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DEDICATION

To Dad, my first editor, and Sam, my coach.






INTRODUCTION

Feeling stiff and sore from a less-than-optimal workspace? Use a laptop stand or even a few books to raise your laptop to the right position.

Starting remote work for the first time? Give yourself a transition period by working at home half the week and in the office the rest of the week to make sure you have all the gear and tech you need.

Work with people around the nation or even the world? Put your time zone in your profile. This will discourage messages from your coworkers when it’s early or late for you.

There’s a lot to love about working from home: Your commute is mere seconds long, your “work pants” are pajamas, and your favorite snacks are always at your fingertips. But working from home also has its pitfalls, and that’s where Work-from-Home Hacks comes in. With more than five hundred tips you can put into action right away, you’ll discover how to tackle the most common remote work challenges with ease.

Learn everything you need to know for an optimal remote work situation, including creating a workspace that suits your needs and establishing a productive routine. You’ll find new strategies for communicating with your coworkers from a distance, like when to send an email versus an instant message and how to overcome “Zoom fatigue.” You’ll also learn how to battle a whole new set of distractions. Between household chores, friends and family who don’t understand that “work from home” (WFH) doesn’t equal “always available,” noisy roommates, kids, pets, and more, there’s plenty to pull you away from your job if you’re not careful.

Of course, your home isn’t just for work. Even though your office is now close to (or even part of) your bedroom, it’s important to maintain a healthy balance between work and life. The good news is that Work-from-Home Hacks has an entire chapter dedicated to helping you find and sustain this balance.

Once you’ve conquered the challenges of working from home, you can get back to celebrating its advantages (spending all day with your dog, never wrestling with the faulty office printer again)—so let’s dive in.







CHAPTER 1 SETTING UP YOUR HOME OFFICE
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1

GET YOUR OWN SPACE. If possible, designate one area of your home for working—and only working. In other words, your couch, dining room table, or kitchen counter shouldn’t be your office. A desk in your spare bedroom, backyard studio, or basement, on the other hand, is much better. Even a simple work-only setup in your bedroom (if that’s all that’s available) will get the job done. Connecting a physical space to your work will help you switch from your personal mode to professional and back again. It’ll also reduce distractions and improve your ability to focus.

2

FIND A PLACE WITH AS LITTLE FOOT TRAFFIC AS POSSIBLE. The more frequently other members of your household walk by you to get food or drinks, go to another spot in the house, use the bathroom, and so on, the harder it’ll be to stay focused. All things being equal, you want an area in the home that other people rarely visit during your work hours. Try working in a space for a few days and seeing how much foot traffic it gets. When looking for the best location to set up your new office, this should be your number one priority.

3

KEEP IT QUIET. Avoid noisy areas if you can. However, noise is easier to control than interruptions from other people, so if the least-traveled spot in your home faces onto a busy street or absorbs all the traffic from the den, don’t worry about it: You can always try some noise-control hacks to make it manageable.

4

BRING NATURAL LIGHT INTO YOUR WORKSPACE. Natural light has a ton of benefits. It saves you money, since you don’t need to turn on artificial lights; it boosts your mood, energy, and focus; it de-stresses you; it helps you stay in tune with your daily rhythms and body clock; it improves your sleep quality; and more. When picking your workspace, prioritize a spot with north-, east-, and/or west-facing windows. (And then make sure you’re actually getting that light by raising the blinds, opening the shutters, pulling back the curtains, etc.)

5

FIND AN OUTLET. Ideally, the outlet should be close enough that you can plug in your devices without the charger stretching across the floor. You don’t want people walking over a trip line—yourself included! If you only have one nearby outlet, get a power strip (or better yet, a surge protector) so you’ll have ample power for all your devices.

    
7 WAYS TO TURN ANY CORNER OF YOUR HOME INTO AN OFFICE

No office? You’re not alone: Many remote workers don’t have guest bedrooms or empty rooms for setting up their workspaces. If that’s the case for you, try these hacks to create your perfect WFH “office.”

6

TRANSFORM A CORNER. That awkward space where you normally shove random bags and shoes—or simply let the dust pile up—can become an office with a little creativity and the right desk. Look for one that’ll fit perfectly into the space, whether it’s a corner-pointed (read: triangular) wall desk or traditional L-shaped one.

7

CREATE A FLOATING DESK. If you’re short on space, a floating desk is a great solution. When you’re not working, simply pack away your laptop, roll away your chair, and fold up your desk so it lies flat against the wall. You can make a DIY version with a plank of wood and some brackets. However, don’t worry if you’re not crafty. There are tons of ready-to-assemble options you can buy.

8

ATTACH FLOATING SHELVES FOR INSTANT STORAGE. Untraditional desk options, like the floating desk or folding table, help you maximize your space—but leave nowhere to put your papers, desk accessories, or anything else you like to keep close at hand. Floating shelves might be the answer. Install two to six around your workspace (making sure they’re wide enough to support what you’ll be putting on them) and get some decorative boxes to house your supplies.

9

CONVERT A BOOKSHELF INTO A FOLDOUT DESK. This hack is basically the Murphy bed of desks. All you need is a bookshelf, hinges, brackets, a stable plank of wood that’s big enough for your daily work supplies, and, most importantly, some elbow grease. First, make sure your bookshelf can accommodate your desk when it’s folded flat (you might need to consider removing or adjusting a few shelves). Next, make sure the bookshelf is firmly secured to the wall. If it’s not, the weight of the desk will pull the bookshelf forward…and that’s exactly as dangerous as it sounds. Finally, install the plank desk using hinges and brackets so it can swing out and back in again. Voilà, you’ve got a desk that can appear and disappear like magic.

10

INSTALL A STORAGE UNIT WITH A FOLDING TABLE. To get the benefits of a DIY bookshelf/desk without actually doing it yourself, buy a preconfigured option. IKEA’s IVAR model is less than $150 and offers several shelves, hooks, and space for two or three people to sit comfortably when the table-desk is extended. When you’re not working, simply flip the table back into place. Everything you’re storing will be cleverly tucked out of sight. Better yet, you’ll free up all the space the desk was occupying.

11

PUT YOUR DESK UNDER A STAIRCASE. That nook under the stairs can make a perfect quasi-office. Unless you’ve got a ton of construction experience under your belt, it’s a good idea to hire a professional. They can clear out the necessary space (which may require taking it down to the studs) and re-cover it. Add wallpaper or paint to make this space look nice and differentiate it from the rest of the room. After that, you’ll want to add a desk and chair. There may even be room for some storage.

12

CONSIDER THE “OFFICE SHED.” Remote workers with a backyard might want to take this route: You’ll get your own space to work with zero distractions and even a quick commute that’ll help you maintain work-life balance. If you’re willing to roll up your sleeves, you can build an office shed yourself. Alternatively, preconfigured sheds are available online. Want a custom design without any DIY? For a price, you can work with a vendor to design your dream office studio.



13

MAKE THE TRANSITION SLOWLY TO MAKE SURE YOU ACTUALLY HAVE EVERYTHING YOU NEED. New to remote work? The transition from in-person working to remote can be jarring, and it’ll be tougher if your company office has lots of supplies and software that your new one does not. To get a full list of what you’ll need to successfully work from home, go to the in-person office for a day or two and catalog all the equipment you use—from your chair and printer to data analysis software and note-taking app. If this isn’t an option, ask a coworker and/or your boss if they have any suggestions for what you’ll need.

14

TIDY UP YOUR WORKSPACE BEFORE YOU CALL IT A DAY. When you go to an office, you can leave your messy home, well, at home. Not so for remote workers. And this is a problem, because working in a messy space zaps your concentration. Research shows clutter can trigger the release of cortisol (the stress hormone). Messy homes are also linked to increased procrastination. Before you clock out each night, spend five minutes putting things away, organizing your papers, and removing dirty glasses. You’ll appreciate your efforts when you sit down to your desk the next morning.

15

DESIGNATE A “JUNK DRAWER” SO YOU CAN IMMEDIATELY SWEEP MISCELLANEOUS STUFF OUT OF VIEW. Not ready to do a full desk cleanup every day? This hack is for you. If you have a desk, use one of the top drawers—that way, you can literally sweep detritus off your desk. If you’re working at a drawer-less desk or table, buy a tray, bowl, or box. You might be thinking, Doesn’t this hack just move the mess? Yep! And that’s a good thing because it’ll trick your mind into thinking your space is clean. As a result, you’ll feel calmer and more focused. Here’s the key: Every few days (depending on how quickly your junk drawer fills up), you need to schedule some time to completely empty it out. Toss what you don’t need, store items you’ll need later, and put random papers and notes into the appropriate file.

16

PUT ALL OF YOUR PAPERS INTO A FILING CABINET. If your job requires a lot of paperwork, a filing cabinet is a critical element of the work-from-home office. It helps you keep track of your papers, letters, and more—basically forcing you to get organized. Rather than hunting through stacks of loose papers for the one you need, simply open your file cabinet, find the appropriate file, and pull out the document. And if you care about aesthetics, good news: Filing cabinet design has come a long way since the boring boxes of yore. Look for a filing cabinet in a cheerful color like yellow or blue, or find one in a material that matches your décor, like wood or even cloth.

17

CREATE A PERSONALIZED FILING SYSTEM SO YOU CAN EASILY FIND WHAT YOU NEED, WHEN YOU NEED IT. The best way to file your papers is the way that works for you. Many people organize files alphabetically or by date. However, you can also try filing by document type (personal, professional, etc.), person (you, your partner, your kids, your parents, etc.), importance (high-priority files at the front, followed by medium- and then low-priority ones), action (files you need to do something with, like bills or unfinished paperwork versus historical records), or some combination thereof.

18

TAKE YOUR SYSTEM TO THE NEXT LEVEL WITH HANGING FILES, COLOR CODES, TABS, AND MORE. Purchasing a few additional supplies will make your organizational system even easier to maintain and navigate. Divide file sections with hanging files, which stretch across your file cabinet so they don’t slip and slide around. Give each file category a color so that you can easily see which files belong to which section at a glance. (This will also make your filing system easier on the eyes.) Label each file to make organizing them and tracking down the right one quicker. Most files come with precut paper tabs, but you can also use a label maker or stickers, or get creative with some pens, paper, and scissors to create your own system.

19

USE AN INEXPENSIVE PAPER SCREEN TO CORDON OFF YOUR WORKING AREA. Once you’re clocking out for the day, fold up the screen. Visually changing your workspace, even if it’s subtle, helps your mind distinguish between the two parts of your day. A screen helps you create a divide between your workspace and the rest of your home—not to mention, it filters out distracting sounds like your partner watching TV, your kids playing hide-and-seek, your roommates cooking a five-course meal…you get the picture.

20

MAKE SURE YOUR DESK IS THE RIGHT SIZE. Believe it or not, all desks aren’t created equal. You should be able to sit up straight, with your eyes ahead (not down) and your feet firmly planted on the floor. If you already have a desk, and it’s not the perfect size, adjust your chair, laptop height, and/or feet’s distance from the floor. Fitting your setup to your height will help you avoid aches and pains and improve your concentration.

21

BUY A STANDING DESK. If you’re in the market for a new desk, an adjustable or standing model is well worth the investment. (Most fall into the $400–$1,200 range.) Not only can you shift from sitting to standing and back again depending on your energy levels, how your body feels, and what you’re working on, but you can also customize the height perfectly to your own. If you’re feeling fancy, get a desk with customizable height presets. That way, you don’t have to find the right level every time. And no matter what, make sure that the desk you choose can accommodate everything you currently keep (or want to keep) on your desk: keyboard, mouse, jar of pens and pencils, beverages, and so on.

22

GET THE FLEXIBILITY OF A STANDING DESK (WITHOUT THE PRICE TAG!) WITH A STANDING DESK CONVERTER. These units are usually around $150–$500. They go on top of your existing desk and support your computer, mouse, keyboard, and sometimes even your second monitor. You can adjust the height of the workstation up and down, making it easy to sit or stand. Converters are typically much less expensive than true standing desks; plus, they take up less space. And if you want to take your work on the road, a lightweight standing desk converter is usually portable.

23

“ERGONOMIZE” YOUR SETUP TO BOOST YOUR COMFORT LEVELS AND PHYSICAL HEALTH. Lower back pain. Neck stiffness. Sore muscles. Sound familiar? Your desk setup might be to blame. To make working as minimally taxing on your body as possible, follow these guidelines: When looking straight ahead, your eyes should fall on the top of your laptop screen. When your eyes are cast slightly down, they should hit the middle of the screen. Position your screen around twenty inches (a little more than a foot and a half) from your face.

24

GET A STANDING DESK MAT. Don’t forget your feet! You may have seen or used a standing desk or “anti-fatigue” mat at the kitchen sink, in a workspace, or anywhere that calls for long periods of standing. A standing desk mat will put a few layers of support between you and the floor, making it much more comfortable to stand for thirty-plus minutes. Some mats even offer “topographical” textures so you can give yourself a mini foot massage while you work.

25

IMPROVE YOUR PRODUCTIVITY AND OVERALL STAMINA WITH A WELL-DESIGNED OFFICE CHAIR. Look for one that’s billed as “ergonomic,” which typically means you can adjust the seat’s height, depth, and armrests. Proper back support is also crucial so you can sit comfortably for hours at a time. Some chairs will even let you adjust the lumbar support so it’s perfectly positioned on your lower back. A good ergonomic chair will run you between $400 and $2,000.

26

KEEP ON ROLLING WITH A PLASTIC CHAIR MAT. So you’ve got yourself a brand-new office chair…only to find that the wheels won’t roll properly on your carpeted floors. The solution is easy: Get a plastic chair mat. Place the mat at your desk, and you’ll be able to roll around easily within its area. This is also a great hack for keeping the carpet clean around your desk—it’s much easier to wipe up a spill from plastic than carpet when you accidentally knock your coffee mug off the desk. Depending on the size you want, you can get a plastic chair mat for as little as $25.

27

UPGRADE YOUR KEYBOARD. Type a lot? Using your laptop’s built-in keyboard can take a toll on your wrists, back, and neck, since it forces your hands into an unnatural position. To avoid aches and potential injuries, consider investing in a separate keyboard—preferably an ergonomic one. Typically, ergonomic keyboards are split into two sections and their keys are rotated around 75 degrees. That means that unlike regular keyboards, the keys actually tilt away from you, instead of facing you straight on. Ergonomic keyboards might look weird (and take a few weeks to get used to), but they’ll allow your hands and forearms to rest naturally. Your body will thank you.

28

DIY YOUR OWN “ERGONOMIC CHAIR” WITH A FOOTREST AND A LUMBAR PILLOW. If you’re just starting to work from home, an ergonomic chair might not be in the budget. But for less than $200, you can replicate the most important functions of an ergonomic chair: leg and back support. Get a footrest that lets you plant your feet with a 90-degree angle at the knee. It should be firm enough to hold its shape—if it’s too soft, your feet will feel as if they’re constantly sinking. Some footrests are even rockable—perfect if you’re a fidgety sitter or like to burn off energy while you think. The lumbar pillow, meanwhile, should slip over your chair so it rests at your lower back. In addition to cradling your back so you can sit in comfort the whole workday, it will also improve your posture. Get a pillow in a breathable fabric so it doesn’t heat up too much.

29

ELEVATE YOUR LAPTOP TO IMPROVE YOUR POSTURE. Positioning your laptop a few inches from the table will help you sit up straight and avoid painful hunching in your shoulders and back. A good laptop stand will let you adjust its height and angle to your preference and look stylish to boot. Look for a stand you can easily carry around—bonus points if its height is adjustable. For a low-budget alternative, stack a few books or repurpose a cardboard box.

30

COPY PRO GAMERS. At least for your computer mouse. Elite video game players invest in high-quality desktop mice, and you should too. An ergonomic, well-designed mouse will help you avoid carpal tunnel and boost your productivity. It’s especially important if you’re a designer, architect, or other type of creative who’s frequently clicking around in programs like Photoshop. Skip the wireless mouse; it looks cool, but it won’t be as fast or accurate as a wired one. And unless you want a special pad, choose an optical mouse over a laser mouse—it’s more reliable.

31

KEEP YOUR WRISTS HAPPY WITH A WRIST PAD. A wrist pad or rest sits underneath your wrists while you type or use a mouse. It reduces the amount of pressure on your hands, which makes you more comfortable day to day and reduces the long-term risk of carpal tunnel and tenosynovitis. Get a durable one that won’t deflate—memory foam or a foam/gel combination are both reliable materials—and will let your hands float freely above your wrists when you work. If you tend to eat or drink at your desk, consider looking for a waterproof wrist pad to protect against spills.

32

TIME YOUR LIGHTING TO YOUR SCHEDULE WITH SMART LIGHTS. Thanks to smart bulbs, switches, wall panels, and light strips, you can design a lighting setup that’s perfect for your work-from-home needs. This is especially helpful if you find yourself forgetting to turn off the lights at the end of the workday or if getting up to turn the light on in the evening breaks your flow of concentration. The most basic option is a smart light bulb, which is available for as little as $10. Install one in your office or workspace, then set it to go on when your workday typically begins and off when it typically ends. On the pricier end, you’ll find light bulbs that change colors; respond to voice commands via Alexa, Siri, Google, Nest, and more; and even turn on and off using automated workflows. Start with one or two bulbs and build out your setup from there.

33

TURN OFF YOUR OVERHEAD LIGHT. To save energy and create an optimal working environment, use a combination of natural light and lamps. These light sources are diffused, meaning they’re less harsh than ceiling lights. Natural lights and lamps not bright enough on their own? Invest in an incandescent or halogen light and dimmer switch so you can put your ceiling light on low—which will give the room a soft glow without straining your eyes.

34

LIGHT UP YOUR SPACE WITH LAMPS. When your parents told you to turn a light on so you didn’t ruin your eyes…they were actually onto something. A lamp will prevent eye fatigue and make it easier to focus on your screen when it’s dark. When you’re lamp shopping, prioritize flexibility (meaning you can adjust the lamp’s direction and height). If you’re watching your spending, a desk lamp will give you more bang for your buck. However, if you can swing it, buy both a desk and a floor lamp. The more light sources you have, the easier it’ll be to create the perfect lighting environment for any task or time of day.

35

GET RID OF GLARE BY PAINTING YOUR OFFICE. Unsurprisingly, it’s hard to work when you can barely see what you’re working on. If you’ve tried all the obvious solutions for reducing distracting glare (like readjusting your lighting situation), it’s time to take a look at your walls. You’ll want to avoid shiny walls, which may reflect light too well. Instead, paint your walls in soft, matte hues. As a side benefit, any color in this category will also help you stay calm.

36

SUPERCHARGE YOUR PRODUCTIVITY WITH A SECOND MONITOR. You’ll have twice as much screen real estate to consult documents and spreadsheets, stay on top of incoming emails and chat messages, look at multiple website pages at once, and more. If you frequently find yourself tabbing between different windows or bringing data from one source into another, a second monitor will be a game changer. Don’t be scared off by how technical it sounds: Getting up and running with a dual monitor takes less than five minutes. Once you’ve set it up, you can simply drag and drop windows from your main screen onto the second one using your mouse.

37

RAISE YOUR MONITOR INTO THE PERFECT SPOT WITH A MONITOR ARM. Quick test: Is your screen at roughly arm’s length from you—and you don’t need to crane your neck or hunch your back to see it? If you don’t pass the test, a monitor arm will help. Once you’ve mounted it to your screen, you can adjust its height, position, and tilt to the optimal spot. Adjust it every time you change your desk’s height (like when you go from standing to sitting). Your neck, back, and eyes will feel as fresh at the end of the day as they do at the start. On top of that, elevating your screen will help you save valuable desk real estate.

38

DIY A SECOND SCREEN USING YOUR TV. Only need to use a second screen once in a blue moon? Your TV will work. It’s easiest if you have a streaming device, like Chromecast or Roku: Just set yourself up in front of your TV, cast your screen, and go. Alternatively, connect your computer to your TV using an HDMI or DP cable.

39

GET A LAPTOP WITH A GOOD BUILT-IN CAMERA. There’s no doubt about it. If you’re planning to work from home, you’ll need a webcam for video calls. While most computers sold these days come with webcams, quality varies. The standard webcam resolution is 720p; if you want a sharper, clearer image, look for a computer with 1080p. Some webcams go up to 4K, for a hefty price—but fortunately for your wallet, this quality isn’t necessary unless you’re streaming video professionally.

40

KEEP CORDS ORGANIZED WITH CABLE TIES. With all this equipment, you’re going to have a lot of cords. Prevent them from getting tangled together, keep track of which cord leads to what, make sure no one trips, and make your space look cleaner with cable ties. These are typically sold in packs, so you can get enough for your entire home. They allow you to quickly loop several cords together for instant organization.

41

CONSIDER INVESTING IN A SEPARATE WEBCAM. If you’re frequently on video calls, you can buy a top-notch webcam that’ll attach to your laptop. A good webcam offers much higher-quality video than the default one on your laptop, thanks to high definition, white balance, autofocus, and more. TL;DR: You’ll look great on camera. Look for a webcam with a 30–60 frames per second rate, which will keep your video stable. Some webcams even offer light rings, options to add filters and blur your background, built-in microphones, and more. Prepare to spend around $50–$200.

42

GO GREEN WITH SOME PLANTS. A few houseplants will freshen up your space and give you something calming to look at when you’re up against a deadline, dealing with an angry client, or preparing for an important presentation. Tailor your plants to your expertise and attentiveness. If you’re not a watchful plant parent, don’t buy the high-maintenance fiddle-leaf. Instead, go for resilient options that’ll thrive even if you forget to water them. For the lowest-maintenance option, consider faux plants. Good ones look so real you’ll forget they’re not after a week or two.

43

PURCHASE A HEADSET FOR HIGH-QUALITY AUDIO. You can use your computer’s built-in microphone or your cell phone, of course, but if you’re taking more than two calls a week, buy a headset. Your voice will come across far more clearly, which your coworkers will appreciate—plus, many headsets will automatically get rid of any background noise. If you’re typing, the other people on the call won’t hear the clack-clack-clack of your keys. And your experience will be better too; laptop speaker sounds are usually grainy and distorted.

44

TUCK YOUR POWER STRIP INTO A CABLE BOX. It’s as simple as opening the lid, inserting your power strip, feeding the cord out of the slot on both sides of the box, and closing the lid again. Now all of your unsightly cords are hidden from sight. You can even mount your cable box underneath your desk for maximum camouflage. Just remember that it’ll be hard to plug and unplug devices into your power strip or surge protector if it’s boxed up, so this might not be the hack for you if you’re always taking out your charger or inserting random cords.

45

ADD ART FOR A FINISHING TOUCH. Pick one eye-catching piece to serve as the focal point, group several complementary pieces together to form a vignette, or create a gallery wall with several framed prints of different sizes. Framing your art makes your space look more polished than tacking some old posters to the wall. You’ll also appreciate the eye candy when your energy is flagging. Just remember your coworkers, clients, and boss will probably end up seeing this art during a video call, so save anything that’s not PG for a different room.

46

USE VIRTUAL BACKGROUNDS. If your workplace is a little less formal, take a background for a spin. Not only will you lighten the mood of your call, but you can also literally camouflage anything in the background you don’t want people seeing (like your unmade bed). Most web-conferencing platforms, including Zoom and Webex, have a few preset backgrounds—as well as the option of uploading your own. If you have a professional webcam, it might come with virtual backgrounds too. Try a picture from your company’s headquarters (your coworkers will do a double take), a conference room, or a beautiful nature scene.

47

USE A PORTABLE GREEN SCREEN TO COMBAT PATCHY VIRTUAL BACKGROUNDS. Virtual backgrounds work best with solid-colored backgrounds, like a wall with nothing on it. However, if you’re not in front of a blank wall, put up a portable green screen. Choose a lightweight version you can bring wherever you go, which will be especially helpful for working while you travel.

48

DIY YOUR OWN GREEN SCREEN WITH AN EXTRA SHEET. This is a great hack when you’re working on the road but still need a virtual background for your video calls. If you’re staying at a hotel, ask the front desk for an extra sheet; if you’re at an Airbnb, use the sheets from your bed or ask your host if there are extras in the linen closet. Choose linen or cotton over silk or percale if you can; the shinier the sheet, the more reflective it is. Hanging the sheet up is probably the hardest part. Try Command hooks, which won’t cause any damage to the wall, a clothesline and clothespins, or even draping the sheet over a large piece of furniture.

49

AVOID “BLOOPERS” WITH A WEBCAM COVER. This inexpensive gadget sits over your laptop camera. When you’re on a video call, you pull the tab to uncover the camera; when you’re not on a call, you slide the tab back into place to cover the camera. Using a cover means that even if you accidentally turn your camera on while you’re, say, joining a meeting from bed or in less-than-professional attire, your coworkers won’t have a clue. (They won’t know you’re using a cover: They’ll just see a blank screen.)

50

PUT A PEN AND NOTEPAD AT YOUR DESK TO TAKE NOTES ON THE FLY. When you need to jot down a random thought or action item during a meeting, your supplies will be at hand. Writing a physical note is a lot less distracting for the other participants than pulling up a virtual notepad and typing—especially if you’re mid-presentation.

51

SKIP THE PRINTER. Thanks to e-signature tools that let you sign documents online and phone cameras that are even better than scanners, you might not need a printer. Work for a month without one and see how many times you need to print or scan. (You can always print at your local library or UPS branch in a pinch!)

OEBPS/e9781507215609/xhtml/nav.xhtml


Contents



		Cover


		Title Page


		Dedication


		Introduction


		Chapter 1: Setting Up Your Home Office


		Chapter 2: Building Routines and Schedules


		Chapter 3: Creating New Communication Habits


		Chapter 4: Overcoming Distractions


		Chapter 5: Meeting Remotely


		Chapter 6: Managing Remotely


		Chapter 7: Maintaining Your Work-Life Balanc


		About the Author


		Index


		Copyright







Guide



		Cover


		Start of Content


		Title Page


		Dedication


		Introduction


		About the Author


		Index


		Copyright








		1


		3


		4


		5


		6


		7


		8


		9


		10


		11


		12


		13


		14


		15


		16


		17


		18


		19


		20


		21


		22


		23


		24


		25


		26


		27


		28


		29


		30


		31


		32


		33


		34


		35


		36


		37


		38


		39


		40


		41


		42


		43


		44


		45


		46


		47


		48


		49


		50


		51


		52


		53


		54


		55


		56


		57


		58


		59


		60


		61


		62


		63


		64


		65


		66


		67


		68


		69


		70


		71


		72


		73


		74


		75


		76


		77


		78


		79


		80


		81


		82


		83


		84


		85


		86


		87


		88


		89


		90


		91


		92


		93


		94


		95


		96


		97


		98


		99


		100


		101


		102


		103


		104


		105


		106


		107


		108


		109


		110


		111


		112


		113


		114


		115


		116


		117


		118


		119


		120


		121


		122


		123


		124


		125


		126


		127


		128


		129


		130


		131


		132


		133


		134


		135


		136


		137


		138


		139


		140


		141


		142


		143


		144


		145


		146


		147


		148


		149


		150


		151


		152


		153


		154


		155


		156


		157


		158


		159


		160


		161


		162


		163


		164


		165


		166


		167


		168


		169


		170


		171


		172


		173


		174


		175


		176


		177


		178


		179


		180


		181


		182


		183


		184


		185


		186


		187


		188


		189


		190


		191


		192


		193


		194


		195


		196


		197


		198


		199


		200


		201


		202


		203


		204


		205


		206


		207


		208


		209


		210


		211


		212


		213


		214


		215


		216


		217


		218


		219


		220


		221


		222


		223


		224


		225


		226


		227


		228


		229


		230


		231


		232


		233


		234


		235


		236


		237


		238


		239


		240


		241


		242


		243


		244


		245


		246


		247


		248


		249


		250


		251


		252


		253


		254


		255


		256








OEBPS/e9781507215609/images/f0008-01.jpg





OEBPS/e9781507215609/images/9781507215609.jpg
WORK

-FROM-

HOME
HACKS

& - LI 3w

500+ Easy Ways to Get Organized, Stay

Productive, and Maintain a Work-Life Balance

AJA FROST






OEBPS/e9781507215609/images/title.jpg
WORK

-FROM-

HOME
HACKS

<o
[ 3 B

500+ Easy Ways to Get Organized, Stay

Productive, and Maintain a Work-Life Balance

AJA FROST

Adams Media
New York London Toronto Sydney New Delhi





