
Generally, a mobile office includes all of the items you need to get your job done while away from a primary, stationary work area. However, some mobile workers 
don't have an office with four walls and a filing cabinet—their office exists in their vehicle, a hotel room, an airport lounge, or a client's waiting area, depending on 
the circumstances. Being productive requires flexibility, which necessitates having tools and services that support business tasks: voice calls, conference calls, 
faxing, messaging, web browsing, email, document creation and editing, file transfers, printing, and more.  

 
All of these tools and services require connectivity, too, whether over a cellular network for phone conversations, to connect to the internet or a corporate intranet, 
or between devices for printing and file exchange.  

Consider also that all of these elements of an ordinary office environment must be available and reliable when the worker is traveling across town, to another state, 
or internationally, all beyond the easy reach of IT personnel. The mobile worker, in many cases, is his own IT technician. He has to set up applications on the fly, 
resolve connectivity issues, and "make it happen," all while maintaining a level of productivity conducive to business goals.  

Before you begin exploring devices and connectivity options that support your mobile lifestyle, it's helpful to understand general types of mobile workers and their 
communications needs.  

Types of mobile workers and communication needs  
According to the Yankee Group, there are three main types of mobile workers:  

• Intraoffice mobile worker: This type of employee works in a campus environment (think nurses and doctors) or moves about between different 
locations within an office.  

The intraoffice worker might have a central desk to which she returns but is often moving about attending meetings or otherwise interacting with colleagues or 
clients in different settings.  

• Local traveler or field worker: This type of employee is someone who travels within a local metro area for work. Examples include sales staff with 
local territories, and field technicians. The local traveler/field worker might get around by car or truck, or use public transport.  

• Long-distance traveler: This worker is someone who travels outside his or her local area for work. Sales people and consultants are two examples. 
The long-distance traveler might be making stops around the United States or internationally.  

In addition to different types of mobile workers, there are different types of communications required by mobile workers. Not all types of mobile communication 
have the same function. A brief overview of how they generally differ will help you begin putting together a portfolio of devices, services, and tools best suited for 
your personal business needs.  

The Yankee Group also identifies types of mobile communications, which can be divided into three main categories (some examples fit into more than one 
category):  

• Real-time: Real-time communication is instantaneous; as soon as one person expresses a thought or idea, it's available to the other person, as in a 
face-to-face conversation. Examples of real-time communication include phone conversations, IM (instant messaging) sessions, and web conferencing.  

• Near-real-time: This type of communication is slightly delayed in reaching its recipient. This could be because the technology used can't send 
information instantaneously, or because social norms make it acceptable for the recipient to not look at or listen to the information or respond to it immediately. 
Examples include text, email, and voicemail messages.  

• Non-real-time: In this form of communication, there's a significant delay between when a message is sent and when it's received. Again, this could 
be because of technology limitations or because of social norms. Examples include snail-mail letters, but can also include email and voicemail.  

For maximum productivity, mobile workers frequently use one or more collaboration tools to get tasks done that involve input from colleagues and clients. These 
tools include blogs, wikis, email lists, message boards, document-creation tools such as Google™ Apps, calendaring, file sharing, online application suites, online 
meetings, project management, and CRM (customer relationship management) systems. Many of these tools have capabilities designed especially for cell phone 
and smartphone users (such as text alerts). All of them are web-based by nature or come in web-based versions, so you can use them from any device with an 
internet connection and web browser. Some of these collaboration tools are discussed in depth in Lesson 3.  

Understanding all of these options is the first step toward developing your personal mobility portfolio—wireless tools you need to efficiently perform business tasks. 
The next section covers a mainstay of the mobile professional: cell phones and smartphones.  

Examining phones and communication methods    
As a mobile worker, you need some kind of phone that can easily move around with you. This section will help you decide whether you can stay with a basic cell 
phone, or if a smartphone is more appropriate. Other options include VoIP (Voice over Internet Protocol) over a cordless phone or a softphone with a USB 
(universal serial bus) handset.  

Basic cell phone  

If you really just need a way to be accessible by phone no matter where you are, and you don't need access to email except when you're using your desktop or 
notebook computer, a basic cell phone is probably the best choice for you. Besides, even a basic cell phone usually comes with voicemail and texting 
capabilities. In addition, you can sign up for an unlimited texting plan and get text alerts from an online scheduling application such as Google Calendar.  

To select a basic cell phone, first determine which carrier has the best coverage in the area you'll be calling from most often. (Service and connectivity options 
are covered fully in Lesson 2.) Then try out phones at a retail store for that carrier; unless you've used the exact same model before, a cell phone is not 



something to buy sight unseen.  

Smartphone  
If you need the ability to make phone calls, send and receive email and text messages, and access your email client or other address book program contacts at 
all times, a smartphone is the right choice for you. A smartphone is the modern equivalent of a cell phone for voice calling, and a PDA (personal digital 
assistant) for document creation and editing, web access, calendaring, and personal information management—much like a miniature computer.  

As with basic cell phones, the most important consideration is carrier coverage. Connectivity for 4G isn't as widely available as 3G service, and traveling 
internationally can present its own challenges. Once you pick a carrier, test smartphones at a retail store or ask to try the smartphones your colleagues use.  

If you decide to get a smartphone, assume you'll also sign up for an unlimited data plan, which might or might not include texting. These plans cost $15 or more 
per month, in addition to voice service. You need a data plan to access the internet, although Wi-Fi can be used in some situations, and also to get a deal on the 
smartphone itself from the carrier you pick.  

Secondary to carrier coverage when selecting a smartphone is the type of operating system (platform) it runs. This affects how well the smartphone integrates or 
syncs with your notebook PC and various productivity and communications services. It also affects how many different applications, and of which type, are 
available for your smartphone.  

The most popular PDA/smartphone platforms are:  

BlackBerry® OS: One of the most popular smartphone OSs (operating systems) for mobile professionals in the United States, it's designed 
specifically with business user needs in mind.  

BlackBerry OS is proprietary to devices made by RIM (Research in Motion), which are available paired with voice service from all of the major U.S. carriers. 
BlackBerry is a good fit for many U.S.-based business users.  

Windows Mobile®: This is a ubiquitous OS in the smartphone arena, especially among business users who rely heavily on Microsoft Windows® 
and Office® applications.  

Android: Offered by Google and based on Linux, the Android OS is quickly becoming a favorite of smartphone users.  

iOS®: This OS is used on the Apple iPhone® and other Apple products, and is highly popular with consumers and business users alike.  

Palm webOS™: The replacement for Palm OS®, it runs on Palm products.  

Symbian OS™: Globally the most popular smartphone OS, but less common in the United States. Symbian is used more in areas where GSM 
cellular technology dominates.  

 
If you work for a company with an IT department, you need to check with your IT staff about remote smartphone access for email and other company intranet 
functions, and this may require some specific configuration changes to your phone. This topic is covered more in depth in Lessons 3 and 4.  

VoIP and softphones  
A VoIP service uses a broadband internet connection to send and receive calls. A special router device plugs into your broadband internet port using Ethernet or 
a USB port, or you can attach a cordless phone to the router for making calls. Because the VoIP number is tied to the router, you can plug in the router and 
phone anywhere broadband internet is available—your number and calling features travel with you.  

A variation on the idea of VoIP comes in the form of a softphone—a software application paired with a low-cost or free internet-based calling service. Well-
known softphone applications are Skype™ or Google Voice™. With a softphone service, you install software on your computer for dialing, and then connect 
some type of microphone or speaker device to talk and listen with. This can be a headset, a USB phone, or a device with similar functionality.  

Softphone services vary, but they're usually free if you and the person you're calling are both using the same service. Google Voice lets you make free calls in 
the United States and Canada regardless of the service the callee uses.  

If you're a frequent traveler and need a way to keep your phone bill under control, consider supplementing your mobile portfolio with a softphone service. It won't 
replace a cell phone or smartphone though.  

Next, take a look at portable computers and accessories.  

 

Exploring portable computers and accessories   

As a mobile business user, you need some type of portable computer, and mostly likely this will fall into the general notebook category. Most mobile users buying 
a notebook PC for business select one as a desktop replacement, or a thin and light model for ease of travel. However, niche needs might warrant a special type 
of mobile computer.  

Specialized notebook PCs and related devices  
Netbooks  
Netbooks are characterized by their small size (7- to 10- inch screens), low price, lean and efficient operation, and features optimized for internet access and 
core computing functions only (either using desktop or cloud computing applications). If you need a highly portable computer for getting business tasks done 



using web-based applications, a netbook might be a mobility tool appropriate for you.  

Netbook users generally use them as a supplementary device along with a more full-featured notebook PC for certain business tasks.  

Ruggedized notebooks  
These notebooks are ideal for persons working in harsh conditions or prone to damaging a portable computer. Ruggedized notebooks have sealed keyboards 
and casings, protective coverings for external ports, and tough exteriors. This means they can withstand exposure to liquid, extreme heat or cold, dust, sand, salt 
spray, humidity, drops, and vibrations. They also can operate without a problem in close proximity to radio or power transmissions.  

Ruggedized notebooks usually cost two to three times more than ordinary notebook models. The cost of this specialized type of portable computer can be 
justified by field personnel, for example, who require a sturdy computer in extreme environments.  

Tablet PCs  
If your work involves a lot of note-taking and drawing or diagramming, and you find keyboards and mice awkward for this type of data entry and manipulation, you 
might want to opt for a tablet PC. This type of computer is characterized by a touch-screen that swivels on its base to fold flat over the keyboard. You then use a 
stylus or your fingers to input and manipulate information. Tablet PCs generally cost about twice as much as ordinary notebook PCs.  

Accessories  
There are many accessories you might want to consider as add-ons for your main mobile devices. They're described in the following sections.  

Bluetooth headsets and keyboards  
Virtually all modern cell phones and smartphones come with built-in Bluetooth connectivity, so you can pair these devices with a wireless headset for hands-free 
talking. If you do a lot of data entry (think texting, document editing, and email) on a smartphone, investing in a portable, Bluetooth keyboard might be a good 
idea to save your hands from getting cramped.  

If you travel by car in a state where using handheld devices while driving is illegal, a Bluetooth headset or Bluetooth functionality built into a vehicle is essential.  

PC Card/ExpressCard for WWAN access on a notebook PC  
If you frequently find yourself in locations without Wi-Fi or other types of internet connections, investing in a WWAN PC Card or ExpressCard for your notebook 
PC might be a smart idea. This lets you access the internet using a cellular service. Many notebooks now come with this capability built in. You can also get a 
personal Wi-Fi router, which provides Wi-Fi access to nearby devices but connects to the internet via a cellular connection. Another alternative is to use your cell 
phone or smartphone as a modem by connecting it to the notebook with a data cable (called tethering). Check with your cellular carrier for options.  

Part of the problem of WWAN access in general is that you're tied to a specific carrier for service. If you travel to a location the carrier doesn't cover, you can't 
connect over a WWAN connection. One solution is the Gobi chipset from Qualcomm, which is appearing in many notebook PCs. With Gobi, you can switch 
between different WWAN carriers on the fly.  

External drives and remote backup services  
For portable file transfers, flash or keychain drives are handy. Prices have dropped significantly in the past few years; a rough estimate is that you'll pay $10 to 
$15 per 8 GB (gigabytes) if you buy online. For backing up your valuable data and settings, an external flash hard drive is an important part of any mobile 
portfolio. For about $100, you can get a USB external hard drive with 1 TB (terabyte) or more of space to make copies of all your data.  

If your notebook PC doesn't have an internal CD/DVD drive, you can buy one that plugs into a USB port. Not all of these portable drives burn discs, so if you 
need that functionality, read the product description carefully before purchasing.  

Remote backup services, or online backup services, constantly monitor your hard disk for changes and then back up files or parts of files continuously. Examples 
of remote backup services include SOS Online Backup and Carbonite.  

Docking stations for notebook PCs  
If you split your computing time between being office-based and being mobile, a docking station can save time and hassle when you return to your desk. At your 
home or office desk, you plug all the standard peripherals used—printer, scanner, external monitor, Ethernet connection, full-size keyboard, external CD/DVD 
drive, and external hard drive—into the station. Then you plug your notebook into the station using a special port. Presto: instant desktop setup.  

You can get universal docking stations that work with a wide variety of notebook models, and many are small enough to fit in a briefcase or shoulder bag if you 
want to take some accessories on the road.  

USB monitors  
You might find that having a second monitor, connected to your notebook via USB, is a real productivity booster. Prices vary significantly depending on size and 
resolution. Low to mid-range USB flat-screen monitors sell for roughly $250 to $400.  

GPS (Global Positioning System) receivers  
Many notebook PCs and other mobile devices now come with built-in GPS functionality, which usually requires a service plan with a carrier. If you need it but 
your devices don't have it, you can get GPS receivers that connect via USB, PC Card/ExpressCard slot, or Bluetooth.  

Batteries and chargers  
To extend the battery life of your notebook computer, consider acquiring a special unit that's called a battery slice. This attaches to the docking port on your 
notebook (if it has one), and is thus proprietary depending on which model of computer you're using. Battery slices usually add 2 to 12 hours to the amount of 
time you can work unplugged.  

If a battery slice isn't available, investing in a second or even a third battery for your notebook PC and mobile phone can really come in handy if you spend a lot 



of time away from power outlets for recharging.  

Look for batteries with a high cell count for longer operating times.  

A variety of chargers and battery-extending devices are also available to provide more "talk time" on your mobile phone between charges. Check with your 
carrier to get a general sense of options, and then look online for deals. You might also need to buy an adapter to plug the unit into your mobile phone. These 
products come in a variety of formats, including those that recharge using solar power or hand squeezing or cranking.  

Locks or cables for notebook PCs  
Most modern notebook computers have a connector of some sort that can be used to lock the computer to a solid surface to prevent theft. This is done with an 
accessory that looks like a miniature bicycle cable lock. If you do a lot of computing in places where you need to occasionally get up and move around without 
packing up your notebook (for example, to visit the restroom), a lock is a necessity.  

Although locks and cables can help secure a device, you should never leave a device completely unattended in high-traffic public places, such as libraries, 
airports, restaurants, and coffee shops. Locks are more suitable for temporary work locations in which the likelihood of theft is present but low, such as client 
sites.  

Now that you understand the device and accessory landscape, let's begin matching them to the needs of mobile workers.  

Matching needs to your mobile worker profile   
To put all of the various options together in a practical way, the following table defines four different types of business mobility users and outlines a sample 
portfolio for each. You can use this section to better understand your own mobility profile, and then pick the most appropriate devices and services. Notice that 
each of these sample portfolios includes a mobile phone, a mobile computer, backup drive, and a variety of accessories and services and tools. This illustrates 
the basic types of components that any mobile worker needs, with variations according to differences in job functions.  

Worker Category  Sample Portfolio  

Intraoffice mobile worker  Smartphone with texting and data plans  

Bluetooth headset  

Mid-range notebook or tablet PC  

External hard drive or remote service for backup  

Docking station  

Online fax service  

Google Apps account  

Web-based CRM solution  

Local traveler or field worker  Smartphone with texting and data plans  

Ruggedized notebook or tablet PC with built-in Wi-Fi  

3G or 4G PC Card/ExpressCard  

Mobile faxing solution  

Flash drives (keychain size) and larger, external flash drive  

GPS receiver  

Backup batteries for notebook PC and smartphone  

Battery slice for notebook or tablet PC  

Portable charging unit for mobile phone  

Email list, message board, or forum for client tech support  

CRM solution  

Long-distance traveler  Smartphone with built-in Wi-Fi, and texting and data plans  



USB keyboard for smartphone  

Bluetooth headset for smartphone  

Thin and light notebook PC with built-in Wi-Fi and Bluetooth, and possibly a Gobi chipset 

External hard drive or remote service for backup  

3G or 4G PC Card/ExpressCard  

Softphone  

Online fax service  

GPS receiver  

Lock or cable for notebook PC  

Backup batteries for notebook PC and smartphone  

USB CD/DVD drive  

Google Apps account  

Online videoconferencing account  

Telecommuter  Cell phone with texting plan  

VoIP phone/service  

Desktop replacement notebook with built-in Wi-Fi  

Docking station  

External hard drive or remote service for backup  

USB monitor  

All-in-one printer and online fax service  

Google Apps and a web-based project management service  
Table 1-1: Sample portfolios for mobile business users.  

Which profile most closely matches your business style? Do you fall firmly within one of the profile types, or are you a hybrid of two or more profiles?  

Now that you have an idea of how to begin matching devices and services to types of mobile employees, read on to explore considerations for balancing your 
mobility business needs with your company's ability to provide them.  

Balancing business needs with company resources and policies     
Although a healthy percentage of SMB (small and medium-sized business) employees are mobile, many IT departments haven't yet implemented company-wide 
mobile solutions, forcing many employees to rely on consumer-level products to perform their jobs. This section briefly explores things to keep in mind as you 
determine the devices and services you need (or want) versus your company's resources and policies.  

Understanding the role of IT staff and company policies  
As you're no doubt aware, the IT staff—even at a small company—is primarily concerned with maintaining control over information and systems to make sure 
they work as intended, to minimize downtime, and to ensure that company policies are upheld. This central role of IT personnel presents both an opportunity and 
a challenge for you. When you use mobile devices out of the office, you get used to getting the job done in whatever way possible. This, however, can conflict 
with security provisions and policies set forth by IT staff.  

Keep in mind that many of the policies are intended to protect you, your co-workers, and the company-owned data on your devices, and aren't meant to simply 
restrict your flexibility. Modern mobile devices and services being what they are, you'll often find there's more than one way to comply with company policies.  



Getting the support you need  
If you cast off completely on your own, and don't seek help from IT staff when trying out new mobile solutions, you won't be as safe and you might not be able to 
get the help you need when you need it. If you have the desire or need to frequently test new solutions without interference, work with your IT department first to 
develop some type of "walled system" for protecting established systems and data from the un-tried and possibly not-true new mobile tools.  

If you need remote access to your company's intranet, you'll have to work with the IT staff to configure your devices and services so you're able to do what you 
need to do securely.  

Viewing IT staff as a helpful resource, and working with them to keep your mobile devices and services running smoothly and safely, is the best strategy. This 
may require some patience, but it will pay off in good rapport when you need help 

 


