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Foreword

About a year ago, we published our first book, 56 Tech Tips for
Work, Home and Everywhere In. B&tweksught the book
would be a fun opportunity to organize all of our articles from
our weekly newsletter and give to clients as gifts. Little did we
know how popular it would become!

But, as you know, technology moves fast. A lot of the
information in the 56 Tech TipSobsolete now, so we decided to
put out a second edition with 56 more tech tips. Who knows?
Maybe it will become an annual publication!

To keep things simple and consistent, I wrote these tech tips in
first person, but please understand that everyong Nexxtep
contributed something this time; this book was truly a team
effort.

-Anne Shenton

Director of Marketing
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Professional Tech Tips

Part One: Productivity
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1. A Powerful Organizer, Reminder System and
Productivity Assistant

ReQall is an excellent tool for the absent-minded, forgetful, and
for those who are just plain busy! The tool allows you to create
reminders via phone call, voice recording, text, instant message,
and email (to name a few). Then, ReQall organizes your
reminders by date, time, topic and even location for those using
iPhones or BlackBerry with GPS. All of these services are
included with the free version of ReQall.

The best explanation I found for ReQall is in this video, “See
How David Pogue Uses ReQall” (it’s silly, but informative):
http://www.reqall.com/about/how to videos

The ReQall website is http://www.reqgall.com
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2. A Webpage Visualization Tool

Browser Size (http://browsersize.googlelabs.com) is a

visualization tool used to show how much of a web page viewers
can see without having to scroll down. For example, information
in the 99% region is the information that 99% of readers will be
able to read without having to scroll.

This analysis shows that 95% of visitors ate able to read all of
our core values without having to scroll down.

To test this out on your website, go to

http://browsersize.googlelabs.com
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3. How to Open Office 2007 Documents in Older
Versions of Microsoft Office

Here’s a story that might be all too familiar for some of you...

You’ve been waiting all day for someone to send you an
important Word document. Finally, your email comes in!
Ecstatic, you click on the attachment, reeling with excitement
until a suspicious message pops up on your screen.

“Windows cannot open this file.”

Oh no! The file that has been sent to you is a dreaded .docx file,
and you can’t open it in Word 2003. Now you have to email the
sender, ask him to save the file in a compatible version, and wait
on him to resend the file.

And who knows how long that will take!?

OK, that story may have been a little dramatic, but I have been in
that situation before and I know how annoying it can be to go
through the process of sending and resending files back and
forth. Luckily, there is an easy fix to this dilemma, in the form of
the Microsoft Office Compatibility Pack. By installing this
compatibility pack, you will be able to open, edit and save files
using the file formats in newer versions of Word, Excel and
PowerPoint.

We put the link to download the pack on our website. Just visit
http://ncare.com/office-pack to download it!
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4. Save Ink and Save Money

Changing the default email font from Arial to Century saves 30%
of ink in printing emails. With ink costing $10,000 per gallon,
this could mean big savings.

Source: University of Wisconsin-Green Bay
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5. Easy Conversion Tool for Distance, Time and More

This simple tool is a life saver when you need to convert units of
distance, temperature, time, speed, and almost anything else you
can think of. You can even create custom conversions! The tool
is appropriately named “Convert” and it is free for download

here: http://joshmadison.com/software/convert-for-windows
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6. Google’s Keyword Tool

If you want to drive more traffic to your website with SEO
(search engine optimization), it’s important to incorporate
keywords in your site that your target audience is using in web
searches. Rather than try to guess which keywords will get the
most traffic, use a keyword tool, like the Google Keyword Tool.
Type in a keyword (for example, an attorney in Atlanta might
write “tax lawyer Atlanta”). The results will show you how many
people search for that keyword in a month and will also show
related keywords.

Visit http://adwords.google.com/select/KeywordToolExternal
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7. Free PDF Converter

This easy PDF converter can convert documents of almost any
file type into a PDF. Give it a try at
http://www.pdfonline.com/convert-pdf/

If you are using Office 2007 or Office 2010, you can save your
documents in PDF format without an online convertet:
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8. How to Create a Custom Dictionary in Microsoft
Word

Spell check is one of the best features of Microsoft Word. It
frees us from the worry of typos and the inconvenience of
thumbing through the dictionary on a regular basis. But the
dictionary does have its downsides. If it doesn’t recognize a
word, it underlines it in red. This can be very distracting if you
use a lot of words that aren’t in the official Word dictionary.
Believe me, when you work at a company called Nexxtep, it
happens a lot.

One way to get the red out is to create a “custom dictionary” in
Word. You can add words to the dictionary that aren’t already

there. You can also add proper nouns or technical terminology.

For example, if you work in a medical office and use a lot of
technical terms and abbreviations, you can add them to your
dictionary.

Here’s how:

1. Click the Office button and select Word Options
2. Select the Proofing options

3. Click Custom Dictionaries

4. Click New

5. Enter a name for your dictionary and click Save
Your new dictionary will appear in the dictionary list.
Adding terms to your dictionary is also easy:

6. Highlight your dictionary

7. Click Edit Word List

8. Type a word in the Word box

9. Click Add after you check the spelling of the word
10. Repeat for all the words you’d like to add

11. You can delete a word by highlighting it and clicking Delete
12. When you’re done, click OK

19



9. Voice-to-Text iPhone and BlackBerry Apps

Dragon Dictation for the iPhone (and Dragon Email for
BlackBerry) is an easy-to use voice recognition application for
your smartphone. The application allows you to dictate messages
that are quickly converted into text that you can use in an email
or text message. The best part: it’s absolutely free!

To try Dragon Dictation, go to the App Store on your iPhone
and search for “Dragon Dictation.” On your BlackBerry, visit
App World and search for “Dragon Email.” Download the app,
and you’ll be ready to go!

This app is great for attorneys who need to dictate case notes, or
doctors who want to transcribe patient information.
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10. Five Ways to Keep Your Laptop Running Without
Plugging It In

On the road, in the airport, at a client’s site, or simply at home on
the couch. These are places you can’t — or don’t want to — plug
your laptop in. Want to keep your laptop running as long as
possible without searching for an outlet? Here are 5 tips to help:

1) Keep your screen dim. A laptop’s backlight requires a lot of
power. Reducing the brightness conserves battery life.

2) Turn off unused hardware. Your Bluetooth and your Wi-FI
receiver can both be turned off if not in use. Unplug your
external mouse or other device. And mute the PC’s sound
system. Not only will it save power, it avoids annoying everyone
else around you.

3) Don’t multitask. Run as few programs as you can get away
with. Stick to one application (wotd processor, browser, or
whatever) if possible. (If online keep your antivirus and firewall
on in the background.)

4) Avoid multimedia. Save your photo editing and video watching
for when have AC power. These tasks suck up immense battery
life. To listen to music, use your iPod (or similar device).

5) Sleep, standby or hibernate. Sleep mode (a.k.a. “standby” in
XP) keeps your PC on. It still uses power, just less than normal.
Hibernate uses no power initially, but a lot of battery life to start

back up.
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11. Your Search Engine Is a Calculator, Too!

If you need to do a quick calculation, there’s no need to reach for
the calculator. Just type the equation in your search engine’s
search box. This works in almost any search engine for basic
calculations:
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Bing is the math whiz of the search engine world. It can do
complicated calculations involving logarithms, square roots and
exponents:
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Warning: Do NOT share this with your children. It will make
math homework way too casy.
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12. Use Your iPad As An Extra Monitor

If you are still looking for a reason to justify purchasing an iPad,
here’s one that might sway you. With Maxi Vista, you can use
your iPad as a second (or third) monitor for your computet.

Simply search “Maxi Vista” in the App Store, or visit

http://ipad.maxivista.com. The app costs $9.99.
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13. Why Technology Is Important for Small Businesses

Could your business get by without an accountant or
bookkeeper? Would you make any money if you didn’t have a
sales team or showroom for your products? My guess is no, and
technology is no different. It’s a crucial part of a business’s
operations. Your business is probably very dependent on
technology, and at the very minimum you need your computers
and networks to be up and running at all times. But are you
happy with just the bare minimum, or are you thinking of the big
picture?

Over the past few decades, businesses have had a pattern of
relegating the IT function to a department or a service technician.
Terms like “business-IT alignment” became popular. This fancy
terminology might sound good, but it is bogus. To quote a great
article from Smart Planet:

“Can you imagine people talking about ‘aligning’ accounting and
finance to the business? Or ‘aligning’ the CEO to the business?
That would be pretty pathetic, wouldn’t it? So why do we
constantly fret about ‘business-IT alignment?’ ”

As a business owner or manager, you have a choice. You can
think of technology as an ancillary component of running your
business. A “necessary evil,” if you will. You can attempt to
“align” I'T to your business by hiring a service technician (either
internally or externally) who will keep you up and running and fix
your computers when they aren’t working right. You can keep IT
tucked away in a corner and do your best to avoid it at all costs.

Or, you can think of technology as a core business function, no
different than finance or sales. Technology can be a driving force
of your company’s growth and stability. In this case, you might
hire a company like Nexxtep, who will provide technology
leadership for your business. Sure, we can fix your computers,
but we can also give you a technology roadmap, a comprehensive
disaster recovery plan, and help you make your business
processes more efficient, among other things. We’ll become a
part of your company’s overall strategy, because we not only
understand business; we arébusiness.
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14. Are You Eating Too Much Technology Junk Food?

That question probably doesn’t make any sense to you, so let me
explain. I was listening to an interview with New York Times
technology columnist Matt Richtel, when he mentioned that
technology is a lot like food. Like food, you need technology to
survive in today’s world. But as we all know, some foods, like
fruits and vegetables, are good for us, while other foods, like
twinkies and double cheeseburgers, are bad for us. Technology is
no different. There are many ways in which technology is good
for us (it can help us be more productive and stay connected to
friends and family, for example), but we need to also beware of
technology junk food (texting while driving, information
overload).

Are you eating too much technology junk foodr Take a quick 5-
question quiz to find out.

1) Do you get bored while sitting at red lights and find
yourself checking emails and text messages?

2) Do you avoid working on daunting projects by surfing the
web or jumping from program to program on your computer?

3) Do you feel panicked and stressed when you’re not able to
access the internet or your email for a few hours?

4) Do you feel like you’re constantly waiting for new emails
and feel the need to check your inbox or smartphone at least
once an hour?

5)  Has your spouse/patent/child complained that you spend
too much time on the computer or toying with your smartphone?

If you answered yes to any one of these questions, you might be
“eating” too much technology junk food. I am no stranger to
technology junk food myself; I could answer yes to all 5 of these
questions! That’s why I researched five things that I (and you)
can do to get on a technology diet.

Technology Diet Plan:

1)  Keep your phone out of reach while you’re driving (and
resist the urge to attempt to reach for it while dodging traffic).
Even if you’re stopped at a red light, you need to give your
attention to the road, not your phone. Sure, you might be
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stopped, but you might miss the light turning green. Worse, you
might not see a reckless driver who’s about to hit your stopped
car.

2)  If you have a big project you need to work on, gather all the
internet research you need beforehand and then cut off your
connection until the project is complete.

3)  Ifatall possible, disconnect on the weekends. This will
give your brain a break and will help you feel rejuvenated come
Monday morning. Disconnecting is especially helpful on three
day weekends and vacations.

4)  Turn off email notifications and only check your email
twice a day. This will help you answer email more efficiently and
will keep you from getting distracted.

5)  Rather than reach for your smartphone to play a game or
watch a Youtube video, allow yourself to get bored every now
and then. That’s when your most creative thinking happens.
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15. Can I Afford New Technology in a Down Economy?

This is another great question from one of our Tech Tips
subscribers. There is no doubt that the recession has forced
businesses to tighten spending and look for savings wherever
possible. The thought of purchasing new equipment and
software might not even be a consideration right now, but let me
ask you this: can you afford to keep your old technology?

The truth is, maintaining your old systems might be more
expensive than purchasing new ones. Servers and workstations
are like any other machines; they don’t last forever. Think of it
like a car. After you’ve driven it for a couple hundred thousand
miles, things start to break. A new transmission here, a new
alternator there, and eventually you’re putting more money into
the car than it’s worth. There’s no need to treat computers and
servers any differently, but for some reason, we do. Maybe it’s
because buying 10 new workstations for your staff is not nearly as
much fun as driving off the lot in a brand new sports car.
However, it is a very wise investment.

Here are 4 reasons why purchasing new technology is more
affordable than keeping your old systems:

1. Equipment is getting cheaper and cheaper.

In 1989, a PC cost
about $9,000.
Now, they’re as
cheap as $500 (and
of course, they’re
much more
sophisticated than
they were back in
’89). Same goes for

Tandy 5000 MC Prof, . servers, printers

””59] 849900 and other office

electronics.

2. New equipment is cheaper to maintain. It’s an
obvious fact; new computers run faster, experience fewer
crashes and need less maintenance than older ones. Not
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to mention, the hours you and your employees gain in
productivity equals more money in your bottom line.

Network monitoring can save you from expensive
failures. 1f you are on one of our N-Care plans, your
systems are monitored 24/7/365 and we are instantly
alerted of any potential threats. This means that you
don’t have to worry about your servers crashing or losing
crucial data. For a low monthly fee, you can save your
company from losing tens of thousands of dollars in the
event of a network failure. This is not a scare tactic;
we’ve seen it happen many times.

Cloud setrvices are an affordable alternative to major
software and hardware purchases. What are cloud
services, you might ask? Cloud services (or Software as a
Service—SaaS) are software applications that you can
access over the internet, eliminating the need to purchase
and install the application on your computers. Not only
do these services drastically reduce maintenance and
support needs, they’re generally cheaper. Some of
Nexxtep’s cloud services include Stor-Guard Offsite
Backup and Recovery, N-Guard Spam Filtering, and N-
Care Connect Hosted Exchange.



16. What’s the Difference Between an Air Card and a
Wifi Network?

Both air cards and Wili networks allow you to surf the internet
wirelessly (no need for phone cord or Ethernet cable). In this tip,
I'll explain the differences between air cards and Wili.

Air cards are thin, metal cards that you insert into a slot on your
laptop or netbook. You can purchase them from your cellular
service provider, and once they are installed and configured on
your computer, you can surf the internet from anywhere that has
a cellular connection. With an air card, youll pay a monthly fee
between about $30 — $60 (prices depend on how much data you
use).

Pros: Ability to surf the web almost anywhere, affordable.

Cons: Not as fast as Wiki, and you will be charged hefty fees if
you use more data than your plan allows.

WiFi networks allow users to connect within a certain range of a
centralized device (witeless modem and/or routet). For example,
we have a Wil network in our office, and anyone who has the
password can surf the internet anywhere inside the building.

Pros: Fast connections, anyone in range can access the network
(as long as they have the password or it is not password-
protected).

Cons: Limited to range of the wireless router

If you are interested in purchasing an air card, contact your
cellular service provider. If you’d like us to set up a wireless
network for your office, call us at 229-671-1513.
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17. 3 Ways for Small Business Owners to Keep Up with
the Latest Technology Trends

Another great question from one of our Tech Tips subscribers:
“How can I as a small business owner keep up with the latest
technology?” Very good question. I have a two-part answer.

The first patt is- you don’t have to if you hire a technology
consultant like Nexxtep. We are relentless about keeping up with
the latest business technology trends so that you don’t have to.
However, I know some of you are genuinely interested in learning
about technology, so I've put together a list and resources to get
you started.

1. Read business technology blogs.

Our very own Tech Tips Blog (http://ncare.com/blog) is a good
place to start, but if you want to dig deeper, here are some other
business technology websites:

ZDNet (http://zdnet.com)

CNET (http://news.cnet.com)

Businessweek Technology News
(http://businessweek.com/technology)

Wall Street Journal Digits Blog (http://blogs.wsj.com/digits)

2. Follow the major technology suppliers for the latest news and
advice.

Most of the major technology suppliers (Microsoft, Lenovo,
Intel, etc.) release their latest news updates on their Twitter feeds.

@LenovoPress

@intelnews

(@Microsoft

@appleincnews

3. Attend Nexxtep webinars and events

We host an event at least once a month to help our clients and
potential clients learn more about the technology you use every
day. Check out our upcoming events on our website
(http://ncare.com).
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18. Windows 7 Shortcut Keys

What are shortcut keys? They are a sequence of keys on your
computer’s keyboard that tell your computer to do something.
You’re probably familiar with Copy and Paste: when you press
the Ctrl button, then the C button your keyboard, it copies the
text or images you have selected. Then, when you press Ctrl and
V in another area or window, it pastes your selection in the new
location. If you use these copy and paste shortcuts often, you
know how much time it can save.

There’s a lot more whete that came from. 1 covered a few of
them in a previous issue of Weekly Tech Tips, but after talking
with Robert and Neil this afternoon, I realized I left out a ton of
useful shortcuts.

Here’s a more complete list (from mydigitallife.info):

*Tip: The “Windows” key is the key on your keyboard that looks
like this:

Windows + (Up Arrow) — Maximize window

Windows + (Left Arrow) — Snap window to left side covering
half of desktop space. Continue pressing the keyboard shortcut
will rotate the window between snap to left, snap to right and
restore to normal position.

Windows + (Right Arrow) — Snap window to right side covering
half of desktop space. Continue pressing the keyboard shortcut
will rotate the window between snap to left, snap to right and
restore to normal position.

Windows + (Down Arrow) — Minimize the window. Restore to
normal size and position if the window is currently maximized.

Windows + Home — Clear all but the active window.

Windows + Space — All windows become transparent so you can
see through to the desktop.
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Windows + Shift + (Left Arrow) — Move the active window to
the adjacent monitor on the left for dual or multiple monitors
setup.

Windows + Shift + (Right Arrow) — Move the active window to
the adjacent monitor on the right for dual or multiple monitors
setup.

Windows + T — Show preview thumbnail of running applications
in Windows Taskbar one by one without mouse over.

Windows + P — Adjust presentation options of the display on
computer or projector.

Windows + + (Add) — Zoom in.
Windows + — (Minus or Dash) — Zoom out

Shift + Click a Taskbar item: Open a new instance of that
particular application.

Other popular or common keyboard hotkeys which are already
been used in Windows Vista:

Windows + D — Show desktop and restore desktop (minimize or
restore all windows).

Windows + M — Minimize all windows.

Windows + U — Open Ease of Access Center.

Windows + F — Search window.

Windows + G — Bring all gadgets on top and foreground.
Windows + X — Run Windows Mobility Center.
Windows + R — Open ‘Run’ command.

Windows + E — Run Windows Explorer.

Windows + L — Lock the computer.

Windows + | [Break] — Open System Properties.

Windows + [number| — Activate and run the program pinned on
Windows 7 Taskbar, running program won’t be affected.

Windows + Tab — Windows Aero Task Switcher
F1 — Help
F3 — Search
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19. What You Need to Know to Create (and Keep Up
With) Strong Passwords.

In February of 2010, the New York Times published an article
with the most overused passwords. They are listed in this picture
below:

MOST POPULAR PASSWORDS

Nearly one million RockYou
users chose these passwords (o
protect their accounts

1. 123456 17 michael
2. 12345 18 ashiley

3. 123456789 19 654321

4. password 20. qwerty
5. iloveyou 21 iloveu

6. princess 22 michelle
7. rockyou 23 11111

8. 1234567 240

9 12345678 25 tigger

10. abec123 26 password1
11. nicole 27 sunshine
12. daniel 28 chocolate
13. babygirl 29 anthony
14. monkey 30 angel

15. jessica 31. FRIENDS
16. lovely 32 soccer

Source: Imperva

The New York Times

If you want to keep your information safe online, you should use
a different password for every account you create. However, it is
almost impossible to remember all these passwords, so most
people use the same password for some or all of their accounts.

You can have the best of both worlds: the security of multiple
passwords and the convenience of having only one password.
LastPass is a secure program that stores all of your passwords in
one account. The installation process is painless, and every time
you create a new account afterwards, LastPass will store it and
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automatically fill in your login and password information the next
time you access the account. It can even scan your browsers for
currently saved passwords.

Of course, this program is safest on a computer that only you can
access.

To download LastPass, visit http://lastpass.com
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20. What You Should Know About Email Encryption
Have you ever sent an email containing:
-A Credit Card Number?
-A Social Security Number?
-Confidential Documents Attached?

When you sent these emails, were they encrypted? If your answer
is no, or you’re not sure, then you may have compromised
sensitive information. Most email you send travels a great
distance over many networks, secure and unsecure, monitored
and unmonitored. These messages pass through and make copies
of themselves on servers all over the internet. In short, anyone
with access to those servers can read your unencrypted emails.

Would you write your social security number on a post card and
send it in the mail? My guess is no, but sending sensitive
information in an unencrypted email is just as dangerous.

So what can you do to protect your emails?

If you are mailing a check to pay a bill, you probably enclose the
check in a security envelope with crossed lines on the inside to
prevent people from viewing its contents. Or, you might even go
a step further and send the check via certified mail so that you
can track it and get a return receipt.

Luckily, you have similar options for your email. N-Guard Email
Encryption has all of the features you need to keep your email
secure.

How does it work?

When an email is encrypted, it is “translated” into a code that is
unreadable to those who could access it while it is traveling across
the internet. When it arrives in the recipient’s mailbox, it is
retranslated back into readable text.

If you’re interested in learning more about email encryption, call
us at 229-671-1513.
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21. The Number 1 Security Threat for Business PCs

According to Symantec’s 2009 security review, the biggest single
threat to computer security is a user’s failure to apply new
security patches when they become available. A “patch” is simply
a software fix to a known security bug in a software program.
Once a vulnerability is discovered, software vendors scramble to
develop a patch to prevent hackers from using this to access PCs
— but their release of a patch is also a “go” sign for hackers who
them scramble to write viruses designed to exploit PC users who
haven’t gotten around to patching or updating their system.

As you might expect, online criminal opportunism is at an all-
time high. One well-written virus can spread and attack millions
of PCs in minutes, giving these cyber criminals access and control
over your PC — often without YOU ever realizing it until it’s too
late. And since most of us are storing and using our PCs for
banking, making purchases, and storing other sensitive
information, it’s a fast-track break in that’s irresistible.

The Two Most Common Applications Attacked

Surprisingly, PDF-based download exploits rose to account for
49 percent of online attacks. Internet Explorer was the second
most attacked application, accounting for 18 percent of web-
based attacks. Incredibly, the Internet Explorer vulnerability in
question is the Microsoft Internet Explorer ADODB. Stream
Object File Installation Weakness that first came to the world’s
attention in August 2003, and was patched the following July —
and that means that a whole lot of people AREN’T patching their
computer regularly.

Your PC Isn’t A Toaster

The main reason systems get attacked is because too many people
treat their computer like an appliance: they turn it on and conduct
ZERO maintenance. While it’s important for everyone to keep
their network secure, it goes double for you as a business owner
because the costs of restoring a compromised network escalate
quickly when compounded with corrupt data, downtime and
possibly the embarrassment of notifying your clients their
information was compromised by a hacker under YOUR watch.
If you are currently a N-Care client, you have nothing to worty
about. But if you’re NOT on this plan and you don’t have
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someone updating your firewall and security settings DAILY, it’s
only a matter of time before your system gets compromised.

Let Us Protect Your Business

For more information on how you can completely offload the
worry of maintaining your network to a true team of

professionals, call us today. We have various plans for all budgets
and needs: 229-671-1513.
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22. Why Every Business Should Have a Disaster
Recovery Plan

Have you ever lost an hour of work on your computer?

Now imagine if you lost days or weeks of work—or imagine losing
all your financial statements, tax returns and all the work files
your company has ever produced or compiled.

Imagine what would happen if your network went down for days
and you couldn’t access e-mail or the information on your PC.
How devastating would that be?

Or, what if a major storm, flood or fire destroyed your office and
all your files? Or if a virus wiped out your server...do you have
an emergency recovery plan in place that you feel confident in?

How quickly do you think you could recover, if at all?

If you do not have good answers to the above questions or a
rock-solid disaster recovery plan in place, you are quite literally
playing Russian roulette with your business. With the number of
threats constantly growing, it’s not a matter of if you will have a
problem, but rather a matter of when.

You know your data is critical to your daily operations. You also
know that you cannot afford to lose this data in the event of an
unexpected disaster. But do you have a plan in place? Do you
know all of the components of a fail-safe disaster recovery plan?

We created a guide outlining the steps every CEO should take to
create a fail-safe disaster recovery plan. You can download it at
http://ncare.com/disaster-recovery-plan.
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23. Archiving Email in the Cloud

Reduce email storage and management costs, satisfy e-discovery
and compliance needs and provide business protection.

N-Guard Email Archiving is your answer to reducing email
storage management costs, satisfying e-discovery and compliance
needs, and protecting your business and employees. By adopting
a software-as-a-service (SaaS) model, you virtually eliminate
management burdens while ensuring safe, simple, cost- effective
retention of inbound, outbound, internal, and even historical
email. Anytime you need to find a particular message—or even
thousands of messages—the precise information you’re looking
for can be at your fingertips in just seconds.

In the not-so-distant past, most companies paid very little
attention to how they stored email. Email volumes were also
nowhere near what they are today, and business-critical
information was routinely stored in hard-copy form. But today,
email volumes are soaring, and email has become a primary
medium for communicating all kids of information. Reliable
storage and quick access to that information is essential to
business operations. At the same time, government and industry
regulations requitre you to keep paper trails for myriad decisions
and processes-whether or not any actual paper is involved.
Businesses of all sizes, therefore, need a way to safely store and
rapidly retrieve the massive volumes of email they generate every

day.
Fast, affordable, simple archiving and retrieval.

There’s no need to store and search for email the hard way. N-
Guard Email Archiving takes care of your all your email storage,
management, and retrieval needs with a cloud-based service that
eliminates the need to manage backup media and onsite storage.
If you’re interested in learning more about N-Guard Email
Archiving, call us 229-671-1513.
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24. Avoid Double-Booking Yourself with Tungle

Tungle is a free service that enhances your existing Outlook,
Google or Lotus Notes calendar capabilities. It’s an easy way to
share your calendar with people outside of your office, and you
can request multiple meeting times to the people you request to
meet with.

Check it out at http://tungle.me
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25. Social Networking, Acceptable Use Policies, and

You

At the end of this month, we will hold a webinar about Social
Networking in Business and Acceptable Use Policies. More
information about this webinar will become available in the
coming weeks.

The following are facts about the use of social networking at
work. Some may be common knowledge, but others might
surprise you:

T

Loss of productivity: According to a study by
information security consultancy Global Secure Systems
and the organizers of the Infosecurity Europe trade
show, the use of such sites is costing U.K. business an
estimated $12.5 billion per year in terms of reduced
output. Another study showed that employees spend at
least 30 minutes a day visiting these sites with some
employees spending up to three hours of their working
day taking care of their online profile.

Impact on network resources as bandwidth is consumed:
In smaller organizations, unnecessary browsing,
uploading to and downloading of files from social
networking sites can eat up bandwidth thus affecting
network resources.

Social engineering and phishing: This can result in data
or identity theft. Most people would not divulge certain
details to strangers but it is amazing what data can be
gleaned from social networking sites—personal e-mail
addresses and even social security numbers!

Sites are attractive to hackers and spammers: Social
networking sites are attracting hackers armed with
malware of all kinds: spyware, viruses and online scams.
Hundreds of applications being developed for these sites
are used as launch pads of malware such as Trojans.

With these facts in mind, managers and business owners have
three options when it comes to their Acceptable Use Policy
(AUP- the guidelines governing employee internet use at work):
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Ban access to all social networking sites

b. Allow unrestricted access to all sites with the
understanding that this access will not be
abused.

c.  Monitor and limit access to social networking
sites and downloading,.

Source: I'Twortld.com

Neither of these options is “better” than the others. Each
business has its own unique requirements for employees, and
while a strict policy may be necessary for some companies, others
may prefer something more lenient. In any case, every company
should have an up-to-date AUP that is explained to and
acknowledged by every employee.
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26. How to Email Large Files

If you’ve ever tried to send a large file (multiple pictures, audio
files, large pdfs, etc.) and it failed to send, there is an easy and
quick solution.

Yousendit.com (http://yvousendit.com) is a service that will allow
you to send files up to 100 MB in size. The site does require
registration for an account, but registering is easy and free. You
may send files until you reach a 1 GB limit, and then you will be
required to purchase a paid version.

Another option is Dropsend.com (http://dropsend.com).
Dropsend allows you to send files up to 1 GB in size, but you can
only send five files per month for free. This site also requires

registration, but it is even easier than registering at yousendit.com
(and still free).

The downside to services like these is that they require you to
store your file on an unknown server, so I would advise against
sending sensitive or confidential information through these
services.

45


http://yousendit.com/
http://dropsend.com/

27. Web Conferencing Tools

If you travel for meetings often, you might want to consider
investing in web conferencing software. It’s surprisingly easy to
use, and you can save a great deal of money on travel expenses.

Recently, a Nexxtep client asked us what we recommended for
web conferencing software. Although I do not have personal
expetience using competing products, I highly recommend
Acrobat Connect or Connect Pro. Acrobat Connect is great for
businesses who want to setup small meetings (15 people or less).
Connect Pro is better for businesses who plan to use the software
for web conferences and webcasts with more than 15 attendees.
Both include easy-to-use screen sharing, whiteboard, chat, video
and audio conferencing tools and include personalized, easy-to-
remember URLs for instant meeting access.

You don’t have to be a computer whiz to host your own web
meeting. I encourage you to start a free trial of Acrobat Connect
or any other web conferencing tool so that you can get a feel for
just how easy, and beneficial, web conferencing can be.

For more information on Acrobat Connect, click here:
http://www.adobe.com/products/acrobatconnect

For more information on Connect Pro, click here:
http://www.adobe.com/products/acrobatconnectpro
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28. How to Create a Contact Directly From An Email
Message

Did you know that you can create a new contact from an email
message in Outlook? While in the Inbox view, click on the email
message and drag it into the Contacts folder/tab. If you have
multiple folders in the Contacts tab, just drag it into the subfolder
you’d like the contact to live. When you release the mouse
button, a new contact dialog box will open. You can add any
additional information, then click Save and Close.

47



29. A Fun Alternative to Microsoft PowerPoint

Prezi is an application for designing presentations online. Prezis
are structured much differently than Powerpoint presentations.
Instead of slides, Prezis use frames. Instead of going from one
slide to the next, Prezis zoom in and out between frames. The
best way to understand how Prezi works is by watching it in
action. Visit http://prezi.com to watch a video about how it
works.
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30. 4 Reasons Why You Should Care About Social
Networking in Business

1. Almost Everyone You Know Uses It

Everyone knows by now that social networking is a pretty big
deal. When I first joined Facebook back in 2004, it was a closed
community only available to students at a few colleges. Facebook
now has over 500 million users. That is significantly more than
our country’s population, and twice as many as it had this time
last year.

Twitter has over 100 million users, and it hasn’t been around half
as long as Facebook. Then there’s LinkedIn, Yelp, Google
Buzz...you get the idea. The point I’'m trying to make is, no
matter what age, gender, race or other demographic your target
market is, they’re all likely to be active on one or more social
networking sites. You should be too.

2. I’s a New Kind of Search Engine

Watch out Google; the next wave of search engines is coming.
Twitter is a search engine in itself. Search for a hot topic like
“Gulf O1l Spill” and you’ll see what the Twitter community has to
say about the matter at that very moment.

Here ate the latest tweets about the oil spill as of this writing:
Realtime results for Qil Spill

14 more tweets since you started searching.

oilspill ~Oil~Spill~ Finger-pointing over Deepwater Horizon
g7~ explosion grows heated—Companies attempt to place blame on
f& one... http://fo.me/DyThdISF

ensonhaberr BP to sell assets in Pakistan and Vietnam: Attempt to
allay concemns over its financial health following the Gulf of Mexico
oil spill

dara317 R8 China in battle to clean up oil spill http://nxy.infacdan
dara317
'

rosiemedia RT @briansolis Twitter Report: BP and Obama Oil Spill
Sentiment by the Numbers - http://bit_ly/dnrJDx (please RT)
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A lot of people ignore Twitter because they think it’s a time
waster. They don’t understand the importance of reading about
what their cousin ate for breakfast. I don’t get it either, but that’s
the beauty of Twitter. Just because someone follows you does not
mean you have to follow them back. You are perfectly welcome
to only follow the commentators, authors, companies, celebrities,
and friends that you find interesting. And you don’t even have to
tweet! You can simply read other people’s tweets to stay up-to-
date on what matters to you.

Google isn’t ignoring the hype. It recently integrated “social
circle” into its results pages. For example, when I search Google
for “offsite backup service” our StorGuard page shows up in the
results because I follow @nexxtep on Twitter.

sutts from paople o you
2 Jota Backup 5

r sogal orde for offsite backup My soaial ciche - My sooal contan

ML

ﬁ. StorGuard i compietaly automated and monntored 24/7 by our team of engmeers. Rest easy
. knowing that your data is protected by StocGuard Offsite Bachup +

Think about it; which result would you most likely click on? The
one at the top of the page, or the one your friends on social
networks recommend? I like Google, but I’d rather read what my
friends are posting,.

3. People Might Be Talking About You

If you’re not monitoring social networks, you could be missing
out on some very important conversations. For example, you
might have gotten a negative review on Yelp!, Google Places or
TripAdvisor. Or, an employee might be badmouthing one of
your clients in a Facebook status update.

Damage prevention is much better than damage control. Here are
some ways to monitor and control what’s being said about your
business:

1) Set up a Google Alert for your company.
(http://google.com/alerts)

2) Create an Acceptable Use Policy (This governs how your
employees use the internet at work. It’s very important to address
social networking in your AUP. Read more on this topic in Tech
Tip #257).
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Listen to our webinar on Social Networking in Business
Read the Social Media Policies of some major companies
4. I’s Cost-Effective Marketing

Print. Direct mail. Telemarketing. These conventional marketing
channels can be very effective; it’s important to reach your target
buyers any way you can. However, building a Facebook page and
opening a Twitter account are absolutely free, and they are a great
way to connect with your customers. If you haven’t already done
so, create a Facebook fan page for your business, and invite your
friends to join. Post pictures, write updates about your business.
Have fun! You can even take it one step further and test out
Facebook ads to promote your products and services.

Already have a Facebook page or Twitter account? Let’s connect!
If you’re a client, we’d be glad to feature your business on our
page as well.

http://facebook.com/nexxtep

http://twitter.com/nexxtep
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31. Email Signatures: What Does Yours Say About You
and Your Business?

I recently changed my email signature. I found that after a year
of using my Nexxtep email account, my signature was getting out
of control, with several logos, four different ways to contact me
and two advertisements. I had to tame the beast.

CINEXCIEE  StorGuard
» Sachap « Po Jvlqrb

I'looked online to see what people had to say about “email
signature etiquette” and to be honest, there are no “rules” about
what your signature should look like. Why? No one can agree!
Some think a simple name, title and company is enough. Others
think email signatures are a form of expression, and you should
take advantage of them by adding logos, graphics and
inspirational quotes.

My final results were as follows: 1 chose to take out the logos,
because, although I like them, they don’t always display correctly
in the recipient’s inbox. I also removed most forms of contact,
because most people don’t need to know my fax number. And
of course, they already have my email address if they are receiving
an email from me.
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Part One: Gizmos and Gadgets
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32. Upload Pictures to Your Computer Over a Wi-Fi
Connection

The Eye-Fi memory card may look like any other SD card that
holds photos from your digital camera, but don’t let its average
looks fool you. This powerful memory card can also transfer
photos over your home or office’s Wi-Fi connection. You can
even set it up to automatically upload photos to your computer,
so you never have to manually transfer photos from your camera
to your computer (or phone) again! Some versions of the card
also have geo-tagging, which means that you can view and search
for photos based on the location they were taken.

To learn more about these “smart” memory cards, go to
http://www.eye.fi/products
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33. An Easy Way to Organize Your Favorite Websites

Symbaloo. It’s a fun word to say. It’s also a great tool for
organizing your favorite websites!

Symbaloo is a web tool that allows you to place your favorite
websites into tiles on your home Symbaloo screen. You can also
organize websites into categories, search the internet, and read
the latest news from Symbaloo.

To get a better idea of how it works, check it out at
http://symbaloo.com!
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34. What’s Your Favorite Piece of Technology? The
Nexxtep Team Answers

Philip Jones, Systems Engineer
My favorite piece of techie goodness is the Boxee Box!

“Boxee is a box that sits with your other toys on or by your TV
set that incorporates all of your media in one location.
Manufactured by Dlink in partnership with Boxee, the device
pulls all your media from various locations (iPhone, media server,
TV, and the Internet) for your viewing pleasure in one
convenient location. It runs on coding that was originally
designed by a bunch of guys trying to get all their media through
their Xboxes.”

Ryan Williams, Chief Technology Officer
Evernote.

Ryan could be the poster child for Evernote. If you’ve ever been
to one of his seminars, you have probably heard an Evernote
tutorial. For those of you unfamiliar with the service, Evernote’s
claim to fame is “Ubiquitous Data Storage.” This means that you
can store anything (notes, pictures, files, etc.) and access it from
almost anywhere (your phone, your computet’s desktop, the
Evernote website). Read more about Evernote on their website.
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Stuart Avera, Vice President

“My smartphone. The ability to be able to check my email, edit
documents and surf the web while not having to be glued to a
desk is invaluable to me.

“I use an iPhone, but all of the major smartphone brands
(BlackBerry, Android, iPhone, etc.) offer a competitive array of
options and applications.”

Chad Greene, Network Engineer

I don’t think I could live without the technology of indoor
plumbing. That stuff is great

Very funny, Chad.
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35. How to Take Screen Shots With Your iPhone

Thanks to Terry Belanger for sharing this tip with me. If you
ever want to capture what’s on your iPhone or iPod Touch
screen and save it in your camera roll, it’s very simple.

Just hold down the bottom button, and click the top button at
the same time as shown below:

Source: simplehelp.net

You’ll see the screen flash quickly; that means the screenshot has

been taken.

Next, click the photos icon on your iPhone or iPod Touch, and
your screen shots will show up in the Saved Photos album.
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36. How to Tell If a Website is Secure—HTTP vs.
HTTPS

HTTP stands for Hyper Text Transport Protocol. The S in
HTTPS stands for “Secure”. If you visit a website or webpage,
and look at the address in the web browser, it will likely begin
with the following: http://.

This means that the website is talking to your browser using the
regular, “unsecure” language. In other words, it is possible for
someone to “eavesdrop” on your computer’s conversation with
the website. If you fill out a form on the website, someone might
see the information you send to that site.

This is why you should never ever enter your credit card number
in an HTTP website. But if the web address begins with
https://, your computer is talking to the website in a secure code
that no one can eavesdrop on.

If a website ever asks you to enter your credit card information,
you should automatically look to see if the web address begins
with https://. If it doesn’t, never enter sensitive information like
a credit card number
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37. How to Conserve Battery on Your iPhone or
BlackBerry

If you have a BlackBerry or iPhone, then it is likely you have
become “addicted,” using it throughout the day to answer emails,
view documents, manage contacts and even play a game or two.
Unfortunately, these phones do not have an endless supply of
battery juice, and we are forced to part with them temporarily
while they charge. To reduce the separation anxiety that comes
with parting with our phones while they charge, here are some
tips to maximize your phone’s uptime.

For the iPhone: Battery-Saving Tips from Apple
http://www.apple.com/batteries /iphone.html

For the BlackBerty: Auto On/Off

http://crackberry.com/blackberry-101-lecture-17-using-auto
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38. How to Update Your Cell Phones with the Newest
Towers

If you’re tired of getting spotty coverage in certain areas where
you regularly travel, use this tip to update your cell phone’s tower
listings. If a new tower has recently been added to your service
provider’s network, then you might benefit from having better
coverage.

For Verizon: On your mobile device, dial ¥228, then select option
2 from the menu.

For AT&T/T-Mobile: Tutn your phone off, then back on. Your
phone will update itself as it reboots.

For Sprint:

-Newer Devices: On your phone, select “Settings” then “Phone
Info” then “Update PRL”

-Older Devices:
1. Dial *2, and then press Talk.
2. Tell the Customer Care agent that you need a PRL update.

3. Dial *2 again to receive the update by listening to a brief
message.

4. Once the message is complete, hang up. Your PRL is updated.
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39. How to Text- for Free!

These are tips from a CNET news article (http://news.cnet.com)

“Yes, there are indeed a few ways you can send and receive text
messages for free. It’s a little more complicated of course, but it’s
possible. One way is to send an email instead of a text message
— most cell phone numbers are associated with an email address,
and if you send an email to that address, the person will receive it
as a text message. Different providers have different email
address formats — AT&T customers have
10digitphonenumber@txt.att.net while Verizon customers have
10digitphonenumber@vtext.com. You can check the email
address format for your phone carrier here. You will of course
need a data plan for sending email, but it won’t be billed as a text
message.

“Another way to do it is via instant messaging. You can do this
via Google or AOL Instant Messenger. Just enter in your
recipient’s phone number in the To field and he or she will
receive a text message from your IM handle. Finally, you can use
a variety of online services to send and receive your text
messages. If you have a Google Voice number, for example, you
can use the Google Voice service to send and receive text
messages for free. You do need to use the web interface, which
can be a little slow, and if you opt to have those messages sent to
your phone, youll still have to pay for them.”

63


http://news.cnet.com/

40. How to Scan Your Facebook Privacy Settings

The privacy settings and controls on Facebook can be confusing
and difficult to navigate, which is why the social networking site
has been the source of major controversy in the news recently. If
you want to check how secure your account actually is, you can

use a tool from reclaimprivacy.org (http://reclaimprivacy.org)

Bookmark the link on the site’s homepage, then log in to your
Facebook account.

After you log in to Facebook, visit your privacy settings page.
Then click on the bookmark from reclaimprivacy.org. The tool
will scan your account’s privacy settings. You will find out how
secure your settings are, and what you might want to adjust.
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41. How to Keep Your Child Safe Online

For the most part, the internet is a great tool for kids and teens,
but there are big risks that come along with using it. Your child
might innocently accept or share files that could expose your
computer to viruses and spyware. Or worse, he or she could be
exposed to disturbing images and even child predators. The first
step you should take in monitoring your child’s activity is to lay
down some clear ground rules. Tell your child up front that you
will be monitoring their behavior, frequently. Here are some
other suggestions:

1 Don’t allow your child to email personal information
without your permission.

1 Keep the family computer(s) in a location where you can
easily see what your child is doing online.

1 Ask your child to be up front about the people he or she
meets on the internet, and don’t allow him/her to meet
someone they met online without your supervision.

For more resources on keeping your child safe online, visit
http://safetynet.aap.org.
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42. How to Find Movies the Whole Family Will Enjoy

It is becoming harder and harder for parents to find movies the
whole family can enjoy. The rating doesn’t tell the whole story,
and you don’t know what’s going to show up on screen until
you’re in the theater. Dove’s Family-Approved Movie Reviews
take uncertainty out of the equation.

Just visit Dove.org (http://dove.org) and type in a movie title in

the search box. Or you can view a list of all the Dove family-
approved movies currently showing in theaters. You’ll find
detailed reviews written by parents and grandparents. The
reviews rank each movie in six categories (sex, language, violence,
drugs, nudity, and “other”). They also map out in detail any
parts in the movie that might be questionable for young viewers.
Movies fall into three categories, “Dove Family-Approved:
Suitable for all ages,” “Dove Family-Approved: Recommended
for ages 12 and over,” and “Not Dove Family-Approved.”
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43. 3 Free and Legal Ways to Listen to Music Online

Most of us know that downloading music from file sharing
services like KaZaa and Limewire is a bad idea. Not only is it
immoral and illegal, you also run the risk of downloading viruses
and spyware onto your computers.

But there are alternatives! Keep reading to learn about three
legal, safe online music services that you can listen to on your
computers and mobile devices.

Grooveshark: Grooveshark (http://grooveshatrk.com) is a
streaming music service that allows you to search and listen to
any song you’d like. The service is supported by ad revenues and
is legal. You can also purchase the “VIP” service for $3/mo (or
$30/yt) for extra features. The VIP setvice includes the ability to
use Grooveshark on your mobile phone.

Pandora: Pandora (http://pandora.com) is my personal
favorite. When you visit Pandora.com you’ll need to create an
account (free and easy to do). After that, you’ll be asked to type
in an artist or song title you like. Pandora might not play the
artist or song you requested right away, but it will play songs with
“similar musical qualities.” If you like a song, give it a “thumbs
up” and Pandora will play more songs like it. If you give a song a
“thumbs down” it will never be played on your station again.
Pandora uses a scientific approach called “Music Genome” to
figure out what kinds of songs you will like. The result: an
endless stream of songs that you like, with very few ads in
between. Pandora also has a paid version ($36/year) with no ads
and other perks. The good news is that Pandora is available for

free to use on BlackBerry, iPhone, Android, Palm and Windows
Mobile.

Last.fm: Last.fm (http://last.fm) plays songs based on what
artists and bands you like. Last.fm uses an approach called
“scrobbling” where it goes through your music library to find
bands and songs that you like based on what you have. It will
also recommend concerts and videos you might like.
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44. How to Read News and Blogs Efficiently

If you’re like me, you read a lot of blogs and online news on your
computers and mobile phones. Instead of having to jump from
news site to blog and back to news site, why not try an RSS feed
reader? It organizes all the articles from the blogs and websites
you like into one place.

Here’s how to get started with Google reader:

Go to http://google.com/reader

If you have a Google account (Google Apps, Gmail), sign in
using your login information. If not, you can create one in a few
short minutes.

The next step is to add “feeds” to your reader. You can do this
by clicking “Add a Subscription” and typing in the URL of the
blog or news site you want to add, or you can just type in the
name of the website you’d like to add. You can also click on
“Browse for Stuff” to find blogs that might interest you.

Another way to do this is on the blog’s website. Ever seen this
little symbol and wondered what it means?

&Y
It’s just an easy way for you to add a blog to your Google Reader

(or other RSS feed reader). Just click on it and you will be led to
a webpage where you can add the blog to your Google Reader.

Here are some feeds that I have on my Google Reader:
Foxnews.com

The New York Times

And of course...

The Nexxtep Tech Tips Blog (http://ncare.com/blog)
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45. How to Share Photos Online

It is easier than ever to share photos with friends and family using
online tools and mobile devices. Most of you are probably
already using at least one of these tools, but I just want to give
you an overview of what’s out there.

Image hosting websites

These sites allow you to upload and share your photos, either
publicly or privately. They also feature services where you can
have photos printed and mailed to you.

1 Flickr (http://flickr.com)

1 Picasa (http://picasa.com)

1 Photobucket (http://photobucket.com)
Social Networks

Social networks are probably the fastest way to show pictures to
your friends and family. Since your friends are automatically
notified through your newsfeed or timeline, there’s no need to
send out email invitations to everyone you wish to share them
with. The drawbacks: there aren’t options for printing, and it’s
more difficult to share your photos with a select group of people.

Stock Photos

If you’re looking to add some pizzazz to your website, brochures
or other marketing materials, but don’t have a library of your own
professional photos, you should consider stock photos.

1 iStockphoto.com (http://istockphoto.com): Purchase
credits on this site to get access to thousands of pictures,
videos and audio files.

I Flickr Creative Commons
(http://flickr.com/creativecommons): Some users in the
Flickr community allow users to post and reuse their
photos. However, there are conditions for reusing them
(for example, you will have to credit the photographer)
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46. Set Up Parent Controls in Internet Explorer in 7
Simple Steps

This is a tech tip question from one of our newsletter readers—
“How do I set parent controls?” GREAT question!

This article will show you a step-by-step tutorial on how to set
parent controls in Internet Explorer.

1) Open Internet Explorer.

2)  Click on Tools on the toolbar at the top of your screen.
3)  Click on Internet Options in the Tools menu.

4)  Click on the Content Tab.

5)  Click on “Enable” to enable the content advisor.

6)  Now you have two choices, you can either click on the
Ratings tab and allow or restrict sites based on certain categories,
or

7)  You can click on the Approved Sites tab and enter the only
websites you want your child to be able to visit.
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47. How to Use the Internet and Email to Invite People
to Events and Parties

If you’re planning a party or other event and want to send out
email invitations instead of paper invitations, you have some great
options! Not only can you use these services for invitations, but
you can also use them to track RSVP’s, keep a guest book and
more.

Here are three sites you should consider using when you plan
your next event:

Evite: Use Evite to send out beautiful email invitations. Their
services are absolutely free, and you can also use your “Evite” to
track RSVP’s, guests comments, share photos from the event and
more. http://evite.com

Eventbrite: Eventbrite works well when planning corporate
events that require registration and/or payment. Eventbrite is
also free to use, but they will charge a small fee for processing
online credit card payments. We used Eventbrite for our
Technology Symposium, and I was very pleased with the service
and its ease-of-use. http://eventbrite.com

Facebook Events: Most of you probably have a Facebook
account, and Facebook Events is an easy way to tell your friends
about your upcoming event. You can send an invitation, post
photos, and track RSVP’s with Facebook Events.
http://facebook.com
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48. 3 Ways to Stay Safe Online

The internet can be a scary place. The best way to protect
yourself from the evil forces lurking online is to be an educated
user. Here are three things you can do to stay safe online.

1. Use a Password Generator like PC Tools Secure Password
Generator. The fastest way to get your identity stolen is having a
weak password and using it for every online account you have.
The PC Tools Secure Password Generator
(http://pctools.com/guides/password) is an easy way to
generate secure passwords that hackers won’t be able to break.
Another tip: instead of spending $29.95 on the RoboForm
Password Manager advertised next to the password generator, use
a free password manager like LastPass (Tech Tip #19).

2. Take Advantage of the Articles and Resources on
Onguardonline.gov. Onguardonline.gov
(http://onguardonline.gov) is a website run by the federal
government that provides practical tips for computer security.
Learn quick facts about identity theft, the most common email
scams, and even play games, like Spam Scam Slam.

3. Always Keep a Backup of Your Important Files. In the
event that you do get infected with spyware, malware, or other
bad -wares, you definitely don’t want to lose all your important
data. Make sure your files are backed up to an external hard drive
and/or a cloud-based storage service. For business users,

Nexxtep has an affordable online storage solution called
StorGuard.
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49. How to Save on Energy Costs at Home

By making smart choices with your home electronics, you’ll not
only save money, but you’ll also be helping the environment. A
great article from eHow.com (http://ehow.com) lists “5 things
you can do to save energy with home electronics.” Here they are:

1.

“Use Power Strips. If your electronic devices have
‘instant on’ mode like televisions or cable boxes, plug
them into power strips and turn them off if you plan to
leave home for any length of time.

“To verify that the chargers for your electronic devices
like cell phones and personal digital assistants consume
when they are not being used, perform this simple test.
Touch your AC to DC transformer. If the wall wart is
warm while plugged in even while your powered device
is unattached, the transformer is eating power. The
Environmental Protection Agency estimates that these so
called vampire devices consume the output of 17 coal-
fired power plants annually. You can do your bit to save
energy by simply plugging transformers, and remote
control activated devices into a power strips which you
turn off when not in use.”

“Make the smart big screen TV choice. If you’re in the
market for a flat screen TV, choose a Liquid Crystal
Diode display over plasma. With a plasma screen, each
pixel element is an individual light source that is
lluminated as needed. LCD works more efficiently by
blocking a constant backlight.

“Plasmas used to have the clear edge in refresh rate, but
LCD’s are catching up. Another advantage of LCD sets
is that they are more rugged and the screens last longer.”

“Use your computer efficiently. With personal
computers, screen savers save no energy over regular use.
Personal computers use about the same amount of
energy to start up as they use when they are on for a few
seconds. As a guideline, it’s a good idea to turn off the
monitor if you don’t plan to use your computer for than
20 minutes and both the central procession unit, CPU
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and monitor if you’re not going to use your PC for more
than 2 hours.”

“Another option is to put a computer into sleep mode
which can cut the energy consumption by 85 percent.
You’ll also save energy by replacing your the Cathode
Ray Tube monitor (CRT) with an LCD flat screen. The
power required to run an LCD is about one-third of that
required for a CRT.”

“Switch to a laptop. Since laptops are often battery
powered, they are designed for more energy efficiency
over desktops, so if it’s time to upgrade, consider buying
a laptop for its miserly energy consumption. Plus, with
most models you’ll now have a portable DVD player, so
that you can avoid watching the most insipid in-flight
movies.”

“Upgrade to Energy Star appliances. When you go out to
replace an appliance or home electronics unit, choose
one that is Energy Star rated. You’ll find these labels on
devices that meet strict energy efficiency criteria
established by the U.S. Department of Energy and U.S.
Environmental Protection Agency. The range of units
that qualify for Energy Star certification runs the gamut
from televisions to washing machines. They might cost
more initially but will save you money over the unit’s

2
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Part Three: Smartphone Apps
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50. Read Books On Your iPad and Smartphone with the
Kindle App

If you own an Amazon Kindle (and even if you don’t), you can
take advantage of its applications on almost every device you use.
You can use the application to manage your purchased books,
purchase new books, and of course, read your books.

1 iPhone: Search “Kindle” in the App Store

I PC: Visit http://amazon.com kindle/pc/download
to download the application.

T Mac: Visit
http://www.amazon.com kindle/mac/download to
download the application.

1 BlackBerry: Type amazon.com/kindlebb into your
BlackBerry browser to download.

iPad: Search “Kindle” in the App Store
Android: Search “Kindle” in the Android Market
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51. Yellow Pages Mobile

Yellow pages mobile is a great way to find phone numbers,
directions and nearby places of interest. You can even save
business contacts to your phonebook for easy access later on.
Check it out from your mobile device (available on iPhone, iPad,
BlackBerry, Palm and Android). Look up “Yellow Pages” in your
phone’s app store, or visit m.yp.com from your phone’s internet
browser.

77



52. Edit Photos on Your Phone with Photoshop.com
Mobile

Gene Murphy, Systems Engineer and Photoshop Guinea Pig

This week’s App of the Week is Photoshop.com mobile, available
on iPhone and Android devices. PS mobile is free, and it’s a
great app to use for easily editing the pictures you take and store
on your phone.

Simply visit the App Store or App Market on your phone and
search for “Photoshop.” The app is free to download. Then
open the app and select the photo you wish to edit.

I jazzed up this picture of Gene by cropping it and adding a
border:
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53. Share Information Between Phones with Bump

Bump is a quick and easy way to connect two phones. Itis
available on iPhone and Android, and it is free. Just search
“Bump” from your phone’s App Store to download it.

Once you have downloaded Bump, you can easily share contacts,
photos and calendar events by literally bumping phones with
another user. The best part about Bump is that you can share as
much or as little as you’d like. For example, you can share your
entire address book, a few contacts, or just one contact. The
same goes for photos and calendar entries. If you have an
iPhone, and your friend has an Android, no problem! This
application works across devices.
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54. Read National, International and Local News with
the AP Mobile App

Thank you to Bart Shiver and Stuart Avera for telling me about
AP Mobile. AP Mobile is by far the best news reading
application I’ve seen so far. The layout is simple, but it offers a
wide variety of categories and options for news reading. You can
read top news stories, local news stories (determined by your
GPS location). I've found that it’s the best way to read news
from my local newspaper, the Valdosta Daily Times.

AP Mobile is available on the iPhone, BlackBerry, Android, and
Palm Pre. Itis free and available on your phone’s app store.
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55. How to Track Flights on Your iPhone or Android

As of this writing, Stuart is on his way to Chicago to visit a client,
but that didn’t stop him from sending me a new tech tip. He is

always great about giving me ideas for Tech Tips articles, even at
38,000 feet.

In his words:

“I downloaded an app called AirportRemote this morning that
shows all flight gate information on the iPhone. Basically you
don’t have to wait to see a monitor for where your plane is
arriving or departing. Just about all the major airports and
airlines are supported. Worked great. Only costs $3.99.”

I did some research and found that the Airport Remote app is
supported on both the iPhone and Android phone. To learn
more about the app and to watch a video demo, visit the Airport
Remote website (http://www.airportremote.com)
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56. Edit Documents On Your Smartphone with
Quickoffice

This week’s App is Quickoffice, which allows you to use the
Microsoft Office suite on your mobile device. Quickoffice is
available on the iPhone, iPad, BlackBerry, Android and Palm.
Look for it in your phone’s app store, ot online at
http://quickoffice.com.

82


http://quickoffice.com/

About Nexxtep Technology Services, Inc.

Nexxtep is the only full service technology consulting firm in
South Georgia. We have spent the last eight years evolving with
our clients, helping them grow and become more profitable.
With services ranging from business consulting to technical
support, we are fully equipped to deliver the results your business
needs.

To learn more about Nexxtep, check us out online:
1 www.ncare.com
1 facebook.com/Nexxtep

1 twitter.com/Nexxtep
Or give us a call at 229-671-1513!
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