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Many small businesses have inefficient tools and processes because it's easy to

get stuck in a rut, and hard to take time out to look for a better way. If you know

how to do something - even if it's frustrating or time consuming - it can feel easier
to just keep on doing what you're doing.

When it comes to collaborating - on projects, events, or even one single
document - there are so many solutions to choose from that it can be
overwhelming to research... leading you back to just emailing documents back
and forth.

We've put together a collaboration_tools ptl.pdf to help you compare
apples-to-apples features of some of the popular vendors. This list is by no

means comprehensive, but it will give a jumping off point for your own research,
starting with asking yourself some questions.

What do you need to share and work on?

A design or consulting firm might need more project management features than a
retail operation, and a law firm probably would appreciate advanced document
review and editing functions.

If shared email, calendar, and contacts are important, consider one of the “office
in the cloud” solutions that offer all of the usual functions you'd expect in a
typical corporate environment. HyperOffice, InfoStreet and Office Desktop
can all be used as a full office replacement, eliminating the need for a local
server (and the IT staff to maintain it).
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Digital File Sharing 101. Memeo: New File
Sharing Service
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Memeo Inc., recently launched Memeo Send, an application for transferring
large files.

There are so many services that help you transfer files, including
Yousendit.com, Sendthisfile.com, Sharefile.com. All of these services help you
take a large file, that usually can't go via email and transfer it to someone else.
The recipient of your email transfer clicks on a link to download the file.

| asked Hong Bui, CEO of Memeo, some questions about his service and about
file transfer services overall.
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Many small businesses have inefficient tools and processes because it's easy to

get stuck in a rut, and hard to take time out to look for a better way. If you know

how to do something - even if it's frustrating or time consuming - it can feel easier
to just keep on doing what you're doing.
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When it comes to collaborating - on projects, events, or even one single

. . Is Your Cell Phone a Breeding Ground for Viruses and
document - there are so many solutions to choose from that it can be e

. . . - Malware?
overwhelming to research... leading you back to just emailing documents back
and forth. = Digital Storage: It Doesn't Have To Be Expensive or
; Complex
We've put together a collaboration_tools_ptl.pdf to help you compare
apples-to-apples features of some of the popular vendors. This list is by no {9 Do You Accept Credit Cards? Remove the Security Risk.
means comprehensive, but it will give a jumping off point for your own research, Don't Store Your Customers Data.

starting with asking yourself some questions.
{8 How Can You Show Trust On Your eCommerce Web

What do you need to share and work on? Site?
A design or consulting firm might need more project management features than a
retail operation, and a law firm probably would appreciate advanced document <) Document Confusion: Bob Edits. Jane Edits. Steve Edits.

review and editing functions.
{8 Looking Forward To Microsoft Exchange 2010 and Why
If shared email, calendar, and contacts are important, consider one of the “office You Should Not Host Your Own Email Server

in the cloud” solutions that offer all of the usual functions you'd expect in a
typical corporate environment. HyperOffice, InfoStreet and Office Desktop
can all be used as a full office replacement, eliminating the need for a local A\ S
server (and the IT staff to maintain it). - R
What is Smallbiztechnology.com?

Smallbiztechnology.com helps small-medium sized businesses
strategically use technology as a tool to grow their businesses and
provides news, articles, discussion boards, resources, analysis & events
for the owners of small to medium sized businesses.

If you only need to share email, a hosted exchange solution like Intermedia or
Email Center Pro might be sufficient.

When it comes to document sharing and editing, you need to consider what's
important to the way your employees work and the type of work they do. For real-

time editing of a document or spreadsheet by multiple people, Google Docs is EJ subscribe to the Smallbiztechnology RSS feed.
straightforward and simple. If you need full functions of MS Office, Office Live
or Zoho Business might be better. (We'll explore more document sharing T Join our Facebook Page.

solutions in part 2 of this guide.)
Get cell phone Tweats (updates) via Twitter.

What's working well now?
Most offer some level of MS Outlook integration or syncing, so choosing a - /
collaboration solution doesn’t necessarily mean throwing out everything that you s s
currently use and starting over again. If you already have a strong CRM solution
in place you might want to consider a solution that integrates with what you have
- for example, Central Desktop works with Salesforce.com. If not, other
vendors, including InfoStreet and Zoho Business offer CRM components that work
with their email solutions.

Extras

More and more providers are supporting mobile devices (see “other features”
section of attached chart). Zoho Business offers additional applications that can
be added on, and even has an apps “marketplace” where you can buy add-ins
and request new ones.
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identifying your needs. Talk to other customers and see what they like or don’t -
like about a particular provider. Call their customer service and support
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