Do you use Google Chrome? You
can be more productive by using
Extensions.

There are thousands of these small,
free, add-on programs available for
the world’s most-used web browser.

Some just turn your cursor into a pizza
slice - because why not? But some have
more practical uses that can help you
get the most out of your day.

Here are our top picks...

If you work on a laptop and
miss the benefits of a big desk with dual
monitors, this extension could be for
you. Dualless allows you to split your
browser window in two, so you can view
two windows or applications at the
same time. You can adjust the
respective sizes to suit your needs.

RescueTime Ever look at the clock
and wonder where the day went?

RescueTime can tell you. It tracks the
time you spend in tabs and windows,
and even categorizes them from ‘very
productive’ to ‘very distracting’. Are you
brave enough for this one?

This is especially helpful if
you're trying to stay productive away
from the office. BlockSite allows you to
create a list of websites you'd like to
avoid, either all the time, or justin
working hours. And it has a neat insight
tool that shows you how
you've been using your time.

Unhook Sometimes you need to watch
a YouTube video for research. But how
often do its recommendations lead you
down a rabbit hole? Unhook removes
the recommended sidebar, and stops
screen suggestions, comments and the
trending tab, so that you only watch
what you intended - and no more.
You're welcome.
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KNOW...

about Busy
on Busy?

Microsoft Teams keeps
rolling out new features.

Now it's allowing you to
decide how calls are handled
when you're already on a call
or in a meeting.

‘Busy on busy’ lets you choose
to either use a busy signal,
redirect calls, or let them
come through anyway. It was
previously available only to
admins, but now

everyone can

use it.
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Automate tasks in Excel

Excel lovers have been waiting
for this one. The Automate tab
was previously only available
in the web version, but now it’s
arrived in the desktop app for
Windows and Mac.

The tool allows you to create
and modify scripts to automate
repetitive tasks.
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What do your people think?

Business owners spend a lot of time
thinking about what the future of their
business looks like. Perhaps now - post
Covid - more than ever.

But if you really want to get an accurate
answer, you should be speaking to your
people. They're the ones spearheading
change over the coming years,

throughout most sectors and industries.

e The devices that make jobs easier
and keep people engaged

e And the systems you use to
automate tasks and
boost productivity

If you haven't got that balance right, it
can be a constant annoyance for
employees - one they'd be more than
happy to tell you about, given the

chance.
Is getting their feedback something you
do regularly? If you don't already, arrange some time
to speak to your people, both as a group
and individually. Find out what's on their
mind. What could make their lives easier,
your systems better, and your customers

happier?

Look at how your business has changed
over the past few years. You may have
hybrid workers, fully remote workers,
people working flexible hours to help
them balance their work and home
commitments. You may even be one

of the businesses pioneering the four-
day working week.

But do it in an organized way. One of the
biggest complaints from employees is...
too many meetings!

Your people are at the heart of all of this.

Employees are pushing for more
flexibility and greater autonomy. And
if you're not providing that, they'll have
little hesitation in going somewhere
that will.

Need help choosing the
right tools and systems?
It's what we do.

Not only will talking to your staff help
you understand how your business will
change and develop over the coming
years, but it will help you to attract and
retain the best people.

Your tech choices play a huge role in
all of this "'

e The collaboration tools that help
everyone stay connected
N
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Business gadget of the month
Loop Earplugs
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