
Outlook
Time Management

mini -course

Welcome to Outlook Time Management, the powerful mini-course ςHow to Do More 
and Enjoy Life!
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He who every morning plans 
the transaction of the day 
and follows out that plan, 
carries a thread that will 
guide him through the maze 
of the most busy life. 

ðVictor Hugo

LΩǾŜ ŀƭǿŀȅǎ ƭƻǾŜŘ ǘƘƛǎ ǉǳƻǘŜΦ ±ƛŎǘƻǊ IǳƎƻ ǎŀƛŘΣ άIŜ ǿƘƻ ŜǾŜǊȅ ƳƻǊƴƛƴƎ Ǉƭŀƴǎ ǘƘŜ 
transaction of the day and followsout that plan, carries a thread that will guide him 
ǘƘǊƻǳƎƘ ǘƘŜ ƳŀȊŜ ƻŦ ǘƘŜ Ƴƻǎǘ ōǳǎȅ ƭƛŦŜΦέ

I actually take that quote a little further these days. I take time every evening before I 
go to bed to plan for the next day. That way, I feel more comfortable that I am 
ǇǊŜǇŀǊŜŘ ŦƻǊ ǘƘŜ Řŀȅ ŀƴŘ L ǎƭŜŜǇ ōŜǘǘŜǊ ōŜŎŀǳǎŜ LΩƳ ƴƻǘ ǿƻǊǊȅƛƴƎ ŀōƻǳǘ ǎƻƳŜǘƘƛƴƎ L 
ǎƘƻǳƭŘ ƳŀƪŜ ǎǳǊŜ L ǊŜƳŜƳōŜǊ ǘƻ Řƻ ǘƻƳƻǊǊƻǿΦ LΩǾŜ ŀƭǊŜŀŘȅ ǇǊŜǇŀǊŜŘ ŀƴŘ L Ŏŀƴ ƭŜǘ ƛǘ 
go ςƛǘΩǎ ƻǳǘ ƻŦ Ƴȅ ƳƛƴŘΦ

2



Time Management is a Myth!

What is Time Management?

What is Time Management?

Time Management is actually a Myth!

There are only 24 hours each day and 7 days each week. Everyone gets the same 
ǘƛƳŜΤ ȅƻǳ ŎŀƴΩǘ ƳŀƴŀƎŜ ǘƛƳŜ ςit will always continue moving.

What you can do is make the best of your time to get the most out of every minute of 
every hour of every day to get more done.

And it is my mission to help you get more out of your 24 hours each and every day!
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After completing this course, you will be able to:

Å Define prioritization

Å Describe the benefits of the Time Matrix 

Å Use the Time Matrix to manage and prioritize time

Å Use the Priority Pyramid to organize daily schedules and follow up 

in a timely manner

Å Use Time Management software to prioritize and organizeL
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LΩǾŜ ŎǊŜŀǘŜŘ ǘƘƛǎ ŎƻǳǊǎŜ ǘƻ ƘŜƭǇ ōǳǎȅ ǇŜƻǇƭŜ ǘŀƪŜ ŎƻƴǘǊƻƭ ƻŦ ǘƘŜƛǊ ƭƛǾŜǎΦ ¢ƻ Řƻ ǘƘŀǘΣ 
we need to learn to prioritize and then use tools to help us organize and get to our 
priorities each and every day ςto save you time and to allow you more free time to 
do with it what you want, when you want!

After completing this course, you will be able to:
Å Define prioritization
Å Describe the benefits of the Time Management Matrix 
Å Use the Time Management Matrix to manage and prioritize time
Å Use the Priority Pyramid in conjunction with the Time Management Matrix to 

organize daily schedules and follow upin a timely manner
Å Use Time Managementsoftware, like Outlook, to prioritize and organize tasks
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Organizing or completing things 

in the order of their importance.

What is Prioritization?

What is Prioritization?

Prioritization is organizing orcompleting things in the order of their importance.
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Benefits of Prioritization
Prioritization can help you accomplish more work and can increase free time.

How many times have you been rushing into a meeting late?

Prioritizationhelps minimize those times. It makes us more productive. It helps us to 
accomplish more work, and it can increase our free time.
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Time Management Activity

To succeed and be happy in life, we need to first determine our priorities ςour goals 
ǘƘŀǘ ǿŜΩǾŜ ǎŜǘΦ ¸ƻǳ ƴŜŜŘ ǘƻ ƳŀǘŎƘ ȅƻǳǊ Ǝƻŀƭǎ ǘƻ ǿƘŀǘ ȅƻǳ ǾŀƭǳŜ ǘƘŜ Ƴƻǎǘ ƛƴ ȅƻǳǊ ƭƛŦŜΦ 
In order to do that, a short reflection of what you really want and what things will 
help you meet your life goals will help you begin to start looking at the things that 
control your life and what you might need to adjust in order to get rid of those things 
that control your time that do not align with your goals in life.

²ŜΩǊŜ ƎƻƛƴƎ ǘƻ Řƻ ŀ ǎƘƻǊǘ ŜȄŜǊŎƛǎŜΦ

Using the handout on this page - put a check by any one or any thing you feel is in 
control of your time.  Take 5 minutes to complete the exercise.

If you checked anything on the list, you need to realize that ultimately only you 
determine how you spend your time.  The degree you believe anyone else controls 
ȅƻǳǊ ǘƛƳŜ ƛǎ ǘƘŜ ŘŜƎǊŜŜ ǘƻ ǿƘƛŎƘ ȅƻǳΩƭƭ ƘŀǾŜ ǘƻ ǎǘǊǳƎƎƭŜ ǘƻ ǿƛƴ ōŀŎƪ ȅƻǳǊ ǘƛƳŜΦ  9ǾŜƴ ƛŦ 
ȅƻǳ ŎƘŜŎƪŜŘ άōƻǎǎΣέ ǿƘƻ Ƴŀȅ ǇƛƭŜ ƻƴ ǘƘŜ ŀǎǎƛƎƴƳŜƴǘǎΣ ȅƻǳ ŘŜǘŜǊƳƛƴŜ Ƙƻǿ ŀƴŘ ǿƘŜƴ 
ȅƻǳΩƭƭ ǘŀŎƪƭŜ ǘƘŜƳΦ  ¸ƻǳ ŀǊŜ ƛƴ ǘƘŜ ŎƻƴǘǊƻƭ ōƻƻǘƘ ƻŦ ȅƻǳǊ ƭƛŦŜΦ

Your time and your goals have to match your values. In reviewing this checklist, look 
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at any items that do not align with your values.

This reflection is the start to helping you start managing your time to allow your 
personal fulfillment and contentment. It will help you decide what things need to 
change and how you can take control of your time.
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First Things First

Why Prioritize?

Prioritizing tasks ensures that you 

meet your most important goals 

first. If thereôs anything you donôt 

have time for, it will be the least 

important item on your agenda.

Why should we prioritize?

Prioritizing tasksensures that you meet your most important goals first. It puts a plan 
in place to make sure you work to the plan daily and weekly to ensure you are doing 
only the things that will help you reach your goals in life.

LŦ ǘƘŜǊŜΩǎ ŀƴȅǘƘƛƴƎ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƛƳŜ ŦƻǊΣ ƛǘ ǿƛƭƭ ōŜ ǘƘŜ ƭŜŀǎǘ ƛƳǇƻǊǘŀƴǘ ƛǘŜƳ ƻƴ ȅƻǳǊ 
ŀƎŜƴŘŀΦ ¸ƻǳ ǎƘƻǳƭŘƴΩǘ ǎǇŜƴŘ ǘƛƳŜ ƻƴ ǘƘƻǎŜ ǘƘƛƴƎǎ ǘƘŀǘ ŀǊŜ ƴƻǘ ŀ ǇǊƛƻǊƛǘȅ ƛƴ ȅƻǳǊ ƭƛŦŜΦ
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What really makes a difference

Values, Personal Mission

High-priority Goals

Requires immediate attention

Time-sensitive

ÅImportanceÅUrgency

Why Prioritize?

First, we need to understandtwo key words of Prioritizing:  urgency and importance.

Urgency means it requires immediate attention.  It is now.  Urgent things acton us, 
urgent things come from outside you, they press upon you, because they are time-
sensitive, like a ringing phone.  They might be important as well as urgent, but too 
often they are merely urgent.

Importance on the other hand, has to do with what really makes a difference.  The 
important priorities come from within.  These priorities come from your values, your 
ǇŜǊǎƻƴŀƭ ƳƛǎǎƛƻƴΣ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƳƛǎǎƛƻƴΣ ŀƴŘ ȅƻǳǊ ƘƛƎƘ-priority goals.
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ñI have two kinds of 
problems, the urgent and the 
important. The urgent are 
not important, and the 
important are never urgent.ò 

ðDwight D. Eisenhower 

5ǿƛƎƘǘ 5Φ 9ƛǎŜƴƘƻǿŜǊ ǎŀƛŘΣ άL ƘŀǾŜ ǘǿƻ ƪƛƴŘǎof problems, the urgent and the 
ƛƳǇƻǊǘŀƴǘΦ ¢ƘŜ ǳǊƎŜƴǘ ŀǊŜ ƴƻǘ ƛƳǇƻǊǘŀƴǘΣ ŀƴŘ ǘƘŜ ƛƳǇƻǊǘŀƴǘ ŀǊŜ ƴŜǾŜǊ ǳǊƎŜƴǘΦέ
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Important and Urgent

Å Approaching deadlines

Å Emergency revisions

Å Crisis situations

Urgent Not Urgent
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The Time Management Matrix

Prioritize

Quadrant 1

Important 

and Urgent

{ƻΣ ƭŜǘΩǎ ǘŀƪŜ ŀcloser look at the Eisenhower Matrix (or Time Management Matrix) 
and How to use it.

Prioritizing tasks by urgency and importance results in 4 quadrants with different 
work strategies:

Quadrant 1 consists of activities that areboth urgent and important.  These are the 
things that must be done first. For example, an important client calls you with a 
pressing deadline or revisions.  Your child gets sick.  A crucial system breaks down.  A 
ƪŜȅ ƳŜŜǘƛƴƎ ƛǎ ǎǳŘŘŜƴƭȅ ŎŀƭƭŜŘΦ  LŦ ȅƻǳ ŘƻƴΩǘ Ǝƻ ǘƻ ǘƘŀǘ ƛƳǇƻǊǘŀƴǘ ƳŜŜǘƛƴƎΣ ǘƘŜǊŜ ǿƛƭƭ 
ōŜ ǘƻǳƎƘ ŎƻƴǎŜǉǳŜƴŎŜǎΣ ǎƻ ƛǘΩǎ ŀ vǳŀŘǊŀƴǘ м ŀŎǘƛǾƛǘȅΦ  vǳŀŘǊŀƴǘ м ƛǎ ǘƘŜ ǉǳŀŘǊŀƴǘ ƻŦ 
necessity.  We mustspend time here.

But if you only focus on Quadrant 1, it keeps getting bigger and bigger until it 
consumes you.
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Å Projects not near the deadline

Å Daily tasks

Urgent Not Urgent
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Quadrant 1

Important 

and Urgent

Quadrant 2

Important but 
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N
o

t 
Im

p
o

rt
a
n

t

Prioritize

Important but Not Urgent

The Time Management Matrix

Quadrant 2 activities are not urgent, but they are important.

Quadrant 2 is where we do things that are scheduled to be done. Here we become 
proactive. We plan and prepare for the future. We think to prevent problems.
We build relationships. We empower ourselves through learning and skill 
ŘŜǾŜƭƻǇƳŜƴǘΦ !ƭƭ ǘƘŜ ǘƘƛƴƎǎ ǘƘŀǘ ǿŜ ƪƴƻǿ ǘƘŀǘ ǿŜ ǎƘƻǳƭŘ ŘƻΣ ōǳǘ ŘƻƴΩǘ ōŜŎŀǳǎŜ ǘƘŜȅ 
ŀǊŜƴΩǘ ǳǊƎŜƴǘΣ ƭƛƪŜ ƻǳǊ Řŀƛƭȅ ǘŀǎƪǎΦ

We call Quadrant 2 the quadrant of effectiveness. This is where effective people focus 
ǘƘŜƛǊ ŜƴŜǊƎƛŜǎΦ ¸ƻǳ ǎŜŜΣ vǳŀŘǊŀƴǘ н ǿƻƴΩǘ ŀŎǘ ƻƴ ȅƻǳΤ ȅƻǳ Ƴǳǎǘ ŀŎǘ ƻƴ ƛǘΦ ²Ŝ ƴŜǾŜǊ 
seem to get time for Quadrant 2. Ironically, however, the more time you spend in 
Quadrant 2 doing preparation, planning, and prevention, the less time you will be 
forced to spend in Quadrant 1, managing the last minute crises.
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Urgent but Not Important

Å Phone calls

Å Work emails

Å Interruptions by coworkers

Urgent Not Urgent
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Quadrant 1
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Quadrant 2
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Quadrant 3

Urgent but 

Not Important

Prioritize
The Time Management Matrix

Quadrant 3 activities are urgent but not important.  It includes such things as 
ǳƴƴŜŎŜǎǎŀǊȅ ƳŜŜǘƛƴƎǎ ŀƴŘ ǊŜǇƻǊǘǎΣ Ƴŀƴȅ ŜƳŀƛƭǎ ŀƴŘ ǇƘƻƴŜ ŎŀƭƭǎΣ ŀƴŘ ƻǘƘŜǊ ǇŜƻǇƭŜΩǎ 
minor issues. 

Quadrant 3 is the quadrant of deception because urgent things have the appearance 
of importance, but most of the time they are not.  It might be like the meeting that 
has no agenda, no purpose.  It might be an unnecessary interruption in your day.  It 
might be a knee-jerk response to that email that just showed up on screen, but 
ŘƻŜǎƴΩǘ ǊŜŀƭƭȅ ƳŀǘǘŜǊ ƳǳŎƘΦ ¢ƘŜǎŜ ŀǊŜ ƛǘŜƳǎ ǘƘŀǘ ǿŜ Ƴŀȅ ŜǾŜƴ ōŜ ŀōƭŜ ǘƻ ŘŜƭŜƎŀǘŜΦ

Beware of Quadrant 3 ςit is the culprit that bankrupts individuals and organizations.
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Prioritize

Å Checking social media

Å Cleaning your desk

Å Small talk

Urgent Not Urgent

Im
p

o
rt

a
n

t

Quadrant 1

Important 

and Urgent
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Quadrant 3

Urgent but 

not Important

Quadrant 4

Not Important 

and Not Urgent

Not Important and Not Urgent

The Time Management Matrix

Quadrant 4 is neither urgent nor important.

vǳŀŘǊŀƴǘ п ƛǎ ǘƘŜ ǉǳŀŘǊŀƴǘ ƻŦ ǿŀǎǘŜ ŀƴŘ ŜȄŎŜǎǎΦ  LǘΩǎ ŀƭƭ ǘƘƻǎŜ ǘƘƛƴƎǎ ǘƘŀǘ ǿŜ Řƻ ǘƻ 
escape, like checking social media, watching mindless TV, playing endless games, 
wasting hours on the Internet, small talk.

People who escape to Quadrant 4 are usually burned out by living in Quadrant 1 and 
3 all of the time.  They are addicted to urgency, and it takes a toll.
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Prioritize

Å Important

Å Quadrants I & II

Urgent Not Urgent
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Quadrant 1

Important 

and Urgent

Quadrant 2

Important but 
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Quadrant 3

Urgent but 

not Important

Quadrant 4

Not Important 

and Not Urgent

Above the Line

The Time Management Matrix

LŦ ȅƻǳ ŜȄŀƳƛƴŜ Ƴƻǎǘ ǇŜƻǇƭŜΩǎ ŀƎŜƴŘŀǎ ŀƎŀƛƴǎǘ ǘƘŜ ŦƻǳǊ ǉǳŀŘǊŀƴǘǎΣ ȅƻǳΩƭƭ ŦƛƴŘ ŀƭƳƻǎǘ 
all of their time is spent in Quadrants 1 and 3. What happens then to
Quadrant 2? It gets pushed aside.

Now what happens to Quadrant 1? It gets larger. How long can you sustain a 
Quadrant 1 lifestyle? What are the results?
5ƻŜǎƴΩǘ ƛǘ ǎƻƻƴ ǎǘǊŜǎǎ ȅƻǳ ƻǳǘΚ 5ƻŜǎƴΩǘ ƛǘ ŜǾŜƴǘǳŀƭƭȅ ōǳǊƴ ȅƻǳ ƻǳǘΚ 9ƴŘƭŜǎǎƭȅ ŦƛƎƘǘƛƴƎ 
fires, moving from one crisis to the next. Gradually it takes its toll on
your body and on your mind. It is not sustainable.

{ƻ ǿƘŜǊŜ Řƻ ȅƻǳ ƎŜǘ ǘƛƳŜ ŦƻǊ vǳŀŘǊŀƴǘ нΣ ǿƘŜƴ ȅƻǳΩǊŜ ƛƴǳƴŘŀǘŜŘ ōȅ ǳǊƎŜƴǘΣ ǇǊŜǎǎƛƴƎ 
matters? You stop spending so much time in Quadrants 3 and 4. You literally say no to 
those activities. You live above the line that separates Quadrants 1 and 2 from 
Quadrants 3 and 4.

LǘΩǎ ǊŜŀƭƭȅ ƴƻǘ ǘƘŀǘ ŘƛŦŦƛŎǳƭǘ ǘƻ Ŏǳǘ ǘƘƻǎŜ ǿŀǎǘŜŦǳƭ ŀƴŘ ŜȄŎŜǎǎƛǾŜ ŀŎǘƛǾƛǘƛŜǎ ƛƴ vǳŀŘǊŀƴǘ 
4. The real challenge is not to let Quadrant 3 rob your time.

When people start to think in Quadrant 2 ways, there will be fewer crises, more 
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balance, and greater vision. Moving from crisis to crisis, never getting to Quadrant 2, 
is like swatting flies all day long. When will you stop swatting the flies and start fixing 
the hole in the screen door?

We need to live above the line.
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Prioritization Activity

[ŜǘΩǎ ǘŀƪŜ ǎƻƳŜ ǘƛƳŜ ǘƻ ǎǘŀǊǘ ǇǊƛƻǊƛǘƛȊƛƴƎ ςdetermining where things in your life fit 
within the Time Management Matrix.

Using the Prioritization handout shown here, 

Refer to your current "to do" lists and place items into the 
associated quadrants on the handout.

Then, with a spouse, co -worker, or friend, discuss the importance 
and urgency of the tasks. 

Debrief each other by asking which quadrants were most populated 
and discuss the challenge of making time for important -but -not -
urgent activities. 

Use the Time Management Matrix as a tool after the class. This is 
something you should address on a regular basis, especially when 
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things start to get out of control. Always refer back to this and 
update it as things change in your life.
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Productivity Pyramid
Plan
Daily

Plan Weekly

Set Goals

Identify Values

bƻǿ ƭŜǘΩǎ ǘŀƭƪ ŀōƻǳǘ ǘƘŜ tǊƻŘǳŎǘƛǾƛǘȅ tȅǊŀƳƛŘΦ

The Pyramid covers every aspect of your life.  We will be focusing on the Top 2 Tiers 
which can be done using any Time Management software such as Microsoft Outlook 
ςǿƘƛŎƘ ƛǎ ǿƘŜǊŜ ǿŜΩƭƭ ŦƻŎǳǎ ǿƛǘƘƛƴ ǘƘƛǎ ŎƻǳǊǎŜΦ

We will cover Daily and Weekly planning in further detail in a few minutes, but for 
now, here are some Goal-Setting Tips:
1. Write it Down
2. Give it a Deadline
3. Break it down into Doable Chunks
4. Commit
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ÅCustomer follow up

ÅTasks

ÅEmails

ÅVoice Mails

ÅAssignments
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When it comes to planning and prioritizing, we think of customer follow up, tasks, 
emails, voice mails, and assignments. 

Do these sound familiar? These are items we discussed that fall into Quadrants 1 and 
2.

So how do we stay focused day to day without losing sight of the big picture?

We need to rely on a system ςwhatever system you come up with can work for you 
as long as you work the system ςuse it daily and weekly. Remember, a tool is only 
good if you use it appropriately.
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Å It takes more than 5 

minutes

Å Flag It

Å Do It Later

Å If someone else can 

or should handle it

Å Forward It

Å File it Away or 

Delete

Å If takes less than 5 

minutes

Å Do It Now

Å File it Away

Å Not important, 

Delete immediately

Å Junk Mail

Å Marketing Emails

DeferDelegateDoDelete

4 Dõs of Time Management

Email Management

hƴŜ ƻŦ ǘƘŜ ƳŀƧƻǊ ǘƘƛƴƎǎ ǘƘŀǘ ǎŜŜƳǎ ǘƻ ǘŀƪŜ ŜǾŜǊȅƻƴŜΩǎ ǘƛƳŜ ǘƘŜǎŜ Řŀȅǎ ƛǎ 9ƳŀƛƭΦ {ƻΣ 
we need to talk about it now.

To tame your EmailLƴōƻȄΣ ȅƻǳ ǎƘƻǳƭŘ Ŧƻƭƭƻǿ ǘƘŜ п 5Ωǎ ƻŦ ¢ƛƳŜ aŀƴŀƎŜƳŜƴǘΥ 

ÅDelete It ςIf it is not important, you should delete it immediately. These are emails 
that are junk and marketing emails that are not important to you.

ÅDo It ςIf it takes less than 5 minutes, you should do it now and then file it away 
and move on.

ÅDelegate It ςIf someone else can or should handle the email, then forward it to 
them and either file it away or delete it. And,

ÅDefer It ς¢Ƙƛǎ Ŏŀƴ ǎƻƳŜǘƛƳŜǎ ōŜ ǘƘŜ ƘŀǊŘŜǎǘ ƻŦ ǘƘŜ п 5Ωǎ ςIf it will take more than 
р ƳƛƴǳǘŜǎ ǘƻ ǘŀƪŜ ŎŀǊŜ ƻŦ ƛǘΣ ȅƻǳ ǎƘƻǳƭŘ CƭŀƎ ƛǘ ǘƻ ǘŀƪŜ ŎŀǊŜ ƻŦ ƭŀǘŜǊΦ ²ŜΩƭƭ ŘƛǎŎǳǎǎ 
how to do this in a bit.
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ÅRight-click on 

the email, 

hover to 

ñFollow Upò 

and make a 

selection.
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[ŜǘΩǎǎŀȅ ǿŜ Řƻ ƴƻǘ ƴŜŜŘ ǘƻ ŎǳǊǊŜƴǘƭȅ ǊŜŀŎǘ ǘƻ ǘƘŜ ŜƳŀƛƭ ƴŀƳŜŘ άb/[Υ CǊŜŜ Ϸмрл h./έ 
ςto mark this email for future follow up, simply right-ŎƭƛŎƪΣ ƘƻǾŜǊ ǘƻ άCƻƭƭƻǿ ¦Ǉέ ŀƴŘ 
make an appropriate selection.  The selection options might be to follow up 
¢ƻƳƻǊǊƻǿΣ ƻǊ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ƻƴ ǘƘŜ άAdd Reminderέ ǎŜƭŜŎǘƛƻƴ ŀƴŘ ǎŜǘǳǇ ŀ ǊŜƳƛƴŘŜǊ 
for a specific date and time.  This is the most specific and will keep you from 
ŦƻǊƎŜǘǘƛƴƎ ŀ ά¢ƻƳƻǊǊƻǿέ Ŧƻƭƭƻǿ ǳǇΣ ǿƘƛŎƘ ǿƛƭƭ ǎƛƳǇƭȅ ǎƘƻǿ ƻƴ ȅƻǳǊ ¢ƻ 5ƻ ŀǊŜŀ ƻŦ 
Outlook.

That probably took a total of 2-3 seconds.  Now, you can do the same thing to any 
other emails that do not need immediate follow up.
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ÅRight-click on 

your name, 

hover to ñNew 

Folderò and 

click.

ÅType the name 

of the Folder as 

you would like it 

to appear.

ÅClick OK.

Many emailsare informational only and do not need to be saved.  At the time when 
ȅƻǳΩǾŜ ǊŜŀŘ ǘƘŜ ŜƳŀƛƭΣ ȅƻǳ Ƴŀȅ ǎƛƳǇƭȅ 5ŜƭŜǘŜ ǘƘŜ ŜƳŀƛƭΦ  LŦ ǘƘŜ ŜƳŀƛƭ ƛǎ ǎƻƳŜǘƘƛƴƎ 
that needs to be saved for future reference, you can create and save the emails in 
Folders.  The Folder List is located on the left side of the Outlook window.  To create 
folders, think of your workflow.  You may create folders based on product or brand 
and you may create folders that are specific to items from your direct supervisor.  To 
Add a Folder, right-ŎƭƛŎƪ ƻƴ ȅƻǳǊ ƴŀƳŜ όƭƻŎŀǘŜŘ ǳƴŘŜǊ ǘƘŜ άCŀǾƻǊƛǘŜǎέ ŀǊŜŀ ƛƴ ǘƘŜ [ŜŦǘ 
bŀǾƛƎŀǘƛƻƴ tŀƴŜΦύ  /ƭƛŎƪ ƻƴ ǘƘŜ άbŜǿ CƻƭŘŜǊέ ƻǇǘƛƻƴ ŀƴŘ ŀ ά/ǊŜŀǘŜ bŜǿ CƻƭŘŜǊέ 
window opens.  In this window, type the name of the folder as you wish it to appear 
ŀƴŘ ŎƭƛŎƪ ǘƘŜ άhYέ ōǳǘǘƻƴΦ
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ÅRight-click on 

the email, 

hover to 

ñMoveò and 

click on the 

Folder name 

where you 

would like to 

save the email.

The Folder will now be located in alphabetical order in your Folder List in the Left 
Navigation Pane.  To move an email to the Folder for future reference, simply click 
and drag the email to the folder.  You may also right-click on the email, hover to 
άaƻǾŜέ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ CƻƭŘŜǊ ƴŀƳŜ ǿƘŜǊŜ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ǎŀǾŜ ǘƘŜ ŜƳŀƛƭΦ
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ÅClick File and 

select Manage 

Rules & Alerts

ÅClick ñNew Ruleò

ÅMake appropriate 

selections to 

manage emails

ÅFollow the Wizard 

to complete the 

Rule

Manage Rules & Alerts allows you to change email colors, flag specific messages, as 
well as move emails to specific folders.
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ÅClick File and 

select Manage 

Rules & Alerts

ÅClick ñNew Ruleò

ÅMake appropriate 

selections to 

manage emails

ÅFollow the Wizard 

to complete the 

Rule

Manage Rules & Alerts allows you to change email colors, flag specific messages, as 
well as move emails to specific folders.
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ÅClick File and 

select Manage 

Rules & Alerts

ÅClick ñNew Ruleò

ÅMake appropriate 

selections to 

manage emails

ÅFollow the Wizard 

to complete the 

Rule

Manage Rules & Alerts allows you to change email colors, flag specific messages, as 
well as move emails to specific folders.
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Outlook may also be used to schedule, track, and remind you of specific Tasks.  The 
Tasks are separate folder located in the Left Navigation Pane of the Outlook window.

The Task area of Outlook will change the Tabs and Tab Groups located at the top of 
the Outlook window.
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ÅClick New Task

on the Home 

Tab.

To create a Task, simply double-click anywhere in the empty white space of the 
ǿƛƴŘƻǿ hw ǎŜƭŜŎǘ ǘƘŜ άbŜǿ ¢ŀǎƪέ ƛŎƻƴ ƻƴ ǘƘŜ IƻƳŜ ¢ŀōΦ
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ÅType the name 

of the Task, 

select the Start 

and End Date, 

Reminder time, 

and any other 

options you 

wish.

ÅClick Save & 

Close on the 

Task Tab.

Type the name of the Task, select the Start and End Date, Reminder Time, and any 
other options you wish.  Click on the Save & Close button on the Task Tab.

Or, you may simply Click and Drag the Email to the Tasks Folder. A New Task will 
automatically open for you to edit and save accordingly.

28



E
m

a
il
 C

a
le

n
d

a
r

The Outlook Calendar is another way to schedule tasks and assignments.  To view the 
/ŀƭŜƴŘŀǊΣ ǎƛƳǇƭȅ ŎƭƛŎƪ ƻƴ ά/ŀƭŜƴŘŀǊέ ƛƴ ǘƘŜ [ŜŦǘ bŀǾƛƎŀǘƛƻƴ tŀƴŜΦ

Many of you have probably already received Calendar Invitations for meetings, such 
as this one.  The easiest way to schedule items on your Calendar is by Accepting a 
/ŀƭŜƴŘŀǊ LƴǾƛǘŀǘƛƻƴ ǎƻƳŜƻƴŜ ŜƭǎŜ Ƙŀǎ ŀƭǊŜŀŘȅ ǎŜǘǳǇΦ  {ƛƳǇƭȅ ŎƭƛŎƪ ƻƴ ǘƘŜ ά!ŎŎŜǇǘέ 
button from the email.
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ÅClick the New 

Appointment 

button on the 

Home Tab.

To addŀƴ ŀǇǇƻƛƴǘƳŜƴǘ ǘƻ ȅƻǳǊ /ŀƭŜƴŘŀǊΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άbŜǿ !ǇǇƻƛƴǘƳŜƴǘέ ōǳǘǘƻƴ ƻƴ 
the Home Tab.  
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select the Start 

and End Dates, 

select the specific 

time period for the 

Appointment, 

Reminder, and any 

other options you 

would like.

ÅClick the

Save & Close 

button on the 

Appointment Tab.

In the Appointment window, type the Subject, select the Start and End Dates, select 
the specific appointment time, select the Reminder, and any other options you would 
ƭƛƪŜΦ  hƴŎŜ ǘƘŜ ŀǇǇƻƛƴǘƳŜƴǘ ƛǎ ŎƻƳǇƭŜǘŜŘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά{ŀǾŜ ϧ /ƭƻǎŜέ ōǳǘǘƻƴ ƻƴ ǘƘŜ 
Appointment Tab.

As with Tasks and Email follow up, you will want to setup a Reminder.  Reminders are 
automated and therefore, will not be forgotten when used appropriately.
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Voice Mail Management

4 Dõs of Time Management

And next, we must address Voice Mail Management.

Many email programs are connected to voice mail, so you may simply follow the 
ǎŀƳŜ п5Ωǎ ƻŦ ¢ƛƳŜ aŀƴŀƎŜƳŜƴǘΦ 9ǾŜƴ ƛŦ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ǾƻƛŎŜ Ƴŀƛƭǎ ǘǳǊƴŜŘ ƛƴǘƻ 
emails, you need to schedule time for voice mail management. Just because you 
ƳƛǎǎŜŘ ŀ Ŏŀƭƭ ŀƴŘ ǎŜŜ ŀ ǊŜŘ ƭƛƎƘǘ ŦƭŀǎƘƛƴƎ ƻƴ ȅƻǳǊ ǇƘƻƴŜ ŘƻŜǎƴΩǘ ƳŜŀƴ ȅƻǳ ƴŜŜŘ ǘƻ 
ōǊŜŀƪ ŀǿŀȅ ŦǊƻƳ ȅƻǳǊ ǇƭŀƴƴŜŘ ŀŎǘƛǾƛǘȅΦ DŜǘ ǘƻ ƛǘ ǿƘŜƴ ȅƻǳΩǾŜ ŀƭƭƻǘǘŜŘ ǘƛƳŜ ƻƴ ȅƻǳǊ 
calendar for voice mails. Do not return calls based on First-In, First Out. Listen to all 
voice mails making detailed notes on each, then manage them accordingly: Delete, 
Defer, Delegate or Do, meaning call the person back and speak with them.

Some companies may require employees to respond to voice mails within a specified 
amount of time. If this is the case, it may be helpful to place an hourly reminder to 
spend time checking and responding to voice mails. This way, you do not feel the urge 
to get to them as soon as they arrive.

Even if you are not required to follow up within a certain time, you should place time 
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ƻƴ ȅƻǳǊ ŎŀƭŜƴŘŀǊ ǎǇŜŎƛŦƛŎŀƭƭȅ ŦƻǊ ǾƻƛŎŜ Ƴŀƛƭ ƳŀƴŀƎŜƳŜƴǘΦ 5ƻƴΩǘ ƭŜǘ ƛǘ ǘŀƪŜ ƻǾŜǊ ǘƛƳŜ 
ȅƻǳΩǾŜ ŀƭǊŜŀŘȅ ǎŎƘŜŘǳƭŜŘ ŦƻǊ ǘƘƻǎŜ ƻǘƘŜǊΣ ƳƻǊŜ ƛƳǇƻǊǘŀƴǘΣ ǘƘƛƴƎǎ ƻƴ ȅƻǳǊ ǎŎƘŜŘǳƭŜΦ
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Review the tasks you categorized:

Å How did you decide which tasks are Urgent?

Å How did you decide which tasks are Important?

Å Are the priorities of others always the best guide?

Skills Practice Debrief

[ŜǘΩǎ ǊŜǾƛŜǿ ƻǳǊ tǊƛƻǊƛǘƛȊŀǘƛƻƴ IŀƴŘƻǳǘ ŀƎŀƛƴΦ

After you haveƭƛǎǘŜƴŜŘ ǘƻ ǿƘŀǘ ȅƻǳΩǾŜ ƭŜŀǊƴŜŘ ƛƴ ǘƘƛǎ ŎƻǳǊǎŜΣ Ƙƻǿ ǿƻǳƭŘ ȅƻǳ ŎƘŀƴƎŜ 
the priorities on the list? How did you decide which tasks were Urgent? Important? 
Would you change any of your priorities?

¦ǇŘŀǘŜ ŀƴȅǘƘƛƴƎ ǘƘŀǘ ȅƻǳ ŦŜŜƭ Ƴŀȅ ƘŀǾŜ ŎƘŀƴƎŜŘ ōŀǎŜŘ ƻƴ ǿƘŀǘ ǿŜΩǾŜ ƭŜŀǊƴŜŘ ǎƻ ŦŀǊΦ 
!ƴŘΣ ŘƻƴΩǘ ŦƻǊƎŜǘΣ ǘƘƛǎ ƛǎ ǎƻƳŜǘƘƛƴƎ ǘƘŀǘ ȅƻǳ ǎƘƻǳƭŘ ƭƻƻƪ ŀǘ ǊŜƎǳƭŀǊƭȅ ŘǳǊƛƴƎ ȅƻǳǊ ƭƛŦŜΦ 
Evaluate and Reevaluate at least once a year as your life changes. As things change in 
your life, priorities may change and to best manage your time, you need to plan 
according to the priorities in your life.
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Summary / Q&A

Å Define prioritization

Å Describe the benefits of the Time Matrix 

Å Use the Time Matrix to manage and prioritize time

Å Use the Priority Pyramid to organize daily schedules and 

follow up in a timely manner

Å Use Time Management software to prioritize and organize

In this course, we learned the definition of prioritization, we should now be able to 
describe the benefits of the Time Matrix, use the Time Matrix to manage and 
prioritize time, use the Priority Pyramid to organize daily schedules and follow up in a 
timely manner, and use Time Management software to prioritize and organize your 
daily life.
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