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We make our clients computer networks reliable, secure and more efficient while reducing costs.

Tools, Tips & Tricks

to make your business MORE SECURE,
ompuconSUIt MORE EFFICIENT and MORE PROFITABLE.

guaranteed IT solutions
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Tools, Tips & T ricks

pays off big time.

CompuConsult News

Did you ever spend an hour looking for a document - knowing it was there
- but you didn’t know ‘where’? Most people are running into that problem Events
over and over again. The solution is... ORGANIZE your files properly.

How? Think of your computer as an electronic FILING CABINET. A
filing cabinet is not complex and is the reason why we usually CAN find .
our stuff in it. Apply this non-complexity to your computer when setting up FREE Spam Solution
your archive. Use the ‘KISS’ system. (Keep It Simple Stupid!) Whether FREE Workshop or
you are storing your files on your own system or on a network, one of the FREE i-Pod
tricks is to use as FEW folders as possible. Here are the 5 steps:
1. Save all files into ONE DIRECTORY. Windows created "My valuable asset in business. That's why we
Documents" for that purpose -- but if you are sharing files with others, use | =il E e s Sl sl =)
your shared network drive. providing us with referrals.
. . . . Thanks to all of you who already referred
2. Create subdirectories for projects, clients, or CATEGORIES of work. us! Welcome to those of you who'd like to
You can nest project folders in client folders or the other way around, but participate in our Referral Program.
be careful — keep it simple. Discuss with your co-workers a logical It's simpl Ilv. No si thi
structure pf the information so everyone knows where to STORE and R:f:r";l%eevﬁ:ﬁex:r toouil%lr:aggisngrtgg}r/w |-'Pg'
FIND all files. The FEWER directories, the fewer places to look! project for CompuConsult) and you're
entitled to a FREE Spa_m Solution, a FREE
3. Do NOT SHORTHAND the name of your documents. Today, you have y;/g'["::fg%%yqfhi Egﬁ%gsfgmm'ﬁes
_2|_55 characters to name a file. This haska huge advantagg: KEJWORDS. colleagues, fiends, 'family members or...
?tr;]ar?.le your document, use as many keywords to describe the content yourselfl Everybody appreciates this.
of the file.
Who can you refer CompuConsult to?
4. How it works: I'm out of town and my assistant needs to find this article. CO"&Pa”'ﬁSI Wlthtr? ttt? 5OCpeoplq[ O”NSt?ff’ .
This is what she does: Go to the Start Menu, Search, My Documents and Pl?gtg?egi FIJTWIIEffici:rlmE:y cl)!rnglég:rit; L
type in any of the words | used to DESCRIBE the document’s content and NG en :
- ‘Voila!’ - it’s there in seconds!

What you would say?

OHow about an IT Company who actually
saves you money?QA Results Driven

. Approach. No Techno Babble. Guaranteed
CompuConsult / President IT Solutions. Results.

Happy organizing, it will pay off!
René Sloos

Rest assured ... we will treat your

more articles: http:/www.compuconsult.com/emailmagazine.html relationships with the utmost respect.
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More efficient - by making the most of
your Outlook Calendar!

1. Automatically add Holidays (almost ever country!&
Tools Menu - Click Options - Click Preference - Click
Calendar Options - Click Add Holidays - Choose
Country - Click OK

2. Contact meeting attendees with reminder or message
Open orig. meeting request - click Actions - click New
Message to Attendees

3. Attach agenda or meeting minutes to a meeting request
In the Meeting Request - click Insert - click File - select
the file to attach

4. Quickly move an appointment or meeting
Drag it to a new date or time in your calendar

5. Start your week with another day (default Sunday)

click Tools - select Options - select Preferences Tab
click - Calendar Options - select the day you want to
start with (pull down menu) - click OK

6. Change the default Reminder Time
click Tools - select Options - select Preferences
g:&eck Default Reminder) - enter preferred time - click

need assistance? contact us:
http://www.compuconsult.com/contact.html

N VWS
Meet our new addition to the
CompuConsult team: Xander Keller

“l am a 33 year old Dutch guy that
moved to Canada about 3.5 years
ago. After leaving the army, | started
working in a Computer store as a
sales person. Then | worked as a
subcontractor for numerous large and
small companies, where | gained lots
of experience in desktop support,
network support, computer
management and trouble shooting.

“So what will Xander do for you - our client? He will be
your first contact when calling us for support. He has the
knowledge and the experience to quickly oversee problems
and is very aware that your time is valuable. Providing
instant solutions when possible, is what he cares about.
Welcome to our team Xander!”

René Sloos

CompuConsult / President

more about CompuConsult:
http://www.compuconsult.com/profile.html
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" L Client of the Month
Prophit Management

Prophit Management Ltd. is a group of three drywall
companies:  1.Viking Drywall Ltd.

2. Elktone Interiors Ltd.

3. Elktone Contracting Ltd.

All are involved in residential and commercial project
As one of the lagest drywall companies in Calgawye
employ 3 service supervisors and 30 contractors to
maintain full coverage of our work area. Prophit
Management ensures complete satisfaction for Hom
Owner as well as Home BuildéZontact us for your
next Odrywall jobO!

314 - 6707 Elbow Drive SW
CalgaryAlbertaT2V OE4
(403) 255-7462
rohini@prophitmgmt.com
www.prophitmgmt.com

more about CompuConsult clients:
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DO COMPUTERS MAKE
US MORE PRODUCTIVE?

1L 11».;' Starting February 2007,

e CompuConsult will offer “Lunch
‘n Learn” sessions for existing
clients. This session is based on
the book “Never check e-malil in
the morning” by Julie
Morgenstern.

Have you ever started your work day with a number of
tasks in mind that you need to get done? As soon as
you open your email and start reacting to the pile of
messages in your Inbox, your day takes a completely
different turn.

Can you identify any real “IT time wasters” in your
daily work life?

During the session we will give away a copy of Julie’s
acclaimed book. You provide “the lunch” and venue, we
provide “the learn” for free! Please contact our event
coordinator Ellen Sloos for details.

more about CompuConsult events:


http://www.compuconsult.com/emailmagazine.html
http://www.compuconsult.com/emailmagazine.html
http://www.compuconsult.com/emailmagazine.html
http://www.compuconsult.com/emailmagazine.html
mailto:rohini@prophitmgmt.com
mailto:rohini@prophitmgmt.com
http://www.prophitmgmt.com
http://www.prophitmgmt.com
http://www.compuconsult.com/emailmagazine.html
http://www.compuconsult.com/emailmagazine.html
mailto:esloos@compuconsult.com
mailto:esloos@compuconsult.com
http://www.compuconsult.com/emailmagazine.html
http://www.compuconsult.com/emailmagazine.html

