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Today’s Agenda

# Credentials
# Paper Documents

# Digitizing

# Digital Media

# The Cloud

# Organizing Backups

# Cautionary Notes: Risks & Rewards




David L. Haase
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# 1982 — 1¢* Computer: 286, 5 V4 floppies

# 1995 — 1¢ Online column: Plugged-in
Politics

# 1999 — Present: Digital Consultant

# Executive, Integrated Web Strategy
(IWS)

# Project Phoenix: I save digital copies
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What's in There

@ Address] Home
= Archive
= 1st Mortgage
= 2nd Mortgage
= Property Taxes
=  Homeowner’s Insurance
= Settlement Documents
rchive

inancial

= Archive

= Bank Statements
= Broker Statements
= Credit Cards
Credit Reports




/The Issue: Which Holds More?




The Key to Your Decisions
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Why Digitize?

#Paper copies
= Bulky, heavy
= Fasily destroyed

= Costly to keep

= Easily copied or stolen

= Hard to organize

=" Hard to search

= Old-fashioned — So 1898*
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Digital: Better Because ...

#Takes almost no physical storage space
= Thousands of pages on a DVD or thumb drive

#Can be password protected

#®Inexpensive so multiple copies stored multiple
locations make it more secure

#Digital is the norm in the business world
#Anyone can do it

#Easy to organize

#Completely searchable
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There Be Dragons

This is new territory for everyone ... at some point!
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8 There is
B nothing to
fear ...

We have simple
steps for you to
take. 1

& iy .
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KPC vS. Mac

Irrelevant
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How Does It Work?
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#You decide:

= How will you capture the image?
* Take photo using digital camera or cell phone
* Scan

= How will you preserve the image?
* Your laptop or desktop computer
* DVD
* Thumb drive
* External hard drive
* The ‘Cloud’
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Best Way to Get Digital Records
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Camera

#Not recommended, but doable
#Requires more setup
#Also requires an extra step — Downloading

and renaming photos

#But ANY point and shoot / smartphone OK
#Binder clip docs to a piece of poster board
#Shoot and download photos
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Scanners — King of Doc Savers
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Scanner — King of Doc Savers
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# Flatbed, auto-feed or all-in-one

# Flatbed, single sheet feed scanner
almost free

# Saves to multiple digital formats (.PDF,
JPEG, PNG, etc.)

# Produces excellent images

# Can name individual or multiple-
document scans easily
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Flatbed Scanners: Pricing
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All-in-One Printers
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Auto-Feed Scanners

N

# Expensive — Up to 10X more than flatbed
# Jamming can be a problem

# Often just attachments to multi-function
printer

# Try before you buy ... or read user
reviews
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Auto-Feed Scanner Example
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! Epson WorkForce Pro GT-S50

e Feeds 75 sheets
e Scans both sides
e $350 at Amazon
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‘Saving Your Work: File Formats

# Scanners do them all:
®TIFF
® PNG
# JPG or JPEG
#® GIF
# PDF — Just use this one.
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P-D-What?

# Portable Document Format
# \What you create is what you get
# Open source — Anyone can use

# Searchable

# Can be locked m!‘

# Good for Word / Excel docs

http://en.wikipedia.org/wiki/Pdf




What's in a Gigabyte?
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A lot.

DOCUMENT TYPE AVERAGE PAGES/DOC AVERAGE PAGES/GIG
Vicrosoft® Word® Filas 4 64,782
Emall Files : i 100,099
Microsoft® Excel® Files 50 163,791
Lotus® 1-2-3 Files 599 297 317
Vicrosoft® PowerPoint® Files 14 17 952
Text Files 20 677,263
Image Filas 14 15,477
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Storage Devices ... Physical

1=




Hard drives

N

WD My Passport 1 TB

WD My Book 3 TB
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Storage: Buy ...

# \What you use
# What stores the most, not cheapest

# More than one
# Online or discount, not office supply
# What you will use
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Case Against DVDs

# Relatively expensive
# Easy to damage

# Slow to copy
# Most are one-time use, not rewritable
# Create their own storage problem

# Almost as bad as paper
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Cost: 2 GB vs. 256 GB
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® $3.48 vs. $2.88

SanDisk 2 GB Cruzer Micro USEB Flash Drive (SDCZ6-2048-A11) by SanDisk

Buy new: 32799 $6.97
14 new from $3.98 4 used from $3.99
Get it by Tuesday, Aug 16 ifyou order in the next 26 hours and choose one-day shipping.

| (54)

Kingston Datatraveler 310 - 256 GB USE 2.0 Flash Drive DT310/256 GBE by Hinﬁ&tnn
Buy new: $282 80 $741.74

- 28 new from §110.00 4 used from §70.00

Fet it by Tuesday, Aug 16 ifyvou order in the next 25 howurs and choose one-day shipping.
Cnly 18 left in stock - order soon.

Buy what you wil
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My Recommendations

# Combination of thumb drives & portable
hard drives

» Thumb drives = easy to use, carry, secure

= Portable hard drives = easy to store, hard
to lose

# Pretty inexpensive
# Easy to use
# 1 control start to finish
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The Cloud:
Outsourcing Your Computer

e
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How We Use the Cloud

# Web mail (Gmail, Yahoo, Verizon.net)
# Online banking (Your bank, Quicken)
# Online credit card use

# e-commerce (Amazon, eBay, BN.com)
# Social media (Facebook, Twitter, YouTube)
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Cloud Characteristics
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# Located “on the Internet”
# No physical presence
# Connect via multiple devices
= Desktops / laptops
= Tablets (iPad)
= Smartphones
# Using someone else’s hardware & software
# You do not control anything
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Into the Cloud

mx GOuglE: docs P ﬂ!’?
%+ Dropbox ;
amazon

webservices"
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Carbonite (Example)

N
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CARBONITE -

s oo e i o o soangier

Online Backup

¥ Automabic — Lacks ua "o gy pun wuck

T he Boston Globe

"Carkonite 3 juzt about

® seeurs — s3mz choryptios as banks flawless, Joat inszal it,

® Reliakle @y, hnssle-tr= R rreneeny

® Unlimited — znky 524.55 2er wear

laaachie, and forect
e

In the Cloud — off-site
$59 per year
Unlimited storage

All file formats
Continuous backups
Set up and forget
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How Safe is the Cloud?

Somewhere between ...

Not
very

Not
perfect
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PC Backup: Windows XP (

N
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PC Backup: Windows XP
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PC Backup: Windows XP (4)
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PC Backups: Windows 7 (1)
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PC Backups: Windows 7 (2)
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Apple: Time Machine

Tieree Mackhine

4| > || Showan a

Mame: Amelia_Backup
Avallable: 206 G8 of 148.9 CB

Didest Backup: Today, 2:55 PM
Change Disk...

Latest Backup: Today, 2:55 PM
Opeons., Mext Backup: Today, 6:21 PM

Time Mﬂd'l ine Timse Machine keeps

w Hiurly backups Tar the past 24 bbuis
= Daily backups for the past month

OFF - ' ON = Weekly backups until your backap disk 4 Tull

1
B Click the fuck 1o prsvent fither charges. (7

45




N

A Life Style, NOT a Diet




Create a System

Fileancial
EvHal,

47
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Scenario #1 -- Paper

L

= 1) MyDocuments
= ) Chents

= I Active
L) Mame 1
i) Mame 2

=50
i) Ended 2010
C7) Ended 2011

»




N

Scenario #1:

e Scan piles of documents

e Organize on your computer

e Backup same day on external
hard drive (Apple -> Time
Machine)

e Back up backup #1 monthly
onto #2
e Retrieve as needed




'Organize for Faster Backups

= ) MyDocuments
= 1) Clients
= ) Active
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ehicle #1
ehicle #2
Address] Home
= Archive
= 1st Mortgage
= 2nd Mortgage
= Property Taxes
=  Homeowner’s Insurance
= Settlement Documents
rchive
inancial
= Archive
= Bank Statements
= Broker Statements
= Credit Cards
= Credit Reports
egal
edical
ersonal
ebates
-Taxes (year-based)

Organizing Digital Files

51




Scenario #2
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# Notes at client’s home
# Save on laptop
# Back up immediately onto thumb drive

# Back up thumb drive daily onto
external hard drive




‘Scenario #2 — Client Meeting
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I Can Do PDFs? ... I Can!

# Use Adobe Acrobat ($99 - $499+)
# Take photograph and save as
# Scan and save as




Secret #1: Microsoft PRINT
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rint Screen Example
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Print to PDF Example
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Print to PDF Example
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Secret #2: PDF Software Free

% PrimoPDF.

Get the world's #1 free PDF creator...

L PAmP O by hitra FOP Sofrese e i |

= PrimoPDF nitro”® softwans -
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Passwords
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# Lousy

® Spouse, kid’s or pet's names
# Horrible

= password

# Disastrous
m 123456

# Smart
=" p@55w0rD$
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You Are Not Alone

N>%

A

Help box ... Search engines ... Slideshare.com
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Parting Thoughts

# Save
multiples

@ Store
multiple
places

# Label
everything

"The handyman's secret weapon - duct tape.” — Red Green
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Thank you

David L. Haase

DavidLHaase@Gmail.com
LinkedIn - www.linkedin.com/in/davidhaase
Twitter — www.twitter.com/dlhaase

Blog — Media: By the Numbers

63

mediabythenumbers.wordpress.com/
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