Outlook

Time Management
mini -course

;Hj
»
PR— ~

Welcome toOutlook Time Management, the powerful mieourse¢ How to Do More
and Enjoy Life!




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.

d Victor Hugo
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transaction of the day and followsut that plan, carries a thread that will guide him
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| actually take that quote a little further these days. | take time every evening before |
go to bed to plan for the next day. That way, | feel more comfortable that | am
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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
GAYST @&2dz O gitwill awaysyeoniinSe moving. S

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!



Define prioritization
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

Use Time Management software to prioritize and organize
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we need to learn to prioritize and then use tools to help us organize and get to our
priorities each and every dag to save you time and to allow you more free time to
do with it what you want, when you want!

Define prioritization

Describe the benefits of the Time Management Matrix

Use the Time Management Matrix to manage and prioritize time

Use the Priority Pyramid in conjunction with the Time Management Matrix to
organize daily schedules and follow iapa timely manner

Use Time Managemesbftware, like Outlook, to prioritize and organize tasks
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What is Prioritization?

Organizing or completing things
In the order of their importance.

What is Prioritization?

Prioritization is organizing @ompleting 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.
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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.



Time Management Activity.

ff’ Parents
9 Spouse Q Emaj
Q Children

d Community
Q Phone

9 Governmeny
Q Telev:s:on Radio
Q Neighbors
:' C(‘:: ’;Pany President ,:) tandiorg
Orkers Boss
Q CUStome,s Q Peers

Q Unknown Forces

To succeed and be happy in life, we need to first determine our priogtees goals
GKFG 6SQ@S aSito ,2dz ySSR G2 YIFIGOK @&2dzNJ 3
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.
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Using the handout on this pag@ut 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
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Your time and your goals have to match your values. In reviewing this checklist, look



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.



Why Prioritize?

Prioritizing tasks ensures that you

meet your most important goals s
first. If ther edjs
have time for, it will be the least
important item on your agenda.

Why should we prioritize?

Prioritizing taskgnsures 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.
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Why Prioritize?

Requires immediate attention What really makes a difference
Time-sensitive Values, Personal Mission
High-priority Goals

First, we need to understartevo key words of Prioritizingurgency and importance.

Urgency means it requires immediate attention. It is now. Urgent thingsraas,
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
LISNE2Y I f YA&daAz2ysI @&2dzNJ 2 NHidrisggobls. G A 2y Q&
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Al have two kinds
problems, the urgent and the
important. The urgent are

not important, and the
Il mportant are never

d Dwight D. Eisenhower
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Prioritize

The Time Management Matrix

A Approaching deadlines lprlEnsl

Important

A Emergency revisions and Urgent
A Crisis situations

{ 232 f S aldér lodk latth® Eisenhower Matrix (or Time Management Matrix)
andHow to use it.

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

Quadrant 1 consists of activities that dveth 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
1S58 YSSUGAYy3 Aa &adzRRSyfté OFffSRo® LT &2dz
0S (2dza3K 02y aSljdzSyoSaz a2 Ad0Qa | vdzr RN}y
necessity. Wenustspend time here.

But if you only focus on Quadrant 1, it keeps getting bigger and bigger until it
consumes you.
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Prioritize

The Time Management Matrix

Quadrant 1 Quadrant 2

Important Important but

A Projects not near the deadline and Urgent Not Urgent
A Daily tasks

Quadrant 2 activities areot 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
RSPSt2LIYSyido 'ttt GKS GKAy3Ia GKIG 6S (y29
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We call Quadrant 2 the quadrant of effectiveness. This is where effective people focus
GKSAN) SYSNAHASad ,2dz 4SS3 vdzZr RN} YG H 62y Q
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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The Time Management Matrix

Quadrant 1 Quadrant 2

Important Important but

A Phone calls and Urgent not Urgent

A Work emails
Quadrant 3

A Interruptions by coworkers

Urgent but
Not Important

QuadraAntVS gctivities are urgent put not important. Itjncludqs such things as A
dzy y SOSaal NE YSSGAy3a IyR NBLER2NIaz Ylye S
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 knegerk response to that email that just showed up on screen, but
R2SayQi NBFff& YIFIGGdSN YdzOK® ¢KSasS FNB A

Beware of Quadrant it is the culprit that bankrupts individuals and organizations.
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P u ltl
The Time Management Matrix

Quadrant 1 Quadrant 2

Important Important but

A Checking social media and Urgent not Urgent

A Cleaning your desk

Quadrant 3 Quadrant 4

A Sma" talk Urgent but Not Important
not Important and Not Urgent

Quadrant 4 is neither urgent nor important.

vdzr RNy yd n Aa GKS ljdza RNyl 2F ¢gladasS |yR

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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P u ltl
The Time Management Matrix

Quadrant 1 Quadrant 2

Important Important but
and Urgent not Urgent

A Important
A Quadrants | &Il

Quadrant 3 Quadrant 4

Urgent but Not Important
not Important and Not Urgent
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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 17? It gets larger. How long can you sustain a

Quadrant 1 lifestyle? What are the results?

52SayQi Al az22y aiNBaa &2dz 2dziK 52SayQi
fires, moving from one crisis to the next. Gradually it takes its toll on

your body and on your mind. It is not sustainable.
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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.

LiQa NBIFtte y2d GKFG RAFFAOMZA G G2 Odzi GK
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

15



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.

15



Prioritization-Activity:v
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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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Praductivity iPyramids r

Plan,
/ Daily ™.

/' Plan Weekly
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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
CHKAOK Aa 6KSNB 6SQff F20dza 6AGKAY GKA&

We will cover Daily and Weekly planning in further detail in a few minutes, but for
now, here are some Go8letting Tips:

1. Write it Down

2. Give it a Deadline

3. Break it down into Doable Chunks

4. Commit

17



ACustomer follow up
INERS

AEmails

AVoice Mails
AAssignments
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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 systeqwhatever system you come up with can work for you

as long as you work the systenuse it daily and weekly. Remember, a tool is only
good if you use it appropriately.
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Email Management

Ti me Mana

Not important, A If takes less than 5 A If someone else can A It takes more than 5
Delete immediately minutes or should handle it minutes

Junk Mail A Do It Now A Forward It A Flag It

Marketing Emails A File it Away A File it Away or A Do It Later
Delete

hyS 2F (GKS YIFI22N) GKAy3a (GKIFG asSsSvya G2
we need to talk about it now.
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A Delete Itc If it is not important, you should delete it immediately. These are emails
that are junk and marketing emails that are not important to you.

A Do It¢ If it takes less than 5 minutes, you should do it now and then file it away
and move on.

A Delegate It; If someone else can or should handle the email, then forward it to
them and either file it away or delete it. And,

A Deferitctc KAa OlFy a2YSOAYSa alSitwilkie mikre tNaR S
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how to do this in a bit.

aid 2
K 2 dzt
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1% O || From Subject

e the email,

[£10) NCL: Free $150 OBC

B2 comy

P @) e hover to

=0 an only. 525 just foryou]

% Reply bY
=01 e
Ean B8 Reply All les n O

[=0LS % Forward -GUR

4 Date: Last Week B Markas Uread and make a

=0 Categorize 0 good, they won't last.] H

[ETL ¥ FollowUp Se|eCt|0n.

o @ Fndrelsted > orro

j ﬁ : F  Quick Steps

E@an 5 Rules

ErL 05 Move

=on S onenote <

N 3 AddR Fon

NCL: Free $150 OBC Q; j‘i:z" < Mark Complete
X Delete

Sent: Tue 4/2/2013 5:52 PM Set Quick Click...
1

| Message (1] NCL_SUMMERSALE_5150 0BC.DOCX B3 KB)

[ Sa0é& ¢S R2 y2i ySSR (2 OdNNBydate NBIFOU

¢ to mark this email for future follow up, simply rightf A O1 X K2 @SNJ (i2 aC;:
make an appropriate selection. The selection options might be to follow up

C2Y2NNR g3 2 NJ @ 2Adkd RemigdetO t3ASG 1S RiyA 20yK S y6R a Si d
for a specific date and time. This is the most specific and will keep you from
F2NBSGGAYT  a¢2Y2NNRgé F2ff26 dzZLlls o KA OK
Outlook.

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

20



your name,
hover

click.

A Type the name
of the Folder as
 E saemccees you would like it

> &9 Archives

» &9 Public Folders - Deborah, tO appeal’.
A Click
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Many emailsare informational only and do not need to be saved. At the time when
82dzQ@¥S NBFR (KS SYIFIAftsX &82dz YIé& &aiavLiea& 58
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, righ©f A O1 2y @&2dz2NJ yIYS 6f20F3GSR dzyRS|
bl @AILGA2Y tIySoo /| £t A01 2y (GKS abSg cC2f
window opens. In this window, type the name of the folder as you wish it to appear
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on
the email,

hover to

i 0O and
click on the
Folder name
where you
would like to
save the email.
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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 Hgitk on the email, hover to

Ga20S¢ FyR OftA01 2y GKS C2fRSNIYLIYS gKSN

22



Account Information
Deborh McCuskerd
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A Click and
select

ACl i el Rilco
A Make appropriate

selections to
manage emails

A Follow 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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Rules and Alerts

E-mail Rules | Manage Alerts

(55 New Rule. Delete & ¥ RunRulesNow... Options

Alert from "Home " about "ICE Announcements: All tems (All Chan... L d
Emails from Marilee to Debbie (cient-only) e

|Rule (appiied in the order shown) | Actions [«

Rule description (click an underlined value to edit):

Apply this rule after the message arrives
which is an Alert from "Home” about "ICE Announcements: All Ttems (All Changes)”
flag message for For Your Information Today.

[T/Enable rules on all messages downloaded from RSS Feeds

A Click and
select

ACl i el Rilco
A Make appropriate

selections to
manage emails

A Follow 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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Rules Wizard

Step 2: Edit the rule description (cick an underlined value) <

Start from a template or from a blank rule
Step 1: Selecta template
Stay Organized
-*} Move messages from someone to 3 folder
13 Move messages with spedific words in the subject to a folder
L3 Move messages sent to a public group to & folder
W Flag messages from someone for follow-up
L3 Move Microsaft InfoPath forms of a spedific type to  folder
L3 Move RSS items from a specific RSS Feed to a folder
Stay Up to Date
%, Display mail from someone in the New Ttem Alert Window
4B Play a sound when I get messages from someane
@ Send an alert to my mobile device when I get messages from someone
Start from a blank rule
=4 Apply rule on messages I receive
<=1 Apply rule on messages I send

Apply this rule after the message arrives
from pEople or public arop}
move it to the specified folder

and stop processing more rules

Example: Move mail from my manager to my High Importance folder

A Click and
select

ACl i el Rilco
A Make appropriate

selections to
manage emails

A Follow 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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A Click
on the Home
Tab.

1%
—
4
&
—
©
S
LL

To create a Task, simply douldeck anywhere in the empty white space of the

6AYyR26 hw a4StS800 GKS abSs ¢lLalé A2y 2y
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A Type the name
of the Task,
select the Start
and End Date,
Reminder time,
and any other
options you
wish.

A Click

on the
Task Tab.
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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.
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TheOutlook Calendar is another way to schedule tasks and assignments. To view the
/'t SYRINE aAvYLXe& OftAO0] 2y a/lfSYRFENE AY

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

/' fSYRINILY@AGEFEGARZY &a2YS2yS StasS KIFa | fN
button from the email.
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A Click the

button on the
Home Tab.

Toadd y | LJLJZ2 A yﬂ Yéyﬁ g2
the Home Tab.
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A Type the Subject,
select the Start
and End Dates,
select the specific
time period for the
Appointment,
Reminder, and any
other options you
would like.

A Click the

button on the
Appointment Tab.
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Inthe 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

fAlS® hyOS GKS |LIRAYyGYSyld Aa O2YLX SGSR
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

And next, we must address Voice Mail Management.

Many email programs are connected to voice mail, so you may simply follow the

alYS n5Qa 2F ¢AYS alyl3aISYSyiod 9gSy AT @2
emails, you need to schedule time for voice mail management. Just because you
YAaaSR | OFfft FtyR aS8SS I NBR fAIKG Ftlaka
ONBI]l Fél@& FNRY &@2dz2NJ LX FYyYSR FOUA@Aléd D
calendar for voice mails. Do not return calls based on-Firgtirst 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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Skills Practice Debrief

Review the tasks you categorized:

A How did you decide which tasks are Urgent?

A How did you decide which tasks are Important?
A Are the priorities of others always the best guide?

[ SiQad NBOASGE 2dzNJ t NA2NRGATFGAZ2Y | | yR2dzi

Afteryouhavd A aG Sy SR (2 ¢gKI G &2dz2Q@3S fSINYSR Ay
the priorities on the list? How did you decide which tasks were Urgent? Important?
Would you change any of your priorities?

P'WIRIFGS FTyedKAy3a GKIFEG &2dz FSSt YlFe KIF@S O
l'YRE R2Yy Qi F2NHS(GX (GKAa Aad a2YSUiKAy3a (Kl
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

Define prioritization
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

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.



