WEBINAR ON HOW TO

MANAGE YOUR WORK
FROM HOME USING
RIGHT TECHNOLOGY?
SPEAKER
CA. SANJIB SANGHI
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About the Speaker

Sanjib Sanghi

Digital Transformation Evangelist |
Author | Speaker | Motivator |
Chartered Accountant

sanjib@digitalaccountants.com

https://in.linkedin.com/in/sanjibsanghi

M. 9831434000
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Fellow Chartered Accountant with 20+ experience in
Domestic & International FinTech industry

Co-opted Member of Digital Accounting & Assurance
Board, ICAI, New Delhi (2020-21)

Past Secretary, Eastern India Regional Council of the
Institute of Chartered Accountants of India

Chairman, Information Technology Committee of
Merchant Chamber of Commerce

Founder, Digital Accountants & Author, “The Digital
Professional” — Using Technology to Simplify Work

Career counsellor — mentored thousands of students in
100+ schools and colleges in Kolkata

Passionate trainer on Excel, QuickBooks Online &
Digital Transformation
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Current Scenario of roads due to Coronavirus Locked Down
No one knows how many more days will it continue
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Business Continuity Solution - WFH

The Novel Coronavirus has created a
worldwide lockdown and is impacting

personal and work lives

The Helpline Number for corona-virus : +91-11-23978046 or 1075

@ L pecd @ i e b
Passengers screened at y Cured/Discharged/
a\rportg Active COVID-19 cases Migrated tasesg Death cases

It is better to restraint yourself at
home for social distancing and

“Work From Home”’

QD >
@’ / ¥ to continue serving your clients
o - A
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Popular Quotes

"IT 15 NOT THE
STRONGEST OF THE
SPECIES THAT SURVIVES,
NOR THE MOST
INTELLIGENT THAT

SURVIVES, IT 1S THE 7
ONE THAT 15 THE |
MOST ADAPTABLE

TO CHANGE"

CHARLES DARWIN
— WEALTHYGORILIA.COM

"The illiterate of the 21st century
will not be those who cannot read
and write but those who cannot
learn, unlearn and relearn.”

- Alvin Toffler
(US Author 1928 -)
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Work From Home is the Future

Every challenge is entailed with New Opportunities

This challenge is getting us ‘Future Ready’
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Challenges in Work from Home

Working Mindset

Finding a silent zone at home to concentrate at Work
One-Stop Solution to Work From Home

How to Collaborate with Team & Clients?

How to Share Files and Folders?

How to Manage Work anytime from anywhere?

How to measure Productivity? ..
How to do Accounting on Cloud?

How to secure Data and Password?
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What's Your Digital Quotient?

Is your social media presence good enough to attract future
Clients or Employees?

How do you manage your data — manually or on the cloud?
Can you access your financial information anytime, anywhere?

Are

Do you use online/ mobile banking? yOUu

DIGITAL

How do you maintain your schedules, to-do’s?

How do you manage your contacts?

Do you have dashboard for your client status ready? -
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Road Map to be Digital

«  Go Paperless

- Manage Work Anytime from Anywhere

Financial
Management

- Manage Employee Motivation

- Client Engagement & Experience Digital
| Transformation

Operations
and
Support

+ Training & Increasing Learning Curve ﬁ

Human
Resource
Management

- Digital Reputation A

»  Client Reporting

- Data Network & Cyber Security
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Solutions for Work From Home

NEW MiNDSET]

Work from Home and not Work for Home
DIGITAL -



Concept of Cloud Computing

Cloud Computing Examples:

N

{wr Picasa




Communication Tools

For Virtual Meetings:

Skype (Live Demo)

O

Zoom

&

Go To Meeting
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Communication Tools

For In-house Staff Communication:
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Remote Access Tools

Ciscoo

webex

Any Desk (Live Demo)

Team Viewer
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File Sharing Tools

It's Time To
Go Paperless.

*  Online File Repository
« Act a Backup
- Storehouse of Large Files

- Access anytime, anywhere

-

Google Drive (Live Demo)

¥

Dropbox

We Transfer

One Drive

DIGITAL
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Sample Folder Structure

Client

M

Name

e

Aand A Lawn Care

Aand C Pest Management

A Second Opinion LLC

A-1Termite and Pest Control
A-Action Pest Control

Aberlour At Newton LLC

Able Pest Exterminators

Absolute Pest Control

Absolute Pest Control Inc - NY
Accurate Termite and Pest Solutions
Activ Kontral (Truly Nolen)

Adarms Pest Control Anne-Marie (FL)
Admiral Pest Control

Advantage Pro Services Inc

Aggieland Green Ltd

Agurte Corp

Alamo Pest Management

Alcar Tennis Court Construction
All American Pest Control Inc

All Natural Pest Elimination

All Turf Inc

Aloha Termite Kauai Inc

Alpha enterprise

This PC » Citrix Files () » Shared Folders » Wealth Depot » Clients A-E

Date modified

10:31 PM
47/2020 1:26 PM
4/6/2020 7:37 PM
12/23/2019 T:24 PM
47472020 8:39 AM
2/24/2020 11:47 AM
3/28/2020 749 PM
4/8/2020 9:53 AM
478/202010:23 AM
47/2020 9:55 AM
3/28/20201216 PM
47772020 6:34 PM
772020 3:02 PM
/2020 208 PM
4/1/202012:43 PM
1/11/2020 925 AM
4/8 %:33 AM
3/28/2020 4:49 PM
47772020 9:05 PM
4/B/2020 11:24 AM

3/17/2020 9:08 AM

Ar

a4

La

Type

File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder

Size

S LA

Year

Bn ™

hi

MName

2016
2017
208
2019
2020

Client Distribution

Permanent File

Tax Return

#

Date modified

10/19/2018 8:42 PM
10/19/2018 8:42 PM
1/28/2020 11:15

730/20209

20/20209:00 AM
4/4/2020 9:40 AM
3/28/2020 %:44 AM
11/19/2019 &55

12/18/2018 3:24 PM

Type

File folder
File folder
AM  File folder
File folder
File folder
File folder
AM  File folder

File folder

This PC » Citrix Files (5:) » Shared Folders » Wealth Depot » Clients A-E » Able Pest Exterminators

Size

Month

an *

hl

Name

Apr
Aug
Dec
Feb
Jan

July

June

Oct
Sept

~

Date modified

Type

File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder

File folder

This PC » Citrix Files (%) » Shared Folders » Wealth Depot » Clients A-E » Able Pest Exterminators » 2020

Size

Services

~

MName

ERS

CC
Payroll
Reports

Date moedified

Type

File folder
File folder
File folder

File folder

IThis PC » Citrix Files (5:) » Shared Folders » Wealth Depot » Clients A-E » Able Pest Exterminators » 2020 » Mar

Size




Project Management Tools

4

Zoho Projects

DC-T172 Furniture and wood polishing :: DC-T158 Roof trusses construction i DC-T41 Plumbing layout 3 DC-T183 Prepare-clientlist-ferwalk
- Finish coat - Finish coat - Plumbing- All tasks
E - Walk-through check list
?@ ® & 02/13/2017 05:00 PM |
DC-T186 Walk-threugh-day-plan
DC-T30 Set Roof trusses it DC-T170 Paint patch testing H - Walk-through check list T I I
- Roof and Basement carpentry - Finish coat re o
i{e B & 01/17/2017 03:30 AM | 3 = 04/27/2017 08:30 PM | DC-T188 Compliance-paperwork
- Protocol and Procedures
(s % [
DC-T123 Soil test i DC-T109 Primer coat for windows H E:
) . - General - Roof and Basement carpentry Beeyaos :
DC-T33 Install windows and doors i - Protocol and Procedures
- Roof and Basement carpentry . & 07/13/2017.08:30 PM

“?s 01/27/2017 03:30 AM | DC-T190 Audit-Rhase2

DC-T151 Wood polishing
- Electricity and wiring- All tasks

- Protocol and Procedures

DC-T50 Install Roof shingles
- Roofing- All tasks

Qf [¢] 01/12/2018 05:00 PM DC-T1 Supply-tetsale-agreement

o - Legal agreements
@. 03/08/2017 05:00 PM ‘f & 08/16/2017 05:00 PM |

[ : 7S 10/05/2016 04:30 AM
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Time Management Tools

Clockify (Live Demo)

A

Evernote

@)SHEETS
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One Stop Solution for all Work From Home Needs

MO @

CALENDAR GMAIL HANGOUTS GOOGLE PLUS

4 B
E —

GOOGLE DCCS GOOGLE SHEETS GROUPS GOOGLE SLIDES

GOOGLE DRIVE SITES GOOGLE FORMS DRAWINGS
DIGITAL
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Office365 tools

What is Office 3657

a8

ai (& / / yan¥rr::er a

R
The business apps you know and love,
with all the benefits of the cloud.
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One Stop Solution for all Work From Home

Bex

Your Office Is Where You Are (G AdminPanel )

Remotely

Communicate remotely Eﬂ Clig (0) ShowTime % Meeting
In addition to text, use audio/video conferencing Text, audio, and video Online training Web-conferencing and
ta have effective remote conversations. coenferencing webinar

Collaborate remotely ['E WorkDrive o Projects A Sprints

Organize your remote teams and align them to File sharing and Project management Agile project management
project goals and deadlines. management for teams

Assist remotely

S

Assist <@> Lens
Reach out remotely to assist customers or field Remote-access support AR-assisted remate support
technicians.

15

Be productive remotely (= <] Writer @ Sheet 'IF Show
. : | ..........

Co-create content by contacting your colleagues Collaborative word Smart spreadsheets Collaborative presentation
within app for review. processing creation

It is free till 15t July, 2020
DIGITAL

ACCOUNTANTS

G ETTIHWGB F U B E 'lll.m



Cliq

1
Event Management Tearms rannels

I_] .:EE. Messages

[
Bots
—
)
W Screen Sharing
Conmect with your 5
Prirme Time T Aep I:":'

Reminders

Audio Call

£l fk-.-‘.n
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Zoho Meeting

@G | Meeting

My Meetings

My Webinars

My Recordings

Settings

Meeting

Start an instant meeting, invite participants, and interact via
screen sharing, audio, and video conferencing.

Want to schedule an online meeting in advance?

‘ Schedule a Meeting ‘

Manage subsc

Webinar

Organize a webinar, allow people to register, and present
using screen sharing, audio, and webcam sharing.

Schedule a Webinar

G

D
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Dashboard

Issues

5

Milestones

Calendar

&

Documents

®

Timesheet

Finance

<

Forums

4@ pr-139 Donnelly Apartments Construction

Owner: Helen Collins Show Project Overview

i |ssues Status C i Task Status C
Keep track of the Issues affecti... Keep track of the tasks in your ...

Open Closed Total Open Closed Total
14 32 ( 70 160

i Budget Status C

Track budget and view the planned vs actual hours for tasks

1000:00 34213:33 22324:00 33197:07
Budget Expended Planned Actual

i Task Progress Chart C

DIGITAL
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Start Date
03-28-2018

i Milestone Status C
Keep track of the milestones

Open Closed Total
5 20

i Top 5 Issues Fixers C

Users with maximum closed ...

@ Victor Young

“a " Helen Collins

Q Jasmine Frank

‘®)  Charles Stone

A &
3 Charles Stone

i Weekly Digest C - Week 84 ~

Due Date Time Lag

04-19-2018 Delayed by 111 days E]

# Timesheet Summary C
View the project billing s...

Billable Non Billable Total
34213:33 328:22 34541:55

i Top 5 Go-getters C

Users with maximum closed tasks

{g Charles Stone 16
@ John Marsh 15

Not Assigned 10
Q ! Helen Collins 9

@1 Steve Banks 7

1%
X



Zoho Assist

B@m | Assist Remote Support Unattended Access Reports Settings & | e &

7

Invite your customer for an attended remote support session.

malcolm.h@zylker.com

Upcoming
Title Customer
REMLE SlppoE malcolm.h@zylker.com
by you

mac crashed

malcolm.h@zylker.com
by You

DIGITAL
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History Favorites

Date & Time

July 25,2017 12.30 PM

Jul 28,2017 10:30 PM

(Live Demo)




CLOUD ACCOUNTING

As the Business Is On Don’t Miss out your Transactions relying on Desktop
Based Accounting

It’s Time to Switch to Cloud Accounting!!

| Books

INTuIT

QuickBooks.
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Tools for Data Security

Password Management

Last Pass

',

One Pass

Keeper

DIGITAL
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Other Security Measures

Lock Devices from Unauthorized Access —
PCs, Laptops, Mobiles, Tablets etc. j

Run your Antivirus & Malware Software

Norton
Back-up Important Data

Install Operating System Updates K

Do not open unknown e-mails Kaspersky
Log out the Internet Connection after use (else ‘ (
it may be prone to attacks) B )

} \_.\l \
Do not save passwords on your devices Quick Heal

(access through password managers)
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Other Security Measures

Hackers target persons rather than devices
Phising emails often come up with a sense of urgency

Avoid using default passwords. Give access to peope who you want but
use strong passwords

Regularly update your software because cyber attackers constantly look
for vulnerabilities in your system

Make sure your kids and guest do not touch your work system otherwise
it may cause a loss of data

DIGITAL o



How can you utilise this Lockdown Period Efficiently?

E-learning via various platforms
Take group initiatives and divide the tasks.
Organize all the scattered data.

informal conversations over phone with
clients

Plan new oppoortunities to advise your
clients that can serve them better

Digitalization of your CA firm. It's the best
time to start!
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Few Things which you can learn while you are at Home?

Advanced Excel with basic Macros, Power
Query & Power Pivot

Learn about Artificial Intelligence and Block
Chain

DIGITAL |
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Implement a Work Routine

- Start your day early
* Plan your day
- Speak with your team regularly and take updates

*  Follow up with your clients, employees and review
work

- Take adequate breaks
« Use technology to full extent

- Read and Upskill

h—ﬂ



Work-Life Balance

B *
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Get yourself Future Ready while you are working from Home. As

Work from Home is the Future.
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