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Alessandro Volta invents the Annual Table Top Show
battery

1884

Arkansas Office Products would like to thank all of the people who attended our annual table top prpd-
ucts show. There was lots of information and product samples shared by each manufacture. Here ge jus

James Ritty invents the 1st a few pictures from this years show and we hope to see you next year.
working mechanical

Cash Register

1938
The ballpoint pen invented b
Ladislo Biro
1955
The Optic fiber Invented
1971
The dotmatrix printer The winners: Sharon Hankins of Arkansas Democrat won the iPad 2 while Pat Forgy of Frost, PLLE won
invented the Kindle, Tara Thompson of March of Dines won the HP printer. Below are other winners plus sorpe
pictures of the attendees.
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oDondt
fooled by what
looks like the
next best anti
virus against

mal war
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XP ToTAL SECURITY VIRUS

o

eo

You may have already become acquainted with the XP total Security virug, |

know | have. It goes by some other names as well, such as XP Home Sequrity,

Vista Anti-Virus, Win 7 AntiSpyware, Win 7 Internet Security, and there arp

probably a few others. Any way you read it, it looks like the next best thing in

antrmal war e. But donot be fool ed!

T
ware, delivered via Trojan horse. A Trojan horse is a virus that hides insidf a

legitimate file, once the file has been executed. This particular Trojan instglls

itself as a (fake) security update for Windows, using three randomly chosgn

l etters as a file extension. So

Once you attempt to open an exec

installs on your computer and changes registry files, so that when you try jo

open and use your browser ( Internet Explorer or Firefox) the malware
launches instead. You may see a warning message that a scan has bee
on your computer and a virus has been found on your system. The warn
informs you that you must purchase the full version of the fakevaadtvare

program in order to effectively rid your computer of this unwanted intruder

Donot fall for it

This virus manages to fend off most efforts to remove it. Legitimate anti
malwareandar¥ i r uUS programs wonot open
where you may be able to get some help, the virus blocks those pages
verts your browser to some dfie-wall site.

There are a couple of different free ami@lware programs you can downlo
which really will rid you of the beast in your machine. Of course, the viru
probably not let you download a legitimate aritus program. You will have
to use an uninfected machine to download the programs to a USB drive

Malware bytes is a free download, and it works. You can get a copy at h
www.malwarebytes.org/. Once downloaded you will have to rename the
extension from mbam.exe to mbam.com because the virus launches its
whenever you try to open an executable (.exe) file. After renaming the fil
it. Click the AUpdatedo tab to do
Make sure all items in the Scan Results list are checked, then click Rem
You may be asked to restart the computer. Once you have completed th
steps, change the extension name back to mbam.exe.

Another free program is SUPER Antispyware, http://
www.superantispyware.com/download.html. Again, you may have to
download the program to a USB drive or CD in order to get it installed o
system. This program has an fal'¢t
downl oaded, so in the future if
Continued on page 3
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STOP THE MULTITASKING MADNESS

Hold a conference Call.

Respond to an email.

Add a contact on Outlook.

Sign an expense voucher.

Textacewor ker é. Al 1l At The Same
No. You are not an octopus. You are a typical Multitasker at work.

Ti

Despite the demands of our 24/7/365 culture, the latest research shows tt
typical human brain is not wired for multitasking. That is why multitaskers &g
not perform as well as others on core abilities like memory, task complet
and switching from one task to another. Multitasking also has the negativ¢
physical effect of prompting the release of stress hormones and adrenali
when we multitask, we are more prone to stress and anger. We are also
easily distracted.

The public has become attuned to the perils of this distractibility courte
of Oprah Winfreybés No Phone Zone

ALE
CR41LS10S
REG: $669.00

NOW
$229.99

Times OpEd piece. Oprah cites the chilling statistic that as least 6,000 peop

ASo many i ssues that we have to de
di sasters, child predators, traff]i
about all of them. But this is a real problem we can do something about and
get i mmediate results. All we have

While we are switching off in the car, we should also consider the benefits
of curbing our multitasking habit at work. Think about the last time you fo-
cused on a single task or project for an extended time. Or, try to remember
your last uninterrupted conversation with aveorker. If you are like many of
us, you might not have any recent memories to cull.

That is why we are challenging members of our Business Family to stop the

multitasking madness. For at least one week, commit to focusing on a single
work task, project or conversation for at least one hour each day. Close the
door, hand a do not disturb sign or cordon off the cubicle. We encourage you
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were killed by drivers distracted by cell phones in 2008. She goes on to state.

al with
cC | ams.

to do
0Stop

—

multitasking

madnes: s

to keep a log or journal of your activities and note how you feel as you go.

XP Total Security Virus

ocat e Anti|s

Program in the normal way be clicking on the icon to open, just open your | | P /
pywaf e a

Programs menu, |
Starto option.

Super

After initially using the free version of Malware bytes we purchased the full
version for our office, which now monitors my system and scans it every|day.
So far | remain Virud-ree.
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Can You See Your Desktop?

When you hear the words desktop organizing do you have visions of
small icons arranged tidily on your computer screen? Put aside the im-
age of your virtual desktop and take a minute to asses your actual
desktop. If you see heaps of papers and pens and binder clips strewn
about willy-nilly your desk looks like mine. Ditto for those of you whose
computer screens are partially blocked by coffee mugs and post-it
notes. Time for some desktop tidying. And no, its not going to be painful
or time-consuming. So fill up that empty coffee mug with some java and
|l etds get to it.

| have eight easy steps to get that desk in tiptop shape. Just wish |
could follow them myself.

Create a Blank Slate:

Remove everything from your desk
sl at e. Pl ace your phone on your
right i f youdre | eft handed. Mov
or childrendéds art and crafts to

Say No to Excessive Post -its:

Use post-its sparingly so they catch your eye, not obscure your monitor.
Keep a notebook by the phone. Jot down phone messages or notes
here. This should be your go to for to-do list. Delete your answering
machine messages after transcribing the important details.

Files, Not Piles:

Many of wus organize by piling;
desktop and onto a side table. Your workspace on your desk should
have no more than an inbox with three racks, one holding items not yet
reviewed, one for items on hold that you have reviewed and need to act
upon soon and a third for items that you need on a daily basis over the
short term. Documents that donoét
should be placed in permanent files or tossed.

t

Continued on page 5
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Apple iPhone hints

Quickly Access Websites

Anther secret is the ability to bookmark your favorite websites as app ica
home screen.

1. 2SHQ \RXU IDYRULWH ZHEVLWH LQ VDIDU
2. 6HOHFW 3SDGG WR +RPH 6FUHHQ"

Clean Your Desk

Keep blank file folders and a label maker at your desk:

People too often fail to file be
handy. With a stack of blank folders and label maker within reach, you
have no excuse.

Planner/PDA:
Keep on your desk, next to the phone. Make it your right-hand man,
using it to keep track of to-dos, follow-ups and ideas.

One Drawer/One Box Rule:

Keep office supplies in one drawer only. Buy a dozen of your favorite,
inexpensive pens and keep them in a cutlery tray in the drawer. Keep
back-up supplies in a clear storage box and say no to junk; free cups

and pens and other do-dads are distracting clutter. Including no Sonic
drinks like my desk.

Eat Elsewhere:

Salt and pepper packets and plastic utensils filling your drawers? Make
a habit of eating away fro your desk; this keeps trash from piling up and
provides a needed break away from your work. Eat in the break room
or better yet out of the office.

Ten minute Cleanup:

Take a quick overview of your desk at the end of each day, throwing
away trash and filing papers.
center of your desk. You (and your desk) are ready for the new day.

Pl

Send me pictures of your messy desk before you start cleaning. Send
the pictures to our facebook page at www.facebook.com/
arkansasofficeproducts and maybe your will receive a desk cleaning
gift.
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