Be thankful

The two most important words

in the English language are
“thank you."”
business and personal
communications.

For business transactions, a
quick thank you tells your
customers and prospects that
you appreciate their
patronage. In addition, a
simple thank you card is a
powerful way to add a
personal touch to your client
contacts.

In the social realm, these two
simple words help people
express gratitude and show
their commitment to a social
relationship. So, roll these
grateful emotions into your
business relationships with
associates, clients, prospects,
and vendors.

After all, this is the season of
giving and appreciation.
So,

thank you!

don’t be
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Harvest the true power of your computer

Imagine, you are just finishing up an important client damage your equipment or shock yourself. Also, there

document and all of the sudden your computer shuts are a few items to gather before you get started.
TdBwn SNo vaming. N&!efror m@ssage. No blue screeRound up a can of compressed air, a few cotton

of death. What could be the problem? swabs, glass cleaner, a lint-free cloth, paper towels,

- . rubbing alcohol, and a screwdriver.
Dust T h @hdsePesky pafticlesghdd t !
leave a thin grey layer on the bookshelves behind your 1. Clean your tower each quarterTo clean
desk could be plaguing your computer too. Dust is out the case on your computer, place your computer
actually a computer’ s aroadlevedsnrfacyunpligged) and rbmave thefoutek |y
don’t need an ar my t o Kk ecevg Vismlly ihspect thenwiras insélg youccbngaen .
follow these easy steps to clean your computer and looking for frayed or damaged areas. Do not attempt
keep it running like new. to repair frayed wires. Give us a call and we can ex-
amine the parts needed, order, and install them for
you.
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How does dust get inside the computer?
Unfortunately, dust is attracted by static electricity
accumulated naturally in your computer. The tiny
ventilation holes on the back of your computer are an
inlet for debris. These holes, and other nooks around
the cover, actually leave enough room for dust parti-
cles to slip right in.

With the cover off, use compressed air to blow debris
out of your machine, but remember to keep a safe
distance (follow the directions on the back of the com-
pressed air can). Be sure to pay special attention to the
processor fan. Those nasty little dust particles love to
attach to the blades and cover on the fan which can
th Ccaule 90Mr @ofnputgr Eo foverﬁ’ezIt. Uk £cHttbn swWaPt&NP U te
wipe dirt off the fan blades and away from the ventila-
tion holes. Never use a standard vacuum to suck de-
bris out of your computer as the static electricity from
the vacuum can be harmful to the components in your
machine. Finally, replace the side cover of your com-

I'f you haven’t taken
try it! You will be surprised at the amount of dust
inside. Remember, cleanings are recommended 2 or 4
times each year for tower computers, even if your
computer is housed in a relatively clean environment.
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How to use a distribution list to keep in touch with

your contacts over the holidays

Are you looking for a quick way to keep intouchwithg d dr esses and | abel it “Cul

your current clients or prospects over the holidays? you composethee-mai | , you si mply ty

If you have never used a distribution list, you are Clients” as the address ani

missing out. A distribution list isabundle ofnames Safet y t i P Ifyouusda @sfbe m ber

all placed together under one label in your e-mail tion list in the “To” fiel

address book. For example, if you want to send a
holiday greeting to your current customers, you can
create a distribution list that includes their e-mail

recipients will see all of the names you sent the mes-
sage to. If you would like a more confidential method,

(Continued on pagg)



Harvest the true power of your computer...

(Continued from pagg)

a lint-free cloth to wipe down the outside of the
computer case. You may use a spray of window
cleaner on the cloth to dislodge or clean up stains
on the case. Be sure not to spray directly onto the
computer case. Finish up by plugging your compo-
nents back in, wiping down each cable as you go.

2. Clean your mouse monthly or more!
Caution! Remember, when cleaning an optical
mouse, do not put anything on the optical sensor!
First, disconnect the mouse from the back of your
computer and place it on a flat surface. Moisten
your lint-free cloth with a dab of alcohol and wipe
the outside of your mouse liberally. Pay close atten-
tion to the buttons on your mouse as dirt and oils
from your skin build up between the buttons and on
the roller ball. This build-up can decrease the func-
tionality of the mouse.

3. Clean your keyboard at least monthly.

Have you ever experienced a keyboard malfunc-
tion? We regularly receive calls from people who

have stuck keys and
ample, did you know that Windows has
“accessibility options

to features you need? However, these shortcuts
become problematic when accessed accidently.

Recently, we had a gentleman call who could not
use all of his letter keys on the keyboard because
menus kept popping up. As it turned out, his shift

d o n? St

key was stuck and if Windows senses the shift key
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activated five times in
requesting a feature
feature allows you to use Shift, Alt, Ctrl and use

the Windows keys as a t
hold them down. So, every time he typed, Win-

dows processed a command, not just a letter.

The mor al of the story,

board and use compressed air to clean out your
keyboard as often as you need. Use a cloth with
window cleaner to wipe down the keys and stop
bacteria from breeding right under your finger
tips. Cleaning your keyboard will keep it function-
ing properly and can reduce the risk of spread of a
cold or flu, creating a healthier work environment.

4. Clean your monitor as needed.
Keeping your monitor clean is the easy part. Turn
off your monitor, spray glass cleaner on a paper
towel, and wipe your monitor with soft circular
motions. Be sure to use water only on LCD
screens. Be sure not to put pressure on the screen
iety eMa Yr edad Mazgee
wipe down the cords too.
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ongoing service, we will take care of cleaning
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call today! As a part of your contract for excellent

your systems as needed. So you can focus on what

really counts, Your Business!

Fidelis (214) 233-9490

The Extraordinaries connect you with a cause

Do you have that nagging feeling that you could micro-volunteers with tasks that need attention.

do more for others and want to get involved?
Take a look into micrwolunteering with The

When you open the application, a listing of tasks
appears with instructions to walk you through the

Extraordinaries. Despite your busy schedule, youduties to complete the task.

can donate slivers of idle time to a cause and
make a difference everyday!

Micro-volunteering is a new trend afoot infecting
people around the world with the spirit of giving.
Just a few moments of your time as you walk to
your car, get a hair cut, or wait in line to purchase
a cup of coftee is all you need to be an active
volunteer and impact the world around you.

If you have an iPhonemicro-volunteering
is even easier. The Extraordinaries created a fancy
iPhone app you can download from their website
at BeExtra.org/widget. This application connects

In less than five short minutesyou could
be helping to translate text for a nonprofit website,
tag images for the Smithsonian, or even record loca-
tions of potholes for municipalities. The Extraordi-
naries have full listings of organizations with mis-
sions you may choose to accept.

The goal of The Extraordinaries group,
is to allow organizations to engage their supporters
via micro-actions, done on-demand and on-the-spot
using a mobile phone or web browser. So, even if
you don't
get involved today.

us e BaBxtrabrPdoto n e,



November 2009

How to use a distribution list to keep in touch...

(Continued from pag)

place the distribution list in the Blind Carbon Copy
or “BCC” field to mas
ents names and addresses from other recipients.

How to make a toast

All eyes turn to you when you
make a toast at a wedding, farewell
party or Thanksgiving dinner.

full contact” with an a
When you mouse over this option you will see the
folldwimg tveb iopsidnst In Thtemet foonat (vCaid)s t
and In Outlook format.

k
The ritual is a simple act that tells

people "we are happy to be

How to create a distribution listThereare The “ 1 nternet -nfaidbfsrgatd " 0 ooeer and happy to share this
two ways to go about creating your distribution list: send to someone with the d{strlbutlon list attached . Pm—ent ! The toast shouldiney
you can copy names from an e-mail or snagnames @S @ t ext f ile : Th g-mé‘ﬂ Ou longer than a minute, especially
from your address book to compile a list. To use wi th t h' e distribut ron | I Rere are others who will 1O
addresses from an e-mail message, copy the names ent to. add to the.lr Outlook contacts and use immedi- after you.
you want in the list from the message and click on ately in an e-mail. b "
the “File” menu. To us ﬁb?] .boak. t o [EEREGNOt0ean opportURIEEEY
a distribution list, b isg? %rﬁ]}?’ %&;& o t|r|o® ﬁsﬁ"t%lsmgupoﬁ h.StSt“ F a lengthy speech or a talk
from anywhere in Outlook. arc very han or everyone. ‘ 1St O C.urren clients Supported by note cards. It
could be used to send out holiday greetings or spe- should be short and easy to

Then, sel ect “ New” and cill &ffierings forithb saaton. If there hré nsultiple i n memorize.
“Fil e” menu. Auplabelad d o w wmployees ywho york with your clients or prospects, 1 N
“UntiDilsetdr i bution Li st .aglobyldistribution list maybsnecesdarh. if gou Begin by raising your glass to eye
page to add names and set criteria for the list. have a Microsoft Exchange Server to manage your level. First stare d1r.ectly at the

. L. . . office e-mail, the Global Address List will house person you are toasting. Then as
Sending a distribution list. After yousetup  gistribution lists for your entire office making them you speak, look at the other
your distribution list, you can send it to a coworker available to everyone in an instant. guests.
to help them with their communication efforts, too. B e calutati dh
Simply open your address book, find the distribu- If you would like assistance building a distribution ] g 1"? Sli u;atllcl)n angyy ek
tion I'ist you want to di%ryisoffiepmicrosoficgnpapd loghup ¢ k o n  SHESSS I e 0% 0 @50
Put your cursor over thdimddd bagtdiodnlisgel d@r p- &

everyone there, which means the
person accepts your statement. If

many people are present, touch
glasses with a few around you.

A few basic Google search tips to remember

Millions of people use Google to search the Inter- found, you can see the tracking and delivery infor-
net each day. However, much like the cell phones mation for your package in an instant.

we cling to so dearly, many of us only use a frac- . L.
tion of the features available. Take a look at these COMparison shopping is a breezeif you

Toast often. It brings people
together. The subject of the toast
can be as simple as toasting to a

Google search tips to maximize your efforts.

Times at your finger tips.Did you know
that Google has listings for the current time in
every city and for flights too? All you need to do is
type in “What time is
name and Google will show you the time, day of
the week, time zone, state and/or country.

Flights are just as easy to look up. Simply enter the
airline and flight number to receive the status.
Google automatically pulls up the date of the flight,
departure and arrival time and location comple-
ments of www.flightstats.com.

Track a package with one clickEnter the
tracking number no matter what service, UPS,
FedEx, or the U.S. Postal Service, and press enter.
Google will pull up the service carrying your pack-
age immediately. With one click on the website

. Page 3

beautiful day.

want to be sure you are getting the best deal on a

t h

product, type all of the numbers beneath the barcode

into Google and search.
This will pull up all of the
websites with information
iabbut the prodiict sd youl |
can research the product

or view vendors.

—

Google categories.
Don’t miss
categories at the top of
your Google search page.
You can narrow your
search by selecting
“l mages"”
“Maps” to |
ti ons, “New
view reported news and
much more.
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"On the brighter side, our company
bowling team is in first place.”
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Wh e n flash
external hard drlves and other portable storage devices, is working to
release their new Hard Drive XS 3.0 product to consumers in Europe
this month. According to Freecom, this handy hard drive is the first in
the world to hit the market
ogy offering transfer speeds of approximately 130 MB per second. This
is well over anything you can find in stores today. Not only is the XS
3.0 fast but it also offers up to 2 terabytes of storage.

This new product line will revolutionize the way we view storage. Ac-
cording to www.Freecom.com, Axel Lucassen, Managing Director of

A & a4
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nNnWe make al
computer problems go

away without the cost of a

full-t 1 me | . T.

Ask us about our fixed price service

d IFréecvm@a majufectrek of WWO Beghlre to dnplug unused equipmentf you are away from your

office for more than just a few days, be sure to unplug your printers,
standing lamps, even the office coffee pot. These items still use
electricity when they are not in use. Unplugging them can save you

trical fire in the office.

If you have any questions about preparing your office for the holidays or
just want to be sure you have all the bases covered, feel free to contact
us. We can help you check your
ings, and advise you on things to shutdown or unplug.

agreement® Computer support at a
flat monthly fee you can budget for
just like a good turkey dinner!

Freecom says, “We <can tr ansifte’
unbelievably fast.” Now, i magi
your office computers in just minutes. The best part, the Hard Drive XS
3.0 surpassed its counterparts in security tests and will have a superior
encryption element too.

If this new Hard Drive is a bit too robust for your purposes, take a look
at the other products Freecom has to offer at www.Freecom.com.

While you are out!Jjust a quick note to remind you of a few safety
measures to review before your time away from the office this holiday
season.

6 Quadruple check youbackugd There is nothing like receiving an
emergency phone call from the fire department while you are on
vacation. If your office floods, catches fire, or is burglarized, your
recovery will only be as good as your backup saved on file. Be
sure to run a backup just before you leave the office, observe the
backup process to ensure everything is captured, and test the files
backed up so you know the data is functional in your time of need.

6 Set your Aout of
Don’t miss out on important
prospects, and vendors know you are away and when you will
respond to their message.

Remember, if an emergency situation comes up, we are just
a phone call away. We will respond quickly, assess the problem,
determine your options, and present them to you in plain English with a
full estimate of your costs to get you up an running again in no time at all!

of ficemailgr et icHigngto agddyto oprgqyslettes. py o

To

Love

Is there an article you would like to
comment on? Is there a topic you want
me to research? Have a funny story or a

resource you want to share with the

other subscribers? Send it to me! We are

always looking for new and useful

HiWe Bde Tt story, e wif endSdl
$20 Starbucks card!

newsletter@fideliscorp.com
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