Technology Coping Skills

Trends, Tips, and Tech Etiquette that will help
keep you Satisfied and Sane in 2011!

March 12, 2011

Presented By:
Dave Bainum, PMP

.g , theTeChLu: Get the slides from the site below:

www.ritetech.net http://www.RiteTech.net/cal




Housekeeping

enNnFI nal Destj
@ Hybrid Format; 90 Minutes
e Lecture [/ De mo6s

@ Pls. silence cell phones
e Wedre Tweet i ng
#caidc

AnOpltno for Audi o/ Vi deo

Slides avalil. Sun.: http://www.RiteTech.net/cal
This Session is being Audio/Video Recorded

(Please stay out of line-of-sight of cameras)
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What Youol |l L

e Daveds fAlternat cfdieey
Technology; Trends, Tech Etiquette | =gzl

@ How to cope with all of this

tech., and to hel§"

e Some | . T. AWar Sti& -

@ How to get back precious minutes back from every day

@ Youol I | earn what the nMir

@ Free $ from the State of Virginia for IT Improvements
(yes, Really i remind me!)

@ May learnabitfromeach-ot her é

@ ¢ And, t hatreallyismpossibteé aVvredé mi n
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Detailed Agenda/ Topics

@ [ntroductions —

@ Attention Economy: Information (Over)loads

@ Coping Skills Prioritization is key

@ Social Media: Trends; Where does it fit?

e E-Malil & Messaging: Keeping On Top of It!

@ Security/Loss Prevention: Keep Networks, WiFi Safe

@ Mobile, Phone, VoIP What 0s rel evan
Internet / Phone Carriers: wat ch out f or é

@ Productivity Boosts Get Time Back Every Day!

@ Cloud Services What 6s good, v

@ Q&A / Discussion (at certain points, & at end)
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Introductions

e Dave Bainum, PMP @

@ RiteTechL L C 0 sFou@der & Principal Consultant
3'd year here at WMCCAI-Expo

Spoken: ITExpo, SMBNation, PMCC, Microsoft 5W/40
Project Management Institute (PMl)-certified PMP
Educ. Committee (Webinar / Recordings Facilitator)
Social Media Task Force Chair

e My nPast Liveso:
@ IT Manager, IT Project Manager, IT Security
@ 2Tel Codsov &€tom,Ddti nancil 8

e © © ¢© ©
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Introductions

@ Served on Fairfax Public TV Board
and 2 local HOA Boards (ex-Pres. of one)

Thursday  7:00 pm g
Board of Directors Meeting e
| The Community Center
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The Attention Economy

@ Technology
@ Offers pluses & minuses
@ Can be disruptive

@ N Wh mformation consumes is rather obvious:
It consumes the attention of its recipients.
Hence, a wealth of information creates a
poverty of attention, and a need to allocate
that attention efficiently among the
overabundance of information sources that
might consume i & O

- Herbert Simon, 1971, Carnegie Mellon Univ.
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My nAl ternate

@ Someti meseée
@ Tech. gets faster/cheaper, not always better

@ It may enable people to react/interact faster,
but are they accompl I s

@ Are |.T. advances enabling more leisure time?
Or, are they pressuring people to work or
Interact more intensely than they did before?

;"’ ‘RiteTech wc Technology Coping Skills (TCS)8
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Effil ci ency

@ Normal drive-to-work In
~40-50 mins

@ Same trip takes 65 mins. &8
by transit

@ While driving, may be able to listen to music,

few phone calls, see s
@ While riding the subway, they can do all of that,
plusread,sende-mai | s, rest &

talk to/meet others, catch up on work, etc.

¢ Wh a tmore efficient, more productive, more
stablevs.fasteri n t he NnNAttent |

= —a—
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To Cope 1 Focus on the Important

@ Time Management / Prioritization Skills
e hBatcho & Del egate where

@ CONFIRM critical communications out of band
@ Know the priorities of obligations
@ Meet vyour fAservice |l eveloc

@ Keep data, IT equipment, password, ID secure
@ Organizational and backup systems

@ Ensure that the right people know how/when
to reach you, and your schedule/working hrs.

@ Have an escalation list; Seek out good tools

R1teTech Technology Coping Skills (TCS)0
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Most Visited Sites / Services

@ Facebook

e TAver ageo usher,
hrs. per month

@ About half of adults use it:
avg. 12 visits/mo.

@ Half of its users use it more than once per day

@ Twitter
@ Avg. user spends ~2hrs./month

@ Google / Live.com / Bing
@ YouTube, Wikipedia

’ theTech Technology Coping Skills (TCS}1
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Social Media = Communications, But..

@ A basic Web Site 8
and e-mail list are | k-
STI L L esse nti al Management Services for Your Community

Services for Your Community Association

Site Login

Condominium Services, Inc. ("CSI") is a growing, family-owned community-association management company serving Maryland,Northern
Virginia, and Washington DC. Started in 1979, CSI offers a host of services designed to enhance the quality of living in our customers'
communities. Whether you're seeking full-service management, financial management only, online services, or management consulting for

n
0 B u I | d fro m t h e re your community association, we can custom-tailor a suite of services to meet your particular needs and budget.

Not Just Condominiums

CSI manages homeowners' associations and condominium associations of all kinds. Residential, commercial, and mixed use. Our portfolio
includes garden-style, mid-rise, high rise, townhouses, and single-family home communities large and small -- anyone who needs

condoserv.net About Us | Contact Us

publish too much

Il nf or mati oné
¢ E.g. Minutes? 2 roommates?

-
PRea). Vo2 0

www.ModernHOA.com

Cwmcléto ne o
) ado ws

{, About Windstone Meadows
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Social Media = Awareness, Marketing

@ Use Social Media practically
@ Use what helps / consider delegating if needed
@ However, Delegatew/Caut i oné

@ Remember-1 t 060s Just anot her
met hod, |1 ke flyers, p

@ Resist the temptation to publish, share, or
reveal too much information electronically

e A tale of t wo roommat es,
@ A basic Web Site and e-mall list are essential
@ Build from there (consider FB, maybe Twitter)

theTech Technology Coping Skills (TCS)3
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facebook

@ Leading Social Network
@ Share profiles,

dinner...

games,d o c 0 S  mo

- -
@ Some privacy features ; e
(as compared to Twitter)

" Dave Bainum Giving a shout out to anyone else here for CAI-DC's awar

/ \;mm“’—" B Westin Arlington Gateway
Dave just checked-in @ Westin Ari

photos, interests, chat, A o T e

Gatewav {Arlinato

u November 10 at 8:49pm via Foursquare @ ° Like * Comment * Dave on foursquare

" Dave Bainum Great food and atmosphere
: “w : Paradise Biryani Pointe
67 A

W Dave just checked-in @ Paradise Biryani Poir

”’k&

@ Haliled as one of the blggest
time (and productivity) drams
ever created

... Especially like the lighting ...

nte (Herndon, VA)
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Biz. & Org. use of FB

v e me wee + @ AISO DeING used to keep up
with updates on products/

o 61 @ @ 50 services of interest
Spam

Py RiteTech LLC RiteTech Co-Founder Dave Bainum .
2 R Communications & IT Trends at this week's PMCC 0 e CO I I l I n g a n eWS

W info. at : http://www.varealtor.com/PMCC
Property Management Coalition C 1 1 2
T Assocation of Realtors syndication service (01 SOrts
e 3 “’":“ Www.varealtor.com
e st 61 D .
0cs.com In Beta

wtes ago - Like - Comm omote
P RiteTech LLC And after the rains... the creek behi .
L A R REALLY engorged with water. It's neat to see Natui 0 Can e u S e y .

W water is dirty sometimes). ;-)

eSS “,, 2 Aug 11, 2010 9:03am
o R

Rl oo @ Businesses, Non-Profits

@ Political Candidates
@ Board Members?

¢ -,;:;;_"f'RitETechLLc Technology Coping Skills (TCS}5
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Example: An HOAOs U

changepicre »  Windy Meadows HOA

Get Started Wwall Info Photos Discussions =+

What's on your mind?

Attach: @ s

v facebook = &

Promote with an Ad

Add to My Page's Favorites

. Windy Meadows HOA

GetStarted Wall Info Photos Discussions ¢ =+

Suggest to Friends

Write something about Winc
Meadows HOA.

T T + Start New Topic

Information

Founded:

1999 Displaying all 2 topics.

Insights Consider installation of Cell Phone tower on roof to improve cell phone coverage and Latest post by Windy Meadows HOA

generate revenue? Posted on July 22 at 8:00am

0 Monthly Active Users 1post, Cre_ated on July 22 at 8:00am

0 Daily New Likes Delete Topic

0 Daily Post Views

0 Daily Post Feedback Parking Permit Petition Latest post by Windy Meadows HOA
RO 1 post. Created on July 22 at 7:21am Posted on July 22 at 7:21am
- Delete Topic

6 People Like This
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Cwitkery

@ Social Networking / MicroBlogging site

@ (Blog = Web Log = Regular entries of
commentary, events, or other material)

@ Tweet = Text post of <=140 characters
@ You can nFoll owo or i
“ Search for trendlng or # (hashtag) topics

Home Profile Find People Settings Help Sign out
) : dbainum
What's happening? 3 tweets

| 7 14 0
following followers listed

Who to follow

,‘__; ;":{}.R.IteTeChLLC Technology Coping Skills (TCS)7
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NA Tale of
@ Sunday 11/14:

M9 U+ 9|5 Direct message from Staples - Message (HTML)

Message Add-Ins

" - = o (a3 i Ny % Mark Unread ' #H [ i
i = . S A3 InvoicesOutbou... 3 e . =] a <) =
% lgnore x & | ;é' _s R, 4 | 2> Rules & = Y \k

£ To Manager . B Categorize ~

v Delete Reply Reply Forward #% . 4 = Move [o3 i v Translate Zoom | Autotask
& Junk All 27 | 3 Team E-mail . e B Adions ~| e i up - o e 2
Delete Respond Quick Steps 2 Move Tags [ Editing Zoom | Autotask
© If there are problems with how this message is displayed, click here to view it in a web browser. "
From: Twitter <twitter-dm-646261696e756d4072697465746563682e6e6574-9343d @postmaster. twitter.com > Sent: Sun11/14/2010 11:40 AM
To: Dave Bainum I
Ca
Subject: Direct message from Staples I
i
kwitter N

Hi Dave, we are aware of the issue and are working on it. Sorry for the delay. :( "GVM
Direct message sent by Staples (@StaplesTweets) to you (@dbainum) on Nov 14, 11:39 AM.

Staples
@staplesTwests &2 |
Framingham MA
v
| |
o See more about: Twitter. 5 |t & 2 1
i 3 '
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NA Tal e of

_an N r ~ A1 A i m 11+ ~ ~
™ AL IS o Staples is now following you on Twitter! - Message (HTML)
File. Message Add-Ins o @
. N - an i ) = % € -
i Ignore x f=a | 1—’ _‘% =~ L InvoicesOutbou... | 33 & Rules ~ [E,M‘ a% éﬁ L#i ‘_k
¢ @ £ To Manager .| - Categorize ~ By
v Delete Reply Reply Forward v -~ ; o Move [o3 i - Translate Zoom  Autotask
& Junk i 27 | |53 Team E-mail = 5 2] Actions ¥ Follow Up ~ 3 N - v "
Delete Respond Quick Steps P Move Tags [P Editing Zoom | Autotask
© If there are problems with how this message is displayed, click here to view it in a web browser.
| From: Twitter <twitter-follow-64626 1696e756d407263746574656368 2e6e6574-9343d @postmaster. twitter.com > Sent: Sun11/14/2010 1:35 PM '
| To: Dave Bainum
| Ca l
Subject: Staples is now following you on Twitter!
r =1 I
Ea|
twitter} |}
. . = A |
Staples (@StaplesTweets) is now following your tweets (@dbainum) on Twitter. =
Staples followed you using CoTweet. |
Staples |
@StaplasTwasts Q |
Framingham MA i
Bio We mske it easy to get the office supplies you need so you'll have time for more important stuff. Like checking the conferance room for leftover bagels. ]
v
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And Last

Staples It's holiday shopping time! So stay home. In your pajamas. Maybe

@ turn on a festive classic movie. And check off everyone on your list the easy
thatwas ey way, in just a click — with Staples® eGift Cards. http://pub.vitrue.com/w0

Purchase Staples Gift Cards online!

Source: pub.vitrue.com

(5] Thursday at 4:43pm via Vitrue Publisher * Like - Comment * Share

& 21 people like this.

Eryn Morris Actually, last I checked it was time for Thanksaiving, not
Christmas. =P
Thursday at 5:31pm * Like - Flag

Nick Parlin It's the most wonderful time of the year!!
EEEY Thursday at 6:03pm - Like * Flag

- Jasen B Lancaster Sr Staples can't sell anything for Thanksaiving and

Ravi Akella STAPLES website for some reason is down...it always
happens with staples at this time of the year....it really sucks :)

3 hours ago * Like * & 1 person - Flag

Write a comment...
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E-Mail Tips
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E-Mail Tips

e E-Ma 1 | |l S becoming

@ Can contain messages, FAXes, Vo0I C e mz«
Voicemall transcriptions

e Building status messag
@ Use folders and rules to help

@ Check your Junk Folders periodically

e SPAM filtering may occur at multiple points
@ For instance, at carrier level and Outlook level

5%:1’?*"RiteTechtLLc Technology Coping Skills (TCS}p2
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E-Mail Tips

e Limitations

@ Not guaranteed to be received, read,
or understood

@ NAs-)(Slerure as a

@ Influenced by mood of the recipient while they are
reading it; may be very different from intended context

@ While convenient, can also be over-used

@ Other communication tools are important
@ Phone, Face-to-Face, Meetings

@ Do NOT Dbe fooled by i

4 R]teTeChLLC Technology Coping Skills (TCS»3
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E-M

@ Keep I n mind thate

“

all Tips

The subject is important. It can help tell the recipient
the relative priority/context of your message

| oft RiteTephutdo O r A( Reply to
lines, to provide additional emphasis
Priority Flags can -bregéerretl )p

The recipient may be a lot busier (and/or a lot more
overloaded) than you are.

Follow-up important e-mail messages with a phone
call, but not necessarily immediately.

Donot ASSUME t hat t he mess
read, or understood.

www.ritetech.
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Security / Loss Prevention
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Security / Loss Prevention

@ IT Security has comparable limitations as
physical securityi nno guar ant e

@ Internet complicates things considerably

@ Just Dbecause you can¢
t hings happening on |
mean thattheyar ema@gpeni ngée

@ Human factors (policies, awareness,

reporting suspicious behavior) are often at
least as important as the tools

» il,:{}.R.iteTerChtLLC Technology Coping Skills (TCS)6
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The 3We a k e st L |

@ Passwords and Programs

@ Passwords should be easy to
remember, but hard to guess

@ Should be different on different systems to
minimize problems in case of a breach

@ Pass Phrases, an algorithm, or possibly
location- or gesture-specific typing cues

@ Biometrics (fingerprint) or SecurelD (token)
@ Well configured, well-moni t or ed f

477 RiteTech.u.  Technology Coping Skills (TCSp7



True or False?
@ Small Businesses are less likely to be
hacked than a large organization

@ Hacking into networks and causing
|.T. damage, requires a great deal
of very specialized training/expertise

@ .PDF files cannot be infected by viruses or
malware

e E-Mall i1s a secure form of communication

@ Voice Over IP (VoIP) Is as secure as a
traditional telephone system

47 RiteTech.u.  Technology Coping Skills (TCSys
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Security / Loss Prevention

@ Your Internet provider knows exactly what
site(s) you (or your company) Is going to

@ Company-provided equipment Is subject to
monitoring, archiving, anomaly detection,
traffic shaping, etc.

@ Unless you own the PC and the network,
should be no presumption of PC privacy

@l t0s Nthel ro equi pmet
@ PACERst oryéCase Study

—— —a—
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The lnternett s t he A MI r an

MIRANDA WARNING

1. YOU HAVE THE RIGHT TO REMAIN SILENT.

0 Y O u y y O u r 2. ANYTHING YOU SAY CAN AND WILL BE USED AGAINST YOU IN

A COURT OF LAW.
3. YOU HAVE THE RIGHT TO TALK TO A LAWYER AND HAVE HIM PRESENT

:) u b I I C O Stl n S a r e WITH YOU WHILE YOU ARE BEING QUESTIONED.
p g 4. IF YOU CANNOT AFFORD TO HIRE A LAWYER, ONE WILL BE APPOINTED TO
REPRESENT YOU BEFORE ANY QUESTIONING IF YOU WISH.
5. YOU CAN DECIDE AT ANY TIME TO EXERCISE THESE RIGHTS AND

‘. u S t a G O O g I e S e arC h : NOT ANSWER ANY ouesnor:swo: ::IA;; ANY STATEMENTS,
—acebook, etc. away

from being Searched, Indexed,
archived, etec

@ Even, in many cases, after such
posts are erased!

@ Pluses and minusestot hi s é

DO YOU UNDERSTAND EACH OF THESE RIGHTS | HAVE EXPLAINED TO YOU?
HAVING THESE RIGHTS IN MIND, DO YOU WISH TO TALK TO US NOW?

;%ig_'i"RiteTEChuc Technology Coping Skills (TCS}o
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Preventing Outages / Crashes
\ |

@ All Hard Drives Go To Heaven -

e Al | are mechani cal (except
will eventually wear out or fall

@ | t 0s 1 mbWHEN your Internet, phone,
or power service will go down

e Some firewalls allow Internet carrier
redundancy

@ Have to pick carriers very carefully

@ Cloud services are particularly vulnerable to
Internet outages

@ Keep the most critical applications in house

R]teTeChLLC Technology Coping Skills (TCSp1
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Mobile / Phone / VoIP
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Mobile / Phone / VoIP

e How Essential i1s Internet service now?

e How | ong coul d your ¢
to be down f or é& Web¥o n ¢

e Manyv different t pes:
y y \N
e DSL

Cable Modem
T1/T3

Metro-E

Cellular, Satellite

v
v
v
v

theTech Technology Coping Skills (TCS}3
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Mobile / Phone / VoIP

e Many carriers
a contract, which may auto-extend!

@ CHECK contract renewal dates and terms;
may have to give notice not to auto-renew

e What 0s the policy f ol
about peed gua Frtaonot?e

S
e And t hen, t heredos Cal
t he | etter nVvVo é

E;Zg:f."?'RiteTteghtLLc Technology Coping Skills (TCS}4




VolIP = Voice Over Internet Protocol

@ A new way of providing telephone
service

@ Makes many new options
available (e.g. RingCentral)

@ You get what you $ for
@ The VolP-0-Cratic Oath

@ How does the VoIP carrier ensure
guality/reliability of the voice service?

e Many @&@Bpmghlone services

;%,‘;:i"Rite"!-tE'(rthuc Technology Coping Skills (TCSps




Mobile Technology Trends

\"

@ Capabillities increasing
@ Becoming more common
e GP S, Mobi |l e Wor kf

@ Smartphones (possibly tablets)
becoming common method of accessing
Internet/cloud, Internet searches

@ | s such extreme mobi |
@ Theft/loss / data security / privacy issues
@ Disclosure regulations for client data breaches

E;Zng."?'RiteTeghtLLc Technology Coping Skills (TCS}6
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Getting Time Back Each Day

@ Already mentioned prioritization / time mgmt.
@ Franklin Covey 1 greatly recommended
@ Use Outlook Calendars (or something similar)

@ Consider Dictation / Transcription Technologies
@ Voicemall transcription
@ Mobile device dictation
@ E.g. Dragon NaturallySpeaking on iPhone %
e Other automation features DRAGON
@ FAX-to-Emall

@ Can also be used as an easy/inexpensive scanner

| R]teTeChLLC Technology Coping Skills (TCSp?
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Getting Time Back Each Day

e Davedos Top 1 Phone Ap|

)

e © © © © © ¢ ¢

Apart from the usuals like e-mall, FaceBook
Dragon Dictation
IPhone Camera App

DropBox
GasBuddy DRGON
LogMeln Ignition ot e
Soundhound

FourSquare

Financials / Banking / Investementsa p p 0 s

R]tETECh Technology Coping Skills (TCS}s
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Cloud Services
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Cloud Services

MZ
@ Simply means Off-Site Processing
and/or storage C
@ Some services may be free; others paid
e Pl uses and minuses to

@ Examples:
@ Hosted Microsoft Exchange (HME)
¢ Gmall, HotMail, Yahoo Mall

@ E-Mail hosted by your Internet provider
(e.g. Verizon, Comcast, Cox)

theTech Technology Coping Skills (TCS)o
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Cloud Services Considerations
e The Good:

.
' \Z
@ Pay-As-You-Go |
@ Updates rolled out easily/cheaply C

@ Add capabillities without adding to on-site
equipment or dedicated support needs

@ Support (possibly 24x7, but Is it good?)
@ Remote/External Access Is often simplified

@ |deal Cloud applications: E-Mail, Web Sites,
SharePoint, Coll aborat

@ [SoundHound & Dragon Speech on iPhone]

R1teTech Technology Coping Skills (TCSH1
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Cloud Services Considerations
® O

e However e
@ Network/Internet stability becomes very critical
Who fAnownso your data?
Security/Retention/Compliance requirements
Choose vendors carefully (not equal!)
Not every computing application 8
canorshoudngo t o t
@ e.g.. Accounting, Graphic-
Intensive/Scanning,
Security databases, Pr | nt e

e © ¢© ©

"" theTech Technology Coping Skills (TCS¥2
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NCl oudyo Services, S

@ Drobo;, S mal | Bbz2co®MANGsS | mj
@ Hybrid Models emerging:

@ Hardware-As-A-Service (HaaS)
Mixed On-Premise/Cloud

@ Microsoft Small Biz. Server
2011 nEssenti al so, Of f

@ Microsoft InTune

@ Hybrid models may
combine the nNnbest el em
Cloud and traditional, on-
premises equipment / software

theTech Technology Coping Skills (TCS¥3
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