Inventory's free tier tracks stock levels and 
alerts you when items run low. For simpler needs, a Google Sheet with columns for Item Name, 
Quantity, Reorder Level, and Supplier is a genuine improvement over no system at all. The key habit: 
update stock every time you receive a delivery or complete a sale. 
Zoho Inventory (free tier)  -  Google Sheets  -  SITS Inventory Module 

 
Inventory management dashboard showing stock levels, low stock alerts and reorder actions 

02  Set up digital payroll and EPF/ETF management 
If you have employees, you are legally required to contribute to EPF (employer 12%, employee 8%) and 
ETF (employer 3%). Manual EPF processing is error-prone and time-consuming. A payroll tool 
automates the calculation, keeps records, and generates the monthly EPF/ETF submission files. SITS 
implements a full HR suite including payroll, leave management, and EPF/ETF compliance under their 
Scale package. 
SITS HR Suite  -  EPF Board Online Portal 



 
 

 

Tip: EPF and ETF late submissions attract penalties. Automating this removes human error and protects you from 
avoidable fines. 

 
Monthly payroll table with EPF and ETF calculated automatically and an Export EPF File button 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 

03  Move team communication off personal WhatsApp 
A personal WhatsApp group with staff seems convenient until someone leaves and the history goes with 
them, or a customer message gets mixed into a staff conversation. Use Google Chat (free) or Slack (free 
tier) for internal communication. Create separate channels for different topics. Keep written records of 
decisions. 
Google Chat (free)  -  Slack (free tier)  -  SITS Collaboration Solutions 
Tip: Keep written records of all decisions. The boss said so on WhatsApp is not documentation. 

 
Before: personal WhatsApp with personal and business messages mixed. After: Google Chat with organised channels 

 


