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It seems like everyone has been dropped 
into a new normal (including talking 
incessantly about a new normal). One of the 
biggest changes to normal for business 
owners has been switching over to a 
remote workforce.  

Instead of commuting to the office where 
your employees have community and 
oversight, they travel from their bed to their 
desk. What is the best way to manage a 
remote team? How do you encourage 
success and maintain productivity when 
you aren’t in the same building? 

This isn’t an easy task. Setting up a remote 
workforce is not as simple as saying “ok, 
work from your home laptop, go.” As a 
manager you need to set up guidelines, 
procedures, and new systems for 
communication that result in an efficient 
workflow. 

This guide gives you everything 
you need to hit the ground 
running. From a breakdown of 
the benefits and challenges to 
remote work, to the technical 
needs your team will need at 
home, plus suggestions for the 
best apps to keep your 
employees connected and 
producing work more efficiently. 
You’ll gain deep insights that will 
be beneficial as you plan (or 
tweak) your remote business set 
up. 
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Remote work has grown exponentially in the last few years, even before Covid-19 made it a 
necessity for many industries. The global pandemic rapidly turned the concept of remote work 
from an interesting experiment by forward-thinking companies into the only viable solution for 
countless businesses.  

Interestingly enough, the most significant benefit for both employers and staff is increased 
productivity. Employees can work more efficiently at home and are more productive when 
given autonomy over when and where they work. 

Remote workforces have also shown to reduce turnover. Most employees express more 
satisfaction in their role when they have the freedom to work from home, which has a 
significant impact on employee retention. 

The biggest bottom-line benefit to you as the employer is undoubtedly the cost savings. When 
you operate as a remote work force you save money on office rent, electricity, supplies, and 
tech costs. Savings also transfer to employees as they no longer have to pay for public transit 
or gas to get to work, meals out, and workwear. 

Before you get too excited about all the savings, do remember that there will be some costs 
incurred in order to provide your team with the equipment needed to work successfully from 
home. We’ll break that down in this guide, but be assured that setting up a remote workforce is 
still going to be cheaper than paying monthly rent, utilities, and other costs incurred by having 
an office.  
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Many employees are working from home for 
the first time, which means they don’t have 
a dedicated office space or the financial 
means to build a separate work space. They 
may not have their technical needs met if 
they are working from a basic laptop that 
was intended only for home use.  

In situations like these, you as the employer 
need to take the lead in deciding, 
communicating about, and providing what 
they will need to successfully work from 
home.  

One of the biggest issues in working from 
home is the higher level of distraction if 
they have  a partner, kids, roommates, pets, 
etc. It is important that you help your 
employee establish a separate workspace 
that is private (as much as reasonably 
possible) and with their physical needs 
provided for. Obviously a desk set-up is 
going to be more conducive to productivity 
than working from bed or the couch.  

They don’t need a full-on office space, but a 
door for privacy, a sturdy desk, a supportive 
chair, good light, and reliable wi-fi can go a 
long way in increasing productivity. If you 
have the means and your employees have 
the need, it is worthwhile to invest in quality 
desks, office chairs, and lockable storage 
for their home. There are many companies 
that provide good office equipment at 
reasonable prices. 

For those employees that do have the 
space for a private office in their home, 
suggesting secure locks to that room (in 
addition to providing at least a small 
locking file cabinet for all employees) will 
be a valuable added level of security for 
your business information. This guide will 
dive deeper into the importance of security, 
available tools, and appropriate steps to 
take to ensure maximum security beyond 
physical locks. 
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You can have the fanciest office chair and the most high-end desk in the world, but if your 
technology fails then what you really have on your hands is expensive office art. To be 
successful at working remotely, it is imperative that you have the right technology. 

While some needs may differ between industries, we recommend having tools for online 
collaboration, video conferencing, time tracking, task managers, and feedback collection tools. 
There are many full-service options to choose from, some of which you may even be using 
already. 

For video conferencing, Zoom, Microsoft 
Teams, and Google Meet are all great 
options. Project Management systems 
such as Trello or Asana are popular. Chat 
tools such as Discord or Glip can be 
used. For time tracking, Paymo, Toggl, 
and Harvest are good options.  

 
For all of these systems, as with any tech tools, do your research before choosing one for your 
team. Rushing through the decision making process for any technical resource could result in 
wasted time if you have to pivot and train your employees on a new system if your original 
choice turns out to be a bad fit for your needs.   
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The majority of employees have never worked remotely before. 
They are accustomed to working in offices where they can call 

a superior for help when stuck. 

 
This is not the case when working from home. 
As a manager, you can’t always be on speed 
dial to answer simple questions of employees. 
You have other important tasks to do. 

A simple solution to this is to prepare a remote 
work manual. This manual or help guide can 
help an employee troubleshoot fundamental 
problems that they may face when working 
from home. It must answer everything from 
basic questions to complex issues specific to 
their role. There should also be a chain of 
command set up for who an employee can go 
to for help with troubleshooting. Some 
problems may be easily solvable without a 
quick call to tech support, without taking up 
your time.   
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Here’s the biggest drawback to having a remote 
workforce . . . sensitive business information is no 

longer housed in a single, physical location. 
 

Don’t let this detract from the immense value of 
having your employees work remotely, but be 
aware that you do have to take additional steps 
to ensure the security of your data across all 
locations. 

When your team is spread across multiple 
locations, that increases the potential amount 
of attacks on your data. You have more points 
of internet connection from which a hacker can 
break into an employee’s Wi-Fi connection and 
gain access to your company’s confidential 
data. Any piece of information stored on an 
unsecure machine is prone to be attacked. 
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Anti-Virus and Firewalls 

Your employees need to have the highest 
level of antivirus software and firewalls 
installed on their devices. This will protect 
your systems from external attacks, viruses, 
worms, and trojans. While there are 
numerous and free antivirus systems 
available on the market, you want to make 
sure you are getting the highest level of 
quality and protection. TechMasters can 
help you assess what is the best system for 
your needs and your budget. 

 

Centralized company 
storage 

All sensitive data needs to be protected in 
centralized storage locations. Employees 
must be taught to use centralized 
datastores to backup any company’s 
confidential data. This way, there are far 
fewer chances of data being hacked. 

 

Keeping home workspace 
separate 

We’ve talked about employees having a 
separate space to work. Whether they have 
an office with a locking door or a corner in 
the living room, there are steps they can 
take to keep their workfiles separate. Files 
and documents should not be left out or 
accessible. Electronic systems should be 
logged out of, even if the employee is just 
getting up for a bathroom break or lunch. If 
you have provided company laptops for 
your employees, remind them that they are 
the only person who should be using that 
piece of equipment. 

 
 
Password Protection 

According to Intel Security, longer 
passwords are better than complicated 
passwords. Make sure your employees can 
create complex and lengthy passwords, 
which will be more difficult to break. 
Preferably they would also set up separate 
passwords for each system and app they 
use.  

This can be tedious of course, both to recall 
(how easily could you remember 
fksdj8djf!9%T and r%p@94Nkj&?) and to 
input into every system that they need to 
access throughout the day.  
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And you simply can’t have your employees 
leaving hard copies of password lists lying 
around which could compromise your 
security. 

We advise that you and your employees use 
a password manager. Password managers 
do all of the work for you. They come with 
autofill password service, which autofills 
your passwords in apps and browsers. They 
also create strong passwords so you can 
use separate passwords for all of your 
apps. 

 

 

 

 

 

Some useful password 
managers are 1Password, 

Bitwarden, Dashlane, NordPass, 
and Lastpass. 

1Password has an extra feature. It offers 
authentication as an addition to auto-filling 
passwords.  

 

Bitwarden is entirely free and open-source. 
It has no limits at all. Dashlane searches 
the dark web for your leaked information. It 
alerts you if any of your data is found on the 
dark web.  

All of them have distinct features, but the 
majority of them remain the same. All of 
them can be used to create and maintain 
strong passwords for your employees. 

 

Use multifactor 
authentication 

Multifactor authentication ensures that the 
real person is accessing a device. With this 
enabled, even if a password gets stolen, 
hackers will not be able to access your 
system. This method requires the employee 
to provide more than one form of 
identification, so again, another step in the 
process, but a valuable one that provides an 
extra level of protection. 

 

Use centralized company 
storage 

All sensitive data needs to be protected in 
centralized storage locations. Employees 
must be taught to use centralized 
datastores to backup any company’s 
confidential data. This way, there are far 
fewer chances of data being hacked.
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Beyond the basics of a laptop, there are some specific tech tools that 
will increase your ease of communication and workflow with your 
team. We consider them to be well worth the investment, both for 
productivity and for a more enjoyable work environment for your 

employees. Happy workers are productive workers! 

 

 

External webcam 

We all know how awful most laptop's 
webcam quality is. Standard webcams 
don't cut it when attending professional 
meetings. Your employee should use an 
external webcam with a higher resolution. A 
webcam with LED is preferable, but any 
higher-end webcam will suffice. This is a 
worthwhile investment to ensure that your 
video communications run smoothly. 

 

Extra Monitor 

If your employee's job requires them to 
keep lots of tabs open at once, it can be 
difficult for them to maintain focus. Staring 
at a single screen can also be tiresome. To 
overcome these challenges, the employee 
can use a secondary monitor paired with 
their computer to increase productivity. 
With two screens, the employee can work 
faster, analyze better, and produce 
more  optimal results. 
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Noise cancelling 
headphones 

We highly recommend noise isolation 
headphones because they provide 
complete sound isolation, to minimize 
disturbance. This can boost employee 
overall performance, as they will only focus 
on their work and be less distracted. 
Another advantage they have is the soft ear 
cushions.  These soft cushions provide 
comfort so the headsets can be used for 
prolonged durations without causing 
fatigue. 

Getting professional headsets will also 
boost the client experience, if you work in 
an industry that deals with a high volume of 
calls. 

 

 

 

 

 

 

 

 

 

 

 

 

Voice over IP (VOIP) 

It’s not just customers that will benefit from 
a clear and reliable communications 
system; this will aid your employees 
productivity and general enjoyment of their 
jobs as well.  

VoIP is a fantastic solution for improving 
the quality of your communication while 
also reducing costs to you, the employer. 

Voice Over Internet Protocol (VoIP)allows 
you to make and receive calls over Local 
Area Networks (LANs) or over the internet, 
by converting sound into digital voice 
communication that is then transferred 
over broadband. Simply put, VoIP allows 
you to use the internet to make phone calls 
and is a good long term solution to save 
you both time and money. 

You’ll need to pay for a minimal installation 
fee to set up a VoIP adapter for each 
employee, and you’ll want to make sure that 
they have at least 100kbs of internet 
running in their home for the VoIP 
connection to work successfully. 

VoIP also offers tech-savvy solutions that 
will benefit both your team and your 
customers. Some of these benefits include 
call forwarding, call queueing, call pulling, 
conference and video calling, voicemail-to-
text, and e-faxing. There are also apps 
available for both Android and iPhone. 

 



 

Tech Masters Ultimate Guide to Remote Work  ll  12 

 

Wi-Fi extender/booster 

Every home has dead spots where the 
signals from a router don't reach. This can 
be distracting when you are working, and 
can be problematic if your employees are 
spending time each day trying to find the 
right spot to work, or constantly having to 
reconnect the internet.  

Your employees need full and strong 
signals at all times. Using Wi-Fi repeaters, 
extenders, or a booster can help. These 
devices can boost the signals making them 
reach every room. With full signals, your 
employees can work uninterrupted. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

USB hubs and docks 

A single laptop does not have enough ports 
to plug in every device. In this case, your 
employee can use a USB hub or a dock. 
They can convert a single type-C port into 
numerous other ports such as a card 
reader, HDMI, and extra USB-A ports. With a 
USB hub, they can connect all their devices 
without hassle. 
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As we’ve noted, having the right technology is the difference between 
inefficient and effective remote teams. As the boss, it’s your 

responsibility to ensure that your employees have everything they 
need to be successful and deliver the results that you require. Having 
the right tools available to them will make remote work just as (if not 

more!) efficient for your and your staff. 

 

Here are some of the best apps we’ve found to improve communication and 
increased productivity for your remote workspaces. 

 

Slack vs. Teams 

Having a regular communication app is a 
must. Just because your staff is remote, 
doesn’t mean you shouldn’t be able to 
check in as much as you would have while 
working together in an office setting. 

For productive communication, we 
recommend both the Slack and Teams 
apps. Both are professional applications 
that are designed for remote work 
communication, but each comes with it’s 
own highlights and drawbacks. 
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Slack is an instant messaging app that 
allows your employees to share details with 
their colleagues. It has numerous functions 
that allow your team to share files, voice 
call each other, and even video call between 
individuals or a group. It  comes with 
excellent team management features for 
grouping teams, planning launches, 
managing projects, monitoring employee’s 
activity, and much more. 

Teams is an application from Microsoft. It 
works as an instant messaging app, along 
with other remote work features. Your 
employees can voice call each other 
directly or conduct a video conference 
consisting of up to 10,000 people at once. 
File sharing is another hefty feature. Your 
employees can edit, share, access 
document files, and PowerPoint 
presentations in real-time. 

 

 

 

 

 

 

 

 

 

 

Cloud Communication Video 
by Elevate Technology 

Quality video calls are as important to 
remote work as sending emails or 
messages. Video calls come with an 
advantage, as you can directly see your 
employees. With video, you can explain 
project details more clearly. Reading facial 
expressions is an advantage for 
communicating information. We 
recommend using a cloud service for video 
calling, specifically Elevate. 

Elevate is a cloud platform that is fully 
integrated for business communications. It 
is an all-in-one solution which includes 
video conferencing, screen sharing, a phone 
system, and file management. The platform 
is seamless, easy to manage, and comes 
with 24/7 expert tech support.  

Critical features of Elevate include video 
conferencing and business continuity. 
Traditional phone service is much more 
expensive as compared to phone systems 
offered by Elevate. It comes with 99.999% 
uptime with the automatic rerouting of 
calls.  
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Cloud Storage – SecuriSync 
by Intermedia 

With your employees distributed across 
multiple locations, you don’t want them to 
store the company’s confidential data on 
their local system. Data is always at risk of 
being stolen, and local storage is a great 
way for data to be hacked. Employees’ 
computers are constantly at risk for 
malicious attacks. To tackle these 
obstacles, we advise using cloud storage, 
called SecuriSync, by Intermedia. 

SecuriSync is made up of three vital 
features; real-time backup, file syncing and 
sharing, and antivirus. All your employees’ 
data will be protected by Bitdefender’s 
antivirus and anti-malware software. Real-
time backup is another handy feature and 
has a quick recovery from ransomware 
attacks. And when working from the cloud, 
all your employees’ files are synced and can 
be accessed from anywhere. 

 

 

 

 

 

 

 

 

Task Automation by Zapier 

Automation is vital for working smarter. 
Your employees will increase their 
productivity and efficiency if they have a 
tool to automate repetitive tasks. By 
automating basic tasks, you frees up your 
workforce to spend their time on high-
priority tasks that require full attention, 
creative things, and other projects that 
can’t be fulfilled by a computer system. 

Zapier is an application that helps you 
automate your routine tasks. You can 
create zaps that are automated tasks. Zaps 
have a trigger that pushes a task into 
action. This action can be anything from 
sending an email to uploading an image. 
Zaps can also connect to different apps and 
extract information from them to perform a 
specific action, maximizing this app’s 
efficiency and reducing management and 
oversight time from your employees. Zapier 
also has a 99.99% uptime and 24/7 
customer support. 

 

  



 

Tech Masters Ultimate Guide to Remote Work  ll  16 

 

Project Management by Trello 

Trello one of the best apps for managing 
projects. It offers diverse methods for efficient 
project management. You can list tasks that are 
visible to both you and your employees, and you 
can move functions between boards when 
completed. It offers a smooth workflow for 
business activities.   

Trello is also used for time-critical tasks. You 
can assign functions along with their deadlines 
to increase and monitor productivity. With 
Trello, you can create different types of boards 
and place cards in them. These cards consist of 
specific tasks. Unlike traditional to-do list apps, 
Trello lists all your tasks in an organized list. 

Using the right applications for your employees can prove very fruitful for your business. When 
productivity goes up so do sales and customer satisfaction. An employee also benefits from 
these apps, as they can perform their job better and are happier when they have the right tools 
to work remotely. You as an employer only need to guide your employees about these apps, 
and then see the productivity skyrocket.

 

 

Our Business Technology Assessment will pinpoint 9 key areas to 
assess where your business IT currently stands. We’ll provide you an 

executive level summary and recommendations for the best value 
improvements, and set your business up for success. 

Get Your Free IT Assessment 

https://www.yourtechmasters.com/business-technology-assessment/

