
USING	  TECHNOLOGY	  TO	  	  
RUN	  A	  BETTER	  PRACTICE:	  

	  
30	  TIPS	  IN	  30	  MINUTES	  TO	  	  

INCREASE	  EFFICIENCY	  &	  DECREASE	  COSTS	  
	  

by	  Damon	  Duncan	  



Today	  Show:	  What	  is	  the	  Internet?	  (1994)	  



99DESIGNS.COM	  

•  Crowdsourcing	  
•  Let	  professionals	  compete	  for	  your	  money.	  
•  Logos,	  websites,	  business	  cards,	  etc.	  



DUAL	  MONITORS	  

•  Cri:cal	  to	  being	  paperless	  
or	  going	  to	  less	  paper.	  

	  
•  A	  University	  of	  Utah	  study	  
showed	  that	  dual	  monitors	  
increased	  produc:vity	  up	  
to	  44%.	  

	  
•  Ability	  to	  run	  mul:ple	  
programs	  at	  once.	  



RUBY	  RECEPTIONISTS	  



SQUARE	  

•  Ability	  to	  take	  credit	  
cards	  “on	  the	  fly.”	  

	  
•  Slide	  the	  credit	  card	  and	  

can	  sign	  on	  your	  touch	  
screen	  on	  your	  smart	  
phone	  or	  tablet	  device.	  

	  
•  2.75%	  +	  $0.15	  

transac:on	  fee	  



INVISIBLE	  HAND	  

•  Searches	  Internet	  for	  lowest	  prices	  online.	  
	  
•  Save	  on	  office	  supplies.	  
	  
•  Save	  on	  plane	  :ckets.	  



GOOGLE	  ANALYTICS	  
•  Easy	  way	  to	  track	  visitors	  to	  your	  website.	  
	  
•  Can	  be	  filtered	  by	  :me,	  date,	  traffic	  source,	  

keywords,	  loca:on.	  
	  
•  Lets	  you	  know	  what	  people	  are	  typing	  in	  a	  search	  

engine	  to	  find	  you.	  



GOOGLE	  VOICE	  



FUJITSU	  SCANSNAP	  S1500	  

•  It	  just	  works	  
•  Star:ng	  at	  $455	  
•  Works	  with	  PCs	  and	  Macs	  
•  20	  ppm	  
•  Scans	  duplex	  &	  different	  sizes	  
•  Comes	  with	  Adobe	  Acrobat	  ($300)	  

	  



SMALL	  BUSINESS	  ADMINISTRATION	  

•  Resource	  for	  almost	  all	  
things	  small	  business.	  

	  
•  Business	  Plans,	  checklists,	  

fillable	  PDFs,	  obtaining	  
loans	  

	  
•  Offer	  free	  training	  

programs	  from	  Service	  
Corps	  of	  Re:red	  Execu:ves	  
and	  others.	  



GOOGLE	  ALERTS	  

•  Receive	  emails	  when	  
Google	  finds	  new	  results	  
-‐-‐	  web	  pages,	  newspaper	  
ar:cles,	  or	  blogs	  -‐-‐	  that	  
match	  your	  search	  term.	  

	  	  
•  Monitor	  an	  industry,	  a	  

company,	  an	  issue,	  your	  
presence	  on	  the	  Internet.	  

	  
•  What	  are	  people	  saying?	  	  



TRUECRYPT	  

•  Free	  
	  
•  Over	  21.5	  million	  

downloads	  
	  
•  Encrypts	  the	  file	  so	  it	  is	  

completely	  protected.	  
	  
•  Many	  are	  doing	  this	  with	  

jump	  drives.	  



GOOGLE	  Reader	  

•  Aggrega:on	  tool	  
	  
•  Can	  view	  the	  most	  recent	  posts	  from	  your	  
favorite	  blogs	  and	  websites	  all	  in	  one	  place.	  

	  
•  Can	  have	  mul:ple	  accounts	  (marke:ng,	  family	  
law,	  technology).	  Great	  for	  developing	  blog	  
post	  ideas	  for	  own	  website.	  





CLOUD	  BACKUP	  +	  EXTERNAL	  HARD	  DRIVE	  

•  Cloud	  Backup	  =	  Dropbox	  
or	  similar	  program	  

	  
•  Don’t	  just	  depend	  on	  

“the	  cloud”,	  back	  up	  
with	  an	  external	  hard	  
drive	  at	  least	  
periodically.	  

	  
•  Saves	  :me,	  money	  and	  

keeps	  away	  major	  
headaches.	  



GOTOMEETING.COM	  

•  Great	  way	  to	  have	  clients	  
see	  your	  computer	  as	  you	  
are	  demonstra:ng	  
something	  to	  them.	  

	  
•  Great	  for	  tutorials	  for	  staff.	  
	  
•  Can	  be	  used	  to	  explain	  

documents	  to	  clients	  
virtually.	  



LOGMEIN	  

•  Allows	  you	  to	  log	  in	  to	  
your	  computer	  remotely	  
from	  another	  computer,	  
iPad,	  or	  iPhone.	  

	  
•  Is	  free	  on	  your	  computer	  

(with	  op:ons	  to	  upgrade).	  
	  
•  Secure	  –	  you	  set	  your	  

own	  login	  and	  password	  
for	  the	  program.	  



•  Website	  dedicated	  to	  efficiency.	  
	  
•  Mofo:	  “Tips	  and	  downloads	  for	  geing	  things	  
done”.	  

	  
•  “Hive	  Fives”	  gives	  Top	  5s	  each	  week	  which	  are	  voted	  
on	  by	  readers.	  (Five	  Best:	  tax	  prep	  tools,	  online	  
mee:ng	  services,	  video	  edi:ng	  tools,	  online	  file	  
storages,	  etc.)	  



GOOGLE+	  LOCAL	  

•  Free.	  
	  
•  Your	  online	  business	  
lis:ng	  for	  Google.	  

	  
•  Need	  a	  physical	  
address.	  

	  
•  Becoming	  compe::ve.	  



GOOGLE+	  LOCAL	  



PERSONAL	  V.	  PROFESSIONAL	  SOCIAL	  MEDIA	  



HOWSECUREISMYPASSWORD.NET	  

•  5	  Worst	  (easily	  hacked)	  Passwords:	  
	   	  1.	  password	  
	   	  2.	  123456	  
	   	  3.	  12345678	  
	   	  4.	  qwerty	  
	   	  5.	  abc123	  
	  

•  Song	  lyrics,	  quote	  from	  a	  book	  	  
	  
•  Replace	  A’s	  with	  @	  and	  S’s	  with	  $	  



HOWSECUREISMYPASSWORD.NET	  



•  Google’s	  fairly	  new	  but	  
incredibly	  important	  
social	  network.	  

	  
•  Can	  have	  “hangouts”	  or	  

video	  chats	  with	  other	  
Google+	  members	  for	  
free	  –	  great	  for	  video	  
conferencing.	  

	  
•  “Search,	  Plus	  Your	  

World”	  



GOOGLE+	  PROFILE	  



SMARTR	  



ZAMZAR	  

•  Convert	  files	  in	  
four	  easy	  steps.	  

	  
•  Dozens	  and	  
dozens	  of	  
different	  file	  
types.	  

	  
•  Free	  



NOTES	  PLUS	  

•  Take	  handwrifen	  or	  
typed	  notes	  on	  tablet	  
device.	  

	  
•  Can	  save	  as	  PDF	  and	  
email	  or	  save	  directly	  to	  
the	  cloud.	  

	  
•  May	  also	  record	  audio	  
along	  with	  notes.	  



JOTNOT	  SCANNER	  PRO	  



JOTNOT	  SCANNER	  PRO	  



JOTNOT	  SCANNER	  PRO	  



JOTNOT	  SCANNER	  PRO	  



LASTPASS	  



SCREENFLOW	  



WORLDCARD	  MOBILE	  



•  Create	  Surveys	  for	  
clients	  

•  See	  results	  in	  real	  :me	  

•  Quick	  and	  easy	  way	  to	  
get	  feedback	  



EVERNOTE	  

•  Free.	  
	  
•  Sync	  notes	  between	  

computer	  and	  phone.	  
	  
•  Organize	  audio,	  text,	  

images	  and	  other	  files.	  
	  
•  New	  York	  Times	  “Top	  10	  

Must-‐Have	  App”	  winner.	  



IF	  THIS	  THEN	  THAT	  (IFTTT)	  

•  One	  of	  my	  favorite	  new	  
applica:ons.	  

	  
•  Takes	  If,	  Then	  statements	  

and	  creates	  ac:ons	  
	  
•  Has	  “recipes”	  others	  have	  

already	  created	  with	  
different	  If,	  Then	  
statements.	  



IF	  I	  TAKE	  A	  NEW	  PICTURE	  WITH	  INSTAGRAM	  
THEN	  SAVE	  IT	  IN	  MY	  DROPBOX	  



IF	  IT’S	  GOING	  TO	  RAIN	  
THEN	  SEND	  ME	  A	  TEXT	  MESSAGE	  



IF	  I	  TEXT	  “IFTTT”	  
THEN	  CALL	  MY	  CELL	  PHONE	  


