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Donald Tomoff, CPA, MBA

Don is the founder of Invenio Advisors LLC, a consulting firm specializing in information
management, process improvement, reporting and data analysis, as well as education and
training. Don's experience includes “Big 4” public accounting, senior-level industry finance
positions, and consulting. Don's industry experience includes serving eight years with Jo-Ann
Stores as VP, Finance and Treasurer.

Since 2010, Don has focused his efforts with executives and companies on many digital process
improvement, data analytics and training initiatives, including developing and implementing mobile
information strategies. His efforts are focused on the identification of process improvement
opportunities, and leveraging readily available technology tools to drive that change. In addition

to consulting, Don speaks at various conferences, including the IMA National Conference in
Indianapolis, IN.
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Automation In Excel: Using Macros Without Understanding Code (VBA)

CPA Firm Business Development: Don't Miss The Data Analytics Opportunity

Custom Excel Training: Basic to Beginner Advanced

Excel — Young Professionals: Skills to Jump Start Your Career

Excel Data Management: Tables and Pivot Tables Challenge

Excel Essentials & Intro to Data Analysis For Accounting and Finance: Part 1 — Excel Basics and Best Practices

Excel Essentials & Intro to Data Analysis For Accounting and Finance: Part 2 — Formulas and Functions: Best
Practices and Top Functions To Understand

Excel Essentials & Intro to Data Analysis For Accounting and Finance: Part 3 — Data Management & Introduction
to Power Query

Excel Essentials & Intro to Data Analysis For Accounting and Finance: Part 4 — Data Analysis, Pivot Tables and
Power Pivot

Excel Productivity: 5 Excel Tips and Techniques to Massively Boost Team Productivity
Excel, Power Bl and Data Analysis — Eliminating the Paralysis of the Analysis

Excel, Power Bl and Data Analysis — Eliminating the Paralysis of the Analysis

Excel, Power Tools, and PowerBI: Upping Your Data Analytics Game

Excel: 5 Reports Your CFO Wants (But Probably Doesn’'t Have) — Developing an Anticipatory Mindset
Excel: 5 Tips for Understanding a Complicated Spreadsheet

Introduction to Data Analytics with Power Pivot

Introduction to Microsoft OneNote

Introduction to Data Analytics with Power Query (Get and Transform in Excel 2016)
Stand Out with Your Excel Skills: Key Capabilities to Set You Apart

Tech Trends for Accountants: What To Know and What You Can Do About It

The Big 5: Excel and PowerBI Data Topics

The Essentials of Data Analytics: Excel & PowerBI

Welcome To The Future: Forget “Excel” — Understand Today’s Excel
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“Your net productivity is the balance of the productive
and unproductive forces in your life.

A great deal of time and energy is spent thinking about
how to increase effort, but there is a lot to be gained by

reducing friction.

A car will travel faster not only if you press the
accelerator, but also if you remove the speed bumps.”
— James Clear



Learning Objectives

1. Recall the key concepts and principles of “The more that
personal knowledge management (“PKM”) and yl;’?grree?:i’nise
how they apply to business and your career. you will know.

2. Recognize why a PKM system is essential for The more that

career growth and innovation. you learn, the
more places

. D ' for impl '
3. Determine a strategy for implementing and ol E

leveraging technologies for a PKM system.
4. Select various tools to start your PKM process. - Dr. Seuss
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Agenda

Introduction
What Is PKM?
Key Concepts

Frameworks
Tool Recommendations

Case Studies — Demos

Wrap Up
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My goal today...

s wh =

Simplify the topic of PKM.

Relate this to YOU. Your World. Your Workflow.

Provide a broad view of technologies.

Understand it IS NOT the technology — it's the
process.

Arm you with frameworks and resources to
move forward.

Your mindset is everything!

“‘Simplicity is
the ultimate
sophistication”

- Leonardo da
Vinci
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My goal today...

1. Simplify “Simplicity is

the ultimate
2. You sophistication”
3. technologies

- Leonardo da
4 Vinci
process

5. frameworks
0. mindset
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~ Thelongest
journey begins
with one

small step.

ACHIEVEMENT

Pass ItOn.com




Let’'s Time Travel...

“Innovation
requires an
experimental
mindset.”

Bindersj e

- Denise
Morrison

NOVEMBER2000]
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Let’'s Time Travel...

- ’ | “Innovation
Organization|ofifilesi ==} reqwr_es an
by/number! . ‘ experimental

: | ﬁ.m‘ mindset.”
- Denise
Morrison
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What Is PKM?



Personal Knowledge Management (“PKM?)

1.

12

“Personal knowledge management (PKM) is a
collection of processes that a person uses to
gather, classify, store, search, retrieve and
share knowledge in their daily activities

(Grundspenkis 2007) and the way in which these
processes support work activities (Wright 2005).

It is a response to the idea that knowledge
workers need to be responsible for their own

growth and learning (Smedley 2009).

https://en.wikipedia.org/wiki/Personal knowledge management
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https://en.wikipedia.org/wiki/Knowledge
https://en.wikipedia.org/wiki/Personal_knowledge_management#CITEREFGrundspenkis2007
https://en.wikipedia.org/wiki/Personal_knowledge_management#CITEREFWright2005
https://en.wikipedia.org/wiki/Knowledge_worker
https://en.wikipedia.org/wiki/Knowledge_worker
https://en.wikipedia.org/wiki/Personal_knowledge_management#CITEREFSmedley2009
https://en.wikipedia.org/wiki/Personal_knowledge_management

PKM For Career Growth

PKM involves systematically organizing and utilizing knowledge to
enhance productivity, continuously develop skills, and achieve
professional goals.

1. Productivity — streamline workflows, reduce effort searching

2. Skill development & Learning — tracking/progress to new
skills, maintain repository of resources

3. Professional networking
4. Goal setting and Achievement

Business Learning
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PKM For Innovation

PKM fosters creativity and collaboration by efficiently capturing,
sharing, and applying insights, enabling individuals and teams to
stay ahead of trends and drive new ideas.

1. Creativity & ldea Generation — capture ideas and
brainstorming

2. Facilitate Knowledge Sharing — share insights, build
collaborative environment

3. Monitor Trends & Research — curate a knowledge base

4. Robust Search & Retrieval — instant retrieval of critical

information
y é\ Business Learning
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Key ldeas

15

1.

Productivity and Efficiency. PKM helps individuals
systematically organize and access their knowledge,
reducing time spent searching for information and enabling
more efficient decision-making and task completion.

Learning and Growth: By effectively managing knowledge,
PKM fosters continuous learning and skill development,
ensuring that individuals stay up-to-date with industry
trends and can adapt to new challenges.

Innovation and Creativity. A well-structured PKM system
encourages the capture and sharing of insights, promoting
collaboration and the generation of new ideas, which are
essential for innovation in both personal and professional
contexts.

“In today's
information-driven
world, the ability to
manage
knowledge
effectively is what
separates
successful
individuals and
organizations from
the rest.”

- Thomas
Davenport

@ Business Learning
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Key Concepts to Developing a PKM System

17

© NOOAE Wb~

"Effective Personal

Awareness e
: Management is the

SeCUFItV key to unlocking
D ig ital your potential and

o _ staying ahead in
Accessibility (Mobile) an information-

driven world."

Cloud
Automation
Gen Al
Search
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1 - Awareness

Awareness is about creating a process to stay informed and
understand what is happening around you, ensuring that the
knowledge and information you accumulate are relevant and
aligned with your goals and tasks.

Let’'s analyze this with ChatGPT

18
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https://chatgpt.com/share/48e131ef-3707-47e4-bf51-49aa94f5ecbb

2 - Security

Security ensures that your personal knowledge assets are
protected from unauthorized access, breaches, and potential
data loss, while also including a robust password management
process for quick and secure access to your information.

Let’'s analyze this with ChatGPT

19
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https://chatgpt.com/share/e56d3360-71f3-431c-811f-2f58b389c9af

3 - Digital

Digital emphasizes the integration and utilization of digital tools
and platforms to manage, store, and retrieve knowledge
efficiently. This approach fosters a paperless environment,
leveraging technology to enhance the organization, accessibility,
and sharing of information.

et’'s analyze this with ChatGPT

20
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https://chatgpt.com/share/7cf054a2-a99d-4c51-81fa-4d87eb23806b

4 - Accessibility (Mobile)

Accessibility, particularly on mobile, emphasizes the importance
of having seamless access to your knowledge and information
across devices, anytime and anywhere.

Let’'s analyze this with ChatGPT

21
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https://chatgpt.com/share/2e5f2b05-cbdb-46bf-b4c8-cc765aeab0e4

5 - Cloud

Cloud-based PKM leverages online storage and services to
manage, sync, and access knowledge and information across
multiple platforms and devices.

Let’'s analyze this with ChatGPT

22
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https://chatgpt.com/share/86511b46-c88e-488d-85c3-06bff6e3543c

6 - Automation

Automation in PKM refers to using tools and processes to
streamline the collection, organization, retrieval, and sharing of
knowledge, reducing manual effort and increasing efficiency.

Let’'s analyze this with ChatGPT

23
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https://chatgpt.com/share/9b6081ce-3f2e-4d7a-8a2c-752a4eacbff2

7/ - Generative Al

Gen Al in PKM incorporates generative artificial intelligence to
enhance the discovery, creation, and management of
knowledge, offering advanced insights and automated
assistance.

Let's analyze this with ChatGPT

24
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https://chatgpt.com/share/346db915-f541-4cac-8415-47420f23243d

8 — Search

Search pertains to the capability to quickly and effectively locate
specific knowledge and information within your personal
knowledge repository using advanced search tools and
techniques.

Let’'s analyze this with ChatGPT

25
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https://chatgpt.com/share/6f87b563-4ef9-4b6e-92c5-64cd0c6ee288
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Concept of “Second Brain™?
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'SECOND
&4 BRAIN
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Created by Tiago Forte (website)
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‘A "Second Brain" is a personal knowledge
management system designed to help individuals
capture, organize, and retrieve information
efficiently. The goal is to create a digital
repository where you can store valuable
knowledge outside of your mind, allowing you to
focus on creativity, problem-solving, and decision-
making without the cognitive overload of
remembering everything.”
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ChatGPT Thread
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https://fortelabs.co/
https://chatgpt.com/share/4c87dcca-9ee7-4064-a816-4b0e00289a1c

Framework #1 — “CODE”

28

Created by Tiago Forte

Capture — start by gathering all relevant information into a system.
Organize — use a logical and consistent structure/tools to organize info
Distill — Review and refine notes to extract important info

Express — create and share content, solve problems, or apply
knowledge
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Institute

d by AICPA & CIMA



Framework #2 — “SCOURS”

29

Created by Bill & Don Tomoff &

See(k) — see or find something of interest/relevance
Capture — start by gathering all relevant information
Organize — use a logical and consistent structure/tools to organize info

Understand — review and refine notes to extract important info

Retrieve — quickly access content to put to use

Share — create and share content, solve problems, or apply knowle

Business Learning
& . Institute
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Why a Framework is Crucial for PKM

1. Organization - ensures that knowledge is systematically categorized

Efficiency - a consistent approach allows you to streamline your
PKM processes

»

Consistency - enhances reliability and reduces errors

4. Scalability - a framework allows you to scale your PKM efforts
without losing control over the information

5. Review and Improvement - continuous improvement leads to more
effective knowledge management

ChatGPT Thread
Business Learning
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https://chatgpt.com/share/f66a44b1-d397-4bb0-bcaa-52c743def2f0
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Getting Started? Here’s a Tool Resource List - 1

Tools!/Services See(k) Capture Organize Understand Retrieve Share
LastPass X
X1 Search X X
GoodReader X X
Adobe PDF Pro X X X X
Scanner Fro X X X
Evernote X X X X X X
IFTTT X X X
ChatGPT X X X
ClaudeAl X X X
Fliphoard X X X
Twitter X X
Linkedin X X X X
YouTube X X X
InstaPaper X X X X
Cloud Storage Services X X X X
Slack X X X
Zoom X X
Excel & Google Sheets X X X X . .
Print Friendly PDF Extension X X "‘\ BUSI ness Lea rnlng
L]
32 & Institute

Powered by AICPA & CIMA



#narrowthepath - Here’s a Tool Resource List - 2

Tools/Services Organize Understand Retrieve

X1 Search X X
GoodReader

X X
Adobe PDF Pro X X X
Scanner Pro X 4 X
Evernote X X X
IFTTT X X X
ChatGPT X X X
ClaudeAl X X X
Fliphoard X X X
Twitter X X
Linkedin | X | | X | X | | X
YouTube X X X
InstaPaper X X X X
Cloud Storage Services X X X X
Slack X X X
Zoom X X
Excel & Google Sheets X X X X
Frint Friendly PDF Extension X X

33
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Linked Version — Learn About Tools! (LINK)

34

PKM - TOOLS & SERVICES ANALYSIS (USING THE SCOURS FRAMEWORK)

a3 =) = =y =

Tools/Services See(k) Capture Organize Understand Retrieve Share
I I R S A B B

X1 Search X X

GoodReader X X

Adobe PDF Pro X X X
Scanner Pro X X X
Evernote X X X
IETTT X X X
ChatGPT X X X
ClaudeAl X X X
Flipboard X X X
Twitter X X

YouTube X X X
InstaPaper X X X X
Cloud Storage Services X X X X
Slack X X X
Zoom X X
Excel & Google Sheets X X X X
Print Friendly PDF Extension X X
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https://docs.google.com/spreadsheets/d/1UHtTV76O1Q-0Is25fEnlyalt6_VPid32AMxcQtwrvb8/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1UHtTV76O1Q-0Is25fEnlyalt6_VPid32AMxcQtwrvb8/edit?usp=sharing
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Digital Document Management Tips

Develop a Content Aggregation Process

e Don Tomoff, MBA, CPA
. e sultant | It's time fo ERENT. #Digital #Data #mob

Tip #115 - Develop a process to aggregate content relevant to you - and automate
as much as possible. #twinztalk #twinztechtip

LinkedIn Post

In today's werld, information overlead is constant! We can't possibly touch and
manage everything we want to read, share or refer back to by "remembering”
where we saw it.

Content management is imperative. And a process where you don't NEED to
remember is the only workable method.

At the most basic level, here is my process:

[7] Focus your sources. | rely on #Twitter, Medium and Flipboard primarily. Social
media also has to be dealt with...

[Z] Anything | see that | MAY want to read gets bookmarked / favorited or saved to
#|nstapaper or #Evernote.

[2]If an item is bookmarked / favorited, if possible, | automate collecting a list using
#IFTTT (see below). This is a CRITICAL step for me! % /&

(4] These lists - maintained in #googlesheets - are then automated to feed a

searc] | rd.

36

“‘We can’t possibly
touch and manage
everything we want
to read, share or
refer back to by
‘remembering”
where we saw it.”

@ Business Learning
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https://www.linkedin.com/feed/update/urn:li:activity:6532947539182841856/

Digital Document Management Tips

Create a Digital Content Library “Wecairt possibly

touch and manage
everything we want
to read, share or
refer back to by
‘remembering”
where we saw it.”

e Don Tomoff, MBA, CPA

Tip #49 - Create (and maintain) a digital Content & Library. #TwinzTalk
#twinztechtip

Back in 2010, shortly after the #iPad was introduced, | started keeping a library of
documents, files, videos, etc on the device. In June 2010, | presented an “iPad for
Business” seminar with this concept as a business use case.

At that time, | had over 250 pieces of content being synced to GoodReader on my
iPad (and ALWAYS available!). E ~ S
Desktop

| have besn doing this know for 9 years (9 YEARS!). Teday | have over 2,500 pieces Cloud
of content.
The content is managed via any device | choose - add, delete, organize, rename, ‘
annetate, etc, and it is instantly searchable across every platform. #justthewayweroll Content

Management @
Thanks to #Excel #PowerQuery, | also have a dynamic Excel dashboard of the Excel Workflow iPad — Box /
contents. |t updates with current content upon refresh..) Dashboard GR

This is the magic of #mobile, the #cloud and a little creative thinking. Bill French, |
recall you did a blog post on this in 20107 It was my inspiration! #ThankYou

s

Box / GR

B &

37 LinkedIn Post
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https://www.linkedin.com/feed/update/urn:li:activity:6511929597557293057/

New chat

PDF Document Analyzer ¥

GPT Focus Tip?

“What makes your (or your
Team’s) life easier?”

START. THERE.

Let's Get Started.-

10 Random Insights

©

PDF Document Analyzer ~

& You

Let's Get Started...

0 PDF Document Analyzer
OK, I'm ready to help you with your documents. Here are a list of options | can help you with:

1- Provide a 500 word overview

2 - Summarize a document

| 3. Provide 10 top insights from the document 2-SELECT & ENTER
A NUMBER

4- Let's explore exhibits included in the document
5- Quotes and Statistics included

1- UPLOAD 6- Action ltems?
DOCUMENT 7 - Identify your own request

Please choose one of these options o let me know if you have a specific request related toa

document!

3-RUNIT! vV

©

PDF Document Analyzer -

2023 11_MCK_gen-ai-a-guide-for-cfos....

#6 = ACTION ITEMS?

@ PDF Document Analyzer
Based on the document analysis of "Gen Al: A guide for CFOs," here are 10 recommended action
Al (Gen Al in their

items for CFOs regarding the il and optimi: of

functions:

@) Understand Gen Al's Potential: Familiarize yourseif with Gen Al capabilities and limitations,
especially in generating new, unstructured content like text, images, and audio. Understanding the

technology is crucial for effective implementation and risk management.

{23 Identify Value Creation Opportunities: Actively seek and prioritize projects within your
organization that can significantly benefit from Gen Al focusing on those that deliver substantial

value creation.

& Allocate Resources Wisely: Ensure that projects with the highest potential for value creation,

including those involving Gen Al, receive the necessary funding and resources.

23 Experiment and Learn: Engage with Ge~ Al technologies firsthand, such as using tools like

anding of their and lit

OpenAl's ChatGPT, to gain a practical und

0 Ve

PDF Document Analyze

ChalGRL " o —_— dactintaimaton.

ChatGPT Custom GPT -
PDF Document Analyzer

Powered by AICPA & CIMA


https://chat.openai.com/g/g-NbbvibOv2-pdf-document-analyzer

DEMO - Custom GPTs — PDF Document Analyzer

AT 1. GPTs are basically
ChatGPT “apps”

@ 2. Instructions, knowledge

PDF Document Analyzer dOCS y etC can be bU | It
I'm here to help you with your PDF documents! .
Need a su mmar‘;'}?'r Extracts::ontent from a specific I ntO yO U r CU StO m G PT

section? Extract a list of Exhibits? Sure - give ita

o 3. PDF Document
Analyzer is a perfect
example

ﬂ Let's Get Started... 10 Random Insights

@ Message PDF Document Analyzer...

ChatGPT can make mistakes. Consider checking important information.

39
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https://chat.openai.com/g/g-NbbvibOv2-pdf-document-analyzer
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Final Thought...

Act Small

41

Think Big

Source: visualhustles - https://instagram.com/visualhustles?igshid=0GQ5ZDc20Dk2ZA==



https://instagram.com/visualhustles?igshid=OGQ5ZDc2ODk2ZA==

Learning Objectives

1.

42

Recall the key concepts and principles of personal
knowledge management (“PKM”) and how they
apply to business and your career.

. Recognize why a PKM system is essential for

career growth and innovation. «

. Determine a strategy for implementing and

leveraging technologies for a PKM system. «

. Select various tools to start your PKM process. «

“The more that
you read, the
more things
you will know.
The more that
you learn, the
more places
you'll go.”

- Dr. Seuss
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Donald R. Tomoff, MBA, CPA
Invenio Advisors, LLC

Thank you Fetesi

© 2021 Association of International Certified Professional Accountants. All rights reserved. This presentation’s images are subject to copyright protection and used under license from
third parties. Do not use images from this presentation in other presentations or documents without first consulting with Legal. The use of copyrighted images outside the

licensed scope constitutes copyright infringement and subjects the user to monetary damages and other penalties.
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What is the
BL

siness Learning Institute?

BLI is a training affiliate of the AICPA-CIMA. BLI's mission is to deliver competency-based courses, content
and community that enhance learning and foster organizational and executive leadership.

BLI has grown into the largest provider of on-site training in the country. Pam and the Customized Learning
Solutions team have grown the business in three core segments — Corporate, Firm and Government.

The BLI Curricula

Today'’s business environment demands the need to gain competencies and share strategic knowledge.
BLI delivers competency-based curriculum, courses, content, and community to enhance learning and
grow intellectual capital for organizational and executive leadership.

These soft skills are essentially people skills — the non-technical, intangible, performance skills that
determine your strengths as a leader, manager, and team member.

I

STRATEGIC MANAGEMENT

Strategic conversation reflects the dynamics between the
organization and its environment. The closer the language
reflects current and potential customer dynamics, the higher the
company’s profit potential.

.|

LEADERSHIP DEVELOPMENT

Great leadership is one of the most valued of all human activities.
Modern myth holds that “leaders are born not made,” but leadership
is a set of observable and learnable practices - it is the process peo-
ple use when they bring out the best in others and themselves.

.|

BUSINESS MANAGEMENT

As the business world moves at an incredible pace, keeping up
is a key to success. Today’s financial managers must be able to
translate strategy to operational and corporate growth.

.|

TECHNOLOGY AND COMPUTER SKILLS

Harness the technology you use every day to make your
business life easier and allow you to work smarter.

.|

PERFORMANCE MEASUREMENT MANAGEMENT
Executives and managers must effectively transform their firms or
companies into high performance organizations and progressively
identify and develop the appropriate core competencies and link
them to their business strategies.

.|

COMMUNICATION SKILLS

Many people in the business field cannot communicate effectively
and, even more damaging, don'’t realize it. Success is not defined
solely by a product line or service - it relies on relationships formed
and maintained through skillful communications. Your competitors
know this. Do you?

.|

TECHNICAL EXPERTISE

Keeping up with technical competencies is a core business
requirement for financial professionals. Staying attuned to the latest
changes, updates, and regulations are necessary components to
staying competitive in an ever-changing business environment.
Please note that many programs in this catalog are available in webcast

format. Contact a BLI Customized Learning consultant if you are interested
in a webcast.

TO GET STARTED WITH MEETING YOUR TRAINING NEEDS

EMAIL LEARN@BLIONLINE.ORG
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