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No morning commute. No open floor plan that makes it challenging to focus on
your work. No boss looking over your shoulder or co-worker who insists on
showing you photos of his cat every morning. The sweet freedom of
working from home can seem like a dream come true for some—and the number
of people doing so is growing.
For example, Global Workplace Analytics found that the work-at-home population
increased by 103% between 2005 and 2014, with a 6.5% rise in 2014—the
largest spike since before the recession. U.S. Census data also show that working
from home is more popular than ever. In 2010, 13.4 million people worked at least one day at home per week, an
increase of more than 4 million people in the last decade.
Although statistics indicate that the trend is picking up steam, that doesn’t mean it’s easy
to work from home successfully. Whether you’re telecommuting to a full-time job or running a home-based business,
there are distinct challenges that come from merging your work and home lives.
To help you tackle the specific work issues you’re likely to face, we tapped three work-from-home experts for their
tips on how to maximize four key areas of home-based office life so you can boost productivity and success.

Work-From-Home Tip #1: Turbocharge Your Space
Whether you’re working at the corner table next to the couch or have an entire spare room to devote to your home
business, it’s important to create a space that helps get you into work mode and keeps your attention there.
A little separation is a good thing: If you can, carve out a designated space in your home as an office where you
can keep your work organized. “A separate workspace makes it easier to set boundaries between your home and
office [lives],” says Lisa Kanarek, author of “Organize Your Home Office for Success: Expert Strategies That Can
Work for You” and founder of WorkingNaked.com, a site that helps people create productive home offices. “When
you have a separate space, you can store files, supplies and other business essentials in one area.”
If, however, your home office needs to be wherever you can find a spot to open your laptop, there are other things
you can do. Elaine Quinn, a certified professional organizer, consultant for solo business owners and author of
“There’s No Place Like Working from Home: Get Organized, Stay Motivated, Get Things Done! ,” recommends using
your dining table as a desk, especially if you have stacks of paperwork to sift through. If you’re working while your
family is around, put on noise-canceling headphones to not only block out distracting sounds but serve as a visual
cue to others that you’re on the clock.
Get your (organizational) act together: Having an orderly desk helps you stay focused, boosting productivity so
you don’t lose precious time looking for that critical contract—or whatever it may be—under a messy pile of papers.
“Visual distraction is just begging for you not to be able to concentrate,” says Quinn. To minimize clutter, think of your
desk as the center of a bull’s-eye. “All of the things you need on an everyday basis should be within arm’s reach,”
she says. If you don’t need an item that often, it shouldn’t be on your desk. The next circle out should be items you
don’t need more than once a week and can be stored off your desk, like in a nearby filing cabinet. The final, outer
ring are items you need or want to hang onto but aren’t using anytime soon, such as old client files and contracts.
These should be stored away in a closet or basement, if you have one.
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If your office is the kitchen table one day and the back porch another, consider putting your work projects in separate
boxes so you can grab the one you need at that time, and then put it away when you’re done.
And remember, there may be tax benefits to creating a home office: Whether you rent or own your home, if you
use part of the square footage regularly and exclusively for business, you may be able to do a home office deduction
on your taxes, according to the IRS. The federal government now offers a fairly new (as of the 2014 tax season)
simplified way to calculate this, with a standard deduction of $5 per square foot of the home used for business, with
a maximum of 300 square feet. Talk with your accountant about the best way to include your home office expenses
in your taxes.

Work-From-Home Tip #2: Stay Connected
When it comes to professional communication, Kanarek says that keeping your work and private lives separate is
key. If you telecommute, it may be easier to set these boundaries with a work email that’s tied to your main office. If
you have a home-based business, it can be trickier.
Customize your communication: Instead of handing out your primary personal email for work-related
matters, Quinn strongly urges her clients who are small business owners to create a second custom work email
address, such as jane@yourcompany.com, for a more professional touch.
“Also, set up a third account that you give out when signing up for newsletters and updates,” Kanarek says. That
way, you can stay in the loop without clogging up your business email account.
To better manage your inbox, there are tools that let you schedule emails so they’re sent during business hours,
rather than when you’re burning the midnight oil. “If I don’t want to appear too eager to respond to something but
don’t want to forget, I use Boomerang for Gmail,” says Quinn. “Or if I have an email that I don’t have to take action
on right now, Boomerang can make that email reappear at the top of my list at a future date.”
You can also use apps to schedule texts to go out when you want, rather than pinging someone when you’re working
on the weekend. Quinn uses SMS Scheduler, a delayed-text scheduler app on Android.
Streamline your phone system: Many small business owners have ditched their landlines and exclusively use a
mobile phone for business, says Kanarek. But if you use your primary number for work, it can be hard to gauge
whether that incoming call is personal or business when you’re on—or off—the clock. To counter that, “some have
one cellphone for business and the other for personal use,” Kanarek says. But Julie Morgenstern, time management
expert and author of “Time Management From the Inside Out: The Foolproof System for Taking Control of Your
Schedule—and Your Life,” prefers a dedicated business landline. “The sound quality can be better than on
cellphones,” she says. Or you can use the phone line that often comes bundled with your cable TV subscription
service as your business number.
If you’re using your own home phone or cellphone for business and don’t necessarily want your personal number
out there, try using Google Voice, which lets you choose a brand new number from Google. “You can keep cycling
through to find a number you like,” says Quinn. “Or you can type in words and see if they have the numbers to
correlate.” If you’re more concerned with missing a call, you can use your existing mobile number with Google Voice
and set it up so that one number rings to all of your phones. The service also provides online voicemail with rough
transcriptions, sent to you by email or text, so you can quickly get the gist of voicemails on the go.
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