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LNP 234 
How to Back up Your Business 

Annette Adamska 
 
 

Kelly: Hi and welcome back to the Legal Nurse Podcast. It's your co-host, 
Kelly Campbell, and you're in for a treat today. We have Annette 
Adamska, and today's topic is "Back Up Your Business: Are You 
Ready for Anything".  

 Welcome, Annette, and thank you.  

Annette: Thank you so much for having me, Kelly. I'm really excited about our 
conversation.   

Kelly: Great. A little bit about Annette: she is the founder of "Back Up Your 
Life and Back Up Your Business". She helps entrepreneurs and small 
business owners document, store, and share the information related to 
their lives and businesses so that they are prepared no matter what life 
might throw their way.  

 Pat Iyer, I think that you sent this woman just my way. I feel like this 
is a special service for me today. Audience, we are in for a treat. 
Thank you so much for joining today.  

Annette: Thank you, Kelly, and you're not alone. This is stuff that is a lot to 
think about and people get overwhelmed. When people get 
overwhelmed, they just don't deal with it. So how do you take 
something head on and be able to roll with those punches, help move 
things forward, and feel that you are really are prepared no matter 
what life can throw your way? 

Kelly: Let me tell you… let's get started and Pat, thank you so much. I feel 
like this was a special treat for me today. Audience, we're going to 
learn a lot.  

 Okay, where do we start? 

Annette: Well there are so many places to start, but I guess we can just talk 
about maybe why it's important to even think about backing up your 
business. I think something people forget about is that it's really for 
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yourself. As business owners or if you are a part of a team, we 
become the brain trust and we know everything in our businesses, but 
then how do we get that information out of our head and into a trusted 
system. People forget that our brains are for thinking and not for 
remembering. We don't have to have all the information at the tip of 
our tongue. We can be able to look and reference something to make 
sure that we have the information.  

 I also think a really important reason to back up your businesses is for 
those you care about. If you are perhaps a solopreneur and have your 
own business, that can be your family, or if you have a bigger team, 
that can be the team that you work with. You can make sure you can 
give the people the information that they need so that you aren't that 
bottleneck. I'm sure we've all had situations where there are people 
waiting for information and how do you make sure you get that 
information to people? 

Sometimes it can be as simple as making sure people perhaps have a 
password that they need to be able to make an update to the website or 
to be able to send that newsletter on your behalf or upload that blog 
post. Thinking about that worst-case scenario with someone that could 
rationally step in and understand what happens, and what's going on in 
that everyday business part of your life.  

Kelly: That's so true. Just as my business grows, I've found that not being 
organized and being organized has made a huge difference, something 
as simple as having a password and being backed up.  

 What else? 

Annette: Yeah, and then that way if they have that information because let's say 
you're out of commission for a short length of time where the business 
needs to close, how can people make sure cases are transferred and all 
the information that needs to get to someone else can get there? 
Maybe that's temporarily or maybe that's long term, and then at the 
end it's really for the health of your business. If you have this 
information and you document, store, and share it, you can do 
something that's crazy for a lot of people, especially if they're 
solopreneurs.  

 You can take a vacation and you can actually… I know it's a…  
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Kelly: What?  

Annette: I know there's that look of shock like "What do you mean", but to 
actually take that time to step away and to unplug. Maybe you have a 
virtual assistant or team members who can kind of keep things 
moving forward so that you can take either a long weekend or maybe 
a whole week, or maybe even two weeks off.  

 There's also the potential if you ever want to sell your business that 
having this work done can make you more attractive to a potential 
buyer. It's the whole notion of wanting to be needed in your business 
but not always being necessary for every single little thing. I think 
that's something especially for people if they are solo-practitioners or 
just have a very small team feel that they are their business. They can 
be, but you can take that moment to step away because then you can 
work on your business and not in your business all the time.  

Kelly: That makes absolute sense. As soon as I started getting organized, 
backing things up, and leaning on others, my business has grown 
exponentially.  

Annette: Congratulations.  

Kelly: Well, no, I say that as a support of what we are talking about. I still 
have a long ways to go, don't get me wrong, but it has made a world 
of difference. What else do we need to do? 

Annette: As a reminder too, we all have a lot of things that we need to do, and I 
think one thing that it sounds like you have really been able to do is 
know what's your zone of genius.  

 What are you good at? What do you love and thrive at, and love about 
having your business? 

 There are times that we get wrapped in "We need to do everything," 
whereas sometimes if you are able to delegate things that you don't 
like, aren’t your skill set or your strength, then you can focus on those 
things that generate revenue for your business and to be able to bring 
more income in, and then you get to support other people as well. I 
think that's one of the best things about having your own business. It 
can really be meeting and working with other professionals. They do 
what they do so well and you're able to do what you do really well.   
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Kelly: That's so true, and it's fun that way too.  

Annette: Absolutely. You mentioned a little bit about password managers, so 
about passwords. One way that you are able to start that process of 
backing up your business is to utilize one. What's really amazing is 
something I think people don't think about. Some people get a little bit 
overwhelmed when it comes to password managers. "How do I get 
started, how secure is it? I want someone to have a password but 
maybe not to see the password." 

 It's really incredible with some password managers. I know, I use 
LastPass personally and in my business. You can share a login and a 
password with someone and they actually don't see that password. 
Maybe you're sharing something like the Netflix account information 
with a family member, or maybe you're sharing a login to whether it 
be where you have some of your online content, your website or 
things of that nature. Depending on the site, you can set it up so that 
people can have their own logins and have limited view potential. 
Even so, typically with most websites, you need to be able to have 
that original password to be able to make any updates. If they don't 
have that password, they can't do that, but they are able to get in and 
do what you need them to do, to kind of help in that delegation piece 
of things.  

Kelly: Can you repeat for our audience what password manager you use?  

Annette: I use LastPass. It's one that's pretty well-known and out there. There 
are also many other options depending on what works best for people. 
A lot of it comes down to people's comfort levels. I think people 
sometimes have a lot of trepidation when it comes to password 
managers, and I think like anything it can be a really effective tool. I 
know some people have passwords that are written down or maybe 
you have it in the notes section of your phone. If someone really 
wants that information, they can get to it.  

 The reason I love a password manager is that you have one very 
complex password that you remember that's your master password 
and then that kind of unlocks your vault where it has all the other 
passwords. All of those passwords, I actually don't know. For 
example, the password to my email account is over 60 characters long 
and I don't have to remember that. It's something incredibly 
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complicated and has letters, numbers, symbols, uppercase and 
lowercase, all the combinations because for me I want to be able to 
feel that I have things secure as I can. I think it's also just important to 
be an educated consumer and to keep an eye out. I also encourage 
folks to use dual factor authentication whenever able.  

 I'm not sure if you're familiar with this? 

Kelly: Yes, I do agree with that. I've had my identity stolen.  

Annette: Oh no.  

Kelly: Yes.  

Annette: Oh, Kelly, that's terrible.  

Kelly: Oh goodness that could be a whole ‘nother show.  

Annette: You've been a victim of identity theft, which happens a lot. It's 
understandable that people are concerned about that, so like anything 
like walking down the street there are risks and especially when using 
online tools. I think it's important to be aware and mindful to make 
sure you are going to a secure site, to make sure when you're checking 
out and putting in your credit card information online that information 
is encrypted.  

 It's kind of knowing what those words are and those key phrases to 
look out for just so that you can feel secure. In the end as I mentioned, 
there are risks in everything and for me I choose to make my life as 
easy and efficient as I can, and also being aware. I’m using that 
password manager and also using dual factor authentication. For those 
who may not be familiar, dual factor authentication is when you may 
receive a text message, a phone call or an email saying, "Someone is 
trying to get into your account, here's the code to be able to get into 
the accounts." You have that additional layer of security.  

 I don't know about you, but I actually get a lot of emails from 
Facebook saying, "Someone has tried to login" and it was like "Nope, 
that was not me." That way I'm at least notified and can say, "No, 
that's not me.” How do we go and kind of move forward and go about 
your day in your life? 
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Kelly: That's right, it's worth the second email to punch in a code.   

Annette: Absolutely and also to remember that if you use a password manager, 
that's their one job. It's to generate passwords and to keep that 
information safe, so the fact that can be their zone of genius and that's 
what they do well, and I don't have to worry about it. I know where 
my strengths are, and I don't won't to have to worry about this is a 
variation on the password that I have for this thing and then you forget 
that one, and then it changes everything else. If you take a look at how 
many online accounts you have whether it be personally or 
professionally, there are dozens if not hundreds for many of us 
because every site you're on you need a different login.  

Kelly: And it's still my nemesis. I do have a password manager, but I still 
have accounts where I'm like, "What was my password? Was it my 
dog’s name? Was it my teacher's name?" I was one creative girl let me 
tell you.  

Annette: In the moment you feel so wonderful. "I've come up with this great 
password," and then you can't even remember it yourself, so that is 
not setting yourself or your business up for success.  

This is Pat Iyer. Before we continue with the show, I am going to describe an 
essential resource for a legal nurse consultant 
business owner. I wrote this book, How to Manage 
Your LNC Business: Top Tips for Success. This 
book is focused on how you can successfully 
manage your LNC business. 
 
Section One focuses on the business processes that 
allow you to profitably manage your business. You 
will learn how to map out your business and 
pinpoint the essential factors. This section includes 
pointers for financial management, as well as how 
to accomplish your goals. You will discover to get 
more done through controlling distractions and 
effectively outsourcing and hiring. 
 
Section Two includes tips on the most important 
relationship in your business – the one you have 

with your clients. You’ll learn how to deepen your connections with your clients 
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through your communications. When conflict or the need to negotiate arises, the 
tips in this section will give you the confidence needed to tackle some of the 
world’s best negotiators. Lastly, you’ll see how an attorney views the skills of an 
LNC. 
 
This book is one in a series designed to give you the essential knowledge you need 
to grow your business. Order this book at http://LNC.tips/creatingseries and use the 
code listened in the promo coupon box for a 25% discount.  
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Kelly: No. Audience, we need to really listen to her. Okay, so what are some 
strategies to start the process of backing up our business? 

Annette: In the work that I do with my clients, for me it all boils down to the 
framework that I use. Imagine a triangle and at the top of the triangle 
is document, the next is store, and the other is share. When you're 
thinking about backing up your business, you need to have all three of 
these items. You can't just have one or two. It's like that three-legged 
stool. You need those three points to really support yourself.  

 Breaking it down to information about your business, is it documented 
somewhere, is that stored properly and then have you shared that with 
people? 

 A lot of people can maybe do the work to document and store it, but if 
no one knows the information it's like you haven’t done the work.  

Kelly: Right and as your business grows, I mean so that you can take those 
vacations, the real vacations. Someone needs to be able to know to 
operate the business, sharing information.  

Annette: Exactly and to pick that trusted system and not to have things in too 
many places. What I like to talk of is about the roadmap, so maybe in 
one document you're not going to have every piece of information. 
You don't want to put your bank account information or your 
passwords for that, but at least for them to know where do you bank, 
how many bank accounts you have, where's the checkbook, and do 
you even have a checkbook? Many people just cut checks online 
doing their bill pay, so they actually don't even need to have a 
physical checkbook anymore. They can just have things sent on 
demand if you were.  

 I think also an important piece to remember about this work is that it 
doesn't happen overnight. This is a lot, especially if you're talking 
about your business and you're talking about documenting, storing, 
and sharing all the information related to your business. That's a lot 
and even if you are a solopreneur with a service-based business it can 
be really overwhelming. Take that deep breath and just pick one thing 
and be methodical about it.  
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 For my clients, I recommend breaking things down into those bite-
sized tasks and maybe you just carve out 30 or 60 minutes a week. 
When you start to kind of do that work, you build that momentum and 
for a lot of people they feel that weight being lifted off of their 
shoulders. A lot of times, we don't even realize that we're carrying it 
around with us, all this information and data in our head about our 
business.  

Kelly: I'm sitting here listening and shaking my head like "Yes". My to-do 
list, I'm gathering it in my head. I got to get it out of my head.   

Annette: Get it out of your head. Get it on paper or Evernote or whatever the 
system is that works for you. That's the thing too, that different things 
work for different people and organizing is not one size fits all. That's 
what I learned a lot in my former life as a professional organizer 
doing hands on residential organizing. It's really understanding and for 
me I helped my clients in understanding what are their goals, and then 
how do they get there.  

Kelly: Will you come to Pennsylvania?  

Annette: Kelly, I do work with people in-person and also online. We use Zoom 
where we're able to really see each other and help get things through. 
We can certainly talk after if you're interested.  

Kelly: Okay. I'm sorry for interrupting.  

Annette: Oh, not at all.  

Kelly: Audience, we need her. We really need her. Okay so what resources 
are out there and how can you help? Well, first, before we get to you, 
what are some other resources that you suggest besides password 
managers? 

Annette: It's actually really interesting. We mentioned a little bit about the other 
side of my business, the "Back Up Your Life", and there are a lot of 
resources for that, but I actually realized there are fewer for backing 
up your business in this specific way because I look at things in a 
more holistic approach. There are certainly resources out there to help 
with creating those standard operating procedures and for people to 
think about things in one way. Not necessarily looking at all of that, 
especially for people who are entrepreneurs, solopreneurs and have 
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small businesses, which I find very interesting. It’s part of the reason 
naturally I started off with "Back Up Your Life", but especially for 
people who are business owners, their businesses are such a big part 
of their life. It becomes this whole other piece. It's a huge piece of that 
pie of life as I talk about a lot with my clients.  

 There are certainly, if you look at ways like standard operating 
procedures, different on-boarding tasks, especially if you're working 
with virtual assistants or other team members. There hasn't necessarily 
been something that covers things in a way that I would hope things to 
be covered in that more holistic way.  

Kelly: All right, well how can we get ahold of you and how can you help 
because I'm sending you to Pennsylvania to help me.   

Annette: We can certainly talk if you get a group together. We can always do a 
group program there. I do work one-on-one with business owners and 
entrepreneurs with "Back Up Your Business". We can work together 
like we're doing right now. You can't see us but we're actually on 
Zoom, so we can see each other’s faces and the great ability of screen 
sharing we will be able to guide people through the process and really 
break things down to help them really lay things out.  

 I've created something that I call the "Back Up Your Business 
Blueprint" which really lays out all that information you want to 
document, store and share. A lot of it is just not having to think about 
have I forgotten something, or have I gotten everything. It's really 
giving people a format to be able to do that brain dump, take that 
information in their head and get it out on paper or whatever that way 
is.  

 For people who are local in the Raleigh Durham area of North 
Carolina, I do offer in-person boot camps. They are small groups of 
other business professionals to get together and start working on those 
plans. For those who are interested in more of a do-it-with-you 
approach, I've developed this "Back Up Your Business Blueprint" that 
I talked about that lays out the information and then also comes with a 
series of eight-week video tutorials, so you know what to document. 
You carve out an hour a week to really help get you that jumpstart and 
to get things started. You also get access to a Facebook group where I 
will do weekly Facebook Lives to answer any questions. There's also 
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implementation time for you and your peers to really just get things 
done.  

 Also, something people forget depending on the business, for some 
people it would be them doing the work and implementation or 
perhaps they have an assistant or a team member who can do that for 
them. You don't necessarily have to do the backing up of the business. 
You can give someone the ability and the tools to be able to make that 
happen.  

Kelly: Fabulous.  

Annette: If you would like to connect with me, my website is 
www.letsbackupyourlife.com and also 
www.letsbackupyourbusiness.com. Spelling can be hard sometimes I 
have to tell you. It's the downside of a longer business and URL, so 
thank you for your patience everyone.  

 On my page at the top of it you can actually sign up for a 
complimentary 30-minute consultation if you would like to be able to 
meet via Zoom, understand the process more and see if we're a good 
fit. At the top, you can also find links to my social media channels by 
LinkedIn, Instagram, Facebook Business Page and also YouTube 
where I have a lot of life and legacy organizing tips that I'm working 
on building up. At the bottom of the page, you can sign up for my 
newsletter where I send those tips directly to your inbox twice a 
month.  

Kelly: Fabulous. I will definitely be signing up and after we're done 
recording you and I are going to chat.  

Annette: Okay.  

Kelly: You know, audience, we can as always get these podcasts transcribed, 
so don't forget to do that. Tune in next week and don't forget to like 
us.  

 Thank you so much and don't sign off.  

Annette: Thank you so much, Kelly.  

Kelly: Thanks, audience. Tune in next week. Bye-bye.   
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I invite you to listen to Legal Nurse Podcast on a weekly basis. We have new 
shows coming out every week - twice a week. Mondays are interviews with guests. 
Wednesday as are my comments on the same topic as the guest covered but with a 
different twist a different angle. And that's what I've done for you today. 
 
Be sure to sign up to receive the transcripts of our podcast. We get these podcasts 
transcribed. I personally proofread every one of them and would love for you to 
request to receive the transcripts. They are great to have when you want to refer 
back to the content of the show but don't have the time to listen to the whole show 
again. Be sure to give us a review on iTunes. We're always interested in comments 
about the show and look forward to having you listen to the next show. 
 
Be sure to get your copy today of How to Manage Your LNC Business: Top 
Tips for Success. Go to the link http://LNC.tips/creatingseries and use the code 
listened to get a 25% discount.  
 
I’ve got a phenomenal resource for you just waiting on LegalNurseBusiness.com. 
My online training and books are designed to help LNCs discover ways to 
strengthen their skills and businesses. Check them out at legalnursebusiness.com. 
 
Many of us are lifelong learners who enjoy the chance to keep expanding our 
knowledge. Just like the book of the month clubs, LNCEU.com gives you two 
online trainings every month. We have a yearly payment plan that saves you over 
$50 compared to paying monthly, and each program is hugely discounted. Look at 
the options at LNCEU.com. 
 
The LNCAcademy.com is the coaching program I offer to a select number of 
LNCs. You get my personal attention and mentorship so that you can excel and 
build a solid foundation for your LNC practice. Get all the details at 
LNCAcademy.com. 
 
 


