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Signs of a Need for Better Control

e Does your inbox contain more than 20
items?

e |s your to-do list longer than your VISA
bill?
e Are you missing some deadlines?

e Are you working extra hours to meet all
deadlines?

e Do you often have trouble finding
information needed to complete tasks?
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Outlook Can Help

e Better organization of information

e Better management of tasks and
deadlines

e Can’t solve all workload issues but
can eliminated wasted time

e A change in your work habits may be
required — Are you willing?
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Best Practices for Managing Task & E-Mail

1. Tracking All Tasks in Outlook Tasks System
2. Distinguishing Between Master and Daily Tasks

o

Using a Simple Prioritization System That
Emphasizes Must-Do-Today Tasks

4. Writing Only Next Actions on Your Daily List
5. Daily and Weekly Planning

6. Converting E-Mails to Tasks

7. Filing E-Mails Using Outlook Categories

8. Delegating Tasks Effectively

Source: Total Workday Control Using Microsoft Outlook , Michael Linenberger
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Managing Your Inbox

Every time you go to your inbox your
plan should be to leave it empty. All
emails should be dealt with by either:
e Deleting the email,

e If Task Takes Less Than Two Minutes Do It and
file the email,

e Completing the required task that take longer
than two minutes and file the email, or

e Creating a task or calendar event scheduling
the associated task and file the email.
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Creating Tasks from Emails

Drag the email to the “Tasks” display button

Schedule a due date

[ ]
¢ Include a reminder date and time
e Assign a category to all tasks

* File the email
@)\ d F Ea-) - Fall conferences outlines due - Task - (=] B
) =
Task | Inset  FomatTed  Adobe PDF @
= = = 2 re ~ 5 W Y @A %
W X rﬂ\ Gd ¥ 4 350 © £ G 5
Save & | Delete Task | Details  Assign Send Status  Mark - Recurrence Skip Categorize Follow Private  Spelling
Close Task Report Complete | g Forward Occurrence - Up~ -
Actions Show Manage Task Options Procfing
[ K2 Teashing snd Wi )
Subject: Fall conferences outlines due
Start date: | Mon 10/6/2008 [=] status: [Nt Started =
Duedate: | Mon 10/13/2008 [=] priority: |Normal % Complete: | 0%
[7]Reminder: |Mon10/62008 =] 8:00 AM [=] Ouner: | William C Fleenor
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Creating Task from an Email

= ———— v [
:‘fng\\ oo r v )~ Call Judy - Task
Task | Inset  FormatText @
v, wD vl P & Reply ~ = mo fé
WXL & e O 2 B -
Saved | Delete || Task |Details | Assign SendStatus Mark | Recurrence  Skip  Categorize Follow Private | Spelling
Close Task Report Complete | tzp Forward Oceurrence - -
Adtions Show Manage Task Options Prosfing
Subject Call Judy
Start date: None B Status; | Mot Started [+]
Due date: None [=] priority: [momal  [+] % Complete: 0% |
[ reminder: | Hone [~ None Owner: | William C Fleenor
R R AR R R A BRI IR AR R B A AR | |
Sent: Friday, September 12, 2008 10:15 AM -
To: William C Fleenor
Subject: RE: Projector %
Hi will,
On Monday | am available to chat anytime after 4:30pm
I Which number should | use to call you? L
4 m 3

Should this be a task or an appointment?
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Assign Everything to a Category

By assigning everything to a category you
can easily focus on specific types of tasks
(ex. business tasks vs. personal tasks).

Calor Categaries B
To assign Color Categories to the currently selected items, use the checkboxes next to each
category. To edit a category, select the category name and use the commands to the right.

Name Shorteut key New...
00 SIS
[ (@) Farm Jobs

[ @ K2 Admin Jobs
0 kst o

{@) K2 Teaching and Writng _
20 voke ISHNEY

Shortcut Key:
[ @ Wevada/SM Conference £ g

[T [@) Mew Instructors
[T Partidpant Questions
[T () Personal Tasks
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Using Colors to Categorize Tasks

Color Categories provide users with a visual method
of categorizing items in Outlook so that users can
quickly and easily group, retrieve, and view these
items. For instance, suppose a user was working on a
project and wanted to color-code all e-mail messages,
calendar entries, and tasks in Outlook related to the
project. Using Color Categories in Outlook 2007, the
user would be able to assign quickly color categories

to each relevant entry in Outlook.
Add New Category A=

Name: |Acme Widget Inc Finandal Statement Audit

] et

Color:
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View of Active Tasks

[+ To-Do List - Microsoft Outlaok (=Sl

") Overdue Tasks

) By Category =1 [0 categories: New Instructors (4 items)

7 Assignment

{ File Edit View Go Tools Actions Help AdobePDF Type a question for help >
D@ New - | & 3 X | [ | Repl - - — ——— Search address backs - @ -
(e @Back @ A1[H (3 9 | B Active Tasks -Bag .
Tasks « || ¥ Tersmer———— (Filter Applied) [Search All Task Itegg Pl «
2] All Task tems - || O/? @ Task Subject Status Due Date Categories v ‘ 4
My Tasks 2 o
J @ [0 categories: Conda Rental Tasks (3 items) o
¥ To-Do List s
5
4 Tasks = @ Categorics: Farm Jobs (1 item) @
] Tasks in Archive Folders 5
5 ; "
Tasks in Complete Backup Bizatlar
il P P =) @ categories: K2 Admin Jobs 4 items)
Omrent View 21[2 Move al K2 Policy manual to SharePoint site HotStarted  Wed 9/24/2008 | (@) K2 AdminJobs [ ]
TedayCategories H Send USAA AMEX Statement to Caron Mot Started  Wed 10/1/2008 | @l K2 Admin Jobs N g
) Simple List =] Follow up on CRM ot Started  Wed 9/24/2008 | (@ K2 Admin Jobs A a2
) Detailed List =] Follow up with Caron on Generator InProgress  Wed 9/24/2008 | (i K2 Admin Jobs N =
&) Active Tasks £
) Mext Seven Days = @ categories: K2 Teaching and Writing (11 items) =
g
e
2
<
5
8
H

@ (D categories: Participant Questions (12 items)

) By Person

) Completed Tasks = @ categories: Personal Tasks (5 items)
) Task Timeline

) Server Tasks
) Outlook Data Files
*) To-Do List

ysu.

]

Copyright 2008 © K2 Ente

Creating a Custom View of Tasks

[~ To-De List - Microsoft Outlook LE‘@

i File Edit | View | Go Tools Actions Help Adobe PDF sestion for help B
[ New - Arrange By 3 I E " v =
103 | @ peq Current View » |lv TodayCategories
& AutoPreview Simple List 5]
) ch All Task Items v ¥ || «
Tasks Expand/Collapse Groups » Detailed List : e Al ek e *
Start Date | Reminder Time Due Date Cat Eadld
£l an Taskrn Navigation Pane » Active Tasks e [ -
o
hly[Tasks To-Do Bar » Mext Seven Days o
¥ To-Do Lis =
& Tasks Reading Pane » Overdue Tasks L) o
o Tasks in & Rerminders Window By Category Sat8/30... Fri9/19/2008 .. FriS/9.. [ K2Teachinga.. & ¥ H
j Tasks in C|
C?-‘ “t‘v'” Toolbars > Assignment Ed.. Sat8/30.. Fri9/9/2008.. Frig/g. [ K2Teachinga.. & ¥
urrent View|
B Stotus Bar By Person Responsible Sat8/30.. Fri9/19/2008 .. Fri9/s.. [ K2Teachinga.. & W ]
© TodayC: E By s.. Fri9/19/.. Fri9/19/2008.. Fri9/9.. (@ K2Teachinga.. & ¥ »
— = Completed Tasks z
Simple o
Detailed 1ot Task Timeline g
3
Active Tasks Server Tasks 2
-
Next Seven Days Qutlook Data Files <
g
Overdue Tasks To-Do List £
By Category 2
Assignment Customize Current View... 2
]
By Person Responsible Define Views... "
Completed Tasks Format Columns...
Task Timeline v
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Creating a View of Today’s Tasks

Customize View: TodayCategories

Desaription

sk Subsec, StartDate, Raminder Time, Duz Datz, Cates. .

Filter

Group By... Categories (ascending)

Tasks: Advanced

Tasks | More Choices | Advanced |sqL

Other Settings... Fonts and other Table View settings Find items that match these criteria:

Date Completed does not exist

Automatic Formatting... | User defined fonts on each message Flag Completed Date _does not exist
Dug Date today,
Format Columns... Specify the display formats for each fi

Reset Current Viey Define more criteria:

Field w

More Advanced...

Remove

Add to List

ok | [ cencel | [ clearal
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Today’s Tasks By Category

rises®

e Allows you to start the day with a

view of what is scheduled for the day

[ To-Do List - Microsoft Outiook oo o

: Fle Edit View Go Tools Actions Help AdobePDF Type a question for help

2 New - | 3 X | [ | aReplf TR e To AT o Tomeard | T ¥ ) Search address books - @ L

i @eack @ | oa|H|a | | Today Tasks by Category o,

rch All Task ltems AR

Tasks « || ¥ To-Do List Filter Applied) |5

Task Subject Start Date Reminder Time Due Date | Categories talld |

‘

2] Al Task ltems

Click here to add a new Task

My Tasks. S
¥ To-Do List
2] Tasks =) @ categories: K2 Teaching and Writing (4 items)
] Tasks in Archive Folders How do you create a security certificate? Sat8/30... Fri9/19/2008 ... Fri9/19... [[) K2Teachinga.. & ¥
& Tasks in Complete Backup Bizatlar for Security Course: Security Awareness Ed... 5at8/30... Fri9/19/2008 .. Fri9/9.. [ K2Teacthinga.. & ¥
Current View 4 || P Acctist: info for WA on encyption Sat8/30.. Fri9/A9/2008 .. Frio/g.. [ K2Teachinga.. & ¥
© Today Tasks by Category |Add to security manual: Article for the all day security s... Fri9/19/... Fri 9/19/2008 .
Simple List
Detailed List
) Adtive Tasks

) Next Seven Days
) Overdue Tasks
By Category

Assignment

By Person Respansible
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Using the Calendar for Tasks

“Our statistics show that there’s
a 75% greater chance that you’ll
complete a task if it’s on your
Calendar rather than just on your
Task list.”

Source: “Take Back Your Life!l,” Sally McGhee
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View from Command Central

[(+/. Calendar - Microsoft Outlook

::EIQ

i Fle Edit View Go Jools Actions Help AdobePDF

Type a question for help

i [ New - | (5 X | @ | CiaReply C@Replyto Al i3 Forward | B3 ¥ | M3 | [ Search address books ~| @ -
igd @Bk @ [H A ) |[To-Do List IEEEY
Calendar « Day ‘ Week ‘ Month ‘ © Showwork week () Show full week To-Do Bar » %
2] All Calendar Ttems - - 4 September2006 b
ettt € (3) September 29 - Octab...
My Calendars Tall < P SuMo TuWe Th Fr Sa
1234556
= M T Wed Th F
] Calendar 29 Mon 30 Tue 1 e 2 u 3 i s s
(] [Z2] Calendar in Archive Folders 14 15 16 17 18[19] 20
[ £ calendar in Complete Backy = N 2232425 %7
People’s Calendars % gam 82930 1 23
[C] 8 Tommy stephens
"] Brian F Tankersley FytolasVegas
Ll valsteed Sat 5:20 P -9:05 PM
] Caron Choate In the air
w4 Pam Falconello 20 Accountants Technology Confe
2 Randy Johnston CALENDAR 8 Sun 8:00 AM -3:30 AM
"1 Susie Spencer Advanced QuickBaoks Teach Las Vegas, NV
b4 - ccel Security e —————————
""" 00 | Macon, GA Accountants Course Visit Mother Meet with Julie
(3 wail JobID&376 | | Macon, GA St. Louis, MO | | Kentucky Sun 9330 AM - 10:00 AM
Job ID 8377
= o | Georgia _—
] catenaar 10 | society of Georgia 5
ePs Society of arranged By: Categories
&-| contacts | Paige Brooks CPas = B
00 | (404) 2318676 | | Paige Brooks Type a new task
(] Tasks o [404) 2318676
ot B il @ [ Condo Rental Tasks
o | Notes Show tasks on: Due Date 1 @ Farm o
+/ ) Farm Jobs
v e
|| Folder List L av
s Rk, = @ K2 Admin Jobs
R | | reAdmnions
[#] shortcuts = Movealk2Pal.. = @\

SendUssaa. S @Y
-—

108 tems

All folders are up to date. {3 Connected to Microsoft Exchange ™
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Using OneNote with Outlook

e Keep Notes in OneNote
e Click on Task Icon

e The Note Will Become a Task in Your
Outlook

e Click Again and It Becomes a
Completed Task

e Click Again and It is un-linked
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Using OneNote with Outlook

[ Conversation with Teresa Mackintash 9/19/2008 - Microsoft Office OneMote E@Q
File Edit View Insert Format Share JTools Tal i Help j
(@ @ CaNew - g (4] K Sa @9 AW Task - frTag - & Clip 3 45 | @ | 100%
: Calibri -2 -|B I U =-iETIEETR .
Notebooks =3 Writing %5 4| Security Other ¥ | Search All Notebooks 2 ~
k2 o i
M ] = «
(= General = Conversation with Teresa Mackintosh 9/19/2008 A I
= Open Items 3
= Product Suggestio.| | L
&= Writing ) ~ pend thank you email and confirm that you found the informatis
= Excel Tips
[ Miscellaneous L
:: gf’ﬁreiom Most CPA firms use the portals to help their customers interact
tloo by 7. They have been in portals since 2001. It was a challenge

= Powerpoint -
= Security - aclass 4 facility.

i/ Unfiled Notes

44
1

30 All Notebooks > < - = [T »
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http://office.microsoft.com/en-us/onenote/HA101686341033.aspx

Demo: What is OneNote?

Applies to: Microsoft Office OneMote 2007, Outlook 2007

Download the 2007 Office release

Play Demo ()

(Or % download the demo.)

You may experience a delay w
demo is loading.

Many of us carry a notebook or notepad
around to take notes for business, school, or personal projects. But can you easily
find — and decipher — the info you need? |s it convenient to share your notes with
others? Take control with Microsoft Office OneMote 2007, the easy-to-use note-taking
and information-management program where you can capture ideas and information
in electronic form. Insert files or Web content in full-color, searchable format or as icons
that you can click to access. Watch this demo to see how simple itis to gather, format,
organize, and share information. And then say goodbye to your notepad!
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Use Outlook Notes to Track Misc Items

[~ Motes - Micrasoft Outlook o[ B ]
i File Edit View Go Tools Actions Help AdobePDF Type a question for help =
FlalNew - | 3 B2 | g} Search address books . @k
(g | @Back @ | [E (4|9 | Noteslist -BE

Notes « || o] Notes rch All Note Items Fad v| ¥ (|«
2] Al Note Items - || 0 Subject Created 4
| MyMotes = 4| .| Conference Cail Instructions Wed 5/6/2008 3:3... L)

Conference Call Instructions o

la] Notes _ WModerator Instructions: o
| Notes in Complete Backup Biza| 1. Dial your Conferencing access number: 866-248-0557 @
Current View & |~ |||lu] Mileage rate: The change will take effect on July 1, earlier than usual. The rate w... Tue 6/24/2008 9:2... =

, Wileage rate: The change will take effect on July 1, earlier than usual. The rate will increase to 58.5 i
() Teons cents a mile for all business miles driven from July 1, 2008, through Dec. 31, 2008, an increase of 8
@ Motes List cents fram the 50,5 cent rate in effect for the f.., B
| Last Seven Days .| Adobe Acrobat Professional activation Sun 5/18/2008 1:3.., =
- Adobe Acrobat Professional adtivation Number received over the phone on May 18, 2006 for @
(0 By Category laptap. I had tried to deactivate the install of Acrabat 8 professional on my old laptop drive and B
) File b4 the ivation failed. 1 call support and they gave me this a...
- Lo *softcom.biz Thu 4/17/2008 Z1...
[~ mail *softcam.biz ¥
*mailzweb.com <end> 3
o] Calendar .| Jessee Finishes Summer School Sun 4/1/2007 11:4... g
Jessee Finishes Summer School <end>

8=| contacts || Long distance access Fri 1/26/2007 2:33 ... E
— Long distance access 2
] Tasks - =

From:  Val Steed

.| Notes

6 ltems Send/Receive Status 70% %~ | £3 Connected to Microsoft Exchange ™
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Questions
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