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9Who Should Read This Book?

WHO SHOULD  
READ THIS BOOK?

In a world where technology has become the backbone 

of business operations, small businesses are both 

blessed and challenged by the digital realm. This book 

is not just for tech-savvy enthusiasts; it’s for everyone 

navigating the tech landscape. The language here is 

intentionally light and conversational, ensuring that the 

complexities of IT are demystified for all readers.

Whether you’re a small business owner striving to 

level the playing field with larger corporations or an 

aspiring entrepreneur venturing into the competitive 

marketplace, this book is your guide through the ever-

evolving world of technology.

Let’s face it - technology can be a double-edged 

sword. What was once a blessing can quickly turn into 

a curse when IT-related problems arise. In today’s fast-

paced digital age, timely resolution is key to avoiding 

these technological pitfalls.
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Small business owners usually expect a lot from 

technology. When it’s doing its job seamlessly, it’s often 

overlooked, but the moment it acts up, frustration kicks 

in. I am talking about everything from computers and 

cell phones to internet and software solutions. Now, 

with over a decade of experience offering IT and tech 

support to small businesses, I’ve seen this scenario play 

out firsthand many times. It’s interesting to note that 

the average user doesn’t usually dive into the intricate 

details of how interconnected and complex IT systems 

can be. However, when it comes to running a business, 

that very information can turn out to be crucial! That’s 

where this book swoops in. I want to equip you with the 

tech-savvy necessary to navigate the digital landscape. 

No unnecessary jargons, just straight talk. Ever heard 

the saying, “Knowledge is power”? Well, in the tech 

world, it’s like a superhero cape. You don’t need to 

become a tech genius, but understanding the basics 

can save your business from disasters.

I’m not here to point fingers, but let’s be real - some 

businesses stumble when it comes to tech and fall flat. 

I’m here to spill the tea on those pitfalls so you can 

sidestep them like a pro. And guess what? Your staff 

and your friendly tech support team will thank you for it.

Your business journey is about to get a whole lot 

smoother—tech hiccups, be warned!
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GLOSSARY

1.	 Antivirus Software:

Software designed to detect, prevent, and remove 

malicious software such as viruses, worms, and trojans.

2.	 Authentication:

The process of verifying the identity of a user or 

device, typically through usernames, passwords, and 

other forms of verification such as MFA (Multi-Factor 

Authentication).

3.	 Backup:

The process of creating copies of data to protect 

against loss. It is important to test backups to ensure 

data recovery in case of disaster.

4.	 Breach Response:

The steps taken by an organization to respond to 

and recover from a data breach, including notifying 

affected parties and taking legal and technical 

measures to limit damage.
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5.	 Bring Your Own Device (BYOD):

A policy that allows employees to use their personal 

devices for work purposes, presenting potential 

security risks if not managed properly.

6.	 Business Continuity Plan (BCP):

A strategy that ensures a business can continue 

operations during and after a disaster or major disruption.

7.	 Cloud Computing:

The use of internet-based services for storing and 

managing data, which offers flexibility and scalability 

for businesses.

8.	 Cyber Insurance:

Insurance designed to mitigate financial losses 

from cyber incidents such as data breaches or hacking.

9.	 Cybersecurity:

The practice of protecting systems, networks, and 

programs from digital attacks. This includes antivirus 

software, firewalls, and training employees about 

security risks.

10.	Cybersecurity Risks:

Threats posed by hackers, malware, and phishing 

attacks that can compromise business data and 

operations.

11.	Data Breach:
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An incident where sensitive or confidential data is 

accessed, used, or disclosed without authorization.

12.	Data Loss:

The accidental or deliberate destruction of data. 

Strategies such as regular backups and data protection 

measures help minimize the risk of data loss.

13.	Disaster Recovery Plan (DRP):

A set of procedures designed to restore business 

operations after an IT disaster, focusing on data 

restoration and system recovery.

14.	Direct Costs:

Immediate expenses associated with IT services, 

such as hardware purchases and maintenance.

15.	Downtime:

Periods when systems are unavailable, often 

resulting in lost productivity and revenue.

16.	Endpoint Protection:

Security measures that protect end-user devices 

such as computers, smartphones, and tablets from 

cyber threats.

17.	Firewall:

A security system that monitors and controls 

incoming and outgoing network traffic, forming a 

barrier between trusted and untrusted networks.

Copyrighted Material 
Sample Copy



18 IT Survival Guide !!!

18.	Firewall Rule:

Specific instructions configured within a firewall to 

allow or block specific types of network traffic, adding 

an extra layer of protection.

19.	Hardware:

The physical components of a computer system, 

including servers, desktops, and laptops.

20.	Indirect Costs:

Hidden expenses from IT disruptions, such as 

reduced productivity or reputational damage.

21.	Incident Response Plan:

A predefined set of procedures designed to detect, 

respond to, and recover from cybersecurity incidents 

like breaches or system failures.

22.	IT Infrastructure:

The combined hardware, software, networks, and 

systems that support business operations.

23.	Legacy Systems:

Older IT systems that may lack current security 

updates, exposing businesses to cyber risks.

24.	Malware:

A general term for malicious software designed to 

disrupt, damage, or gain unauthorized access to computer 

systems. Includes viruses, trojans, ransomware, etc.
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25.	Multi-Factor Authentication (MFA):

An additional layer of security that requires two or 

more verification methods to gain access to an account.

26.	Patch Management:

The process of managing updates for software 

applications, ensuring security vulnerabilities are 

addressed promptly through the installation of patches.

27.	Password Manager:

A tool for securely storing and managing passwords, 

reducing the need for individuals to remember multiple 

complex passwords.

28.	Penetration Testing:

A simulated cyber-attack against a system to identify 

vulnerabilities that could be exploited by hackers. This 

helps businesses strengthen their defenses.

29.	Phishing:

A method of tricking individuals into revealing 

sensitive information by pretending to be a legitimate 

entity.

30.	Phishing Simulation:

A method used to train employees by mimicking 

real-world phishing attacks, helping them recognize 

and avoid such threats in the future.
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31.	Recovery Point Objective (RPO):

The maximum amount of data that can be lost 

before it causes unacceptable harm to a business, 

often used in disaster recovery planning.

32.	Recovery Time Objective (RTO):

The targeted duration of time within which a 

business process must be restored after a disaster to 

avoid unacceptable consequences.

33.	Ransomware:

A type of malware that locks a user out of their 

system or encrypts data, demanding a ransom to 

regain access.

34.	Risk vs. Cost Analysis:

A method used to evaluate the balance between 

the potential risks and costs of implementing a security 

solution or business strategy.

35.	Server:

A central computer system that provides services 

or data to other computers in a network.

36.	Software:

The programs and other operating information 

used by a computer. This includes everything from 

operating systems to business-specific applications.
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37.	Software Maintenance:

Regular updates to software systems to fix bugs 

and improve security.

38.	Security Awareness Training:

Programs designed to educate employees on best 

practices and awareness of potential cybersecurity 

threats such as phishing and social engineering.

39.	Security Patch:

An update to software designed to fix vulnerabilities 

that could be exploited by cyber attackers.

40.	Virtual Private Network (VPN):

A secure connection that allows users to access 

a private network over a public internet connection, 

helping protect data and ensure privacy.

41.	Virtualization:

The creation of virtual versions of physical hardware 

resources, such as servers, allowing more efficient 

resource use.

42.	Virus:

A type of malicious software that can replicate itself 

and spread to other computers, causing damage to 

systems and files.
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43.	Vulnerability:

A flaw or weakness in a system that can be exploited 

to compromise security.

44.	Vulnerability Assessment:

A systematic process of identifying, quantifying, 

and prioritizing vulnerabilities in an IT system, network, 

or software application.
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INTRODUCTION

In today’s digital landscape, small organizations like 

yours rely more than ever on technology to thrive. 

Whether it’s managing customer relationships, 

streamlining operations, or securing sensitive data, IT 

has become the foundation of modern business. Yet, for 

many small business owners, navigating the complexities 

of IT can feel overwhelming and risky. With limited 

resources and the pressure to keep costs down, it’s 

easy to make decisions that can lead to costly mistakes, 

security vulnerabilities, or missed opportunities.

This book is written for small business owners who 

want to harness the power of technology without falling 

into the common pitfalls. Whether you’re running a 

startup or managing an established small organization, 

The IT Survival Guide will show you how to make smart 

IT investments, avoid costly errors, and protect your 

organization from cyber threats. Technology should be 
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an asset - not a source of stress. This guide will empower 

you to make informed IT decisions that improve 

efficiency, reduce costs, and safeguard your business.

Why This Book is  
Important for Your Business

You’ve probably heard the saying, “IT is an investment, 

not an expense.” But what does that truly mean for your 

organization? It’s easy to view IT costs as burdensome, 

something to trim back wherever possible. However, 

when approached correctly, IT can transform into a 

strategic asset that drives long-term savings, enhances 

productivity, and bolsters security. By understanding 

the true value of IT, you can make informed decisions 

that position your business for success - while avoiding 

expensive mistakes along the way.

This guide will help you:

1.	 Avoid Common IT Mistakes: From buying the 

wrong equipment to ignoring security risks, 

small organizations often make preventable 

errors when it comes to technology. We’ll walk 

through these common mistakes and how to 

sidestep them.

2.	 Cut Costs Without Compromising Quality: 

Budget constraints are a reality for every small 

organization, but cutting corners on IT can lead 
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25Introduction

to bigger expenses down the road. We’ll show 

you how to find the right balance between cost-

saving measures and high-quality solutions.

3.	 Stay Secure in a Digital World: With 

cybersecurity threats looming larger than ever, 

small organizations are prime targets. This book 

will give you practical strategies to protect your 

business, your data, and your customers.

What to Expect

Throughout this book, you’ll find actionable advice, 

real-world examples, and insights gained from years 

of experience in helping small organizations navigate 

their IT challenges. Each chapter is designed to be 

practical and easy to understand - no technical jargon, 

just clear and concise guidance that you can apply to 

your business today.

We’ll kick things off by addressing the most frequent 

IT blunders small business owners make. From there, 

we’ll delve into the true costs of IT - unpacking both 

direct and hidden expenses - and show you how 

to conduct a risk versus cost analysis to ensure your 

investments pay off. Finally, we’ll explore essential 

strategies for cybersecurity and the critical role IT plays 

in your business’s continuity and growth.
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By the end of this guide, you’ll have the knowledge 

and tools to make confident IT decisions, cut unnecessary 

costs, and strengthen your business’s security.

Let’s get started on your journey to smarter IT 

solutions.
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CHAPTER 1 

10 MISTAKES THAT 
ALL SMALL BUSINESS 

OWNERS MAKE
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Running a business can feel like navigating a maze; 

there’s so much to consider! From company 

structure and business plans to licenses, legalities, 

marketing, office space, equipment, recruiting a new 

staff, taxes, target audience, software solutions, tools - 

the list goes on endlessly. For small business owners, 

it’s easy to feel overwhelmed amidst the challenges of 

starting out and losing focus on crucial aspects. One 

such oversight is ensuring that the technology and 

equipment used for the business are the right fit.

Sure, every dollar matters when you’re launching a 

new venture. However, skimping on the technology that 

your company relies on could prove costly in the long 

run. Small businesses thrive with the right technology, yet 

there are common mistakes that business owners often 

make, offsetting the benefits and resulting in losses.

1.1. 
Watch Out for 

These Common Mistakes

In this section, we will discuss ten of these potential 

errors that business owners should be mindful of and 

steer clear of.

1.1.1. Purchasing Cheap Equipment

The first of these mistakes is going out on a limb 

and purchasing cheap equipment to cut costs. Many 

small company owners skimp on hardware to save 
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