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Using Electronic Systems to Manage Priorities

Electronic systems, such as Microsoft Outlook 2007, provides simple, yet powerful
methods of storing, sorting, comparing, searching, never forgetting and prioritizing all
tasks. All tasks, stored in one system, can be conveniently reviewed in any way desired.

Guidelines for using Microsoft Outlook

¢ Open Microsoft Outlook 2007 and click on the Tasks button.

¢ C(lick on File, click on New, click on Task — an Untitled Task window appears.

¢ In the Untitled Task box enter a task on the subject line. Use the guidelines from the
“Guidelines for Writing Tasks” on page 3. Example: Call Bill Jones (713) 224-1987 about
financial backing.

e f the task is a Must Do (M) or a Need To Do (N) click on Due Date. Leave the rest of the
boxes as is.
Click on the down arrow of Due Date and click on the appropriate date.
Check the Reminder box only if the task is a Must Do (M).
If the task is a Must Do (M) check the Reminder box and enter a date and time. Put
reminder dates only on Must Do tasks and appointments. Too many reminders causes
overwhelm. (Putting a time on this task does not make it an appointment. It is still a task,
just with a reminder on it).
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all Bill Jones (713) 225-9 ; i i
- n.
File Edit View Insert Format Tools Actions Help |'E;“ CRECIA

Gl saveandClose | 4 1 (8 () | ORecunrence., | (JiAsignTask | 3y % | X | # - & -] '@!
Task | Details. ‘

Subject: i.i,:all Bill Jones {713) 225-9001 RE: Remodeling financing

Duedater  |Fri3/7/200 [=] status: [notstarted
Startdate:  |MNone E] Priority: |Normal

%% Complete: 'd%

known

[7] Reminder: E_Fri:-\.'?,'znos E] 8:00 AM |Z[ Oviner: U

| Delegated To Mary, Must Do Bus|  Private |}

Review the final figures for creating the new division
Review the monthly status report for duplications
Review the plans for the department with Bill
Review this quarter's sales figures

Send proposal to Jim to review

Send the department information to HR

Send the final navment to the Innes Comnany {24101

| Due Date
None
Sat 3/3/2008
Thu 3/27/2008
Fri 3/7/2008
Thu 3/6/2008
Thu 3/6/2008
Wed 3/5/2008
Thu 3/13/2008
Sat 2/7/2009
5un 5/11/2008
Sat 3/8/2008
Sat 3/8/2008
Thu 3/6/2008
Tue 3/4/2008
Tue 3/4/2008
Fri 3/7/2008
Mon 3/3/2008
Tue 3/4/2008
Thu 3/6/2008
Fri 3/7/2008
Wed 3/5/2008
Fri 3/7/2008
Mon 3/3/2008
Fri 3/7/2008
Wed 3/26/2008
Sat 3/3/2008
Fri 3/7/2008
Fri 3/7/2008
Wed 3/5/2008
Fri 3/7/2008

m

B Call Bill J..
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Go to the bottom right corner of the box to the Categories button.

Categories w

Item({s) belong to these categories:

Available categories:

Business ~
Competition [
Favorites

Gifts

Goals/Objectives

Holiday

Holiday Cards

Hot Contacts

Ideas

International

Key Customer

ICOOOOOOCCCIC

Miscellaneous
Personal

w

ok | [ cencal | [master CategoryList... |

Master Category List

Mew category:

Business ~

Competition (l

Favorites

aits
Goals/Objectives

Holiday

Holiday Cards

Hot Contacts

Ideas

International

Key Customer

Miscellaneous

Personal

Phone Calls

Status

Strategies bt

[ OK H Cancel |

On the Categories box that appeared click on the Master Category List button.

Click on each of, or highlight all of, the categories Microsoft gave as the default categories
and The Delete button will appear. Do not delete categories that you are currently using in
the Calendar, Contacts, or e-mail sections. Click on the Delete. Button. All of the Microsoft

categories will disappear.

In the area named New category put in the following new 6 Core Categories and other
categories you need. With each new category you enter click Add

v Must Do Business

v Must Do Personal

v Need To Do Business

v Need To Do Personal

v Want To Do Business

v Want To Do Personal

Master Category List
Mew categary:
Must Do Business|

Master Category List

Mew cabegory:

Must Do Busingss

& Mast Important Things To
Delegated ta Jim
Delegated to Mary

Must Do Business Reset
Must Do Personal

Meed To Do Business

Meed To Do Personal

Project Bus: Compensation F

Project Bus: Executive Comp

Project Bus: Rebuild departn

Project Bus: Warkshop on

Project Per: Vacation in Haw

Wank To Do Business

‘Want To Do Personal

In addition to the core categories add the following:

Delegated to and the name of person(s) you delegate to

Project Bus: Name of project. (Business project)

Project Per: Name of project. (Personal project)

v
v
v
v

6 Strategic Tasks I Have To Do Today
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Category Check Boxes
When you have finished entering the categories you click OK and OK again to set up the new
categories for your use. Then click categories again and the following box will appear. You now
see only the categories you want to use.
Categories

Itemi=) belong to these categories:

Aadd ko List

fyailable categones:

(] & Most Important Things To Do Today I
|| Delegated to Jim "
[_] Delegated to Mary
[ ] Must Do Business
|| Must Do Personal
| ] Meed To Do Business
| Need To Do Personal
| | Project Bus: Compensation Plan
Froject Bus: Executive Compensation
Project Bus: Rebuild Deprtment
[ | Project Bus: Workshop on Accountability
L] Project Per: Yacation in Hawai
] want To Do Business )

| 0K | [ Cancel ] IMastar Cakegory List, ., ]

Check the category boxes that are appropriate for this task and they will each appear in the blank
box at the top named “Item(s) belong to these categories:

Categories

Itemi=) belong to these categories:

Delegated to Mary, Need To Do Busingss,
Project Bus: Rebuild department

fvailable categories:

[ ] & Most Important Things To Do Today [ ]
|| Delegated to Jim [
[v] Delegated to Mary

:| Must Do Business

[ ] Must Do Personal

[] Meed To Do Business

|| Meed To Do Personal

|| Project Bus: Compensation Plan

|| Project Bus: Executive Compensation

[ ] Project Per: Vacation in Hawai -
|| Wart To Do Business (™)

[ OK i I Cancel ] [Mastar Categary List. .. ]
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Click OK and the following screen reappears. The categories checked appear in the Categories
window in the bottom right corner of the Task window.

\.‘Z CallBill Jones (713) 224-1987 about financial backing - Task - B

i Fle Edt Yew Insert Formak Tooks  Actions  Help

il sveandchose | 4 o % ) | Db Reanenca. % | X | & - o) @
I

Task | Detais |

Sublect: |Call il Jones (713) 224-1957 about financial backing
Due date: Fri 5/26/2006 | status; [Not Started [v]
Stertdate: | Mane ~| Priorty: |normsl [w] = complater (0% 3]

[ Reminder:  |Fri 5iz6/2006 v| [230am [+ Owner: | Unknown

[ contacts... | | | [cotegories... | [Delogeted to Jim, Must Do Busing  Private []

mm (D2 wind... -lﬂlswcn. - ©) FelicEig... ngzmterm -[@W\nle(u. m oo [~ MM D B @ 4spm

Click Save and Close.
Enter in all of your tasks with appropriate information.

CAUTION!

Viewing all of your tasks at one time causes overwhelm

Do not look at all of your tasks at the same time because you will get overwhelmed and your mind
will shut down. The Master Task System is designed to allow you to look at all of the tasks you
have to do by the Categories you created.
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Viewing tasks within the categories created

To see your tasks sorted by the categories you just created, click on the button named View, then
move the cursor to Arrange By and you will see the following drop down window.

A=A A

i File Edit | View | Go Tools Actions Help 3 - i T I
|2 New ~ | ‘ Arrange By 3 | Date - 8 a8 \'
Mavigation Pane  Alt+F1 Conversation Ecrina Tasks Eirvd Nowy Clear Options = x |
My Tasks i e (Fiter Appled) B
Q Tasks Io Due Date i
| Seming » Noic |
Current Viev Size Sat 3/3/2008
© Simple pehah ES | Subject Thu 3/27/2008
* Detaie Toolbaie » Tupe
G Active Status Bar Flag fes Thz ;i:iigz
S Nex Sevem i Qj Call Mary Attachments El, and rent car Wed 3/5/2008
! Overdue Tasks 2 Callbike E-rnail Account Thu 3/13/2008
*) By Category % Callmom Importance Sat 2/7/2009
*) Assignment %y Callmom|™ Categories 5un 5/11/2008
I By Person Responsible ] Callmom DL 5at 3/8/2008
© Completed Tasks ! |Carie = Bataieant
e §] Creates| Show in Groups Thu 3/5/2008 E
B i bzl  Dragmy . | Show Views In Navigation Pane Tue 3/4/2008
s 2 cetalof e : Tue 3/4/2008
Open Shared Tasks... 4 Getal T Fri 3/7/2008
Cuskormize BUrerEView.: 21 Get brought up to speed on the final information from Bill Harrison Mon 3/3/2008
& Get thelatestinformation on building costs Tue 3/4/2008
@] Getthe sales and expense numbers for Jim at the bank Thu 3/5/2008
& Getwriting on the book Fri 3/7/2008
Q Give the performance reviews to Jim to review Wed 3/5/2008
&  Gogetthe oil changed in my car Fri 3/7/2008
i—j Mail &  Prepare for the meeting on Friday Mon 3/3/2008
:‘ﬁ Calend ] Review the final figures for creating the new division Fri 3/7/2008
] Review the monthly status report for duplications Wed 3/26/2008
2-| Contacts %] Review the plans for the department with Bil Sat 3f8/2008 -
o= @] Review this guarter's sales figures Fri 3/7/2008
-Dd Tasks ﬁ Send proposal to Jim to review Fri 3/7/2008
J = D »| | Send the department information to HR Wed 3/5/2008
= B = Send the final navment tn the Jones Comnany (21100 Fri 3/7{2008 ¥

Filter Applied 34 Items

B Call ey, 03Fc L J @ o EHED WEA 656 AM
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Select Categories from the drop down list and following window appears.

ft Outlook

=R A A
YOI

i File Edit View Go Tools Actions Help Typeaq on for help =
P New = | =§ (33 X |20 Find| [l Type a contact to find - @! |
Tasks | Look for: + SearchIn~ Seminar Tasks Find Now ©lear Options = % |
My Tasks Seminar Tasks (Fiter Appled) B
[ Tasks [/ @] subject |Due Date [«
| Seminar Tasks 3
Current View (= categories: & Most Important Tasks Today (5 items) “
5 Simple List m Change the location of the meeting room Sat 3/af2008 |
= - Get writing on the book Fri 3/7/2008
©) Detaled List Ei il ' 152
z |«  Review this quarter's sales figures Fri 3/7/2008 L
@ Active Tasks EIRE: - =
| =t the sales and expense numbers for Jim at the bank Thu 3/8/2008
! Mext Seven Days &  Send the final payment to the Jones Company {2/10) Fri 3/7/2008
) Overdue Tasks &1 Give the performance reviews to Jim to review Wed 3/5/2008
| By Category -
2 ) (=) Categories: Delegated to Jim (1item)
! Assignment - " - - - =
&  Getbroughtup to speed on the final information from Bill Harrison Mon 3/3/2008
' By Person Responsible
) Completed Tasks =) Categories: Delegated To Mary (5 items)
7 Task Timeline j Build a finandal model for the processing project Sat 3/8/2008
) To-Do List 2] Get the latest information on building costs Tue 3/4/2008
&1 Review the monthly status report for duplications Wed 3/26/2008
Open Shared Tasks... &  Create a program for department rules Thu 3/6/2008
Customize Current View... &  Call Bil Jones (713) 225-9001 RE: Remodeling finandng Fri 3/7/2008
& categories: Must Do Business (3 items)
j] Review the final figures for creating the new division Fri 3/7/2008
&  Send the final payment to the Jones Company (2/10) Fri 3/7/2008
ﬂ Call Bill Jones {713) 225-2001 RE: Remodeling finandng Fri 3/7/2008
ﬁ lend [=) Categories: Must Do Personal {3 items)
-~ @]  Syncronize my Treo Sat 3/8/2008
[-= Contacts %y Callmem (701) 237-6977 RE: Birthday sat 2/7/2009
'_ﬂ 1-‘5“0- Call mom (701) 237-6577 RE: Mother's Day Sun 5/11/2008
A ﬂ Tasks
- (=) Categories: Need To Do Business (22 items)
e »
—'J L4 IE L= ,\a Drag my task emails into my Master To Do List in Qutlook Tue 3/4/2008 s
Fitter Applied 34 Items
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Viewing only the individual categories you created without the tasks showing

To see just the categories you created without the tasks showing, (recommended) move the cursor
to the word View again and click it

One of the choices you have in that drop down menu is Expand/Collapse Groups. Click
Expand/Collapse Groups and choose Collapse All Groups, as shown below

ft Qutlook

T - g 8 &8 &
i File Edit | View | Go Tools Actions Help . Type a question for help I
. - I I
L3 New - Arrange By ¥ lcontact to find - @ ! |
— | Mavigstion Pane  Alt+FL ' .
Tasks EREERAL I EELG (Fitter Applied) &
My Tasks Beadugifane 4 |DueDate [
ii Tasks sj;!' AutoPreview
=] Sem\na| Expand/Collapse Groups  » |
5 Fri 3/7/2008
Current Viev Reminders Window E: ip r! i
Fri 3/7/2008
) Simple Refrech F5 Collapse All Groups
) Detaile Toolbars ' Expand All Groups -
@ Active Status Bar [Sll Atways Show Unread and Fi Stk /o
[0 Next Seven Uays =) Categories: Delegated to Mary (5 items)
' Overdue Tasks B | |Gt the latest infarmation an building costs Ej
) By Category ]  Create aprogram for department rules Thu 3/6/2008
) Assignment |  Call Bill Jones {713) 225-9001 RE: Remodeling finandng Fri 3/7/2008
“ By Person Responsible ij Build a finandal model for the processing praject Sat 3/8/2008 B
© Completed Tasks 2] Review the monthly status report for duplications Wed 3/26/2008
) Task Timeline (=] Categories: Must Do Business {3 items)
7' To-Do List E&’_.-E;iage—ﬁ;["ﬁgures for creating the new division Fri?ﬁ,fzoos'
2]  Send the final payment to the Jones Company {2/10) Fri 3/7/2008
Open Shared Tasks... 3 ? - . .
&  CallBill Jones (713} 225-3001 RE: Remodeling financing Fri 3/7/2003

Customize Current View...
2] Categories: Must Do Personal (3 items)

=] _Syncmnize my Treo i “Sat 3/8/2008
"{_\] Call mom (701} 237-6977 RE: Mother's Day Sun 5/11/2008
f{j Call mom {701) 237-6977 RE: Birthday Sat 2/7/2009
i_ﬂ S = Categories: Need To Do Business (22 items)
:ﬁ Calendar &1  Getbrought up to speed on the final information from Bill Harrison Mon 3/3/2008
= ]  Show the final Jones report figures to Jim Mon 3/3/2003
.&EJ Contacts 21 Prepare for the meeting on Friday Mon 3/3/2008
z Tade 1= Dragmy task emails inta my Master To Do Listin Outlook Tue 3/4/2008
_ & Getall of my tasks into Outlook Tue 3/4/2008
é.J 1 @ - Qj Sent thank you notes for last week Tue 3/4/2008 =
Fitter Applied 34 Items

eminar Tasks - Mic ' € ¥ 1057 AM

o
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Now you see only the categories you created without the tasks showing, as shown below.

New - | =§ 2 | o Find [l Type s contact to find -] @ !

My Tasks

| Tasks
| Seminar Tasks

[/ 0| subject

[l Categories: 6 Most Important Tasks Today (6 items)

Type a question for help

2 m
2 D
B m
o

|Due Date ¢ | =

a

(Fiter Appled) Ei

_Current View

) Simple List
Detziled List
@ Active Tasks
' Mext Seven Days
Overdue Tasks
By Category
Assignment
By Person Responsible
Completed Tasks
) Task Timeline
) To-Do List

(3 Categories: Delegated to Jim (1 item)

[# categories: Delegated to Mary (5 items)

Categaries: Must Do

Business {3 items)

[# Categories: Must Do

Personal {3 items)

Categories: Need To Do Business (22 items)

& categories: Need To Do Personal (4 items)

Categaries: Proj Bus

+ Book (1 item)

[# Categories: Proj Bus

: Jones Project {2 items)

Open Shared Tasks...

2 Categories: Proj Bus

: Rebuilding Processing Department (& items)

Customize Current View...

[l categories: Proj Bus

: Seminar on Accountability {5 items)

Categories: Proj Bus

: Vacation in Hawsaii {1 item)

Mike Scott and Associates 800-990-6540
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Ways to review the Master Task List

Review by Must Do Business category open.

8] Seminar Tasks - Microsoft Outlook
i Ele Edt View Go Tools Actions Help
Q_B,EW =] La x | fp&nd| (44 Type a contact to find ~ | @ !

Seminar Tasks (Fiter Applied) B

Type a gquestion for help -

My Tasks: 01| 8| Subject [DueDate  / [~
(&4 Tasks )
2 Serninar Tacks [l Categories: 6 Most Important Tasks Today (2 items)
Current View [# Categories: Delegated to Jm (1item)
) Simple List L.
© Detailed List [# Categories: Delegated to Mary (5 items)

& e = I
© Active Tasks B categories: Must Do Business (3 items) I
(2 Next Seven Days Z]  Review the final figures for creating the new division Fri 3/7/2008
) overdue Tasks .ﬂ Send the final payment to the Jones Company {2/10) Fri 3/7/2008
@ By Category |ﬂ Call Bill Jones (713) 225-9001 RE: Remodeling financing Fri 3/7/2008
@ Assignment

[# categories: Must Do Personal (3 items) L

= By Person Responsible
) Completed Tasks [# categories: Need To Do Business (22 items)

) Task Timeline

'__ 3} Categories: Meed To Do Personal (4 items)
&) To-Do List

[® categaries: Proj Bus: Baok (1item
Open Shared Tasks... s : ¢ )

Customize Current View... [# categories: Proj Bus: Jones Project {2 items)

[# categories: Proj Bus: Rebuilding Processing Department (8 items)

[#l categories: Proj Bus: Seminar on Accountsbility (5 items)

H Mail 3 categaries: Proj Bus: Vacation in Hawaii (L item])

o I .3
W=
Fiter Applied 34 Ttems

e /= "Dy Master Task System ... || [B] Serminar Tasks - Mic... & SeME® A 10sam

**%To sort the tasks, grouped by Category in Due Date order, perform the following actions:
You do this so that you can view and then accomplish the tasks in date order

With the tasks grouped by their categories:

Click View, Click Arrange By,

Click Current View, Click Customize Current View,

Mike Scott and Associates 800-990-6540 Mike@TotallyAccountable.com www.TotallyAccountable.com
10



L3

J Categories

lof

Simple List

Y

|9 Tasks
|# Seminar Tasks

m Expand/Collapse Groups » | Current View >|
| ¥ | ¥
My Tasks - - e

ITET

[E% ] Categories: 6 Most Important Tasks

Dretailed List

Active Tasks

Current View

) Simple List
) Detailed List
@ Active Tasks

=) Next Seven Days
) Overdue Tasks
By Category

71 Assignment
) By Person Responsible
Completed Tasks

) Task Timeline
~ To-Do List

2 categories: Delegated to Jm (1 item

Mext Seven Days
Overdue Tasks

[# categories: Delegated to Mary {5 ite)

By Category

= Categaries: Must Do Business {3 item

Assignment

By Person Responsible

Open Shared Tasks...
Customize Current View...

[# categories: Must Do Personal (3 iten|

FrREREEEE RN G

Categor

s: Meed To Do Business (23]
Get brought up to speed on the fi

Completed Tasks
Task Timeline

To-Do List

=
3

=]
B

Type a question for help

¢ o

|DueDate 7

(Fiter Applied) B

I

Customize Current View...

Show the final Jones report figure]
Prepare for the meeting on Frida

Define Views...

Drag my task emails into my Mastg

] Format Columns...

Get all of my tasks into Outlook
Sent thank you notes for last weel
Get the latest information on build

k

ing costs

Send the department information to HR

Give the performance reviews to Jim to review

Create a program for department
Get the sales and expense numbe
Call Harold Williams (356) 533-901

rules
re for Jm at the bank
2 RE: Friday meeting

Call Jerry Wilson {303) 556-9573 about the proposal updates
Get all the accountability tasks into Outiook

Get writing on the book

Review this quarter's sales figures
Send proposal to Jim to review
Change the location of the meetin

g room

Review the plans for the department with Bill

Build & finandal model for the processing project

Mon 3/3/2008
Mon 3/3/2008
Mon 3/3/2008
Tue 3/4/2008
Tue 3/4/2008
Tue 3/4/2008
Tue 3/4/2008
Wed 3/5/2008
Wed 3/5/2008
Thu 3/6/2008
Thu 3/6/2008
Thu 3/6/2008
Thu 3/6/2008
Fri 3/7/2008
Fri 3/7/2008
Fri 3/7/2008
Fri 3/7j2008
Sat 3/8/2008
Sat 3/8/2008
Sat 3/8/2008
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I8] Seminar Tasks - Microsoft Outlook g =
i Fle Edit View Go Tools Actions Help 8 &
jﬁew = | = _Ei)( | 2o Find [ Type a contact to find - @ !

Seminar Tasks (Fiter Applied) B

¢ o

2 o

My Tasks [1/@| subject |Duepate ¢ =
| Tasks _
5 It Categories: 6 Most Important Tasks Today {6 items)
% Seminar Tasks E ks Today { )
Current View 3 categories: Delegated to Jm (1 item)
) Simple List
* Detalled List * Categores: DY Customize View: Active Tasks Sort _ =
© Active Tasks # Categaries: M Description Sort items by )
 Hext Seen Days e fon At | R[] © "c=ne
) Dverdue Tasks 12l cCategaries: M| * ~ (2 Descending Cancel
® By Category B i Group By. .. Categories (ascef Then by Cloar Al
T Assignment 2] Getbrough e Dt fazcnd | (none) | ) Azcending 2
! By Person Responsible 2] Show the fi Descending
) Completed Tasks |&#]  Prepare fo Filter... Tasks: Advanced] Then by
1 Task Timeline 1 Dragmy tad ! {none) [<| (@ &scending
™ To-Do List 2 Getallofm IM] ranis and ath=g Descending
(&  Sent thark -
Open Shared Tasks... (& Getthe lats I:Automahc et | iser-oefined forl ThE" by —
) . a {nanel @) =nding
Customize Current View... g zz.and:e dg Specify the displ e
[ ive the pel a
2] Createapn ’E Select available fields from:
&  Getthe sal Sl oer Frequently-used fields IE‘
& Call Harold TSIOT T TTIEY i - -
& Call Jerry Wilson (303) 556-9873 about the proposal updates m B
|#]  Getall the accountability tasks into Outiook Fri 3/7/2008
|&  Getwriting on the book Fri 3/7/2008
@]  Review this quarter's sales figures Fri 3/7/2008
& Send proposal to Jim to review Fri 3/7/2008
&  Change the location of the meeting room Sat 3/8/2008
&  Review the plans for the department with Bill Sat 3/8/2008
= =R Build & financial model for the processing project Sat 3/8/2008
3.8 5 o

Filter Applied 34 Items
117 AM

Click Group By,

Click the down arrow in Sort Items by,

Click Due Date,
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L Mic();oftutloak - 1= = = o
i File Edit View Go Tools Actions Help =

5 .
gﬂ&ew A= (23 X ||E0 Find|| [l Typea contact to find =l @! | @ 8 sa €

| Look for: * SearchIn~ Seminar Tasks Find Now ©lear Options ~ X |
My Tasks Seminar Tasks (Fiter Applied)

Type a question for help -

|9 Tasks [ @) Subject | Due Date [ =
|# Seminar Tasks F
Current View [# categories: 6 Most Important Tasks Today (& items)
® srole L [ Categories: Dgh - .
C es: -
O Detailed List Customize View: Active Tasks ot [ B
@ i [ Categories: D e
) Active Tasks iy Description Sortitems by
3 f S : -_OK
2 Next Seven Days # categories: M E] Icon, Attach | Due Date E‘ @ Ascendlr‘fg
) Dverdue Tasks {rone) = © Descending Canicel
) Ec — Group By. .. Cateqgories % Complete =
By Category & Categories: M oup By g q Pt E
0 Assignment = Attachment 18 Aeranting
. @ catmgories:N Nore ® Aecerdng _
! By Person Responsible = Descending
I xzd Dragmy ta
! Completed Tasks 2 Change the Filter... Tasks: Advan
1 Task Timeline [ W (@) Ascending
= z Review thg Other Settings... Fonts and ot sl
! To-Do List #  Builda finag Descending
[#  callMkes Automatic Formatting,.. | User defined
Open Shared Tasks... 3 Getallthed Then by
Customize Current View... 2] et all of m Format Columns Specify the df {rone) @) Ascending
& Getbrough 1
& Sent thank: Resat CurrertMied Select available fields from:
|&  Getwriting{: | Frequently-used fields |Z| .
|&]  Show the final Jones report figures to Jim
|4 Mail &  Get the latest information on building costs Tue
j Review the monthly status report for duplications \Wed 3/26/2008
‘ﬁ Calendar |&]  Create aprogram for department rules Thu 3/6,/2008
%-| contacts @]  Send the department information to HR Wed 3/5/2008
— -~ & Review this quarter's sales figures Fri 3/7/2008
ﬁ Tasks éj Get the sales and expense numbers for Jim at the bank Thu 3/6/2008
— 5 |#  Call Harold Wiliams (356) 533-9012 RE: Friday meeting Thu 3f5/2008
- »
—'J = i ﬂ Call Jerry Wilson {303) 556-9873 about the proposal updates Thu 3/5/2008 >

Filter Applied 34 Items

Click Ascending,
Click OK

Click OK again.

Mike Scott and Associates 800-990-6540 Mike@TotallyAccountable.com www.TotallyAccountable.com
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Review by Need To Do Business category open.

; Edit Go Tools Actions Help
U New - | S x| _i;_)jj:_mdj [3} Typea contact to find > | @ l

2 |m
2 m
B m
&, m

My Tasks |Due Date
| Tasks . ]
ﬁ e T B Categaries: Need To Da Business (22 items)
e 2]  Getbrought up to speed on the final information from Bill Harrison Mon 3/3/2008
e z Show the final Jones report figures to Jim Mon 3/3/2008
© Simple List &  Prepare for the meeting on Friday Mon 3/3/2008 =
) Detailed List 15  Dragmy task emails into my Master To Do List in Outlook Tue 3/4/2008
@ Active Tasks |z Get all of my tasks into Outlook Tue 3/4/2008
Next Seven Days & Sent thank you notes for last week Tue 3/4/2008
Overdue Tasks |#]  Get the latest information on buiding costs Tue 3/4/2008
j Send the department information to HR Wed 3/5/2008
By Category
| Give the performance reviews to Jim to review Wed 3/5/2008
¥ Asigriment ﬂ Create a program for department rules Thu 3/6/2008
! By Person Responsible 2]  Get the sales and expense numbers for Jim at the bank Thu 3/8/2008
Completed Tasks [#  Call Harold Wiliams (356) 533-8012 RE: Friday meeting Thu 3/6/2008
Task Timeline |ﬂ Call Jerry Wilson (303) 556-9873 about the proposal updates Thu 3/6/2008
® To-Dolist & Getall the accountahility tasks into Qutiook Fri 3/7/2008
& Getwriting on the book Fri 3/7/2008 =
Open Shared Tasks... Z]  Review this quarter's sales figures Fri 3/7/2008
Customize Current View... z Send propesal to Jim to review Fri 3/7/2008
|#]  Change the location of the meeting room Sat 3/8/2008
z Review the plans for the department with Bill Sat 3/8/2008
j Build a financial model for the processing project Sat 3/8/2008
|z Call Mike Scott (800) 701-8953 RE: Categorization Thu 3/13/2008
;.;i Mail & Review the monthly status report for duplications Wed 3/26/2008
ﬁ calendar [# categories: Meed To Do Personal (4 items)
Q;l Contacts [# Categaries: Proj Bus: Book (1 tem)
= |4
ﬂ Tasks [#] Categories: Proj Bus: Jones Project {2 items)
_,;J [.j @,\:, [# Categories: Proj Bus: Rebuilding Processing Department (5 items) =

Filter Applied 34 Items

Review by 6 Most Important Tasks Category open.

Mike Scott and Associates 800-990-6540 Mike@TotallyAccountable.com www.TotallyAccountable.com
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B8] Seminar Tasks
- Edit View Go Tools Actions Help
| New - | =§ (23 X | & Find [ [i] Type s contact to find > | @ !

Seminar Tasks (Fiker Applied) B2

Type a question for help -

2 |m
2 m
2o m
&, m

My Tasks [y} 0| subject |Duepate ¢ [«
| Tasks B o ) =
z e T Categories: 6 Most Important Tasks Today (6 items)
- Give the performance reviews to Jim to review Wed 3/5/2008
_Current View j R 3t
|&  Get the sales and expense numbers for Jim at the bank Thu 3/6/2008
Sirnple List 2| Getwriting on the book Fri 3/7/2008
Detailed List |#]  Review this quarter's sales figures Fri 3/7/2008
Active Tasks |ﬂ Send the final payment to the Jones Company {2/10) Fri 3/7/2008
) Next Seven Days z Change the location of the meeting room Sat 3/8/2008
Overdue Tasks [# categories: Delegated to Jm (1 item)
By Category =
) Assignment Categories: Delegated to Mary (5 items)

(21 By Person Responsible
Completed Tasks
Task Timeline [ Categories: Must Do Personal (3 items)

[l Categories: Must Do Business (3 items)

' To-Do List

Meed To Do Business (22 items)

Open Shared Tasks...

# jes: {4 items)
Cuskomize CUFEEVEW Categories: Meed To Do Personal {4 items)

[# Categories: Proj Bus: Book {1 item)

[E] Categories: Proj Bus: Jones Project (2 items)

[# categories: Proj Bus: Rebuilding Processing Department {8 items)

Categaries: Proj Bus: Seminar on Accountability (5 items)

t Categories: : Vacation in Hawaii (1 item)

Praj Bus:

Mike Scott and Associates 800-990-6540 Mike@TotallyAccountable.com www.TotallyAccountable.com
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Reviewing project tasks with a project category open

o]

Type a question for help

2 m
2 D
B m
¢ o

ew - | & e |
Seminar Tasks (Fiter Appled) B2

My Tasks [/ 0| subject |pueDate [
| Tasks 5
21 Serminar T [#l Categories: & Most Tmportant Tasks Today (8 items)

_Current View (3 Categories: Delegated to Jim (1 item)

=) Simple List E.
= (2 categories: Delegated to Mary {5 items)

) Detailed List
@ Active Tasks Categaries: Must Do Business {3 items)
) Next Seven Days
Overdue Tasks [# Categories: Must Do Perzonal {3 items)
By Category [# categories: Need To Do Business (22 items)
@ Assignment g
© By Person Responsible [# Categories: Need To Do Personal (4 items)
Completed Tas Categaries: Proj Bus: Book {1 item)
Task Timeline
@) To-Do List [# Categories: Proj Bus: Jones Project (2 ftems)

Open Shared Tasks... B Categories: Proj Bus: Rebuilding Processing Department (6 rtems)
Customize Current View... %]  Getthe latestinformation on building costs Tue 3/4/2008
j Create a program for department rules Thu 3/6/2008
2 Call Bill Jones (713) 225-9001 RE: Remodeling financing Fri 3/7/2008
ﬂ Change the location of the meeting room Sat 382008
z Review the plans for the department with Bill Sat 3/8/2008
.ﬂ Build a financial model for the processing project Sat 3/8/2008 [

®

Categaries: Proj Bus: Seminar on Accountability (5 itéms)

5}

Categories: Proj Bus: Vacation in Hawaii (1 item]

Mike Scott and Associates 800-990-6540 Mike@TotallyAccountable.com www.TotallyAccountable.com
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Review task with “Delegated to” categories open

=
&

Tasks
Seminar Tasks

Current View

@

Simple List

) Detailed List

Active Tasks

' Mext Seven Days

Overdue Tasks

By Category
Assignment

By Person Responsible
Completed Tasks
Task Timeline

To-Do List

Open Shared Tasks...
Customize Current View...

[/ 0| subject

[l Categories: 6 Most Important Tasks Today (6 items)

o]

Type a question for help

2 m
2 D
B m
¢ o

Seminar Tasks (Fiter Appled) B2

My Tasks

|Due Date ¢ | =

[ Categories:

(3 Categories: Delegated to Jim (1 item)

Must Do

Get the latest information on
z Create a program for department rules
j Call Bill Jones {713) 225-9001 RE: Remodeling finandng
j Build 3 financial model for the processing project
& Review the monthly status report for duplications

Business (3items)

Tue 3/4/2008
Thu 3/6/2008
Fri 3/7/2008
Sat 3/8/2008
Wed 3/26/2008

m

(E3]

Categories:

Must Do

Personal {3 items)

=

Categories:

Need To

Do Business {22 items)

[

Categories:

Need To

Do Personal (4 items)

=

Categories:

Proj Bus

: Book {1 item)

# categories:

Proj Bus

: Jones Project (2 items)

[# categories:

Proj Bus

: Rebuilding Processing Department (& items)

[EX| Categories:

Proj Bus

: Seminar on Accountability (5 items)

= Categories:

Proj Bus

: Vacation in Hawaii (1 item)

Mike Scott and Associates 800-990-6540

Mike@TotallyAccountable.com www.TotallyAccountable.com
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Creating a Recurring Task

With a task open click Recurrence and the following screen will appear

o T - 8| X
R e ——
Ljfrﬁet brought up ity : K B B & E. LRl X Type a question for help -
© Ele Edit View Incet Format Took Actions Help D 8 & K
il Seveand Close | s b | € Recurence, || g Accion Task | g 00 X|s-9-|@ ! | (Fiker Applied) B
Task | Details. Recurrence| |DueDate ¢ [
- LSS 3l
Subject: {é';et brought up to speed on the final information from Bil Harrison |
I
|| Duedate:  [Mon 3/3/2008 [=] status; [Notstarted ~|
Startdate: |None [=] Pricrity: [Normal =] % complete: [0% %]
[7Reminder:  |Mons _] None =] Owner: Unknown ]
Mon 3/3/2008 =
Mon 3/3/2008
Mon 3{3/2008
Tue 3/4/2008
Tue 3/4/2008
Tue 3/4/2008
Tue 3/4/2008
Wed 3/5/2008
wed 3/5/2008
Thu 3/56/2008
- - . Thu 3/5/2008
((gontests... | [ | [icategores.., ] [Delegated to Jm, Need To Do&x|  private [] Thu 3/6/2008
l( — — - — e Thu 3/5/2003 B
o] Getallthe accountability tasks into Outiook Fri 3/7/2008
| Get writing on the book Fri 3/7/2008
z Review this quarter's sales figures Fri 3/7/2008
2‘] Send proposal to Jim to review Fri 3/7/2008
j Change the location of the meeting room Sat 3/8/2008
E Review the plans for the department with Bill Sat 3/8/2008
i Build a finandal model for the processing project Sat 3/8/2008 =

B Get brought up t DS A5 d( 11:20am

Mike Scott and Associates 800-990-6540 Mike@TotallyAccountable.com www.TotallyAccountable.com
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The following window appears

B B & = e - _
. bl ki Type a question for help -
= o i )
i Fle Edit View Inset Format Tools Actions Help | l:‘-“ ﬁ a8 ‘.
i [l Saveand Close | 4 3 (24 ([ |,m||@hssigﬂ'[a_sk|? | K | &~ & '|lt_))! -
= s — == = A 4 % I (Fiter Applied) E
Task | Details | |puepate -
S — r
— ]
Tazk Recurrence
Subject: Getbroug
& - Recurrence pattern =
£ e E
3 1 Dail @) Recur every |1 week(s) on
Due date: Mon 3/3/3 DiGaly - Ii - i
= 5 |7l sundar |Monda |7 Tuesda Wednesda
Startdate: | Nome @ Weekdy i phTaae . 2
= 5 1 Monthly || Thursday [T Friday [ saturday
[T Reminder:  |Mons 1 0 Yearly () Regenerate new task |1 week(s) after each task is completed |
il b 2
Range of recurrence
Start: Mon 3/3/2008 [=] @ Noenddate - Mon 33208 =
(71 End after: .1.0 | OCCUMTEnces Man 3/3/2008
(“)Endby:  |Mon 5/5/2008 [~] o006
= Tue 3/4/2008
Tue 3/4/2008
Gencel ] [ Remove Reaurence Tue 3/4/2008
Iz Tue 3/4/2008
Wed 3/5/2008
Wed 3/5/2008
Thu 3/6/2008
n Thu 3/5/2008
| [ contacts... | | Categories.., | |Delegated to Jim, Need To Do By Brivate [] Thu 3/6/2008
— — - ) Thu 3/5/2008 I
ﬁ Get all the accountability tasks into Outiook Fri 3/7/2008
? Calendar &  Getwriting on the book Fri 3/7/2008
= | Review this quarter's sales figures Fri 3/7/2008
=] thi s sales fi 7
5_| Contacts & Send proposal to Jim to review Fri 3/7/2008
.@ Tash &  Change the location of the meeting room Sat 3/8/2008
_ |  Review the plans for the department with Bill Sat 3/8/2008
- 3 @ #| [ J] Buida finandal madel for the processing project Sat 3/8/2008 iy
Fitter Applied 34 Items

;: b e ) Master Tack System ... I Serminar Tasks - Mic.. | B} Getbrought up tos... f < HeFW #1136 AM

Click the appropriate information and click OK

General guidelines for using Microsoft Outlook
e Put only appointments in the Calendar section. Put only appointments there.
e Put reminders only on Must Do tasks (S) and appointments
e Use Outlook and the only location for tasks.

e Copy and paste, or drag, any tasks delegated via e-mail, into your Task Section of
Outlook. Create a task out of it with the correct subject. It will also stay as an
email, as well

Mike Scott and Associates 800-990-6540 Mike@TotallyAccountable.com www.TotallyAccountable.com
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