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The benefits of time management Obstacles to effective time management

— Unclear objectives

— Disorganization
— Inability to say “no”

— Interruptions
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Obstacles to effective time management Obstacles to effective time management

— More interruptions — Stress and fatigue

— Periods of inactivity 5 Allwork and no play

— Too many things at once L.
— Procrastination

Procrastination 8

Perfectionist — Focused on excellence at the expense
]gftgetSmg tasks completed on time. (Focused on the
utlre

-«
Ignoring the task, hoping it will go away 3

Underestimating how long it will take b
Overestimating your abilities and resources gp?tponer O R e e cvoiding
I

Telling yourself that poor performance is okay fficult tasks. (Focused on the immediate present)

Doing something else that isn’t very important Politician — Focused on social commitments and
. . A others needs — can’t say no. (Focused on externals)

Believing that repeated minor delays won’t hurt you

Talking about a hard job rather than doing it aPrl;gi ahiﬁfrés F?ggggge%nogvtvﬁeppgrscsived shortcomings

Putting all your work on only one part of the task
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Overcome those obstacles! Do what you love and make it fun!

Set goals
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Minimize your Distractions

Learn when to say “NO”

Overcome those obstacles!

You can’t do everything Prioritize
Do
Don’t undertake things you can’t complete Delegate

Delay
Remain consistent to your goals Delete




Minimize your Distractions

When prioritizing is a priority

Avoid the temptation to socialize when you have a
deadline to meet

Turn off your cell phones or place them in ‘do not
disturb” mode

Turn off Facebook, email alerts, and websites not
related to the current task

Where to start?

Cloud-based storage and retrieval options
Online banking/financial management
Controlling your email inbox

Apps and mobile computing

Let’s ask how others do it

Overcome those obstacles!

Cloud-based storage options

Dropbox
Offers cloud storage, file synchronization, personal cloud, and client
software, accessible from any device or computer

Microsoft OneDrive
File hosting service that allows users to sync files, photos, share/work
together, and accessible from any device or computer

Amazon Drive
Cloud storage application offering secure cloud storage, file backup, file

sharing, and photo printing

Google Drive

File storage and synchronization service allowing file sharing and editing of

documents with collaborators.
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Cloud-based storage costs What do others say?
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Dropbox
2GB~Free
178 - $99 peryear (and up) 5 GB ~ Free for videos, music, other files

Unlimited storage for photos

Microsoft OneDrive Unlimited Storage - $59.99 per year

Purchase with Office 365 (S99 per year)
178 Free Google Drive
5 GB ~ FREE Up to 15 GB ~ Free g “Se - an
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What do others say? When it’s time to be a grown up

y laptoP
I back mg athome, m 12P
€, Portable hamd SeRarate, smaltp. hard arve Clear out the clutter
Ditch paper receipts! The IRS now accepts scanned copies of receipts as

proof of your expenses.

JotNot and Shoeboxed are just two smartphone apps that allow you to
. scan and organize your receipts
i nz o extema\

Keep an eye on the calendar
Don’t miss a tax deadline!




Continued QuickBooks tips

Track your deductible expenses

Create an Excel spreadsheet or use an accounting software to keep track of
your expenses throughout the year

Don’t mix business and pleasure

Keep separate bank accounts for personal and business so there’s no
confusion come tax time and/or if you are audited

Get professional help

Take the burden off of your shoulders when it comes to taxes and other
important financial matters

Can you really control your inbox ?
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at do others say?
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I have recently started scanning business
receipts and records and copying them to a
flash drive for delivery to my accountant.
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Can you name the app?

et <

Apps for your on-the-go organization

nfurt

Expense Reports RS Compliance Partner Financial Management
Scan, track, organize expenses Track mileage, receipts, get reports  Link accounts, pay bills, check credit
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Apps for your on-the-go organization

1'e L

Team Project Management Project Management/Collaboration Catch-allapp
Task tracking made easy Create tasks, share, and track Create lists, take notes, organize
personaland professional projects

Apps for your on-the-go organization
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Secure Password Management Scanner Language Translation
Store passwords, receipts, etc. Scan documents and instantly email



Apps for your on-the-go organization

® o A

Traffic/Navigation Online Transportation Gas Prices

Realtime traffic reports, navigation  Oftentimes cheaperalternative  Search and compare gas prices

based on traffic/bestroute to taxis or shared bussing
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What time managementitips
doyeurhave?

ProghramsApps?

Suggestions2iQuestions?
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