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I think there is one skill, one strategy that is
at the core or at least tightly linked to every
other skill or discipline that is critical to suc-
cess. | believe that this skill, once mastered,
can have the greatest impact on not only your
quality of life, but also on your business and
your financial success. I also happen to know
that it is one of the most difficult skills to mas-
ter. What is it?

The discipline of investing your time wisely.

you could have hired someone else to do for you?
How much of your time did you spend on tacti-
cal, day-to-day mundane activities, putting out
fires, or dealing with problems that could have
(and should have) been prevented from happen-
ing in the first place?

As a business owner, our biggest strength of
taking charge and getting things done quickly
becomes our biggest enemy. We create our busi-
ness from scratch, do it all, and develop the
“right” way of doing things. Once you get into
=== the habit of doing it all yourself,

After all, what is the core
talent of any business
owner if not the ability to
convert knowledge and
ideas — through the invest-
ment of time - into money?

We all know that we only <
have 24 hours in a day and
7 days in a week. Time is
the great equalizer; no one
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"I remind you that my client is nice
until proven naughty."

delegating to others becomes diffi-
cult. After all, you KNOW no one
can do it as good as you can,
right?

Maybe and maybe not; either way,
~>| if you mire yourself down with the
- day to day running, operations,
and tactical work of the business,
you are severely limiting the
amount of money you can make.

person can gain an advan-
tage by manufacturing more time. While we all
know that “time is money”, very few entrepre-
neurs or business owners actually understand
the TRUE value of their time and treat it with
the respect and value it deserves.

To prove my point, let me ask you a ques-
tion: do you really know what your time is
worth? I’m not necessarily talking about mar-
ket place value as in how much you could actu-
ally charge someone for an hour of your time.
I’'m talking about the value of your time being
based on how much you can leverage your
ideas, talents, and assets to make money.

Now let me ask you a second question:
over the last week, how much of your time did
you spend worrying about or doing things that

After all, there is a physical limit
to the amount of work any one person can do.
Focus your time and effort on the wrong activities
and you’ll end up making very little or no real
progress.

If you look at all wealthy and successful busi-
ness owners, you will find the same common
theme. These people have been able to accom-
plish great things by focusing their time and
attention on only those activities that they do
extraordinarily well while strategically and
aggressively building systems, hiring employ-
ees, and outsourcing those activities that they
do NOT do well, that are routine, and mun-
dane.

So why am I, a computer consultant, writing
about the value of your time? - Continued....
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Creating Guest Accounts For
Visiting Relatives

The holidays are right upon us and
there’s a good chance some of your
relatives will want to use your com-
puter while visiting. If you want to
give them access but don’t want them
viewing your personal files, then
you’ll need to set up a guest account.
This will give them access to your
programs, but not your personal files.
Here’s how...

(Windows XP)

1. Open User Accounts in Control
Panel.

2. Click Guest.

3. Click Turn On the Guest Ac-
count.

(Windows Vista)

1. Click on the Start button, Open
Local Users and Groups, then
type lusrmgr.msc in the search
box, and press ENTER. If you are
prompted for an administrator
password or confirmation, type
the password or provide confir-
mation.

2. Click Users, and then double-
click Guest.

3. Select or clear the Account is
disabled check box

(Windows 7)
1. Go to the Control Panel and open

up User Accounts and Family
Safety.

2. Click User Accounts, choose
Manage another account, then
either create a new account, or
select an existing one.

3. Hit Set up Guest Mode and select
Turn on Guest Mode

Windows 7 Guest Mode also further
protects your computer by preventing
your relatives from installing any soft-
ware, prohibiting them from making
any system setting changes, and delet-
ing their data after the session is over
or the computer reboots. Also, if your
guest does manage to reek havoc on
your computer, Wi.n- 0 o2
dows 7 can revert it <09
back to how it was <\ davR22

X
before your guest got %‘g&'o‘:’?

his hands on it.
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Continued... The One Business Strategy That Can Change Your Life

As a business owner and entrepreneur myself, I have devised a program to help my
fellow business owners rid themselves of one major area of frustration and time-
wasting activity in their business so they are free to focus on more productive, business-
building activities that directly contribute the bottom line.

The area of the business I’m talking about is (of course) the technology that runs
your company. E-mail, databases, software, web sites, access to the Internet, and any
other number of technologies you use in your business are critical tools that you rely on
day in and day out. If these tools stop working, all productive work in your business can
come to a grinding halt.

Unfortunately, there is no software, network, or even a stand-alone PC that will
function completely problem-free over an extended period of time. If you’ve owned a
PC for more than a few days, you know that computer problems pop up unexpectedly
and usually at the most inconvenient times. That’s because the constant changes and
growing complexity of technology and daily development of new threats such as spam,
viruses, spyware, and hackers, make it necessary to perform on-going maintenance
from a highly-trained technician. Obviously the costs of hiring a full-time IT person are
not always feasible, even for companies with 20 to 75 workstations.

Up until now, you only had two options for computer support:

Option #1: This option is the most common; you designate the most technically-
savvy person on staff (or yourself) to be your make-shift IT manager and only bring in
outside help when your “internal guru” runs into a network crisis they can’t solve.

Problem is, you are pulling this person away from the real job you hired them to do
AND unless they have the time to stay up-to-date on the latest developments in IT sup-
port and management, they don’t have the skills or knowledge required to properly sup-
port and secure your network.

This goes back to my argument earlier about focusing your time on ONLY business-
building activities; obviously this is not one of them. To make matter worse, trying to
do your own in-house IT support inevitably results in a network that is ill-maintained
and unstable, which then results in excessive downtime, overspending on IT support,
and expensive recovery costs.

Option #2: Businesses that use their network until it “breaks” and then call in the
experts to repair or replace whatever stopped working. This reactive model of network
maintenance is a surefire path to extensive downtime, lost data, and excessive spending
on IT support, not to mention major disruptions in staff productivity, sales, cash
flow, production, and customer service that can never be recovered.

Lee Tacocca once stated that he figured the top CEOs might average only 45 PRO-
DUCTIVE minutes per day — the rest of their day was spent fighting off time-wasting
activities like a frantic person swatting futility at an attacking swarm of angry bees.

If you are not performing regular maintenance on your computer network, I can vir-
tually guarantee that your computer network will end up being one of those “angry
bees” that shows up on a regular basis to distract you from focusing your time and at-
tention on the more important aspects of growing your business.

We have the MONEY SAVING, right answer to help your company be more
productive and work better. Don’t be Penny wise and Dollar foolish....

Call our office at 949-425-9700 or email me at markpay@all3it.com for details
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Great Technology Gift Ideas Under $100 Christmas

A Gift Certificate from ALL 3 IT—$100 = $135 provide one-size-fits all experience to its users. N u m be rS
Call us to get one for any amount, and we will send o
it free of charge to your recipient.Your first $100is | Digital Cameras. These are

worth $135 when redeemed!  Limit of one per person. always a big hit around the \’\r‘ mef) 2 1’000 - The number
holidays and are very conven- ‘/v\w of Christmas cards

An iPod Remote Control ient as well. Some Of the fea- (’3 . d in Eneland

From up to 30 feet away this device will allow you to tures include a real view finder printed 1n Englan

forward or advance songs, adjust the volume, and even (so you can power off the LCD n 1846. the first

pause your music. Simply plug the transmitter into your screen and save battery life), and the fact that it >

iPOD, place it down and attached the water-resistant re- runs on batteries. year Christmas

mote control to your arm. One drawback: \ You can't _

scroll through your music collection. You can, however, i-Fish. Similar to last year’s i-Dog, this plastic cgrds WeI’.C commer

advance or rewind playlists or albums. robotic-fish-turned-iPod-speaker has a bunch of 01a11y available

entertaining tricks, like reacting to sound or mu-

Pre-Paid Cell Phones are another great gift idea that . A
sic, and “swimming” all over your desk.

can help your loved ones stay in touch. No new con-
cepts here, but these phones are easy to purchase and

25,000 — The num-
VIDEO WEBLINK ber of light bulbs

strung on the

Client Spotlight: Balboa Health Care Center | Christmas tree at

Rocker feller in

Balboa Health Care Center, located in San Diego has been providing skilled
New York

nursing services for over 20 years. Their onsite services include: Nursing, Die-

tary, Mental Health, Occupation Therapy, Physical Therapy, Physician, Speech 50,000,000 — Total

number of Christ-
mas trees sold in

& Language, and Therapeutic Recreation services. They have a beautiful facil-
ity with top of the line technology, including a separate phone number and tele-

phone with Long Distance included for each patient, with Wi-Fi wireless for Europe each year
patients and their families. They have been a client of All 3 IT for over 5 years.
They are current subscribers to our Managed Services and have saved thou- 431 — Average dol-
sands on their telephone service bills in the past years. lar amount each
person will spend
“Who Wants free pizza delivered for lunch?” on holiday gifts

Take my monthly Trivia Challenge and you could win too!

32 — The number of
The Grand Prize Winner of last month’s Trivia Challenge Quiz is...drum roll please: countries around the
Sharon Friedson from Gf.zneral Agents Accet?tance Corporation was the f{rst person to world that celebrate

correctly answer my quiz question: What size was the largest farm-raised turkey

on record? = C) 86 Ibs, (after being dressed and cooked!). Christmas
Congratul ations Sharon, youbdbve won a
1 — Number of
Now. .. Letds move on to this monthoés t

times you can be
“naughty” during
the year without
getting coal in your
stocking

Though the Chinese technically invented the concept of paper in 105 AD,
who invented the wrapping paperthat is used today in the United States?

a) Don Featherstone b) WH David ¢) Wu Yulu d) Joyce C. Hall
Click here to answer the question online HERE

OR Call me right now with your answer! 944259700
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62 Maxwell FREE iPod TOUCH for Referrals!
I[rvine, CA 92618

That’s right. During the months of December and January, if

Phone: 949-425-9700 you refer a client to us who purchases a new Telephone Sys-
Fax: 949'425'?798 tem or signs up for our Managed Services, Virtual Server
markpay@all3it.com Backup, Server online Backup services or if you are a new

, customer that subscribes to one of these services, we’ll send
# you a shiny new iPod TOUCH, already gift-wrapped!
7=\ L L I'T Also, check out our home page for more money saving
» Telecom » Services

offers and freebies too: www.all31t.com

Data

The Best Tools,

The Best Service,
Your Best Solution! We Want Your Input!

o ' Do you have an idea to make this newsletter
Visit us on the Web! Biyetter2” Would you like to submit a story, article, or
www.all3it.com have a question? We’d love to hear from you!

Merry Christmas & Happy Holigayss at: markpay@all3it.com

Customer Question and answer 1 Speeding up Outlook

Question: What sort of file structure would you recommend for an Outlook program that has scores of files and sub-files? When
the prompt to “auto-archive” appears I can count on being away from my computer for a half hour while the huge amount of files
archive. The reason for all of the files is that all of my business email is stored in those stacks. I save them for billing and resourcing
information. Is there a file structure and a more efficient manner to arrange the files in Outlook so that
the program doesn’t “shudder” from the amount of files stored?

Ron R.

Answer: Thank you for your question Ron, you bring up a great point that I know affects a lot of peo-
ple and their computer speed. Outlook Archiving can be hard to decipher, but you can use it to bring
your PST (“Personal Folders” file) file size down to a manageable and useable size.

First you need to create an archive folder and file that are separate from your regular archive file. I
suggest that you archive separately files from the previous years end. You can choose to do this
monthly or what ever frequency you need, but try to keep your PST file around 2GB maximum.

In Outlook, select FILE then Data File Management. On the Data Files tab, click on Add... Name the archive FOLDER like a de-
scription so you can find it later, (example: 2008 archive) You will also have to name the FILE with a description too, right after

that. You can also protect it here with a password if you desire.

Once you do this, at the bottom of the left-hand file structure window, you will see your new Archive folder. You can drag and drop
entire folders or individual e-mails into this folder. You can sort by date to help you know what to drag into the archive folder if
needed as well. It will then not be in your regular PST Outlook file speeding up your Outlook.

We offer doing this entire process for you and can usually do it remotely when you are not using your computer, and it usually takes
us under 1 hour to complete. 949-425-9700
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