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Turn E-Mail Into Tasks, Calendar Entries, Contacts, and Notes

1. Select an e-mail, then drag and drop it onto the CALENDAR, CONTACTS, TASKS, or
NOTES bar in the Navigation Pane (or folder list). When you drag and drop the item, the
dialog entry box for the task, calendar entry, or contact will open. You can make notes, set
reminders, etc., as needed.

0] EREN Inbox - Dave.Green@FranklinCovey.com - Microsoft Outlook
Home | Send/Receive  Folder  View
:‘a @ iy Ignore x :% E _’g B2 Mesting || &) Webinar Project . 3] New Task 3 Move to: 7 Lﬁ_‘l i\) @ Q
%2 Clean Up = (2 To Manager |3 Team E-mail « Done
New Mew | o e Deste | Rep Reply Foward B Mo | |0y pooy g peete i creae New < Move Rules oneNate unreac
New | Delete | Respond | Quick Steps | Move
4 Favorites @ L
Inbox 456
S & 1|0 8]Fron [suties
S —— % Ced, Jimmic RE: Outlook 2003 Toalkit
% Carokrissman RE: 2010 Toal Kit
4 Dave.Green®FranklinCavey.com [=4 Expenses Dave Green has submitted expenses for Diageo North America, Job#: 10085854, Start Date: 02/07/2011
> E Inbox (456) [=d Mike Wuergler RE: NEW LiveClicks Facilitator Notes PROTOTYPE needing your review and feedback
@ Drafts [17] |4 Debralarson RE: Delivering Great Webinars
E T |4 Christine Brabeck RE: FeedBack
fea—— [ Steven Fitzgerald VA Consultant Call 2/10 or 2/11 Minutes
% Debralarson Delivering Great Webinars
(3 Conversation History (] DebBowden DE 021111 - NPS Improvement Project, LMS Maintenance, Discontinuation of Manarch & Pocket Planner Kits, Recommended
rara . P AndreaMcCloy RE: Outlook 2010 Rescue Guide
D% :}"u“t;:;"“" 57 % DebBowden RE: Live Clicks Development Strategy - can you include this in it's entirety or do you want ta edit? Let me know.
2 qusrine {24 0 Dave Green RE: Expenses needed
e (4 Christine Brabeck Focus on 278
5B Seareh Folders iRy Filton 'day Update Tor the San Jose/santa Ciara Focus Feb, 15t
g p————— ¥l CherSherman RE: Time Management 2 hour Webinar Training Pilat
| Jacki Kendall RE: Correction, the 28th will not work as Dave is boaked.
|4 0 Jennifer Colosimo Leadership Practice Webinars
|4 0 Event Manager Updated Location, On site, Southern California Edison, 3/21/2011
[~4 CheriSherman RE: Time Management 2 hour Webinar Training Pilot
4 Peter_OConnor@ea.eps.. below the line
Q Candice Eldard Expenses needed
(u MariaTiatia RE: Plaase contact this client for a preconsult
4 RickKennedy RE: Time Management 2 hour Webinar Training Pilot
P Adriana Coury What version of Lotus Notes is our FOCUS material compatible with?
= @ Chris Clark RE: Time Management 2 hour Webinar Training Pilot
|- Mail 4 CheriSherman RE: Time Management 2 hour Webinar Training Pilat
o {4 DaleBond Focus Outlaok Certification Workshops
3 0 Rick Kennedy RE: Time Management 2 hour Webinar Training Pilot
@ (% Maria Tatia RE: Please contact this client for a precansult
- [ Jessica Hernandez Confirmed for 1-day Facus for Outlook Custom webinar on April 18 with Dave Green
@ Tasks |4 Matt Murdoch Online Leaming Update
- |4 Heatherlutz RE: Bio Rad Events
% T Cock RE: Bio Rad Events
D Izl - = Tracy Cook FW: Control Sheet for 2011 Bio-Rad Training Calendar with Dave Green

© FranklinCovey. All rights reserved.



Turn E-Mail Into Tasks, Calendar Entries, Contacts, and Notes

2. If'you are turning an e-mail with an attachment into what it is, you may want to right-click the
e-mail as you drag-drop it and select MOVE OR COPY WITH ATTACHMENT so that the
attachment also comes to the task, calendar entry, contact, or note.

=4 W Jennifer Colosimo Leadership Practice Webinars
{4 @ Event Manager Updated Location, On site, Southern Californi
{4 CheriSherman RE: Time Management 2 hour Webinar Trainin|
L4 Peter OConnor@ea.eps.. belowthe line
Q Candice Eldard Expenses needed
Q Maria Tiatia RE: Please contact this dient for a preconsult
(=4 Rick Kennedy RE: Time Management 2 hour Webinar Trainin|
¥[-4 Adriana Coury ‘What version of Lotus Notes is our FOCUS ma
Q Chris Clark RE: Time Management 2 hour Webinar Trainin|
[=4 Cherisherman RE: Time Management 2 hour Webinar Trainin|
g Dale Bond Focus Qutlook Certification Workshops
#3 0 Rick Kennedy RE: Time Management 2 hour Webinar Trainin|
Q Maria Tiatia RE: Please contact this dient for a preconsult
s [~ lessicaHemandez Confirmed for 1-day Focus for Outlook Custol
V] Tasies Copy Here as Task with Text Online Learning Update
| | Notes Copy Here as Task with Attachment RE: Bie Rad Buents
RE: Bio Rad Events
Move Here as Task with Attachment FW: Control Sheet for 2011 Bio-Rad Training
Cancel

3. A quick option to turn an e-mail into a TO DO is to right-click the FLAG and quickly put the
e-mail as a TO DO on a specific date like TODAY or TOMORROW. Left-clicking the FLAG
marks it COMPLETE.

Sat 2/12/2011 1:27 PM 3T KB
expenses for Diageo Narth America, Job#: 10085854, Start Date: 02/07/2011 Fri 2/11/2011 9:45 PM 6 KB
tor Notes PROTOTYPE needing your review and feedback Fri 2/11/2011 5:44 PM 42KB
nars Fri 2/11/2011 4:47 PM 39 KE
Fri 2/11/2011 4:35 PM 30KB
r 2/11 Minutes Fri 2/11/2011 3:37 PM 7
Fri 2/11/2011 10:15 AM 2 ¥ Toda
ent Project, LMS Maintenance, Discontinuation of Maonarch & Pocket Planner Kits, Recommended... Fri 2/11/2011 8:46 AM 5 ¥ Tomorrow
Guide Fri 2/11/2011 8:28 AM 2 '\( This Week
nt Strategy - can you include this in it's entirety or do you want to edit? Let me know. Fri 2/11/2011 8:15 AM g \( Mext Week
Thu 2/10/2011 5:18 PM 1 Y o Date
Thu 2/10/2011 5:02 PM 1 ¥ custom..
ose/Santa Clara Focus Feb. 15th Thu 2/10/2011 2:42 PM 1
our Webinar Training Pilot Thu 2/10/2011 2:31 PM 204 Add Reminder..
ill not work as Dave is booked, Thu 2/10/2011 2:16 PM 2+ Mark Complete
ars Thu 2/10/2011 1:07 PM 1 ear Flag
, Southern California Edison, 3/21/2011 Thu 2/10/2011 11:33 AM 3 Set Quick Click...
our Webinar Training Pilot Thu 2/10/2011 11:15 AM e
Thu 2/10/2011 9:51 AM 9 KB
Thu 2/10/2011 9:12 AM 16 KB

You know you need rescuing when you miss an
important meeting with the big boss because you
forgot to turn it into an appointment.

© FranklinCovey. All rights reserved. 3



Turn E-Mail Into Tasks, Calendar Entries, Contacts, and Notes

You may want to set up your Navigation Pane in the suggested order so that you have commonly used
functions showing and easily clicked.

1. From the INBOX, click the NAVIGATION PANE button on the top ribbon. From the resulting
menu, click OPTIONS.

2. Select the functions and order as shown.

3. This sets up the Navigation Pane.

2 1

0 5= Inbox - Dave.Green@FranklinCovel.com - Microsoft Outlook
Home Send / Receive Folder View
7
[ [T:
@ C% @ 7| show as Conversations % Erom & To Categories b S [
— %= Add Columns i
Change View Reset Conversation Settings W Flag: start Date ¥ Flag: Due Date [ size Subject 5 Navigation Reading T|
View ™ Settings View %= Expand/Collapse = | pane~  Pane~
Current View ‘ Conversations ‘ Arrangement ‘ Layout
4 Favorites d
(5] Inbox [456)
[ sent ems B 1| 0] From Subject
] ed tems (19) Q Cecil, Jimmie RE: Outlook 2003 Toolkit
Q Caro Krissman RE: 2010 Tool Kit
4 B Er ERe i s u Expenses Dave Green has submitted expenses for Diageo North America, Jop#: 10085854, Start Date: 02/07/2011
B D PGS u Mike Wuergler RE: MEW LiveClicks Facilitator Notes PROTOTYPE needing your revigw and feedback
Inbox 5
@ = aﬂsr[lﬁ]J =4 Debralarson RE: Delivering Great \Webinars
r: -
3 sent ems 4 Christine Brabeck RE: FeedBack
5] ed Ttems (15) |4 \0) Steven Fitzgerald VA Consultant Call 210 or 2/11 Minutes
i o it Q Debra Larson Delivering Great Webinars Navigation Pane Dptions
onversation Histary [4 DebBowden DE 021111 - NPS Improvement =}et Planner Kits, Recomm|
L = ——
g JFC[ e s 104 AndreaMcCloy RE: Outlook 2010 Rescue Guid D's"_‘ay s TS Eekr
R % DebBowden RE: Live Clicks D stf ([ Ml i [ MoveUn | Jdit? Let me know.
& [ outbox = - [¥] Calendar
3 quarantine u 0l Dave Green RE: Expenses needed [ contacts
5 [f5) RSS Feeds [~ Christine Brabeck Focus on 2/8 % La?s
- [/] Nates
b Dj Search Folders = Wen.dy Hilton 3 day. update for the San Jose, ; Foldor List
£3 Synchronization Failures ! CheriSheman RE: Time Management 2 hour §{ | shorteuts
-4 JlackiKendall RE: Correction, the 28th will nd | ] Journal
|4 1@ Jennifer Colosima Leadership Practice Webinars
L:i 1) Event Manager Updated Lacation, On site, Sol
[~4 _ Cheri Sherman RE: Time Management 2 haur WEBInar Training Piot

View
[T IE
ions % Fram @ To Categories N‘ Reverse Sort D
— - | =) Add Columns
) L 4 . \ 4 . : = : — igation|Reading To-|
gs Flag: Start Date Flag: Due Date Id Size Subject + | %= Expand/Collapse ~ e Pane~ Ba
Arrangement | Maormal 3
Minimized
R Off
From Subject
Cecil, Jimmie RE: CQutlook 2003 Toolkit Favaorites
Cara Krissman RE: 2010 Tool Kit Options... 211
Expenses Dave Green has submitted expenses for Diageo Morth America, Job#: 10085854, Start Date: 02/0% 271

© FranklinCovey. All rights reserved.



New in Qutlook 2010: Quick Steps

Customize common actions in Outlook 2010 with the new Quick Steps feature.

As you gain advanced proficiency with Outlook, you will often do the same multistep process several
times a day. Quick Steps allow you to reduce these often-used functions from multiple commands to

just one “quick step.”

For example, suppose you are currently managing a webinar project and every day you receive e-mails
that you turn into tasks in this project category. Then you typically delete the e-mail. As you've
learned, this is three separate steps:

1. Drag and drop the e-mail into TASKS.
2. Put the new task in the proper project category.

3. Go back and delete the e-mail from your INBOX.

With Quick Steps, we can reduce this to one step. Here is how:
1. On the top ribbon of your INBOX, click CREATE NEW in the Quick Steps box.

2. Give the Quick Step a name...” Webinar Project Tasks.”

Inbox - Dave.Green@FranklinCovey.com - Microsoft Outlook

Project ... [ Mew Task 23 Moveto: 7 53 \i\ E‘ Q
ger 34 Team E-mail < Done L‘—] -

= - Move Rules OneMote | Unread/ Ca
Delete ‘i Create New ¥ o - Read

Quick Steps Ii| Move

ok Secrets
‘webinar project at BioRad finally.
oject at BioRad finally.

ion

© FranklinCovey. All rights reserved. 5



New in Qutlook 2010: Quick Steps

3. For the first action, scroll down and select CREATE A TASK WITH ATTACHMENT.

4. Click ADD ACTION and scroll to CATEGORIZE MESSAGE for the second step. Choose the
category Webinar Project.

5. Then ADD ACTION a third time for DELETE MESSAGE. Enter a brief description of what
the Quick Step does. Give it a shortcut key if you wish. Click FINISH.

Edit Quick Step

Edit Quick Step

7 lame: | biame:
Z [Webinar Project Tasks @ |Webinar Project Tasks ]

Add actions below that wil be performed when ths quick step s dicked on ‘dd actions below that nill be performed when this quick step s cicked an.

Actions

Actions
Choose an Action v| X |21 Create 2 task with attachment v X
¥ setimportance |
Categories, Tasks and Flags Choose an Action v| X
Categorize message Choose an Action ~
Clear Categories Filing
¥ Flag Message 23 move to folder
2
Copy to folder
W Clear fisgs on message 5 copy |
& Mark complete X Delete message =
T T e em— X Permanently delete message
Create a task with attachment 3
3 Change Status
& Create a task with text of message B
nd (4 markasread |
Respor
B New M (Y Markas unread
4 Mew Message
3 Forward b 7 Setimportance
G e Categories, Tasks and Flags
eply — m —
Reply Al
"Q 155 Clear Categories
[EL Reply With Mesting 3 1
W FlagMessage

Einish Concel W Clear flags on message E*‘

Your new Quick Step will show in the QUICK STEP box in your INBOX. Clicking the Quick Step
one time will accomplish the entire chain of functions. Try it.

Inbox - Dave.Green@FranklinCovey.com - Microsoft Outlook

nd )/ Receive Foder  View

3 x > E (3 Mmesting 94 Webinar Project @P LS S @ Q ]

foe &3, To Manag S TeamPmail o Done R = = 60 Adaress Book

Delete | Reply Reply Forward &, pore - | Move Rules OneNote | Unread/ Categorize Follow
. ply Reply T G Reply&Delete 7z Create New 5| (e BRI e
Detete | Respond | Quick steps 5| Move | Tags | Fna |
E4[1[ 0[] From [subject
)
. Sat 2/26/2011 8:45 PM 23KkB

ovec
Sat 2/26/2011 758 PM e
Sat 2/26/2011 145 PM e
Sat 2/26/2011 224 AM 5

d

fory e Company Fri 2/25/2011 4:19 PM 52KB
i 2/25/2011 418 PN 116
i 2/25/2011 401 Ph 1558

© FranklinCovey. All rights reserved.



Insert Documents and E-Mails Into Your Tasks, Calendar Entries,

Contacts, and Notes

When you have opened the task, calendar entry, contact, or note you wish to insert the e-mail or

document into, make sure you have selected INSERT on the top ribbon.

» Attach File lets you drop copies of documents into the task, calendar entry, contact, or note.

e Qutlook Item does the same for e-mails.

* You can also insert hyperlinks.

A9 G+ 9= Network Plan - Task

Task | Insert h

0 4D 4 BLBEP2d e @ % A4

Attach Outlook Business Signature | Table | Picture Clip Shapes SmartArt Chart Screenshot  Hyperlink Bookmark | Text Qu
File  Mem  Card~ - - At v - Box+ Par

Include Tables lllustrations Links

© You made changes to another copy of this item, This is the most recent version. Click here to see the other versions.
Appointment(s) on: Wed 10/29/2008 1:30 PM, Wed 2/11/2009 9:00 AM, Wed 7/22/2009 12:00 PM, Thu 10/22/2009 9:15 AM, Fri 11/6/2009 1:34
2/5/2010 10:00 AM, Wed 2/10/2010 9:15 AM, Fri 2/12/2010 9:30 AM...
Follow up. Start by Tuesday, August 11, 2009, Due by Thursday, February 24, 2011,

Subject: | Network Plan
Start date: | Tue 8/11/2008 |- status |In Progress
Due date: | Thu 272672011 |- priority: | High |- o complete

] s

j| M Desktop B HCS MOSs-cross US 0107.doc
Ir‘ 1% dmgree on LAP3005... %]How to do Webinars Cert.ppt
| [E| Documents % IND0B0002_DivWebParGui_[r1.0.2].pdf
| IE) Pictures = IND0&0004_GenWeb_[r1.01].pdf
i| I Music £ IND080004_GenWeb_[r1.0.3].pdf
5 Recently Changed ] Live, On Line.ppt
ﬁ Searches
i i4¢ Public
i
|! Folders ~
i File name:  HCS MOSa-cross LS 0107 doc ~  [AlFiies () -

TooISV[mH[Camd]

Insert
Rachel Ray DEsiesles

Insert as Hyperlink
Inside Sales Partner Show previous versions

© FranklinCovey. All rights reserved.

You know you need rescuing when it takes you an
hour to gather the documents you need for a half-
hour meeting...and then you’re 15 minutes late for
the meeting.




Use Colors

You can set up your incoming mail to display in different colors to differentiate senders, groups, teams,
your boss, etc.

We recommend you allocate three to four colors to people or teams who consistently send you urgent
and important Q1s. That way you can give them first attention.

1. In your INBOX, click on the VIEW tab.
2. Then, click VIEW SETTINGS.

3. In the Advanced View Settings window, click CONDITIONAL FORMATTING.

2

Inbox - Dave.Green@FranklinCovey.com - Microsoft Outlook

jome Send / Receive Folder View

= 0o - w = =
© G O Domncnomn Boe 30w 85 | h s

- %= Add Columns

Change View Reset Conversation Settings - | ¥ Flag: Start Date ¥ Flag: Due Date 1 Size = susject = _ | Navigation Reading
View - Settings View Expand/Collapse Pane~  Pane~
Current View | Conversations | Amrangement | Layout
4 Favorites K
L5} Inbox (454)
5[ 00| Frem Subject
[ Sent Items
T — (% AmberRackham RE: 2 Hour Webinar - Taolkit / FOCUS for Outlook
[—d © Elaine Earl
4 Dave.Green@FranklinCovey.com [=j DaveGreen FW: colors
N - 4 Tyler Staten RE: 2 Hour Webinar - Taolkit / FOCUS for Outloak
-] Inbox =
(3] Drais 13] t[d AmberRacknam LCELEME & dvanced View Settings: Compact
% Sharon Colbert RE: Genencor
53 sent tems Description
(5 Deleted Items (15) (% DebBowden Starting outlo:
[y DebBowden Re: Warkarou Header Status, Importance, Flag Status, Icon, Attachment,...
3 Conversation Histary (% DebBowden RE: Workarou
v Fam (u DebBowden Waorkaround R e

L g Junk E-mail 53]

4 0 Michagl Paulicano Genencor Inte
>3] Outbax =0 Remived (==t
114 @ Eileen Land

[ quarantine Question from

D@ —— [4 Bersin & Associates Upcoming We| off
5 Search Folders -4 DougFaber Re: March 28
3 synchronization Failures =4 KoryKogon RE: March 28 Fants and ather Table view settings
(4 Kory Kogon March 28 Con:
i AmberRacknam RE Toolkitupd | Condbignal Formatting... | User defined fanks on each message
40, AmberRackham Update: Time
) AmberRackham W FranklinG format Columns... Specify the display formats for each field
4 Tragy Cook Control Sheet
-4 Jordan DeMaux RE: Dave Gree Reset Current Yisw
|4 Preston Luke Furd: VA Webj/Aare e TS, 0T
-4 Matt Murdoch Conferencefline far Rajan Call
(. Matt Murdoch Re: Dave/reen's Presenting Great Webinars session for India

3

You know you need rescuing when you’ve given
your boss’s messages the color white, on a white
background.

© FranklinCovey. All rights reserved. 8



Use Colors

4. Click ADD and give the rule a name, like “red.”

Conditional Formatting

Rules For this view:

Add
[] unread group headers
[ ] submitted but nat sent

[ ] Expired e-mail -

[ ] overdue e-mail
[ ] Messages in okher folders Move Up
[ untitled

[] Red Move Down
Propetties of selected rule

Name: |Untit\ed |
5 [ Font. ..

t I |3 pt. Segoe UL |

6

[ Unread messages — 4

5. Click FONT. Choose the font color you need; bold and increase the font size to 10. Click OK.

—
S|

Font Font siyle Size:
Segoe Ll [Bold | [ ]
W_a Flegular 8 A

Showcard Gothic | | Italic 3
O Shuti

Small Fonts Bold Italic R
0 SnapITC - 12
O Stendi 14
O Sylfaen > 5~
Effests Sample
[ Strikeout
[ Undrine ErLEgrs
Color:
I Red v Script

Westem v

© FranklinCovey. All rights reserved.



Use Colors

6. Now click CONDITION in the FROM block, type in the address or name of the sender (in
this case, Eileen Land), and click OK on the consecutive screens.

Now this Q1 message stands out, allowing us to give it immediate high-priority attention.

Filter

WmHM|
Search for the word(s): | vl
In: [ subject field anly |
[ From... ] [Eiteen Land| |
[ sertton. | |
[Jwhere I am: |the only person on the To line |
Time: |none 02 Hnnytime |

ok [ cacel ][ Clearan

JREH]

Change View Reset
jew " Settings View
Currentview |

Home  Send/Receive

¥ Fiag: start Date ¥ Flag: Due Date IH Size

Folder  View

Conversation Settings

Conversation

Inbox - Dave.Green@FranklinCovey.com - Microsoft Outlook

1, Reverse Sort
-| #:3Add Columns

[
Catggories
BRI ~| #=Epand/Collapse -
Arrangement

Navigation Reading To-Do
Pane e

Layout

®

Peaple | Reminders Openin New

<
Window  Window Al

| People Pane| Window

lose
Ttems

4 Favorites ¢
7 Inbox (464)

© FranklinCovey. All rights reserved.

3 Sentrtoms &[1[D[6]From subject [Receved_~ e Categoris
S butettoms 19 3 6 Eame o Wea 1/5/2011 306 P sxe
| Pl 3 Dmvetreen i colors Wed 1/5/2011 204 PM L
+ e creenarmncoveyeom | TerSaten RE: 2 Hour Webinar - Taolkit/FOCUS for Outiook Wed 1/5/2011 143 PM 1568
e 1l AmberRacknam RE: 2 Hour Webinar - Taolkit/ FOCUS for Outiook Wed 15/2011 139 PM 1558
& 'B""‘mﬁ‘psl’ 4 sharon Colbert RE: Genencor Intemational- Time Management For Lotus Hotes Onsite Course on January 24th Wed 1/5/2011 127 M 76
o . Deb Sowden Starting outlook n safe mode Wed 15/2011 124 P a8
© oeetentens 13 ) Debsowden Re: Workaround Wed 15/2011 122 P e
[ BbBsuden RE Warkaround Wed 1S 381 61 P 3
Ca Comvrsaton sty Doy ooy e e g
0 Michacl Paulcana Genencor Intenational- Time Management For Lotus Notes Onite Course on January 24th WedISRILIZO9PN 163K
e o
unk E-mail
» 05 outoen 13 0 Eileen Land Question from a FFO Client regarding Facilitator Materials Wed 1/5/2011 11:59 AM 38 KB
. () Besin&ssocates  Upcoming Webinars - Sign up taday! Wed LSOILLIBAAM  20KB
i (3 Doug Faber Re: March 28 Consutant Sunnit deadiine Wed ISEOULLLLLAN  9KB
G (3 KoykKogon RE: March 28 Consulant Sumit deadiine Wed SELI0TIAM  1LK8
ot [ Koykogen March 28 Consultant Summit deadline Wed US/DIL1024 AN BKB
lu AmberRacknam RE: Toolkit updated to Publics: Th for Gutiook version 30 Weaison 10024 20k
405 AmberRacham Update; Time Management for Microsoft Outtook W ebinars- January 7, 2011 Wed 1572011 944 AN 7%
(2 AmberRackham it FranklinCovey Webinar Confimation - UPDATE Wed 1572011 943 AN 1558
) Tagcook Contiol Sheet or Focus for Outlool dass with Dave Green on March 2th for Dolby Laboratories in SF Wed 15/2011 8 AN 210
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Use Multiple Calendars

You've got a busy work calendar. And you also make being involved in your kids’ schools a priority.

Manage these separate but important Q2 roles by using multiple calendars. Position them side by side to see

both sets of calendar entries.

sweL 1oL

| Teamme (RS

Or merge them together to see all your Q2 roles in one day. Below, “Kids” School Calendar” entries

are highlighted.

© FranklinCovey. All rights reserved.

[Search Kids School Calendar (Ctri=E) )

sweL 11 hepoL 4~

You are a mom, a working professional, treasurer
of the PTA, a regular in your local choir, and
more. Multiple calendars on the refrigerator door
just doesn’t work anymore and you hate missing
appointments.
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Use Multiple Calendars

1. To use multiple calendars, you first have to set up each additional calendar.

While in CALENDAR, click the FOLDER tab, then OPEN CALENDAR and CREATE
NEW BLANK CALEDAR.

EEENERES Calendar - Dave.Green@FranklinCovey.com
DGR Heme Send / Receive Falder View
l:% (74 Copy Calendar l@ -ﬂ @ Al
I %3 Move Calendar -
ew Rename Share Open Calendar Calendar
Calendar | Calendar 44 Delete Calendar | calendar [Calendar ~|| Permissions Properties
Mew Actions sk ﬁ From Address Book...
4 January 2011 » g fﬁ From Room List...
4 b
Mo TuWe Th Fr Sa Su Ja #3 From Internet...
27 28 29 30 ;1 1 2 wed d Th
3 4 5 & 7 & 9 Create Mew Blank Calendar... ednesday
Dec 27 29 30
10 11 12 13 14 15 16 a Open Shared Calendar...
17 18 19 20 21 22 23 = 10:30am
24 25 26 27 28 29 30 | 11:00am Canceled: Weekl
31 1 2 3 4 5 B =
=5
o
-1
| 2
2. Name the new calendar, then click OK.
r —
Create New Folder X]
Mame:
|Kids School Calendar |
Falder contains:
|Calendar Trems “ |

Select where to place the Folder:

= 1 Dave.Green@FranklinCovey.com A
7 Inbox (464} |
@ Drafts [15]
E Sent Ikemns
5 Deleted Items (19) D |
i
18 Contacts
[ Conversation History
[ FCI (1)
JE enal o
|3

2

I 0K I[ Cancel ]

Now you can view any additional calendar alone or merged in with your work calendar.

© FranklinCovey. All rights reserved.
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Manage Information Using the Outlook 2010 Search Functions

In Outlook 2010, searching is easier, faster, and associative.

In any area in Outlook, there is an INSTANT SEARCH box in the upper right or upper center area.

Type in the first few letters of any name or keyword and Outlook’s Search immediately presents you

which what matches. Try it!

Inbox - Dave.Green@FrankliinCovey.com - Microsoft Outlook

[ a1 Subfolders

iz Wesk » ¥ Flagged
- mmportant

Size

Categories

AllMail From Subjed  Hi
A vt O S 15 L
Scop
Favrites <
(3 Inbox 464)
(3 senttems tumed a far
5] [t 0] Fro Subject
P ————— 4 Date: Two Weeks Ago
2}
() Drafts 17] =}
[ sentitems =Y
(9 Deleted ltems (19) =Y
=
(3 Conversation History -
o
=
2}
£}
(83 0 steven Fitzgerald
9 Steven Fi 1
(ST

Sun 2/13/2011 5:08 P
Sat 2/12/2011 4:55 PM
Sat 2/12/2011 3:29 PM
Sat 2112/2011 1:27 PM
Fri 2/11/2011 5:44 PM
Fri 2/1172011 447 PM
Fri 2/11/2011 337 PM
Fri 2/11/2011 10:15 AM
Fri 2/11/2011 815 AM
€ 2/5/2011 240 PM
Tue 2/3/2011 239 P
Tue 2/3/20111:33 P
Tue 2/3/2011 6:47 AM

KB
BKE
K6
57K6
42K6
39K6
7MB
2K8
&7Ks
2MB
2mB
22218
EX

© FranklinCovey. All rights reserved.

You know you need rescuing when your inbox has
42,871 items in it because the only way you can
find anything is to scroll back.
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Using the Search Tools

Need to further refine your search? In the ribbon, under SEARCH, there are several more labeled
boxes that allow you to further refine your search. For example, what if I am only looking for one
message from Mike Wuergler about “Friday webinars.” Click the SUBJECT box and add “Friday
webinars” to the search criteria, and the search produces fewer targeted hits. You can refine your search

using the new SEARCH TOOLS in areas like “Has Attachments,” “Categories,” “Flagged,” or “This

Week.”

oji'cy 9 - 1= Coudinas Inbox - Dave. Green@FranklinCovey.com - Microsoft Outlook =
Search Tools
Send/Receve  Folder  View | Searcn - @
4 Current Folder: I This Week - ¥ Flagged 3
X B
() All Subfalders =] &,SentTo- ¥ Important —
All Mail From Subject Has Categorized Recent Search  Close
tems (5§ All Outlook ftems attachments -+ (=dUnread @R Mot~ searches Toolst Search
Seope Refine options Close
4 Favorites g
= [Mike Wuergler subjectFrday webinar | <
Inbox (164]
Search results may be incomplete because items are still being indexed. Click here for more details.
(3 Sent Hems
58 Hems (13) Bt/ 00| From | subject |Received ¥ | size Categories [7 | ::
4 Dave.Green@FranklinCovey.c, = | # Date:Older 3
4 Mike Woergler RE!Can you do my Friday viebinar's on June 18 and 25, Thuaa/2010 1221 PN 24 KB B
3 brafis | Harveyvoung Re: FW: Canyou do my Friday webinar's on June 18 and 25. Thu4A/2010 1148 A 24 KB b
D sentems -
(5 Deleted tems (19)
= Try searching again in All Mail tems,
Conversation History

© FranklinCovey. All rights reserved.
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New in Outlook 2010: Find All Related Messages Quickly Using the
Conversation Function

By default, your INBOX is sorted by date with the most recent messages on top. But work comes at us
in what Outlook terms “conversations.” Someone messages you, you respond, he or she replies, another
person replies to the first message, both you and the first person reply to the new person, and so on.

A new feature in Outlook 2010 lets you arrange your INBOX by “conversations” so that you can
see all messages with the same subject arranged by date. In one view, you can see the latest message
and all previous messages you've received, or sent, on that subject. New messages with that subject
automatically become a part of the “conversation.”

You can turn the CONVERSATION function off and on as you need it. To turn it on:
1. In your INBOX, click the VIEW tab and check the box SHOW AS CONVERSATION.

o9 &= h Inbox - Dave.Green@FranklinCovey.com - Microsoft Outlg
Home Send / Receive Folder View
[ [=]
@ w | Show as Conversations @ Date (Conversations) % From @ To Categories TL
— | %=
Change View Reset  |[™ conversation Settings * ¥ Fiag: start Date ¥ Fiag: Due Date 1 size Subject -
View = Settings View L ME S
Current View Show Messages from Other Folders Arrangement
4 Favorites Show Senders Above the Subject
@ Inbox (454) Always Expand Conversations
E Sent ftems Use Classic Indented View subject
@ D ed It 19} G 2 Hour Webinar - Toolkit / FOCUS for Outlook
[=] Dave Green calors
3
4 Dave.Green@FranklinCovey.com % Deb Bowden Warkaround
1 W Eileen Land Question from & FFO Client regarding Facilitator Materials
&> [ 7} Inbox [464) . B
— @ Doug Faber; Kory Kogon March 28 Consultant Summit deadline

2. Asabove, you can determine the settings for your conversation.

© FranklinCovey. All rights reserved. 15



New in Outlook 2010: Find All Related Messages Quickly Using the

Conversation Function

When the CONVERSATION function is on, messages that are part of a conversation will have an
icon with multiple envelopes and a small triangle just to the left. Click the triangle, and the entire

conversation opens, even if messages are stored in other folders.

Inbox - Dave.Green@FranklinCovey.com - Microsoft Outlook
nd /Receive  Folder  View
| Show as Conversations & From &8 1 Categories M Reverse sort E
- | %=1 4dd Columns
() Conversation Settings = | ¥ Flaq: Start Date ¥ Flag: Due Date 1 size Subject - *_] e | e ]
Conversations Arrangement Layou
<

B[ @ From Subject | Rece
—» 4 {0y  AmberRackham 2 Hour Webinar - Toolkit / FOCUS for Outiook Wed
B T Amber Rackham Wed]

ovep.com |7 [ DaveGreen Sent
' & Amber Rackham Wed

1 = = Sent

1 (= DaveGreen Sent

|+ [ TylerStaten Wed

© 1 [  AmberRackham Wed

o 4 Dave Green colors Wed
v (%  DebBowden Workaround Wed

164 O Eileen Land Question from a FFO Client regarding Facilitator Materials Wed

3 {7y Doug Faber; Kory Kagon March 23 Consultant Summit deadline Wed

104  AmberRackham Toolkit updated to Publics: TM for Outlook version 3.0 Wed

463  AmberRackham Update: Time Management for Microsoft Outloak Webinars- January 7, 2011 Wed

i [ Amber Rackham FranklinCovey Webinar Confirmation - UPDATE e
- I k. trol Shest for Fi forQutlonk.cl ith D LA h.29th for Dalkl e

The vertical lines and dots tell you who replied to whom. You can reply to any message in the

conversation thread.

The CLEAN UP CONVERSATION function allows you to remove all the redundant copies of

messages that occur when someone replies to a thread and all the previous messages are automatically

copied into that person’s message.

Select the conversation, click the HOME tab, and select CLEAN UP.

o9 E-I= Inbox - Dave.Green@FranklinCovey.com - Micrasaft Outlook
Home h Folder  View
- 3 1gnore x a 3 3 B2 Mecting |20 “Webinar Project .. (3] New Task 23 Moveto: 7 L
%= Clean Up - % To Manager 2 Team E-mail « Done L‘J =
Jlew e %Junk' Delete | Reply REAF\:\IY Forward ﬁ"‘,, More = Q Reply & Delete % Create New = Mt:ve Ruvles
New Delete Respond ‘ Quick Steps F} Mow
4 Favorites B
[} Inbox (464}
) sent ems 51D 6 From | Subject
{5 Deleted Items (19) “ Yy Amber Rackham 2 Hour Webinar - Toolkit / FOCUS for Outlook
* = Amber Rackham

© FranklinCovey. All rights reserved.
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New in Outlook 2010: Find All Related Messages Quickly Using the
Conversation Function

The IGNORE function allows you to dispense with conversations that are no longer valuable. When
you select it, all INBOX messages from that conversation (and any other folder you may have moved
them to) are moved to DELETED ITEMS. However, sent messages from the conversation remain in
the SENT ITEMS folder. If new messages arrive with the conversation subject, they are also ignored
and sent to DELETED ITEMS.

ol == Inbox - Dave.Green@FranklinCovey.com - Microsoft
m Home Send / Receive Folder View
@ [ Tonore ?3 @ :—_Q B2 Meeting || @ Webinar Project . (2] New Task [23 Moveto: 7 L—i
#53 Clean Up ~ QTO Manager @Team E-mail " Done
E’:,:';'” It':;"s"_ & junk - PEEE | R;“’I" Forward &} pare - (% Reply & Delete 37 Create New =| | Mo
New Delete Respond Quick Steps [
4 Favorites 3
[ Inbox (454)
[ p—— B0 0| From | subject
@ Deleted Items [13] - ?@ Amber Rackham 2 Hour Webinar - Toolkit / FOCUS for Qutlook
* | Amber Rackham
1 = Dave Green

© FranklinCovey. All rights reserved.
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New in Qutlook 2010: See Your Colleagues’/Contacts’ Social-Media Activities
Using the Social Connector

Though e-mail remains the dominant channel of business communication, many people now share
information about their activities, contact information, status updates, and so forth on social sites like
LinkedIn, Facebook, Myspace and Windows Live. Outlook’s Social Connector allows you to see
information from a person’s social site (such as LinkedIn) in two places:

* At the bottom of the Reading Pane when reading an e-mail from him or her.

FEEEEIE Online Learning Update - Message (HTML) =B
Message o @

@yignore x _l Q g £ Meeting gw:bwav?vwed (31 New Task (23 Move to:? L“i_l] 5 Rules a}’ @ Find Q

Tomamsger 3 Tememal o Done S onetote 2 Reistea -

G Dok o Rl 0 Ty e || ey owte s Generin o e Bt i ctgr o Toncte oL oom
pete | e | quio steps Al me | =z B ratng | 700m |
- Sents wea 29720111003 Al
it - US Seles - Domestic Sales e -US Sales - US/Canada Delivery
Cc ‘Sean Covey; Shawn Moon; Scott Miller; Jennifer Colosimo; Paul Walker; Elise R ; Treion Muller; Brad tin; Ce ; Julie Bednar; Colleen De Coni Roller
Subjecz_ oine Leaming Update
Liz]
C) FranklinCovey. Online Learning Update
1. InSights On Demand Launching February 24, 2011
First came InSights Leader-led. Now we've created the new InSights On Demand system. InSights On Demand has been designed as a sef-paced individual training experience where individual learners access all video- L
based courses. Learners can access the entire library of 63 titles or specific courses within any of the 15 core competencies. I
'Watch your mailboxes this meonth for mere details.
2. Showcases for Your Clients
Have you invited your clients to attend our online learning webinar showcases yet? The se showcases feature an overview of all our online offerings, including InSights, InSights On Demand, LiveClicks Webinar
Workshops and The 7 Habits Interactive, plus all attendees will receive a free trial of each solution. Showcases are held on a weekly basis. Flyers and HTMIL templates are available on Enable Greatness. Clients can register
at: http://www.fr m/re
3. LiveClicks Full Day Update
/As many of you have requested, we are working hard to create a LiveClicks Full Day client facilitator option. We are working on pricing and certification now and will keep you posted on updates as they arise. Please feel
free to contact us if you have a client that is interested. Remember LiveClicks Full Day webinars are currently available as public and client exclusive webinars.
4. LiveClicks On Demand Update
With a scheduled launch of May 2011 the Online Learning team is curre ntly working to create a self-paced option for LiveClicks called Live Clicks On Demand. This solution will allow us to provide a training option ta those.
clients who need Live Clicks webinar content but can’t attend a scheduled session. More details will be coming soon.

Matt Murdoch  Global Director of Sales and Marketing, Online Learning

[ [T

@ Atrems [ T @Hanardbi: DificultConversstions: Hine Comman Mistakes ldeshow] htp/ 52 or WGNWO Wi Skhex VI |
] Activities (1] Mt Murdoch Wateh Fast Company's editorin- a2 - Doyau - soAm 2B -
=) o [ Matt Mudoch Faver o the Peaple: 3 Tsty Crowdsaurcing Case Studies hitp:// co/xtoqgFi via @mashbusiness MM 2BaN v
Wants Ta Help ou Plan our =W edding - @Techiand bt /bity g3z s
0 Attachments
7] big Brains on E-2ooks - 0830 a0
@ B Meetings | [ Matt Murdoch Remember; Practice! Practice! Practice! asTRM 202011 -
: =) & 1t anedicons it Baa Eu St -5 a0

* At the bottom of that person’s Contact Entry when opened.

EEEERRIN Online Learning Update - Message (HTML) = &
Message &

@yionore x _1 E g 3 mecting gwmawmn (21 NewTask (35 Moveto: ? ﬁ@ﬂu\esv @1 Y a}’ #Fina Q

Towanager  3dTeamemal o Done onenote 2 Relatea -

junk -~ Delete | Reply Reply Forward X, pore - | Move Mark Categorize Follow | Transiate Zoom
& unkc oY Reply % Gl Reply & Delete T reate New B || P22 ) et | o S L R
beete | Respond | Quiesteps 5 e | To0s 5 cotng | zom |
From Matt Murdoch Sent: Wed 2/0/2011 1003 AM
To B FC - US Salles - Domestic Sales Force; B FC - US Sales - US/Canada Delivery
ce Sean Covey; Shawn Moon; Scott Milr; Jennifer Colosimo; Paul iaker; Elise Roms; Marianne Phips; Treion Muler; Brad Augustin; C s Jlie Bechar; Steven Fitzgerald; Collesn D ConiRalk
Subject  Online Learning Update
First came InSights Leader-led. Now we've created the new Insights On Demand system. InSights On Demand has been designed as a self-paced individual training experience where individual learners access allvideo- 3
based courses. Learners can access the entire library of 63 titles or specific courses within any of the 15 core competencies. ]

‘Watch your mailboxes this month for more details.

Showcases for Your Clients

Have you invited your clients to attend our online learing webinar showcases yet? These showcases feature an overview of all our online offerings, including Insights, Insights On Demand, LiveClicks Webinar

Workshops and The 7 Habits Interactive, plus all attendees will receive a free trial of each solution. Showcases are held on a weekly basis. Flyers and HTML templates are available on Enable Greatness. Clients can register
at: http: 5 I eg/"

3. LiveClicks Full Day Update
Asmany of you have requested, we are working hard to create a LiveClicks Full Day client facilitator option. We are working on pricing and certification now and will keep you posted on updates as they arise. Please feel
free to contact us f you have a client that s Interested. Remember LiveClicks Full Day webinars are currently available as public and client exclusive webinars.

LiveClicks On Demand Update

With a scheduled launch of May 2011 the Online Learning team is currently working to create a self-paced option for LiveClicks called Liveclicks On Demand. This solution will allow us to provide atraining option to those
dlients who need LiveClicks webinar content but can’t attend a scheduled session. More details will be coming son.

[

Ed

Got questions?
We're here to help you succeed. Please contact any of the Online Learning sales team at any time:

Matt Murdoch
Brad Augustin
Courtney Mattson
Matt Murdoch ~ Global Director of Sales and Marketing, Online Learning B 9| v
4 Alems | £ ReTndin Faciitators amAM 1D < A
3 Re: Status (UNCLASSIFIED) TasAM 1a9n -
) Actvites | 23 b pebrsLarson AMEX wsiPM e
& Mai 3 Re LiveClicks FullDay Webinars Update 7seaM s = L
0 Attachments | (3 Re: Dave Green's Presenting Great Webinars session far India 743 AM 1762011 -
9 Meetings | 3 OUESf Offce Dave Gresn's resenting Grest Webinars sesion for Incis ampM s
3 Canference Line far Rajan Cal saspM a2 -
(59 Status Updstes - - Dve reen's Pesenting Great Webinars sesson forindia sasen s
2 Re: Dave Green's session farIndia saap 2232000 -
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Use the Task Area to Spend More Time on Q2 Priorities

The TASK area of Outlook 2010 can be confusing. There are three areas: TASKS, the TO-DO LIST,
and the TO-DO BAR that sound the same, yet are different. What goes where?

A FranklinCovey perspective can line up these three areas properly and make you a power TASK user
doing more of the right things.

1. The TASK area, with its categories and listed tasks, is a perfect home for high-payoft Quadrant
2s, projects, role-based priorities, and areas of growth and interest.

2. The TO-DO LIST works well for lower-value Quadrant 3s—simpler “one oft” tasks that can
be flagged from your INBOX.

3. The TO-DO BAR functions as a Prioritized Daily Task List in that it contains just the Q2s and
Q3s you've selected to do today.

g © 'su='nn\"uanm ¥oyeowe T T pmenion g1 =8 @ = 4

%4 A0 Columns
Change feset | ¥ moortance 8 fssignment (3 modiied Date B Wavigation Reading 10D | People | Reminders OpennNew Close
View View z Pane-  Paner Barv  Pane
U Amangement Layout Prople Pane
<
search Tasks (Cu 2
¥ To-Do list - e ‘ niﬂl!l-lc | Task Subject
5 DBt 48C |subject \mm | Status | Categories % Complete = s
5 Comgie) Click
fens | » Dueoate: sanuany 20,2011 1 emy
21 Mission 4 B Categoried]1 . Q2 Large Account Prospecs i tems) e
2] WeeklyPlanning (3} A Snfth & Co. - get meeting Mon LA7/2011 In Pro.. [ 1-Q2 .. 25%
gm—m-k FOtA Hdworchan Mon 1472011 InPro.. [11-Q2 .. 45%  Due Date:Jafuary 15, 2011 2 tems)
Tasks Dae GBSy A Agen Wed 149/2011 Not5... [] 1-Q2.. 0% o BT
fuary 17, 2011 6 tems)
Tasks - Dave, Green@F .
"3 COEBE 13 B CaDeptofTrans Mon 147/2011 NotS... [ 1-Q2 .. 0% TR TG,
4 [ Categories: 2 - Q2 Grow Existing Clients (2 items) @ot : :"":‘:"‘"
SOt A  PWRepor Tue 1A8/2011 Wol S [ 2.7 0% gg 5 .:'h
€ Monday's Certificai Mon 1472018 Hots.. [ 2-Q2 .. 0%
Soe nday's Cerification session on m2-@ S mmh_m
4 [0 categories: 3 - Q2 Webinar Project ¢4 items) A 04 € Mpnday's Certification session

You know you need rescuing when everything
important you have to do is in your head or on
sticky notes. If only there were a way to set up a
master plan.

© FranklinCovey. All rights reserved. 19



Set Up the Q2 Task Area

Let’s begin in the area with the highest payoft. Your goal is to set up two to six task categories that
reflect your most important Q2 areas. In the sample Q2 TASK AR EA below, you see Q2 categories
that are roles (staff, my role as a manager), Sharpen the Saw priorities (professional development),
key-result areas (like prospecting and growing existing accounts), important projects (webinars

and marketing campaign). Keep in mind that this area is for high-value Q2 tasks only...the Q3s go
elsewhere.

2 Tasks (Filter Applied) |Sea

[ 4/t A Subject
Cl.:

(=] . Categories: 012 - Q2 My 5taff (3 items)

& O Lisa Simpson
& O Steve Smith
=& O Dave Green

(=] . Categories: 02 -Q2 Sharpen the Saw (Personal/Professional Development) 3 items)
@ [T ¥ A Getbudget and support for the ASTD Conf

&) [ B Finda good Excel class

] [0 B Canlohnbea mentor

=] Q Categories: 1 - Q2 Large Account Prospects (3 items)
& 7 ' A Smith & Co. - get meeting

& [0t A Amgen

&l [0 B CaDept of Trans

=] Q Categories: 2 - Q2 Grow Existing Clients (4 items)

¢i 7 ' A PWReport

&) 7 ' A Network Plan

&l [T B Article for Newsletter

@ [T 8 C Monday's Certification session

(=] D Categories: 3 - Q2 Webinar Project (3 items)

@ [7 ' A Pipeline Activity - set call agenda with Juan

&) [0 B Managers Certification

&) [0 B Finish BBG Proposal

=) C] Categories: 3.5 Create a marketing campaign (2 items)
@ [T B Calendars Updated 90 days out

] [0 B Do e-post cards

© FranklinCovey. All rights reserved.
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Set Up Your Q2 Task Categories

1. While in TASKS, click the CATEGORIES tab and select ALL CATEGORUIES from the drop-

down menu.

Tasks - Dave.Green@FranklinCovey.com - Microsoft Outlook o B R
e Folder  View o @)
| i) | P Meeting J ¥ Today  \ NextWeek RN ‘N_,‘ (&) Private Find
- A, " Tomorrow ¥ No Date lj - el =t ¥ HighImportance | [4) Address Book

Quadrants

Reply Reply Forward &, pore Detailed  Simplelist | | Move Onchlote |Categorize
Al - | - 8 Lowimportance | |

Current View ‘ Adtion Clear All Categaries

Mar ove |
‘ Complete from us(‘ " his week ¥ Custom ‘

Respond Manage Task Follow Up

0-Q2 - FYL1 Wildly Important Goals (WIGs]

Dbt a8C |subjest
Clicu.

01-Q2 Staff {My Q2 Role as a Manager)

01 - Staff (My Q2 Role s a Manager]

02-Q2 Sharpen the Saw [Personal/Professional Development)
# W Categories: 01 - Staff (My Q2 Role a5 a Manager] (4 items)

271 A SusanRichards

@A Pat Leroy

@0 A Srikant Sarthida

20 A Mariss Crane

1-Project X

1-Q2 Large Account Prospects
14 - staft
2-Q2 Grow Existing Clients

3-Q2 Webinar Project
4 W Categories: 02-Q2 Sharpen the Saw (Personal/Professianal Development] G items)

2171 A Getbudgetand support for the ASTD Conf
&0 B Findagood Excel dlass
2 B Canlohn beamentor?

35 Q2 - Create amarketing campaign
4-Q2 Development Team Member
6 - Q2 Family-Fun-Friends

9-Q2 My
4 [ categories: 1 - Q2 Large Account Prospects (3 items) Q2 My Supeniisor

Z 0 1/ASmith & Co. - get meeting
01 A Network Plan
@0 B caDeptofTrans

95 Quarterly Activity

Orange Category

EOOEOODC0CCENECEENC

Al Categories...

o Set Quick Click...

2. Select NEW and type your category names in using numbers to determine the drop order.
Assign colors or use color to group like categories of TASKS.

Color Categories

To assign Color Categories ko the currently selected items, use the checkboxes next to each
category, Toedit a cateqary, select the category name and use the commands o the right.

Marne Shortout key L]
|:| |:| 0 - '04 FC WIGs
[J[] o- Fiscal ga
1] 0- Tmple
O[] - increa

o
[Oe
B 5
g
4

1 o-505" Calar: Shortcut Key: | (Mone) L

O . 01 - POR Shorteut Key:

I 01 -62 9 [ Ok l [ Cancel ] |(N0ne) v‘
[T 01 - Staff ey RO e = ey

1/ o1 - Tomay

[T/ 01 - TOP LEVEL GOALS

1[0 01 - TOP LEVEL GOALS - Deliver Against ...
[T N1 - TOR LFYFL GN4L S - Mest Procuct T

w
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Set Up Your Q2 Task Categories

3. Repeat for any other priority areas you want installed as Master Task Areas. Consider opening
task categories for important projects, roles, and other Quadrant 2 areas.

4. Once your Q2 View Master Task Areas are set up, save this view as “Q2 Categories” so that you
can consistently select it.

ranklinCovey.com - Microsoft Outlook

M X 4 S M

ABC Daily List Priorities

d D4

Quadrants By Category Detailed

Move Onehote | Catege

Actions

® 2
E] o
° &
o o
= [<]
S 3
[

‘fi.‘ﬂ:h Tasks [Ctrl+E

| Y ! @ / | Due Date |

To-Do List Prioritized Active Completed

Y o8 %

Mext 7 Days Overdue Assigned

| | Server Tasks =

Manage Views..,

Save Current View As a Mew View... %

Apply Current View to Other Task Folders None

5. There needs to be at least one task in a category for it to stay open and visible.
6. Whenever starting up a new task, remember to put it in a Q2 Category.

The end result is a great Q2 Master Task Area. Think of it as the “home” in Outlook for your high-
value Quadrant 2 priorities. This is the best place to manage tasks that are part of projects, longer-term
areas, role-based priorities, development areas, and more.

O Tasks - Dave.Green@FranklinCovey.com - Microsoft Outlook.
Home  Send/Receve  Folder  View
@ P i) x L Y 53 Bweans| Wloday " NextWeek 2 (N @ Private in a
& i niend Fom o | A 4 4[4 2 8 x
New New New | Delete | Reply Reply Forward i Morg- | Mark  Remove - 5C  Daiylst  Priorities | Q2 Categaw. ||| Move OneNote | Categorize
T el fee AH ¢ Complete from tist | ' This Week ¥ Custom “ Y QzCatzgnil] -] | M 2™ 3 Lowmportance
v oeie | o ot ey S ] o | |
<
P
P [seareh Tasks (c-& 2] <
. DEsc [suea [Due Date [Stotus | Categories_ ~|% Complete 12| ¥
Click h, g
g
4 B Categories: 1 - Q2 Large Account Prospects G items) H
A 1A Smith & Co. - get meeting Wion 2/28/2011 inProgr.. [ 1-02 larg.. 25% -3
Network Plan Mon 2/28/2011 InProgr... [ 1-Q2 Larg... 45% L
Ca Dept of Trans Mon 2/28/2011 MNot Star.. [] 1-Q2 larg.. 0% r
ories: 2 - Q2 Grow Existing Clients (3 tems)
PW Report Tue 3/1/2011 Mot Star... [ 2-Q2 Gro.. 0%
Wea3p/201 Mot Star... [] 2-Q2 Gro... 0%
Mon 2/28/2011 Mot Star... [] 2-Q2 Gro.. 0%
=K} None Mot Star... [] 3-Q2 We... 0%
=l Thu 3/3/2011 Mot Star... [] 3-Q2 We... 0%
=1 Wed 3/2/2011 Mot Star... []3-Q2 We... 0%
=l Mon 2/28/2011 Mot Star., [] 3-Q2 Wew 0%
=l HNone. Mot Star... [] 3-Q2 We... 0%
o
o None Mot Star.. [] 3.5 Q2- Cro. 0%
=l None. Mot Star... [] 3.5 Q2-Cr.. 0%
o None Mot Star. [] 35 Q2-Cr.. 0%
[ cate.
£ = [F =Ry Thu 3/3/2011 Mot Star... [] 4 -Q2 Dev.. 0%
1=l None. Mot Star... [] 4 -Q2 Dev... 0%
iz 14C None Mot Star.. 4-Q2 Deva, 0%
5 calendar
e c None. Mot Star... [] 4 -Q2 Dev... 0%
G
4 W categories: 5 - Administration Bureaucracy (2 items)
GEr e e kst 5 . 0%
b] ACec File 502 Form Mon 2/28/2011 Mot Star... [ § - Adminis... 0%
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Use “To-Do” Flags for Lower Priorities

The TO-DO LIST works well for Quadrant 3s—smaller, less-value, one-off tasks like returning a
message or sending quick information to someone. Remember that you want to reduce the amount
of time spent in Q3, but the best way to manage those Q3s that remain in your day is to put them on
your TO-DO LIST by flagging them from the INBOX.

Home

A &

Send / Receive.

X Ldgs

Folder  View

% Meeting

v %

¥ Todsy

To-Do List - Dave.Green@FranklinCovey.com - Microsoft Outiook

¥ Not Week
¥ Tomorrow ¥ No Date

bt

= B

N}

W @ Povate

1 Highimportance | [ Address Book

o B =

New New | Delete | Reply Reply Forward B pore Mark  Remove Cefrmy BeItd  SIEmis Move OneNote | Categorize
Task  E-mail Ttems - Al ? Complete from List | ' This Week ¥ Custom Dy 2 ¥ lowImportance
New | oetete | Respond ManageTask | Follow Up | Curent View | adions | Tags
4 My Tasks < - P| <
0[] Task subject [ start Date [RemingerTime Duedate ~ [in For..| Categories [afe (] ¥
Click here to add a new Task §
¥ Flag: Due Date: No Date =
4 ¥ Fiag: Due Date: Today 3
{41 REVISED Consultant Sale Report Sun2/27/2011 Hone Sun 227/2011 Tnbox L 4
4 ¥ Flag: Due Date: Tomorrow
|31 [ Finish BBG Proposal None Hone Non 2/26/2011 Tasks [ 3-Q2 Webinar Project ¥
IETERE 131 [ Monday's Certification session Tue 1/29/2008 Mone Mon 2/28/2011 Tasks [ 2- Q2 Grow Existing Clients 14
| 17 Ca Dept of Trans Nane Thu 12/16/2010 700 AM Mon 2/28/2011 Tasks - Q2 Large Account Prospects v
121 17 Network Plan Tue8/11/2009 Tue 2/15/20118:00 AM Mon 2/28/2011 Tasks - Q2 Large Account Prospects g
|21 [7 Smith & Co. - get meeting Sat4/10/2010 Mon 2/28/2011 7:00 AM Mon 2/28/2011 Tasks - Q2 Large Account Prospects v
|2 17 File 502 Form None Mone Mon 2/28/2011 Tasks [l 5- Administration Bureaucracy v
4\ Flag: Due Date: Next Week
ST W Report Men 77272008 Tie 3/1/2011 9:00 AM Tue 37172011 Tasks [ 2- Q2 Grow Bdisting Ciients §
13 17 Amgen Thu 2/11/2010 Wed 6/9/2010 8:00 AM Wed3/272011 Tasks [ 2- Q2 Grow Existing Clients v
|91 [T Managers Cettification None Wed 3/2/20117:00 AM Wed 3/2/2011 Tasks [] 3-Q2 Webinar Project v
131 17 Article for Newsletter None Tue 3/1/2011 3:00 AM Thu3/3/2011 Tasks [ 3-Q2 Webinar Project v
|21 17 Project Sequencing and Schedule  Tue 3/16/2010 Mone Thu3/3/2011 Tasks [] 4- Q2 Development Team Member v
=

To turn an e-mail into a TO-DO, right-click the flag and put the e-mail as a TO-DO on a specific

date, like TODAY. Left-clicking the flag marks it complete.

5 of OUlook Secrets ot 2726/ 20T 545 PT TE
webinar project at BioRad finally, Sat 2/26/2011 1:45 Pl 0K

et Information Sat 2/26/2011 2:24 AM 18 KB
hing call for Friday at 1:00 with Sunny Ludia, Pemco Mutual Insurance Company Fri 2/25/2011 4:19 PM 52KE
Consultant Sale Report Fii 2/25/2011 4:18 Bl ¥ 1o

Today

me for a quick phone call today? Fri 2/25/2011 4:01 PM

omplate the taaching call with Sunny Lutia? EOM Fri 2/25/2011 3:06 PM ¥ Tomorrow

ase - Monday, Feb. 28, 2011 - Franklin Covey Customer Loyalty Solutions Helping Concentra Increase Patient Satis... Fri 2/25/2011 2:44 PM N This Week

me for a quick phone call today? Fri 2/25/2011 2:32 PM N Mext Week
u Fri 2/25/2011 2:23 PM ¥ hoDate
10089171 Experian Interactive Fri 2/25/2011 215 PM ¥ custom.
1 - Delivery WIGs Update, Innovation Research, 4pp Recommendation, Recommended Reading Fri 2/25/2011 1:25 PM
1 - Delivery WIGs Update, Innovation Research, App Recommendation, Recommended Reading Fri 2/25/2011 1:00 PM A AddReminder..
anline Fri 2/25/2011 12:06 PM v Mark Complete
Day Fri 2/25/2011 11:43 AM Clear Flag

3LC300 number Fri 2/25/2011 11:25 AM Set Quick Click...
ok 2010 Fri 2/25/2011 11:19 AM 28K

ill s00n see a new Outlook 07 Rescue Guide in FFO! Fri 2/25/2011 10:56 AM 32K8

ak 2010 Fri 2/25/2011 10:51 AM E=LE

Class Fri 2/25/2011 10:42 AM 38 K6

etwark on LinkedIn Fri 2/25/2011 10:37 AM 13 KB
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Set Up a Prioritized Daily Task List

Now that you have a home for your high-value Q2s in the TASK area, and a place to list those Q3s on
the TO-DO LIST, you need a strong daily task list to keep you on track with your priorities on any
given day. In a FranklinCovey approach, the 10-minute daily planning period and the Prioritized Daily
Task List that comes out of it are crucial. Your daily task list should have both Q2s and Q3s on it.

Option A: The Prioritized Daily Task List on Paper

Many of those who do everything else in Outlook still like to write the 5- to 10-item daily list on
paper. The act of writing the list is a commitment to these priorities for their day. It is also an enjoyable
accomplishment to cross things oft the list. And a written daily task list has all the portability of paper.

Option B: Use the Outlook To-Do Bar as a Daily Task List

The best use of the TO-DO BAR is to see just today’s tasks. Best of all, it can be viewed from any area
of Outlook 2010, meaning that you can turn on your TO-DO BAR with today’s tasks while in any
Calendar view, or Contacts, or even from the INBOX!

To set up your TO-DO BAR and make it viewable from any Outlook function area:

In TASKS, click the TO-DO BAR tab, then click NORMAL and TASK LIST.

Tasks - Dave.Green@FranklinCovey.com - Microsoft Outlook

eceive Folder View
Categories Y Start Date Y Due Date @ Type N‘ e S r,':j\
. - %] Add Columns
mportance '3 Assignment I? Modified Date — MNavigation Reading | To-Do People Reminders
- - v | %= Expand/Collapse ~ Pane~  Pane~ | Bar~ Fane ~ Window
Arrangement Layout Normal
< Minimized
off
bO|M| | aBC | Subject = itegories
Fral
Clic... Date Mavigator
L@ O8c Monday's Certification session Appointments 2-02.
Task List
- A . . ;
O Categories: 3 - Q2 Webinar Project (5 items) Options...
Lﬂ OtaA Pipeline Report - Juan and EMEA . 3-0Q2..
- R o

You know you need rescuing when your task list
for today is written on your arm.
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Set Up a Prioritized Daily Task List

Make sure DATE NAVIGATOR and APPOINTMENTS are unchecked so that just TASKS show on
the TO-DO BAR.

To make your TO-DO BAR just show today’s tasks, right-click anywhere on the TO-DO BAR.
Select VIEW SETTINGS. Select GROUP BY... Set it to DUE DATE descending.

Tasks - Dave.Green@FranklinCovey.com - Microsoft Qutlook o B 83
@
ext Week | [T vate
N Next week | (B Categories ¥ Start Date ¥ Due Date : Im e
w W No Date - . q oy ! High Importance
5 ! —| Move OneNote | Categorize
k \V Custom Folder = Tupe Importance [ § LowImportance
llow Up Arrangement Actions Tags
>
il
[0|BA| ! | ABC |Task Subject B
Due Date |Status |Categar\es|% Compl.., [+ Clic.
& NewTask i

I Due Date: March 03, 2011 5§, New Task Reguest

n Mon 2/26/2011 Mot S... [] 2-Q2.. 0%
Arrange By »

tems) Add Columns
EA Mone Mot 5. []3-Q2. 0%

Thu3/3/2011 MNotS.. [] 3-Q2. 0% l

2/ - ke Sort..
Wed 3/2/2011 NotS.. []3-Q2. 0 = TR Smith B co ]
Mon 2/28/2011 Mot 5. [] 3-Q2.. 0% 1 Filter...

2t A Network Plan

1 's sessi - 5% .
ednesday's session HNene Not ... [] 3-Q2.. 0 21 B CoDeptotTi X, AutoPreview Layout
g campaign 3 items) < [ B FinisnBEGPr (L yiew settings..
Lt Hons Nots.. & [0 & C  File502 Form
Hene Mot s 2 1 4 C  Monday's Certification session
Mone Mot 5.

Advanced View Settings: To-Do List

Columns Icon, Complete, Priority, ABC, Task Subject

Group By... Due Date {descending)

Sark... Priatity {descending)
Filter... Tasks: Advanced
Other Settings. .. Fonts and other Table Wisw settings
Conditional Formatting... | User defined Fonts on each message

Farmat Columns... Specify the display Farmats For each Field

W]

Resek Current Yiew Ok ] ’ Cancel
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Set Up a Prioritized Daily Task List

You now have a great daily “dashboard view” of your tasks for today right alongside your meetings and

other important calendar entries.

Ll g muean o B X Ve (B e @ sunon ¥ ouome 3] & Pt
Reply Reply F d AT /TR o =] ] ' e ¥ HighImportance

e B s week @ Costom || Pl Eire npotance [ Move Oneote | Cteoorze |
Follow Up. Arrangement Actions Tags

4 » February 28 2011 arch Calendar (Ctri=|
a

=
0
0
0
0
o]

lxﬁi-}
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Set Up Your Weekly Compass in Outlook 2010

In CALENDAR:

1. Open a new appointment, title it “Weekly Compass, Week of ____” in the subject line, and set
start and end times for the week your are planning.

2. Be sure to check the ALL-DAY EVENT box.

3. Create your Weekly Compass in the large “dialog” field of your appointment. Enter “Sharpen the
Saw” and your other roles. List this week’s activities planned in support of your roles.

4. Click SAVE AND CLOSE and you will now have your Weekly Compass just one click away as

you look at your appointments each day.

DN
Home

T2 RE SR EESE

Send/Receive  Folder  View

Calendar - Dave Green@FranklinCovey.com - Microsoft Outlook

Find a Contact ~
[} Address Book

= EN I

New New
Appointment Mecting| 20| il 9 & &+  |<

Weekly Compass, Week of Feb 7 - Event

New

File Event  Insert  FormatText  Review
4 Januay 201 .
Calendar = Private
& x 7 g m—— @ %o ]
= Qanard ¥ High Importance
Sav:& Delete Appointment Schedulmg Invite | 13 Reminder: 18 hours - Recurrence Time | Categorize Zoom
W s 5 7 Close {N] oneMote Assistant | Attendees & - 4§ LowImportance
/ 10 11 12 13 14 Adtions Show Attendees Options ™ Tags Zoom
1716 19 20 21
24 25 26 27 28 Subject: | Weekly Compass, Week of Feb 7
310102 3 4
Location: |
P
4[F] My Calendars ¢
Starttime: | Mon 2/7/2011 -] [12:00 am - ] ANl day event
Calendar
Endtime: | Sun 2/13/2011 -] [12:00 am
[ travel

[] kids Sehool Ca
[ calendar - D
[ calendar - D

1 [] Shared Calenda

Sharpen the Saw
Physical: Yoga 3 times
Social/Emotional: Dinner with Randi and Rene on Saturday
Mental: Read Professional Journal
Spiritual: Spend time at river
Spouse: Plan weekend getaway
Team Lead: Hold team meeting to discuss new Benefits Plan

You can also plan weekly by adding your Big Rock tasks in
ALL CAPITAL LETTERS to any of your Big Rock categories.
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Get to Know Your Rules Wizard

Mastering the Rules Wizard will increase your productivity.

*  You may set up a rule to move messages to a folder where you are copied (cc’d) as part of a
distribution list.

*  You may set up a rule to “red flag” or play an audible sound when messages arrive from
someone. For example, “Red-flag all messages from my manager,” or “Play a custom recording
when my family e-mails me.”

* Switching to START FROM A BLANK RULE at the top of the box allows even more time-
and information-management strategies.

Rules Wizard .

() Start creating a rule from a[:gmplate
() Start from a blank rule

Step 1: Select a template
Stay Organized
L3 Move messages from someone to a folder
ﬁ Move messages with spedific words in the subject to a folder
L3 Move messages sent to a distribution list to 3 folder
. Delete a conversation

Flag messages from someone with a colored flag
Stay Up to Date
‘2'{{ Display mail from someone in the New Item Alert Window
«'.EI Play & sound when I get messages from someone
E Send an alert to my mobile device when I get messages from someone

Step 2: Edit the rule description (dick an underlined value)
Apply this rule after the message arrives

fromipeople or distribution jisti
flag message with a colored flag

Example: Flag mail from my manager with a red flag

<Back || Next> ] [ Fnish

You know you need rescuing when you have
more corporate e-mails in your Inbox than you can
read in a month, let alone in a week.
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Auto-Send E-Mail to Folders by Sender or Address

1. In your INBOX, click the RULES tab and then select MANAGE RULES ALERTS.
2. In the Rules and Alerts dialog box, click NEW RULE.
3. In the Rules Wizard dialog box, select START CREATING A RULE FROM A TEMPLATE.

4. In the Step 1 box under the Stay Organized option, select MOVE MESSAGES FROM
SOMEONE TO A FOLDER.

5. In the Step 2 box, click PEOPLE OR DISTRIBUTION LIST and indicate who “someone”
is. Then click SPECIFIED FOLDER to indicate where you want the message automatically
moved. You can also create a new folder for this purpose.

Rules and Alerts
E-mail Rules | Manage Alerts

2 {7 New Rule.... | Change Rule ~ B3
|Rule (applied in the order shawn)
Select

Rules Wizard
3 —————t (&) Start creating a rule from a%mplabe
() Start from a blank rule

Step 1: Select a template

Stay Organized
4 LB Move from someone to a folder

LB Move messages with specific words in the subject to a folder
23 Move messages sent to a distribution list to a folder
X Delete a conversation

Stay Up to Date
'}ﬂ Display mail from someone in the New Item Alert Window
) Play a sound when T get meseages from someone
Send an alert to my mobile device when I get messages from someone

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

Example: Flag mail from my manager with a red flag

You know you need rescuing when it comes as a
complete surprise that you could automatically send
all the jokes from your cousin Chip straight to a
“jokes” folder.
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Turn Off E-mail Notifications

In the INBOX, click FILE and then OPTIONS.

Select MAIL and scroll down to MESSAGE ARRIVAL. Uncheck all boxes under WHEN NEW

MESSAGES ARRIVE.

QOutlook Options

Replies and forwards

J

= o]l 9 =~ 1=
General N Lo
Message arrival
* m Home Send/
a When new messages arrive:
|
Calendar \J Play a sound Save As
Briefly change the mouse pointer @,:] < e
Contacts Show an envelope icon in the taskbar
Tasks Display a Desktop Alert Desktop Alert Settings... Info z
Motes and Journal [] Enable preview for Rights Protected messages [May impact performance)
Open
Search Conversation Clean Up
; Print
Mabil
opie % Cleaned-up items will go to this folder: | [ Browse...
Language Messages moved by Clean Up will go to their account's Deleted Items. Help
Advanced I:‘ When cleaning sub-folders, recreate the folder hierarchy in the destination folder
[J pon‘t move unread messages =] Options
Customize Ribbon Don't move categarized messages @ —
i
] .
Quick Access Toolbar Don't move flagged messages |
Don't move digitally-signed messages
Add-Ins When a reply modifies a message, don't move the original
Trust Center

i=&l= [ Close original message window when replying or forwarding

= D Preface comments with:
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Have Outlook Start Up in Tasks (or Calendar) Instead of Your Inbox

In the INBOX, click FILE, and then OPTIONS.

Select ADVANCED and scroll to OUTLOOK START AND EXIT.

Under START OUTLOOK IN THIS FOLDER, click BROWSE.

In the Select Folder dialog box, choose either CALENDAR or TASKS as the default view when
Outlook opens.

GFEENERE
Home

Save As

Open
Print

Help

[ eat

send /|

Qj Save Attachments

mw
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Qutlook Options

General

Mail

Calendar
Contacts

Tasks

MNotes and Jaurnal
Search

Mobile

Language
Advanced
Custamize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

|

Outlook start and exit

7 Start Qutlook in this folder: |@Inbox ‘ [ Browse... ]

‘@

D Empty Deleted Items folders when exiting Outlook

AutoArchive

Autodrchive Settings..

'g Reduce mailbox size by deleting or moving old items to an archive data file.

Reminders

‘j Show reminders
)

Play reminder sound:  |reminder.wav

| [ Browse...

Export

a Export Cutlook information to a file for use in other programs,

RSS Feeds

j [] Any RsS Feed item that is updated appears as new
|:| Synchronize RSS Feeds to the Common Feed List (CFL) in Windows

Send and receive
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Set Up an “ABC” Priority Field

Despite Outlook’s built-in, three-part prioritization scheme (High, Normal, Low) some users are more
comfortable with an ABC approach.

In TASKS...

1. On the VIEW tab, click the VIEW SETTINGS button.

= =, =
0]l 559 15 = Task
File. Home Send / Receive Folder Wiew
P P [T e
@ 'k_@ bal EE Catggories \" Start Date \" Due Date i Type
. o iy
Change | View | Reset H Importance =3 assignment | #f Modified Date _
Wiew = Settings  View ™
Current View Arrangement
4 My Tasks <
W To-Do List
2 Tasks (1) Dll! |ABC |5ub_|ect
5] Compass Click h...
] Goals #O8cC Maonday's Certification session
Q] Mission
] Weekly Planning 4[] categories: 3 - Q2 Webinar Project (5 items)
<] Target Tasks FOYa Fipeline Report - Juan and EMEA
< Tasks #O B Article for Mewsletter
A Tasks =7 I i = Bidananar Carkificating

2. In the resulting box, click COLUMNS.

Descripkion
I Columns. .. l Icon, Complete, Priority, ABC, Subject, Due Date, Status, C...
[ Group By. .. l Categories {ascending)
l Sart... l Priarity (descending)
l Filtet... ] Tasks: Advanced
[ Other Settings... ] Fonts and other Table Yiew settings
l Conditional Formatting... l User defined fonts on each message
l Farmat Columns. .. ] Specify the display Formats For each Field
Reset Current Wiew Ok ] ’ Cancel
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Set Up an “ABC” Priority Field

3. In the COLUMNS dialog box, click the NEW COLUMN button.
4. Name the column “ABC.”
5. Click OK.

Mame: |,q5c |
Type: |Te><t v |
|

Format: |Te><t

[ Ok l[ Cancel l

6. In the SHOW COLUMNS dialog box, position the new “ABC” field in the order you want it
to appear on the Column Bar.

Show Columns

Maximurm number of lines in compact mode:

Select available colurmns From:

%)

|Frequent|y—used fields ~ |
Available columns: Show these columns in this order:
Auckual Wiark, ~

Add - Icon
Assigned To 1 Complete
Attachment Priorik
Company WBBC

Conkacts Subject
Custam Priority Due Date
Custom Status SO ) shatus

Date Completed Categories
Modified B % Complete
Motes

Qrganizer

Owner

Received Representing Manm
Recipient Mame b

Properties Delete [ Mowe Lip l lMove Down]

[ O, ][ Cancel ]
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Show My “A” Priorities Across
All Categories

You can see your “A” priorities across all categories.
In TASKS:

1. Select the VIEW tab.

2. Click the CHANGE VIEW button.

3. With the setting on DETAILED, select the IMPORTANCE view.

o\ 9 =5 1=
Home Send / Receive Folder View

[ [m]
2 @ C% ® BN Categories V¥ StatDate ¥ O

Change| View Reset | | ¥ ppp i
View v | Settings  View | - - .

ABC Daily List Priarities Q2 Catego...
& ‘j add a new T3
Quadrants By Category Detailed Simple List |
needed for
Y‘ ' @ / art - Juan an
) . 3ht “date nigh
To-Do List Priaritized Active Completed

;encing and S|

X & @S

- get meeti
Today Mext 7 Days Overdue Assigned | get meeting
#

F k
v E
&

ol for Dy

Server Tasks

Manage Views.., and support
Save Current View As a Mew View... iarge Accoun
Apply Current View to Other Task Folders... ient Certificat
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Hide Completed Tasks

In TASKS:

1. From the VIEW tab, click VIEW SETTINGS.

0] & 9 &~ I=
File Home
© Q"

1 — 1 Change \Miew Re

View = Settings
Current View

Send / Receive

7] )
EE Catggorles

? Importance

Folder View

Tasks - Dave.Green

T.l. Reverse 5ori]

Ad A4 i
Start Date Due Date T Type

=) Add Column|

o i
=3 Assignment | Modified Date = | = Expand/Coll

Arrangement

4 Wy Tasks
W To-Do List

] Tasks (1)

0|t 2B |Subject

_3_] Compass

_3_] Mission
A Weakly Plannino

¥ Goals o

a [ rar

Click h...

B Can John be a mentor?

iaced 7 laroa B d Drocrmacts (2 itarmsl

2. In the resulting ADVANCED VIEW SETTINGS box, click FILTER.

3. In the dialog box, click the ADVANCED tab.

a3

Advanced View Settings:

Description

[ Columns, ..
l Group By...
[ Sork...

2 f Filter...

[ Other Settings...

l Conditional Formatting...

[ Format Columns, ..

Reset Current Visw

2 Categories

Icon, Complete, Priority, ABC, Subject, Due Date, Status, C...
Cakegories (ascending)

Priority {descending)

Tasks: Advanced

Fonts and other Table Yiew settings

User defined Fonts on each message

Specify the display Formats for each Field

ok ] l Cancel
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Hide Completed Tasks

4. Click the FIELD tab on the left side of the box, then select FREQUENTLY USED FIELDS,

then COMPLETE.
5. Click ADD TO LIST.
6. OK out.

[f you need to retrieve a completed task, select the task. Double-click the task and change the status

from “Complete” to “In progress.”

Filter

| Tasks | More Choices | Advanced | sqL

Find items that match these criteria;

<Add criteria from below to this list=

Define mare criteria:

BEemaove

Condition:

Value:

Complete

| | equals

/8

v| |N0

Mare Advanced...

Add to List

[ o

][ Cancel ][ Clear all ]

6

© FranklinCovey. All rights reserved.

Tasks | More Choices | Adwanced

Find items that match these criteri

<dd criteria from below ko this lis

Diefine more criteria:

Condition
Fre: tly d fields
InfofStatus figlds
Date/Time Fields

&l Docurnent fields

T Al Mail fields

&l Post figlds

— Al Contact fields

All Appointment Fields

&l Task fields

Al Journal fields

&ll Mote Fields

User-defined fields in Folder

.3
L3
3
3
L3
3
L3
3
4
L3
3
L3

Faorms...

% Complate
Ackual Work,
Categories
Company

Complete

Conkacts

Date Completed
Due Date

Modified

Motes

Qrganizer

ey

Priarity

Recipient Marne
Recipient Mo Reassign
Recipients Allowed

Recurring

Requested By

Rale

Sensitivity

Start Date

Skatus Femove
Subiject

Team Task

Takal wark —vl
K, ] [ Cancel ] [ Clear Al ]
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Turn Off Reminders

When you create a task, Outlook will make a reminder for that task. In a very stressful way, you will

be “reminded” each morning of every task on your list for that day. To turn off automatic reminders

(you can still set reminders automatically), in TASKS:

1. Click the FILE tab, then OPTIONS.

2. In the OUTLOOK OPTIONS dialog box, select TASKS and then clear the box SET
REMINDERS ON TASKS WITH DUE DATES. Click OK to close.

OGN ERE
Home Send / Receive Folder View
B save as
—— Account Information
B Dave.Green@FranklinCovey.co
[ Info ! B8 vicrosort Exchange
o Add Account
Open —
Print ‘L\ Account Setti
e Modify settings|
Help La}w‘ additional conn|
;;t‘““”t Access thi
B9 Exit

Qutlock Options

=0y : ;
Default reminder time:  [8:00 AM % | &

Motes and Journal Send status report when I complete an assigned task

Search Overdue task color:

Mabile Completed task color
Language Set Quick Click flag: | Quick Click...

Advanced
‘Work hours
Customize Ribbon

_") Task working hours per day:
Quick Access Toolbar |z|

)
4 |4r

Task working hours per week: |40
Add-Ins

General - .
§ Change the settings that track your tasks and to-do items.
Mail
Calendar Task options
Contacts .. [ set reminders on tasks with due dates

EKeep my task list updated with copies of tasks I assign to other people
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ABOUT FRANKLINCOVEY

FranklinCovey is the global leader in leadership, individual effectiveness, and execution. FranklinCovey’s mission is to enable greatness in people and organi-
zations everywhere. Organizations and individuals access FranklinCovey products and services through corporate training, licensed client facilitators, public
workshops, catalogs, and through the Internet at www.franklincovey.com. Product and program catalogs can be requested by calling 1-800-331-7716 in the

United States or by contacting your local representative outside the United States.

COPYRIGHT AND TRADEMARKS

This is a facilitator-assisted program. Training using this participant guidebook must only be conducted by facilitators certified by Franklin Covey Co. (“Franklin-
Covey”) pursuant to the terms and conditions of the License Agreement (“License”) between FranklinCovey and the entity licensed by Franklin Covey. Under the
License and the FranklinCovey Facilitator Agreement, those who train this program must be employed by a licensed organization and only present this program to

participants who are likewise employed by that same licensed organization (unless specified otherwise in the License).

© FranklinCovey. All rights reserved. Printed in the United States of America. No part of this publication may be reproduced or transmitted in any form or by any
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Registered and/or pending trademarks of FranklinCovey in the United States and foreign countries are used throughout this work. Use of the trademark symbols
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