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EntreProductivity: 
The 7 Principles for Getting Things Done at Home 
During the Coronavirus

Intro

As you all know by now, the Coronavirus has changed everything in many ways. We’re experiencing 
shortages of products at various stores, people are panic buying, and many cities are shut down to 
various degrees. As an extension of that, many businesses are sending their employees home and 
having them work virtually. It’s a smart move, and it’s a great way to protect everyone’s health and 
wellness during this challenging time. That said, however, working from home isn’t necessarily what 
you think it is. If you’ve never worked from home before, you might have a plethora of feelings right 
now. 

When people talk about working at home, you might picture someone laying around lazily in their 
pajamas with their laptop in one hand and a piece of pizza in the other. You might think of someone 
who’s squeezing work into a lazy day full of fun house-bond activities like snacking and video games. 
Or, you might think of someone taking a conference call in an intimidatingly expensive and immaculately 
arranged home office with soundproof walls and all the latest technology. The reality, however, is not 
really either of these. Working from home may sound fun, daunting, or something in between. But, in 
any case, you can make it an enjoyable experience that is full of productivity. 

If you’re just starting to work from home, we know exactly how to help you adjust to your new situation 
and perform as well if not better than you did while in the office. Even if you’ve been at it for a while, the 
information we’re going to share will still be extremely helpful, as working from home, while rewarding, 
can also be challenging. 

Now, you may be wondering what makes us so sure we can help. Well, we’ve been doing this for 
years. Our team has included great, high-performing members who have been working remotely for a 
long time. The concept of working from home isn’t new to us at EntreResults. Although we understand 
how it has expanded in the wake of the Coronavirus, we’ve utilized people who work from home for 
quite some time, and we have lots of experience in coaching and assisting businesses whose team 
members work remotely as well. 

As business coaches, a lot of our work is done remotely as well, because some of our clients are 
coached virtually. While our services were originally designed for entrepreneurs and small business 
owners, we now create content and offer coaching for larger teams as well. We want to reach a larger 
scale of people and make a big impact, something that gained a sense of urgency after mass amounts 
of people began working from home due to the Coronavirus. 



4 ©2020 EntreResults All Rights Reserved

EntreProductivity:  The 7 Principles for Getting Things Done at Home During the Coronavirus

The thing is, working from home isn’t just a fad. It may have spiked significantly because of the 
Coronavirus, but it’s actually something that seems to be naturally on the rise to an extent. As time goes 
on, it’s likely that we will see more people working remotely, outside of the context of the Coronavirus. 
The world is full of freelancers and other people who make their living at home. A lot of people actually 
enjoy working from home and like the freedoms it can afford, and there is a lot of work out there that 
doesn’t actually require someone to be in a specific location. As a result, working from home makes 
sense for many folks. 

Productivity is essential, and it’s amazing how productive people are capable of being at home. This 
productivity has a positive influence on so many aspects of life and benefits not just us, but those 
around us as well. When you get into a groove and figure out how to work productively at home, you’re 
going to feel great. You’ll love how productive you’re being and you’ll be able to enjoy work from the 
comfort of your home. This also stimulates the economy by increasing the number of people who can 
get work done (as businesses aren’t just limited to employees who can make it to their offers) and 
decreasing the overheard for businesses who have mobile workers. That in turn helps out our families 
and people in general. 

We’ve put a lot of time and effort into this book and have gone through great lengths to ensure that 
it is full of helpful, high-quality content while being delivered as fast as it possibly can be. Essentially, 
this book is a combination of soft skills and hard, practical skills, which will bring you the best of both 
worlds when it comes to learning that which will help you reach your greatest possible productivity 
levels while working from home. 

Now that you have an idea of what you’re going to learn in this book, let’s dive into the amazing 
content that’s coming your way.

Chapter 1: Mindset/Attitude

One of the most important factors when it comes to how successful you will be when working from 
home is your mindset or attitude. You need to really take stock of yourself in this area when it comes to 
working from home. How do you feel about working from home? What are your emotional feelings and 
psychological thoughts about the fact that you’re going to start working from home or have recently 
started? The answers to those questions are very important. If working from home is something you 
dread, for instance, it’s going to be a lot harder to be productive than if you keep an open mind going 
into it. Whatever you do, start by challenging any negative mindsets and attitudes you may have 
regarding working from home, and try to view it as an opportunity rather than a setback.

Are you currently productive in an office environment? If not, you actually don’t need to worry too 
much. Don’t look at this as something that’s going to carry over into working from home, because 
it doesn’t have to. This is actually more like a fresh start. It’s a chance to start anew and achieve 
the productivity you’ve dreamed of in a new environment. If you’ve already enjoyed productivity in 
an office environment, you can do the same thing at home. However, it’s going to come with some 
challenges. Let’s address some of those.
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Challenges When Working from Home

Fears and doubts: This links back to the general concept of mindset and attitude, but it’s a bit more 
specific. If you’re used to working in an office, you may be scared of transitioning to working from 
home. You may wonder how you’ll stay accountable when your boss isn’t in the same building as you, 
how well you’ll collaborate with co-workers when you don’t see them face-to-face, or if you have the 
self-discipline or organizational skills necessary to work successfully from home. You might have other 
fears or doubts too. If so, that’s okay. There’s nothing abnormal about it. There’s nothing wrong with 
having fears and doubts, the important thing is not allowing them to make your decisions for you or 
spoil good experiences. 

Social isolation: When you work in an office, there are no shortage of social outlets. In fact, your 
struggle might be compartmentalizing your friendships and relationships there so that you can actually 
get your work done. At home, of course, it’s a lot different. There are no co-workers to talk to, your 
boss isn’t just a few doors down, and you don’t have those chats at the watercooler to look forward 
to anymore. It can get downright lonely, but it doesn’t have to be.

Overcoming Challenges

When it comes to the challenge of fears and doubts, you have to work deeply with your mind. First 
off, consider the things that are contributing to your fears and doubts. In many cases it’s external 
influences or other people (such as how we were raised, experiences with peers, or interactions with 
other entrepreneurs) that planted the seeds of some of our fears and doubts. In other words, some of 
them aren’t even truly ours. Once you’ve figured out the root of your fears and doubts, do the following:

1. Recognize them- By this we mean identify your fear or doubt and call it out. It may help to have 
someone else assist you in calling it out, as you may not always realize your own fears and doubts. 

2. Think of the past- Consider times in the past where you’ve suffered fear or doubt but done something 
anyway and it turned out to be a positive experience. That’s exactly what you need to strive for in 
this situation. 

3. Take action- Getting past fears and doubts is an action-oriented process. In other words, you must 
take action to overcome them. Don’t try to think your way through your fears and doubts, act your 
way through them. Taking action in the face of your fears and doubts is what changes the way you 
think. 

When it comes to the challenge of social isolation, there’s a lot you can do. First of all, make sure to 
utilize the phone, instant messaging, and video chat options whenever you can, and send emails when 
you need to. This will keep you feeling connected to those you’re working with. It’s also important 
to make time for social contact when you’re not working. Whether it’s taking your lunch break with 
another member of your household or enjoying dinner with family and friends, working from home 
means you should take extra steps to connect with others. Doing so will stave off loneliness, prevent 
feelings of isolation, and the contrast between your social life outside of work and the quiet of your 
home office may make you appreciate both even more. 
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Mastering your Mindset 

A huge part of overcoming any challenges, whether they’re associated with working from home or not, 
is mastering your mindset. There are several ways you can do this. 

1. Consider scenarios- When facing any given situation, consider the realistic best-case scenario, 
the worst-case scenario, and the most realistic scenario. For example, let’s say you have a fearful 
mindset about making sales calls. Instead of sweating and doing everything to avoid the calls 
or making excuses not to make them, think of the realistic best-case scenario, which would be 
instantly getting new clients and learning from and having good experiences with those who don’t 
buy. That could certainly happen.

Then think of the worst-case scenario, which would be calling and getting mostly voicemails, 
selling nothing, and then encountering rudeness and curtness from those you do manage to talk 
to. 

After that, imagine the most realistic situation. This would be making the calls, getting some 
voicemails, encountering just one or two annoyed people, and then getting a sale or a lead that 
results in a sale later. Doing this with all problematic mindsets, no matter what they’re regarding, 
can help you realize how off-base they are so that you can adopt a healthier, more accurate 
mindset. 

2. Keep a mood log- With a mood log, you physically track your mood and anxiety levels several 
times throughout the day. You write them down be it digitally or by hand and take time to observe 
them over time. After a while, you’ll see that your mood is sometimes pretty good andyour anxiety 
isn’t always high. This allows you to bust through thoughts that often come with problematic 
mindsets, such as “I’ll always feel this way”, “It’s always like this”, or “I just know this will turn out 
badly”. You’ll also see improvements in your mood, anxiety levels, and mindset as you take action 
on your mood log. 

3. Read books- If you want to overcome a challenging mindset, it’s important to read as much as 
possible. We all think differently, because we all come from unique backgrounds. As such, it’s 
an excellent idea to read books from people who don’t think the way you do, have a different 
socioeconomic background, and who are in different areas and levels of business than you. Doing 
so will help broaden your mindset and aid you in breaking out of a detrimental one. 

4. Build a support team- Make sure you have a support team around you that can help you overcome 
your limiting beliefs, fears, and harmful mindsets. This includes associating with and having team 
members who aren’t at your same level of business and who have different ways of thinking. It 
would also involve engaging with people who can stretch your mind and meeting with them on a 
consistent basis. Ask these people questions, spend time with them, and give back to them in your 
own way as well. 



7©2020 EntreResults All Rights Reserved

While these four nuggets are tremendously helpful when it comes to taking charge of your mindset, 
you should also think about the three mindsets. These are three general types of mindsets that most 
people have, and the goal is to get to the third. Let’s take a look at them.

Mindset 1- Normal. A person with this type of mindset would respond to getting stuck in traffic by 
worrying about being late, growing impatient, and getting generally upset. They might think “Why do 
bad things always happen to me?” and potentially have a meltdown.

Mindset 2- Better. We often refer to this as the “No Big Deal” response. Taking the example of traffic, 
for instance, someone with this mindset would say “Oh well, that’s just the way it is sometimes, in our 
big city we get traffic.” If they get a flat tire they think “No big deal. I’ll get it taken care of.”

Mindset 3- Best. This mindset takes things a step further because you don’t just shrug off the situation 
and adapt like you do with the second one (although there’s a lot to be said for doing both things!). 
You actually find the upside. So if there’s traffic you might think “This is good, because now I’ll get a 
chance to listen to that business audio book I’ve been struggling to make time for.” As you can see, 
this is the most helpful and uplifting of the three mindsets.

If you put all of these methods and action steps into practice, you’re going to be able to control your 
mindset and attitude regarding working from home. You’ll be able to truly adapt to and welcome the 
experience while enjoying a positive mindset. In keeping with maintaining a positive mindset, let’s not 
forget to fully examine the perks of working from home. 

When you get down to it, it can actually be a lot of fun. You gain more control over your work/life 
balance, you can typically set your own hours, and you get a chance to craft and mold your life in a 
way that is usually not available when you’re working in an office. These are some of the many reasons 
that the vast majority of people who work at home are happy with their situation. 

 

Chapter 2: Preparing Your Work Environment

 One of the first things to do when working from home is to prepare your work environment. In 
this chapter, we’re going to discuss several ways that you can and should adapt your environment 
to working from home, as well as steps to take to make sure you don’t feel more at home than you 
should. 

Dress for success

Start by dressing well. Now, we’re not saying you have to put on a full suit and tie every single day, 
although there’s nothing inherently wrong with doing so. However, you don’t want to walk around in 
your pajamas all day. You’re working from home, you’re not on vacation. You’re here to work, and there 
are a lot of opportunities to be productive and get a lot done from home. It’s hard to be productive 
when you’re in pajamas, especially considering you need to be presentable for conference calls and 
video chats, some of which might be impromptu. You can dress down if you’d like, but definitely make 
sure you put something decent on and look presentable. 
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Create your home office

Make sure that you carve out a section of your living space and make it a workspace. Get an office 
chair, a desk, and anything else you might need to simulate your normal working environment. You 
should also make sure that it’s well-lit and that you’re ready to be on camera more often for virtual 
meetings. You’ll definitely want to get a flexible desk light, and be aware of what people will see in the 
camera. 

Food

You’re likely to save money working from home when it comes to food, as it’s easy to prepare something 
at home and avoid the dine-in and take out temptations that often come with lunch breaks. Hopefully 
your food choices for work were healthy before now, but if not, it’s important to make sure that you 
start making them healthy now. Dedicate some time to buying and preparing healthy and nutritious 
meals for yourself to eat during the day, particularly during your lunch break. Working from home can 
be an adjustment, and you’ll need the energy and stamina that comes with a healthy, balanced diet to 
tackle its challenges. 

Distractions

One of the downsides to working at home is that the home can be inherently distracting. Most homes 
have pets at the very least, and many have children, both of which can be as noisy as they are 
adorable. If you don’t have either of those, you probably have neighbors, who can contribute to the 
noise factor in your house or apartment. Fortunately, there are ways to work around all these things. 

When it comes to your members of your household, especially your children, make sure you 
communicate with them. If you need them to be extra quiet during a certain period or only play in 
certain areas at certain times, let them know. Be very clear about when you can and can’t talk, and be 
sure to make the most of your time with them after work so that it’s easier to keep your communication 
boundaries during the workday. 

When it comes to pets, make sure that your work space is sufficiently far away from where your pet 
tends to hang out, and pay attention to when and how often they are in your workspace. You might 
need to let other household members know if you need your pet(s) to stay out of your home office 
during work hours. That said, life is life. Children play, dogs bark, and cats meow. There are definitely 
going to be interruptions and distractions of this nature, so the best thing is to prevent them when you 
can and roll with them when you can’t. 

General environment

Since you’re spending your workday in your house, you need to consider things that you may not have 
paid much attention to before. For instance, your work space needs to have the right ambiance. You 
need to think about music, air quality, the temperature, and even how the plants are arranged. Make 
sure that you’re neither too warm or cold in your home office. Use a fan or a space heater if you need 
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to, or just adjust the temperature in your home overall depending on your needs. 

Ensure that the lighting in your house is appropriate for productivity; too bright can be irritating and 
something too low could leave you hankering for a nap. Try to mimic what worked in your office as 
best as possible. If you listened to music in your office, definitely continue to do that at home. If not, 
you might want to try some light music at times for ambiance to see if it helps set the mood you need 
for working. 

You may also want to get a dehumidifier or air purifier for your home office as well. A lot of this is down 
to experimenting with what works, but the main point is to set up an environment that’s comfortable 
and encourages productivity. Everyone’s needs differ, but you’ll find the right balance sooner than later.

Chapter 3: Planning Your Days

A huge cornerstone of working from home is planning your days. When you work at an office or a 
specific location, chances are someone else is structuring your days for you. Someone else decides 
when you come in and when you leave, and things like your lunch break or what you do, when you do 
it, and how you do it might be managed externally to a level where you don’t really have to think about 
much. Whether it’s your team leader, your boss, or the company in general, someone else has laid out 
what you need to be doing with your time and, as long as you follow that structure, you’re fine. 

When you work from home, however, it’s not that simple. A lot of that structure and that sense of what 
you’re doing, when you’re doing it, and how long you’re doing it is up to you. Your work hours are 
probably going to be up to you, and you need to decide things such as when you’ll take your lunch or 
when you’ll have breaks. This may sound daunting, but it can be easier than it seems if you’re armed 
with the tricks and tips necessary to make it work. 

Planning

One of the first things you’ll want to start doing is daily planning, if it’s not already something that 
you do. Just write down the top three things you want to accomplish each day, then look at the week 
ahead and break those things down into manageable tasks. By doing that, you can organize each day 
around what you want to accomplish during it. This is probably something you’ve heard before, and it 
might even sound too simple. 

However, few people do it and even fewer make it a habit. So you’ll be way ahead of the game if you 
do it and you’ll have a much better handle on working productively from home. Just make sure you 
carve out five, ten, or fifteen minutes each and every day for some quiet time, during which you figure 
out what the top one to three things are that you need to accomplish during the day. You’ll want to 
look at your weekly and monthly plans and then break them up into smaller, day-by-day segments. 
If you do that each day and write it down somewhere, it’ll be much easier to plan your days and be 
productive during them.
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Another thing you should do is to set up a plan that covers every 90 days. This is somewhat similar to 
what we just discussed, except that it’s longer range and a bit more in depth. Basically, you want to 
have a personal success plan set up for 90-day segments. We have a 90-day success planner for this 
very reason. This plan should fit into a larger 1-year, 3-year and beyond business or career strategic 
plan, but that’s a topic for another day. This planner should cover your top business goals, scorecards, 
KPIs, and information about the projects you’re working on. This document should list your progress 
regarding your various projects as well as what else needs to be done to complete them. You should 
also have your personal goals in the 8 key areas of life, which is something we discuss more in-depth 
in coaching. You should also list your major habits and make a note of who your support team consists 
of. 

The main takeaway here is that you should be planning in general on a yearly, quarterly, monthly, 
weekly, and daily basis. A great way to do this is to come up with weekly blocks of time that are 
basically how you break up your time over the course of the week. If you have a relationship that’s 
really important to you, block out time for that. This might be in the form of a date night, having dinner 
with someone, or some other thing, but just make sure you have time blocked off for it. 

If there’s something spiritual that you want to work on, block out time for that, whether it means going 
to a Bible study, attending church, or meditating, you’ll want to put your spiritual activity into this block 
of time you set aside. After covering relationships and spirituality, you can look at things like health. If 
you want to run four times a week, for instance, then you would go to the calendar and decide specific 
times and days for it that would go into your time blocks for health. 

In essence, you look at your personal life first when you’re blocking your calendar. After that, it’s time 
to look at the business side of your life. What are the most important things for your business that 
need to be blocked off? Your answers will vary depending on the size of your company, but think about 
working “on” the business rather than “in” it. 

Once you’ve got all this down, try to choose three of these blocks throughout the day to divide your 
time up into. You can tie this in with the part about choosing 3 things per day that you’d like to focus 
on.

Your biggest focus would be your daily preplan, the top 1 to 3 business or work related items that 
you’ll want to get done. You should plan those out during the last ten minutes of your day. If you finish 
up at 6pm, pencil it in to do your daily preplan at 5:50pm. This preplan will make it easy to “win the 
morning” because you’ll start each day knowing what you’ll need to do to consider the morning a 
“win”. You’ll know exactly what needs to be accomplished. 

Sleep

When you’re working from home, it’s important to get plenty of sleep. Granted, getting lots of sleep 
is a prerequisite for good health in general, but it’s particularly important when you work from home. 
At home, you don’t have some of the triggers you do at the office that can act as a pick-me-up, such 
as banter with co-workers, the knowledge that a boss or team leader might be walking by, or things 
of that nature. At home, you’re never particularly far away from the place where you sleep, and most 
people are at their most comfortable at home. 
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With that in mind, it’s important to at the very least continue to get as much sleep as you did while in 
the office, and it might even be a good idea to get more if you can manage it. Being well-rested is a 
cornerstone to being capable of maximum productivity. To encourage good sleep, it’s a good idea to 
avoid working in or too close to your bedroom, and to maintain a clear boundary between working 
hours and non-working hours. 

Mental Space

As we mentioned before, your mental space is a huge factor in how successful you will be at working 
from home. We’ve already delved into how to overcome the blocks, negativity, doubts, and fears that 
can hold you back and keep you trapped in a negative mindset. It’s important to keep those tools in 
mind as you guard your mental space. 

The more you can keep your mental space optimistic and peaceful, the better you’ll be able to self-
govern and maintain the discipline it takes to do your work from home and maintain productivity. Make 
sure the things you’re consuming mentally, be it in the form of books, television, music, or some other 
form of entertainment, are fueling positive emotions and are uplifting and recharging you rather than 
bringing you down. Whatever you do, make a concerted effort to protect your mental space. 

Exercise

Exercise is wonderful for everybody, but it might be especially beneficial to those working from home. 
Not only does regular exercise energize you, it has also been proven to relieve stress, help us blow off 
steam, and release endorphins, which generally make people feel good. Whatever your work schedule 
may be, it’s important to set some time aside to make exercise a part of your day. Simply choose the 
best time for you. 

You might want to work out before or after work, depending on your energy levels and what complements 
your day best. If you’re short on time, consider exercising multiple times throughout the day and 
breaking it up into 10-minute segments. This is extremely hard to do if you’re at the office, but at home 
you have the option of modifying your work hours, changing into and out of your workout clothes at 
will, and showering whenever you need to, so you have the freedom to get a little creative about how 
and when you get your exercise in. 

Your Schedule

It’s highly important to hone your schedule. There are a lot of components to a schedule. For those 
working in an office, their schedule is often 9am to 5pm, and they devote that period of time (with time 
for getting ready and commuting added on) to working each day. Others start work much earlier or 
later than that. Some people have lots of little breaks during the day, other people have shorter, longer 
breaks. In general, your specific schedule depends on things like your boss, the expectations of the 
company you work for, the needs of your business, and your family responsibilities. 
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When working from home, however, it’s usually up to you to create a schedule. When doing so, it’s 
good to consider what works best for you. Is there a routine you’ve always envied but were never 
able to try because you worked in an office? Well, now is the time to try it. That said, you will probably 
need to consider others to determine the peak work times during which you need to be working, or at 
least available, during each day. Think about the different time zones of your clients, vendors, or team 
members when picking the best hours and break times for your work day. 

Chapter 4: Time Management

Let’s start with some good news. One of the great things about working from home is that you are 
going to save both time and costs by doing so. Just think about it, you don’t have to use gas to get to 
and from work anymore, because you’re already there. You can also eat whatever you want to prepare 
at home, you won’t get caught up in buying convenience foods and drinks for lunch. And from a time 
perspective, the time between getting dressed to go to work and sitting down at your desk to get 
started will go from 30, 60, or however many minutes it normally took you to get to your office, to just 
a few minutes. 

Those perks are going to be excellent in terms of reducing your work-related costs and saving you 
time that you can put towards other things. That said, we really need to cover the ins and outs of time 
management so that you can make the best of a workday that is now mostly up to you. 

How much is your time worth?

When you start delving into time management, it’s important to figure out how much your time is 
worth. This is a very important question. We’re going to break it down into how much your time is 
worth per hour. In coaching situations, we actually spend a lot of time on this and we go really deep. 
Here, we’re going to have to go a bit faster and not quite as in-depth, but it’s still going to be incredibly 
helpful information. 

First, I want you to choose $50 an hour, $100 an hour, or $250 an hour for how much your time is 
worth. If you know already that your time is worth $500 an hour or $1000 an hour, then choose that. 
Otherwise, choose one of the numbers specified. If you’re new to business, choose a minimum of $50 
an hour, if you’ve been in business a few years, choose a minimum of $100 per hour. If you’ve been in 
business a few years or more and your business has grown, choose at least $250 per hour. 

This number is really, really important, because we have to analyze everything you’re doing based on it. 
Let’s use $50 an hour as an example. What are you doing that’s worth less than that? What marketing 
activity are you engaging in where you’re not getting a $50 an hour return? What kind of YouTube video 
or social media are you getting lost in that’s not worth $50 an hour? Who are you interacting with and 
what interruptions are you allowing that aren’t worth $50 an hour? What kind of administrative duties 
are you doing that aren’t worth $50 an hour? Think about one or two things that you do currently that 
are not worth your hourly rate and write them down. These are things that you should strive to stop 
doing or delegate if you have others who can handle them.
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Dealing with those who don’t understand

One of the common problems those who work from home run into involves friends and family members 
who just don’t get it. Working from home is new and novel to a lot of people, and it has a lot of 
misconceptions and stereotypes surrounding it. Sometimes people think working from home means 
hanging out in your pajamas all day and getting stuff done here and there while watching television, 
ticking things off your to-do list around the house, and basically doing whatever you want. The genuine 
flexibility working from home offers causes a lot of people to think that deadlines and schedules aren’t 
really part of it. 

As a result, many may see it as a vacation or free time to talk and socialize. While these misconceptions 
are understandable, it’s important to let your loved ones know this is not the case. The same goes for 
other members of your team whom you might be virtually interacting with who are new to working from 
home. Let everyone know your schedule and what hours you will and won’t be available, and, most 
importantly, stick to them. Politely setting boundaries will keep you from looking up at the end of the 
day wondering why hardly anything has gotten done. 

Time tracking
 
One of the most important components of managing your time is engaging in time tracking. Even if 
you’re really accurate and meticulous, it can be a huge headache to keep track of your worktime down 
to every last little minute in your head. That’s why it’s good to support yourself in tracking time or get 
outside help. 

As far as things that you can do all by yourself, you can set timers and write down what you’re doing 
at various intervals, such as every 15 minutes or every hour, depending on what you’re working on. If 
you choose to do manual tracking, try to make it pretty. Create a visual that’s beautiful and fun to fill 
out that you can make part of your tracking. 

If you want to make things simpler and perhaps increase your accuracy, try tracking apps. There are 
free apps such as Toggl and Clockify, as well as some paid services available. With apps like these, 
you can type in what you’re working on, turn on the tracker, and then turn it off as soon as you’re done. 
It makes it really easy to see where your time is going and makes billing and invoicing easier. 
 

Routines and breaks
 
Routine is a very important part of staying productive in any situation. In an office, routine is typically 
built in because you’ve got set times you come in, set times you leave, and other people around you 
who are doing the same things. At home, you have to create this structure for yourself. Make sure you 
start and end each day at the same time to give yourself a sense of routinization. Schedule breaks for 
specific times that you repeat each day. It’s okay to take an extra break when needed, but in general 
they need to occur during previously decided upon times for each day. Don’t be afraid to personalize 
your routine, either. It’s okay to do laundry during your lunch break, for instance, just make sure that 
you do it within the allotted timeframe and don’t stretch out your lunch break to accommodate it. As 
long as you start and stop everything when you’re supposed to, it’s okay to get a bit creative with this. 
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What not to do

Make a list of things of things that you shouldn’t do, or rather, a “not to-do” list aside from your to-do 
list. This will keep you from wasting time on things that you shouldn’t, and ties into what we mentioned 
earlier about how much your time is worth. Distractions and activities that aren’t worth your hourly rate 
are some of the items that can go on this list. Speaking of distractions, you should definitely turn off 
your phone or put it in vacation mode if it helps reduce distractions. 

While you shouldn’t completely ban things like looking at social media or checking emails, you need 
to set a specific time during which you can do these things. The same goes for taking breaks. You 
definitely need to make sure you take some, but you don’t want to overdo it. This is where mastering 
your calendar comes in. Make sure you schedule time to check your email, take breaks, and check 
social media. Those things should be on your calendar. For best results, share your calendar with 
others so that they know what you’re doing and can be aware and supportive of your schedule. 

Freedom

When you’re managing your time well, you’ll enjoy all of the freedoms that come with working from 
home, and you’ll likely experience an inclination to work more. You can start early, work late, or work 
weekends if you want. You can even start work after the kids go to bed if that’s the easiest thing for 
you. What’s more, you’ll find yourself enjoying increased productivity, getting things done faster, and 
having more free time that you can spend as you choose. 

Chapter 5: The Tools and Technology Needed to Win

Let’s talk about the tools and technology you’re going to need to work successfully from home. There 
are several things you’ll need. It’s important to prioritize all of these tools and not try to implement 
everything all at once, as that can get unnecessarily overwhelming. Here are some of the most important 
tools you’ll need, in no particular order:

1. Fast and reliable internet- Obviously, you’ll need an internet connection that can keep up with 
everything you’re doing, including conference calls and virtual meetings. 

2. Computer and keyboard- This might seem obvious, but we want to be comprehensive here. You’ll 
need your computer to get much of your work done, and if it’s not a laptop you’ll need to make sure 
you’ve got a good, compatible keyboard you can use with it. 

3. General office supplies- Think printer, ink cartridges, pencils, pens, and paper. It’s important to 
make sure all of these are at your home office, as you’re going to need them. 

4. Sound cancelling headphones- These are great if your house is noisy and you need to ignore 
sounds like barking dogs or loud children. 

5. Collaboration tools- These will help everyone be more productive by having a centralized 
communication option where everyone can talk and interact as necessary. Our company uses 
Slack, and it’s amazing, but there are also other options such as Trello and Podio that you can use. 
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6. Project Management- Get a tool to oversee projects that will help you monitor your workflow, 
manage tasks, and speed up the approval process. Personally, we’ve had great success with 
Basecamp, but Zoho also has an option for this as well. 

7. Shared calendars- These are great because they help colleagues see one another and makes 
everyone’s availability easy to track and see. This streamlines everything and allows you and your 
team members to get things done faster and more efficiently. Google, Apple, and Microsoft are 
some examples of calendar sharing software. 

8. Meeting tools- These are incredibility important. We use Zoom at our company, which allows 
virtual video discussions with one person or multiple people. It’s very user-friendly. GoTo Meeting 
is another option as well. And, of course, Skype and Facetime can be used for video conferencing, 
too. 

9. File Sharing- This will help you and your team members store and share files securely among one 
other. Google Docs and Dropbox are popular ways to do this, but you can also use OneDrive or 
something else if you’re more comfortable with it. 

10. Work phone- You’re going to want to have a phone that is designated just for work, or to make a 
habit of using your computer to talk for work related phone calls and conversations. 

11. Video recording equipment- This is very helpful, and can be accessed through your computer, 
phone, or other electronic devices. 

12. Slack- This is a great alternative to email that allows you and your team members to have easy 
communication with each other.

13. Exposure- It’s important for others to know when you are winning at your position. At the office, it’s 
easier to gain exposure and show others how well you’re doing. It’s easy for people to see it, and 
oftentimes people will complement you unexpectedly. Unfortunately, this probably won’t happen 
automatically when you’re working at home and can’t see your co-workers. 

To that end, make sure you let others know what you’re doing. Don’t let yourself become the company’s 
best kept secret. Be yourself, of course, but keep in mind that you may need to highlight your wins and 
successes more through the various tools and technologieswe’ve discussed.Doing your job well but 
having no one know about it is never a good scenario and can actually be very demotivating. 
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Chapter 6: People and Your Support Team

Make sure you keep the people who are part of your team and support system as close as you can 
when working from home. Doing so will create a sense of support and comradery that you may have 
taken for granted at the office. 

Working closely with your team

If you’re an employee, make sure you work as closely with your boss as you can and make sure you 
have standing meetings with him or her as needed. If you yourself are the boss, then try to give your 
employees this same support as much as you can. If everyone is trying to adjust to working from home 
and crushing their productivity goals, your leadership will be very important during this time. Try to set 
the example for your employees, offer them tips and encouragement for adjusting to their new work 
environments, and stay in communication with them as much as possible.
The importance of feedback
If you’re an employee, ask for feedback from your boss and others on a regular basis. Ask them how 
you’re doing in your position on a scale of 1 to 10, with 10 being the highest. If you’re the boss, provide 
this sort of feedback to your employees whenever you can. Communication is really key, and it’s 
important to explain things as thoroughly and clearly as possible when it comes to what is expected, 
what everyone’s position entails, and what you’re trying to do as a team. 

Accountability

Accountability is key. Make sure you have someone that you’re accountable to, whether it’s a superior, 
another team member, or your boss. If you’re a boss or team leader, make sure that your team members 
are all accountable to someone. It’s important to make sure that you’re getting things done in a timely 
fashion and that you’ve got someone who can check in and who you answer to regarding these things. 
At the office, it’s easy to stay accountable because everyone is right there, but when you’re working 
from home everyone has to put in extra effort to preserve that same level of accountability. It’s worth 
the effort, however, as accountability among team members is key to ensuring that everyone is as 
productive as they can be while working from home. 

Keep in touch with IT

Make sure you maintain good communication with your company’s IT expert. If things go wrong at the 
office, as they’re bound to at various points, it’s easy enough to go to the next cubicle or room over 
and tell the IT department about what’s going on so that they can fix it. When you’re working from 
home, you don’t have that luxury. Make sure that you and a member (or members) of your company’s 
IT department have an easy way to communicate with one another. That way, when things go wrong, 
you don’t have to waste time trying to figure out how to get a hold of IT. 
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Chapter 7: Communication with Your Team, Vendors, and 
Clients
 
Communication can be a complicated thing in the office, and it’s bound to get even more complex 
when you’re working from home. Communication is hugely important, however. It’s at the crux of 
making sure everyone understands each other so that they can band together and get things done. 
Start by thinking about the fact that people have different communication styles. You might want to 
take a DISC assessment and encourage others in your team to do the same, or, if you’re the boss, it 
might be a good idea to offer DISC assessments to everyone. 

The results will tell you more about how each person on your team, including yourself, wants to be 
communicated with. You can then use this information to communicate with people in the way that 
they want you to. If you know your boss prefers phone communication, give him or her a quick phone 
call when you need to talk. If you know the person you report to prefers text messages, do that. If you 
have one client who prefers instant messenger conversations and another who prefers text messages 
or video chats, accommodate these preferences whenever you can. 

If you are an introvert, working from home and communicating virtually might actually be a situation 
in which you thrive. Maybe you don’t really miss that much about being in an office because of your 
personality type. You might feel more comfortable at home engaging in virtual interactions. That’s 
totally fine, but you want to make sure you don’t lose your personal touch. Make time for video calls 
occasionally and other means of virtual contact that allow something of a face-to-face interaction. 
When it comes to choosing a means of communication, there are other things to consider besides 
who you’re communicating with and what their preferences are. You should also think about what 
specifically you need to say, and what medium(s) it lends itself to. The right means of communication 
may come down to what you’re relaying. 

The best medium to communicate throughvaries depending on what you are relaying. If it’s info that 
is short, quick, and to-the-point, for instance, you might do well to put it in a text message. If it’s more 
complex and involves information that might raise several questions, on the other hand, a phone call is 
probably a better choice. If it involves visuals or things that it would be preferable for the other person 
to see, then it’s probably best to do a video call. You could also make a video for the person explaining 
whatever it is you want to say and then send it to them.

When it comes to emails and people’s response times in general, you just have to keep in mind the 
formal and informal expectations when it comes to that. Formally, your company may have rules 
and regulations on how fast you should respond to emails, there might be unspoken understandings 
regarding the speed, you might follow whatever the social norms are around the issue, or it might be 
any combination of these things. That’s why it’s important to let people know whether your email is 
particularly urgent or not. 
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Another tip when it comes to emails is making sure that you put what you want in the subject line and 
then use the body to provide a bigger explanation of what you need. That way, everything is very clear 
to the person reading and they don’t have to make assumptions or do any extra guesswork. Generally 
speaking try to avoid long emails. If they’re too long people may put them off, skim them and miss info, 
or not get around to reading them at all. 

Job scorecards

Job scorecards are a great way to maintain your team’s strength. In fact, it’s one of the first things we 
tell people to do when their team is struggling. So if your team has already been doing decently and 
you start to implement this, you’ll see some amazing results. A job scorecard might look different to 
different people, but we’re going to use our company’s job scorecards as an example. 
It has several empty boxes, including one for the employee’s name, the date, their job title, and who 
they report to. The scorecard also has an empty box for the desired goals and results for this person 
and one for their responsibilities, as well as one for their roles and tasks. You then fill out all the 
information that applies to this person for these categories. Doing this makes things a lot clearer.

You want to make sure the job scorecard also identifies the company’s core values and highlights the 
desired goals for the next 90 days or whatever increment you want to use. It should have KPIs, also 
known as key performance indicators, and there should be roles and tasks spelled out. If you don’t 
already have job scorecards, you can use our example as a template for your team. The takeaway 
here is that job scorecards are super powerful. If everyone has these while working from home, it helps 
maintain a clear set of expectations for everyone. It also ensures that people have a way of holding 
themselves accountable and doing what they’re supposed to do even though they’re not at the office. 

Meeting rhythms

Meetings might seem like something that’s only done when working in an office, but that’s not true. 
Meetings are just as important, if not more so, when you’re working from home. It’s important to 
maintain your previous meeting rhythms or create new ones as the situation calls for it. If you aren’t 
already having consistent meetings, then consider this new situation where you’re working from home 
as the perfect time to start. 

Your team should be meeting on a monthly, weekly, and daily basis. This might sound like a lot, but it 
can actually save you hours of time and facilitate greater communication. Some people think meetings 
are a waste of time, because we’re busy enough as it is. “Where are we going to find time to fit in a 
meeting?” they wonder.Some people also thinkvirtual meetings are unnecessary, especially if team 
members are already communicating with each other as it is. Why does everyone need to gather at 
the same time and talk in a more formal fashion? 

Those assumptions make sense, but they’re wrong. First of all, meetings save time by pinpointing 
issues and problems that might otherwise waste time and cause setbacks if not addressed. Secondly, 
meetings create a sense of accountability that is absolutely crucial when working from home. If you 
tell everyone you’re going to have something done by the next meeting, there’s healthy pressure to 
deliver and do what you said you would in that timeframe. Now, let’s talk a bit about the three different 
types of meetings.
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Monthly meetings

One of the perks of monthly meetings is that you can talk about quarterly issues and objectives, which 
you won’t really get a chance to during the day-to-day interactions with your team. This is especially 
true considering that you’ll be talking to your team members less than you did when you were in the 
same office. Another perk of monthly meetings is that you get a chance to share information with your 
entire team during them. This way you can stay up-to-date on what everyone else is doing, how their 
progress may affect your work, and vice-versa. You can also talk about things that wound up being 
too in-depth to cover during weekly meetings. 

Since weekly meetings are usually less than an hour long, and you go through your agenda relatively 
quickly, there will be topics that take more time, and you can push them to your monthly meetings. 
These monthly meetings take maybe two to four hours, and that’s where you tackle the big issues, 
the things you don’t have time to discuss on a weekly let alone daily basis but that are still important.
Finally, during these monthly 2-4 hour meetings, you can talk about the values and vision of your 
company. Repeat them every month so your team members will be able to understand the core values 
and eventually have them ingrained in their minds. This is critical and especially helpful when everyone 
is working from home. 

Weekly Meetings

Weekly meetings are just as important as monthly ones, but aren’t as in-depth. Weekly meetings 
should consist of the following eight items:

1. Personal catch-up. This is where you have each member in your team share what’s happened 
personally in the last week. Ask them about the biggest win they had, or something they’re 
especially thankful for. It’s really important to have a little bit of a personal side in these meetings 
to begin with, because you should want to know what’s going on in one another’s lives. It also sets 
the groundwork for a positive, uplifting meeting.

2. Reviewing certain numbers. Go over the metrics that you’re measuring or tracking. Some call 
them KPIs (key performance indicators), and others call it a scorecard. Our company sets up KPIs 
and scorecards quarterly.In any case, each person in the meeting will have certain metrics that they 
are responsible for, and they will share this specific number with everyone.

3. Look at your quarterly goals or priorities. Detailed coverage of this is, of course, better suited 
to the monthly meeting.In your weekly meeting, however, you’ll want to discuss what progress has 
been made on those quarterly goals.

4. Action items from last week. What are the little activities or bite-size things that needed to happen 
between last week’s meeting and this one? Discussing this is howeveryone keeps each other 
accountable.

5. New stuff. Discuss if anything is new with clients or the team. What’s each person’s biggest win in 
business? At the start of the meeting you went around filling each other in on your personal lives. 
Now, it’s time to get down to business. Share success stories, big sales, or anything else that 
you’re thankful for in a business sense.
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6. Top challenges. Discuss each team member’s top challenge of the week. Each of the first 5 things 
we listed should take no more than 3-5 minutes each. This sixthitem is what takes up majority of 
the meeting. Here, everyone shares the top challenge they’re facing currently. Afterwards, you vote 
on the top 3 most difficult challenges out of all the ones shared, and then you discuss each one in 
detail. For each challenge, the entire team works together to identify the best way to get through it.

7. Action items for the next week. Each individual should come up with and share one major activity 
that they’re going to focus on in the next week. Then as a group, you review and tweak everyone’s 
activity, maybe even break it down into small action steps. Ideally, everyone will walk away with a 
clear goal in mind.

8. Recap. Everyone recaps what the best thing about the meeting was, as well as one suggestion 
for how to make the meeting better. At this point, you analyze the overall success of the meeting.

Daily meetings

Daily meetings might sound overwhelming, but don’t worry. They are more like daily huddles or tag-
ups. These are meetings that should take no more than 5 to 10 minutes per day. Like other forms of 
meetings, these save you an hour or more per day by decreasing “Got a minute?” interruptions and 
the daily back and forth between colleagues to get answers to various questions. 

They also improve relationships with clients. If you have a specific client or case that you need to talk 
to someone about, for instance, the daily huddles give you a chance to do so. You can say to a client 
“Hey, can I get back to you at 10am tomorrow?” because you know that by that point you’ll have been 
able to talk to your team members. Without the huddle, you won’t know when you’ll be able to talk to 
your colleagues and then you won’t be able to promise a time to your customer. 

When things come up in the huddle that you don’t have time to discuss, you can plan to cover it during 
the weekly or monthly meeting. Keep huddles small, with no more than 5-10 people so that everyone 
has a chance to talk. As far as what to discuss during these huddles, we recommend the following 
topics:

1. What’s going on? Each person should get the chance to share what’s on their agenda, what’s 
happening today, etc. It’s very important to be specific. As opposed to saying, “Yeah, I have a 
prospect meeting today”, say instead, “Today, I have a prospect meeting with ABC Company 
of Xindustry, located in Y part of town. I’m meeting with these people.” Since you’re sharing the 
information with your group, maybe someone else will be able to contribute to your meeting in 
some way. If you don’t share the information, nobody can contribute in any way.

2. Share the daily measurements, numbers, or metrics. Whatever your company/organization likes to 
measure, it’s great to announce these daily metrics. This can be as simple as the number of hits on 
your website, or how many calls you received yesterday from prospects.
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3. Share where you feel like you need help. Maybe you’re stuck or you need someone to help you get 
through a situation. You can say, “Hey listen. I’m at this point on a project and this is what I want to 
do, but I feel stuck. I want to move forward and I just don’t know how to do it. I need some help.” 
That gives others in the group a chance to give quick feedback or, more likely, take the issue off of 
the huddle. When the huddle’s finished, a team member can spend a little while helping you one-
on-one.

We really want to encourage you to have daily, weekly, and monthly meetings with your team. You’ll 
see for yourself how powerful they can be. Now, let’s get into some tips for how to hold meetings 
virtually. 

Virtual meeting etiquette 

Running virtual meetings isn’t necessarily all that different than running regular meetings, you just have 
to account for the technology involved and make sure that everyone is on the same page as far as the 
time zone is concerned. You’ll also want to plan ahead and make sure that the meeting is at a time that 
works for everyone. You won’t be able to go through the office and organize an impromptu meeting, 
which is something you may have done in the past. 

Give everyone a clear understanding of what the meeting is going to be about before it starts, and 
then make sure that everyone gets a chance to speak during it. It’s possible that people may need to 
be called on during this process, and it’s fine for them to pass if needed. The point is that everyone 
should get an opportunity to speak, even if they don’t take it. 

Most importantly, end your meeting on time. Just as in the real world, sticking to your schedule is 
extremely important in the virtual realm. Your team members are likely on different schedules now 
than they were when everyone was in the office, and making time for a meeting might be a bigger 
sacrifice than it used to be. Respect your time and theirs by ensuring that your meeting ends when it’s 
supposed to. 

Building your personal brand

Just because you’re working from home doesn’t mean that you can’t progress in your career. You can, 
and you should. It all comes down to building your own personal brand. This might sound daunting 
and like a lot of work, but it’s actually a bit simpler than it may seem. To build your own personal brand, 
start with your strengths. 

What are you really good at? Perhaps you’re awesome at building a network of people. Or maybe 
you’re amazing at meeting your deadlines and always get things done on time. Or you might be a 
really creative problem solver who always seems to be able to find a solution to any problem that gets 
thrown at you. What are you the best at, and what do people know you for being an expert at or having 
a huge knack for? Whatever that is, you should build your brand around it. 
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Conclusion

Now that you have all this information on how to make the most of working from home, it’s time to put 
it into practice and enjoy your new lifestyle. Yes, it can be extremely overwhelming at first and take 
some getting used to, but once you adjust it can be an amazing experience. You get to skip the traffic, 
have an easier time accessing healthier foods throughout the day, and tweak your schedule to suit 
your needs as the day unfolds. If you need extra sleep on a certain day, you can start work a bit later 
than usual and work later to make up for it. If your kids are sick, you can choose those days to start 
work after they’re in bed. You can wear comfortable (although of course presentable!) clothing, and 
enjoy the comfort of your own home for your entire workday. 

If you set things up right, you’ll also enjoy a significantly lower amount of distractions. With 
communication being virtual, you won’t have to worry about co-workers stopping by your cubicle 
unexpectedly. You won’t be tempted to listen to the fun stuff you missed from the last office party 
when you’ve got a looming deadline you should be tending to. This is actually a chance to get more 
done than you ever have before. 

If you have a history of high productivity and high performance at work, this is a chance to take 
advantage of the freedom and personalization that working from home affords to become even more 
productive and high performing. If either of those things are something you have previously struggled 
with, now is the time to get a fresh start. You can maximize the opportunities from working from home 
so that you can become more productive and perform better than ever. 

When done right, working from home can bring out the best in you and your company, and we can’t 
wait to see you thrive! 


