
 

“Is there free Wi-Fi?” This is a 
common question that patrons ask 
at hotels, restaurants, and café’s 
around the world. Just remember, 
freedom isn’t free. Free Wi-Fi can 
come with some pretty hefty risks 
for individuals and businesses. 
Many companies are banning 
mobile employees from using free 
Wi-Fi hotspots around the world 
for work in an effort to keep their 
company safe from harm.   

Shocking Wi-Fi Statistics.  According to Sy-
mantec’s recently released survey, 87% of U.S. 
consumers have used the readily available public 
Wi-Fi connections at various locations. More than 
60% of those polled actually think their infor-
mation is safe on these connections. 17% actually 
think it is the Wi-Fi company’s responsibility to 
keep them safe. This couldn’t be father from the 
truth. We are all responsible for our own security 
and that of our organization. It’s not a surprise 
that 68% of polled business owners have banned 
the use of public Wi-Fi access points. 

Risks using Wi-Fi connections.  Public con-
nections are tempting, but may be very risky. 
They are typically open networks that do not 

require a password for use. This 
leave patrons vulnerable to at-
tack. Work related or personal, 
hackers just want to gather as 
many juicy details as they can by 
monitoring your activity.  

How they swipe your info.  
Hackers will often frequent ca-
fés, hotel lobbies, and airports 
just to catch people online. They 
aren’t shy either, they may be 

reading things right over your shoulder. Keep your 
computer screen or phone protected with a security 
screen or be aware of others when accessing sensi-
tive information online. You may even find a du-
plicate connection with better signal strength when 
you’re looking for a signal. Be aware, these could 
be fake Wi-Fi connec-
tions from a crafty thief 
who would love nothing 
more than to get their 
hands on the data in your 
computer or phone.  
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Hope you had a great 
4th of July. Celebrating 
our great nation’s anni-
versary is always a fun 
holiday with time away 
at the lake, camping, 
BBQ delights, and fire-
works about. Why do we 
celebrate though? Take 
a look at these fun facts 
about the 4th of July.  

The Declaration of 
Independence was 
created to guide the 
evolution of our great 
nation. Did the writers 
truly know the long-
range impact of their 
work? Did they see 
such a great nation 
emerging from their 
vision of independence? 
We will never know.  

Why do we cele-
brate?  Traditionally, 
the 4th of July is cele-
brated as a day of com-
memoration for Ameri-
ca’s independence, free-
dom and democracy 
that was put in place by 
our forefathers. Our 
nation was established 
as a free country by our 
Declaration of Inde-
pendence. Even though 
the signing wasn’t truly 
finished until August 
4th, it was adopted 
about a month earlier. 
So, we celebrate Ameri-
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Congratulations to Irene D. at Rightway Portable 
for winning our Customer Service drawing!  

Irene wins a $100 Amazon Gift Card!   
See below how you can enter to win! 
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You can have a chance 
to win too!  Simply 

enter your name on the 
Customer Satisfaction 
Survey. At the end of 

every job close  
notification e-mail, we 
include a link to a brief 
survey.  Each time you  

complete a survey 
about your job ticket 
and enter your name 

you are entered to win a 
drawing for a $100 

Amazon Gift Card! 



 

 Use a private connection for work.  
The best way to keep your actions pri-
vate is to use a Virtual Private Network 
(VPN). This is like a tunnel burrowed 
through the Internet from your device 
directly to your work. A VPN will se-
cure your every move, masking what 
you’re working on so no one can copy 
or see your activity. This will prevent 
you from falling victim to a “man-in-the
-middle” attack where hackers secretly 
intercept your communications and 
copy your data due to the lack of en-
cryption or an unpatched workstation. 

Keep your devices secure.   
Most of us think of anti-virus right away 
when we see security tips, but this is not 
the only thing you should be keeping 
updated. Keep your applications and 
operating systems updated as well. 
These updates help protect you from 
newly discovered security flaws called 
“zero days” that hackers love to exploit. 

(Continued from page 1) 

Keeping your company 
data safe is a huge part of 
security for businesses 
today. Here are three 
easy things you can do to 
help keep your company 
information safe and 
secure on the go this 
summer. 

1) Update, update,  
update!  While the 
update pop-ups are an-
noying, updates actually 
do help protect your op-
erating system and appli-
cations from new threats. 
Patches and security fix-
es are a critical piece to 
protecting your company 
data by blocking known 
vulnerabilities.  

2) Strong pass-
words.  Did you know 
your passwords should 
be updated every three 
months? Changing your 
passwords may seem 
tedious but, it can keep 
criminals at bay. Re-
member to include num-
bers, letters and at least 
one character. 

3) Use an anti-virus  
solution.  A good up-to
-date anti-virus protec-
tion program will also 
help keep hackers and 
thieves at bay. Anti-virus 
companies work tireless-
ly to keep their databases 
updated so you can rest 
assured your computer is 
protected. Be sure to 
update your anti-virus 
program regularly too or 
you may miss important 

protection against new 
threats.  
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We have a rule in our office, if you can-
not solve it by the third e-mail then pick 
up the phone. There are too many e-
mail battles that just waste time, string 
on for way too long, and really are not 
productive in the end. Avoid these nebu-
lous communication tracks with a sim-
ple phone call.  

The e-mail cyclone.  E-mail doesn’t 
allow you to hear tone or see body lan-
guage. It’s tempting to be emotional 
about wording, jump to conclusions 
about intent, or even build up expecta-
tions about how you see the conversa-
tion going. A chain of e-mail messages 
can easily turn into an unwanted unnec-
essary battle when the person you’re 
writing to receives your message in a 
different psychological climate.    

Colorful and bold messages.   
There are a plethora of features availa-
ble for us to construct messages these 
days. Remember, there are also a varie-
ty of devices we retrieve these messages 

from. In short, pretty backgrounds, pic-
tures, and fancy fonts may be lost and 
cause confusion for your recipient. Keep 
your messages detailed and direct. Using 
bold faced fonts and italics may be mis-
understood and cause the recipient frus-
trations.  

 Tips for good composure.  Recognize 
that the receiver of your message may not 
be in the same mood or emotional state as 
you when you compose a message. Try to 
imagine how the person receiving the e-
mail may interpret it. When we read an  
e-mail, it is tempting to piece together the 
intent and tone. If a message is to ambig-
uous, a reader may automatically read it 
in the most negative light.  

Don’t be afraid to pick up the 
phone.  Sometimes e-mail is just not 
going to work. After a handful of ex-
changes consider picking up the phone to 
discuss the topic, allow your recipient to 
hear your tone, and work through the 
issue at hand.    

What can you do to stay safe?   
Believe it or not, the standard 9-5 work-
er is not the most common target. Busi-
ness owners, executives, and specialists 
that conduct business on the go are a 
tantalizing bullseye for attack. Stay safe 
this summer by avoiding free Wi-Fi 
hotspots, use a VPN whenever you trav-
el, and keep all your devices updated 
(applications and operating systems.) 

Worried you may already have is-
sues with your workstation?   
Is your laptop already acting up? Con-
cerned it’s too late? If you’ve noticed 
your computer taking over at times, mis-
behaving applications or even annoying 
pop-ups give us a call. We review and 
clean up your mobile workstation, assess 
your security and make recommenda-
tions to keep you and your company 
information safe on the go.  

JR-Tech 
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$1,000 
CASH 
Referral 
Program 

We strive to  
provide  
exceptional  
customer service 
and as a natural 
result, we  hope 
business owners 
who know us, 
would refer  
JR-Tech to other  
business owners in 
their community. 
 
That’s why when  
you refer a  
business owner to 
us and they  
become a client, 
we will give you 

$1,000 
CASH! 

 
For more about 
our referral  
program, please 
visit our website: 
 
JR-Tech.com/about-

us/1000-dollar-
referral-offer/ 



 

ca’s freedom on 4th of 
July when the Declara-
tion was adopted by 
Second Continental 
Congress.  

Interesting facts:   

1.  Did you know that 
President Calvin Coo-
lidge was actually born 
on July 4th? In addi-
tion, July 4th marks 
the date of the year 
when three of our first 
5 presidents passed 
away. John Adams and 
Thomas Jefferson in 
1826 and James Mon-
roe in 1831. 

2.  Congress didn’t ac-
tually declare the 4th 
of July a federal holi-
day until 1870. Maybe 
they were just seeing if 
that day would truly go 
down in history? 

3.  Aside from celebrat-
ing our nations free-
dom, the 4th of July is 
recognized as National 
Country Music Day 
and Sidewalk Egg Fry-
ing Day (Hmmm, 
wonder why?).  

4.  All the signers of the 
Declaration of Inde-
pendence didn’t sit 
down and sign it to-
gether. It took about a 
month to get them all 
to pen their signatures.  

5.  The original draft of 
the Declaration of In-
dependence was lost. I 
guess the old adage, 
“my dog ate my home-
work” can apply to 
congressmen too. 

(Continued from page 1) 
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With the amazing technology at our 
fingertips today, it is easy to retrieve the 
information we need anytime and work 
on the go. However, some documenta-
tion may still be floating around your 
office in those pesky manila folders. If 
you’re sick of carrying around stacks of 
files and papers, go paperless. Here are 
a few hot tips to get you started.  

Take the plunge into a paperless 
office solution.  While the first few 
months will may seem daunting, making 
the move to a paperless setting will ulti-
mately create a more secure setting for 
your data, help organize the information 
in a more manageable fashion, and ulti-
mately allow you to better serve your 
clients.   

Convert documents to an electron-
ic format.  The first step is obviously 
to get all that paper into an electronic 
format. Create a plan or set procedure 
for your staff to follow when creating 
electronic documentation. You may find 
that your company needs more equip-
ment to accomplish this task. We’ve 
found that many legal, medical and ac-
counting firms making the transition, 
often enjoy desktop scanners. This type 
of solution allows everyone to take part 
in the paperless efforts.  

Create a set of rules for labeling 
your files and organizing your fold-
ers.  For example, your accounting 
documents may be filed in folders la-
beled “Banking”, “Clients”, “Vendors”, 
etc. This sort of preset hierarchy helps 
to keep everyone organizing things in 
the same way. Don’t forget to share a 
set labeling method too so you can all 
find what you need. We use the date, 
company, and detail format like this, 
“2017-07-01-GasElectric-Invoice2”. 

Use templates and forms as need-
ed to standardize the documents.  
Whether you are creating a simple letter 
or a complex legal document, create 
standard document templates for your 
employees to use. This will allow you to 
easily identify what is needed for each 
process so no one misses essential de-
tails for your clients. These standard 
templates should have set naming con-
ventions too. That way when you’re 

thumbing through a client file you can 
quickly locate the exact document you 
need.  

Put a backup solution in place to 
protect your data.  An off-site auto-
matic backup solution will keep your 
data safe even if something happens at 
the office. Inevitably, equipment will 
fail, files will be corrupt, and data can be 
lost. Putting an automatic solution in 
place to store a copy of your data on a 
regular basis is a great way to ensure 
you will always have what you need 
when you need it most. Don’t forget to 
check your backups regularly though to 
be certain that everything is included in 
your backups, there are no issues with 
the solution, and the files are recovera-
ble.  

Share only what’s necessary.   
There are many solutions available to 
allow you to securely share files with 
preset access levels for specific folders. 
This will help you keep sensitive data 
away from prying eyes.  

Need help?  Want to dive into a paper-
less office solution? Give us a call. We 
can help gather the equipment you need, 
secure your data, and configure access 
levels on your server.  
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 Try a working lunch for quick info with a busy colleague. 
This can help slip you into their schedule sooner and give 
you the information you need in a more timely manner so 
you can proceed with your work. Be flexible. 

 Schedule a regular time to meet even if it's just 15 minutes 
per week. This is a great way to tally your thoughts in the 
calendar reminder and talk about everything at one time. 
This will give you both time to connect and reflect before 
the next meeting.  

 Take advantage of project management programs, which 
have To Do and Share features. Keeping all the information 
for your work flowing between collaborating coworkers is a 
fantastic way to allow others time to calendar their own 
work and be more productive.  

Stay organized and offer solutions.  Whatever you choose, 
make it a priority to not interrupt others and make demands of 
their time. Your work and their work is ultimately important for 
the organization or you wouldn’t be there. Be cognitive of their 
responsibilities, but don’t let your responsibilities slip though the 
cracks. Take a proactive approach to scheduling the time you  
need and gathering the information you need to be successful  
every day.  

Worried about Cryptolocker infections? Unsure if your anti-
virus is up-to-date? Concerned that you may not have enough 

security? Sometimes technology seems almost explosive.  
You notice one little issue and when you really dive into your 

workday everything seems to start hitting you like a  
bomb bursting in the air.   

Give us a call today for your FREE Network Security Audit 
We will run a full analysis of your network and present you 

with REAL solutions to keep your company safe. 

“We make all of your computer  
problems go away without adding  

additional full-time I.T. staff!” 
 

Ask about our fixed price service agreements — 
Computer support at a flat monthly fee you can 

budget for, just like payroll! 

Communication Etiquette For Clear Communications   
Today's many forms of communication make it easier than ever to 
exchange information and easier than ever to get distracted and 
interrupted. When it happens to you, remember that it's OK to 
politely say, "Wait, I can't talk now but I can get back to at 3:00. 
Will that work for you?" We all need uninterrupted time for quali-
ty, focused thinking. 

Drive-by time suck.  If you must concentrate and can't afford 
interruptions, post a sign that says: “Available at 1 p.m.” Spending 
two or three minutes chatting when a coworker strolls by your 
desk may seem insignificant, but it can take up to 15 minutes to 
reorganize thoughts and refocus on the task at hand. These drive-
by interruptions are very costly when you add up the three or four 
throughout your day.  

Gathering information.  Nonetheless, there are times when you 
must speak to someone, if only because you need information so 
that you can proceed in your work. Here are some less invasive 
ways to fit into someone else's schedule: 

 Try an old-fashioned sticky note with a short reminder or 
message. Not all communication has to be instant.   

 E-mail a request for a short meeting if you need more than 
5 minutes of talk time. Suggest a time, but never wait until 
the last minute. That makes your emergency 
seem like someone else's problem. 
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