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Increasing Efficiency

®» How can you increase your efficiency each day?¢




Reducing Stress

®» Reduce your stress through:
= Time Management
= Organization

» Delegation




Planning and Prioritization



Organize and Prioritize

Prioritize your tasks

Where do the majority of your

tasks fall on the chart?

Not Important

Not Important

Urgent Not Urgent
| [
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g |and but
£ | Urgent Not Urgent
g 1] \"
5 | Urgent, Not Urgent
g but and
5
Z




Organize and Prioritize

Quadrant |

Immediate Attention Required

Important

Not Important

Urgent Not Urgent

I Il
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Urgent Not Urgent
i IV

Urgent, Not Urgent
but and

Not Important

Not Important




Organize and Prioritize

Quadrant Il

Requires attention, but not yet critical

Not Important

Urgent
|
5 | Important
o |and
£ | Urgent
g i
5 | Urgent,
£ |but
o
Z
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|
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Organize and Prioritize

Quadrant Il
“Nice to do”

Not Important

Not Important

Urgent Not Urgent
| [
5 | Important Important,
g |and but
£ | Urgent Not Urgent
g I \"
e Urgent, Not Urgent
§Q but and
5
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Organize and Prioritize

Quadrant IV

These activities are time eaters

Not Important

Not Important

Urgent Not Urgent
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5 | Important Important,
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Increase Effectiveness

» After organizing and categorizing tasks, prioritize tasks
®» Develop new skills

» Time Sense

» Goal Setting

= Time Planning

®» Recognize Procrastination

» Celebrate your accomplishments



Organize and Prioritize

* Plan your work, then work your plan
— The “to-do” list -
— Assess your tasks
— Plan for the unplanned




Technology and Tools

» Email Clients fo Manage Your Days
= E-mail management
» Calendar management

®» Task management
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Technology and Tools

®» F-mail Management
» Creating folders
» Setting rules
» Calendars
» Task & Events

» Reminders



Technology and Tools

» Mozilla Thunderbird

» Microsoft Outlook



Technology and Tools

=» Mozilla Thunderbird

How to create a new event or task in Calendar on Thunderbird.

*, Inbox - sanka.dissanayake@ic... q
File Edit View Go Message Tools "Help

Add Book
% Get Messages v [ Write rgss ==
|- Calendar e
Name Saved Files
v|— sanka.dissanayake@icc-con: Addlcns
- A
V(= Inbox Activity Manager
Backup Notifications New Mail Attention
DMS Notification Chat status
vl I€C Join Chat...
Asela HR

Message Filters
Chathuranga IT
; Run Filters on Folder
Duminda

Riun FEilbare Aan Marrana

Ctrl+Shift+B
Ctrl+8

Ctrl+)

d & C

RN
RN
jjin Bank
fferto I(

C VCNINY



Technology and Tools

Introduction to Calendar

O 25 September — T October 2076 - Morila Thunderbid

’

x?“_-““

v | U4

Date Laendan

v Heme »
<0 3Satanka M. &

Tasks )
(7 Show completed Tasks

v ! Title ®

Caepentry-Fabacation Consus..

D SERVER MS SQL Server WIT

| b
MNew Even@New Task | Edit Delete  Today | Day Waesk Multiweek Month | Find Events

< Today » 25 September— 1 October 2016
Sunday Sep 25 Monday Sep 26

Yesiod

P,
i

i s

3

Wednesday Sep 22 Thursday Sep 29
Eyventory and
Procurement Reports
Déscussion Payment Regusition
Traint

Orgenize Your Dady Task



Technology and Tools

» Creating a new event

New Event: New Event
Event () Edit View Options Q
Hsaveand Close & Invite Attendees @ Privacy + [ Attach ~ ©Delete

A 09

Location: I

Category:  None e Calendar; | Home
1 an day Event

Start: 4 19/22/2016 v] fpoorm V|3

End: () lor22/2016 v| poorm V|8

Bepeat:@ Does not repeat v

Reminﬁ | No reminder v

Description: Attachments: Attendees (1):

8/




Technology and Tools

Invite to Attendees

New Event: Payment Requisition Training

Event (F) Edit View Optians

H Saveand Close & Invite Attendees @ Privacy v @| attach v ©Delete

CWs:

Title: [ Payment Requisition Training

Location: [ 4th Floor Auditorium

Category: l None

[] All day Event

X’ Invite Attendees
Vi Calendar: I—;lome‘ |

L S | .. a2

Suggest time slot: ;@Pmnom;stat‘ ’ Next slot £ l

A Cmtiinmads

4

Zoom: © |m @

1:00PM (2:00PM 3:00 PM |4:00 PM '

Tuesday, October 4, 2016
8:00 AM  9:00 AM  10:00 AM 11:00 AM 12:00 PM 1:00 PN

st [10/3/2016 v| [200pm v |76
End: [10/3/2016 | lsoorm |8
Repeat: l Does not repeat Vll
Reminder: [ No reminder v |

Description: Attachments: Attendees (1):

Description of event here

© (=] Sanka Dissanayake <sanka.dissar

"ﬁﬂ |i= dinesh@icc-construct.com

8 l£=| saman.perera@icc-construct.cor

PR - othunge@icc-construct.con

e shanaka.jayathunga@icc-... ~
shafrazsiddique@gmail.co...
shamil.fernando@icc-con...

shalika.gamlath@icc-cons...

Timeas: Busy

g Required Attendee |2=| Individual Free [J Al day Event f
Optional Attendee f3 Group B Tentative
o830 Chair (¥ Resource N Busy Exom |10/3/2016 vl |2:00 Fi vl
£ Non Participant [l Room I Out of Office To Vl |4=°0 PM Vl
77 Ne Information
oK ] I Cancel I




Technology and Tools

Invite to Attendees — send nofification mail

Event (F) Ednt - Uptions

H Save and Close” & Invite Attendees @ Privacy v @J Attach v O Delete B

|

} Title: | Payment Requisition Training l ; 20

Location: | 4th Floor Auditorium l

Category:  None v | Calendar;  Home ~

[] Al day Event

Start: 10/3/2016 v | [2:00 PM v —6
End:  [10/3/2016 v| [soopm |8 I =z

: . . | g
Repeat: | Does not repeat = Email Notification X
Reminder: kMo Tersinder ~ g Would you like to send out notification Email now?

" Support Outlook 2000 and Outlook 2002/XP
Description: Attachments: Attendees (I):

d Yes No
i Description of event here :




Technology and Tools

Creating a new task

New Task: Participate for 5STraining Session
Task (E)  Edit ey Options
H Save and Close @ Privacy ~ @J Attach v ©ODelete

Title: Participate for 55Training Session

Location:

Categony: 'None V' Calendar: | Home

Start (B): 10/4/2016 v | {5:00 PM v _'llll

DueDate [ [10/472016 <] [eoorm ]9

Status: | Notspecified | 10/3/2016 05 % complete
Repeat: Does not repeat v

Reminder: "1 hour before vl

Description:  Attachments:




Technology and Tools

Folder Creation

*, Inbox - sanka.dissanayake@ic...

File Edit View Go Message Tools Help

&, Get Messages v I Write  i{Show Calendar (&) Quick Alarm... 5€ 91) 8 Address Book

Name

v~ sanka.dissanayake@icc-construct.com

m Inbo:
ImpertExportTools
Bac

Dl Open in New Tab

v | ICC
Search Messages...

New Folder...

Compact
v | EF Mark Folder Read

Favourite Folder

Properties

>

Open in New Window

2

nr=TTCRETS
TAERP
Zabbix - Server Moniter
Firewall -Fortigate 200D
Firewall Link Down
ICC Bleg

4014
3444
222

Total &5 % | *° Unread * Starred & Contact 9 Tac

t * &  Subject

@ ¥ |Fwd: Re: Changes for E-Mail Reminde
“error
[} Fwd: FW: Customs issue- NO NEED Tt
~JCANT RACE GRN
*JPOSTING ERROR (LOCATION CODE 3
_J{Disarmed} Shahid Kapoor tweeted: T
[ J{Disarmed} LankaPropertyWeb.com I\

@ |} System Error screen shot

@ ¥ Sent from Snipping Tool

& | JMRN Approvel Error Massage
[ JRe: Changes for E-Mail Reminders

@ | jHow to Organize Your Task

# Dhammika Bandara <dhammika.bandara@icc-

Fwd: Re: Changes for E-Mail Reminders



Technology and Tools

Folder Creation

i New Folder

jal

Name:

Folder Name

roperty Web

13 Senanayaka

Create as a subfolder of:

Mawarathne

a Ranaweer:

If_‘, Inbox on sanka.dissanayake@icc-construct.com I

sanka.dissanayake@icc-construct.com

sanka.it@icc.ho

sanka@icclk.com

m® R K ¥ K

Local Folders

blog@icc-construct.com
sysadmin@nivasie.com

itev@icc-construct.com

L meadls

2 = sanka.di

> || Drafts
> | (M Sent
, Archives
5 | @ Junk

2 Deleted
>

‘or

B IR

E-Mail Reminders

D

593 kB ™% User Manual - ESS.pdf

789 kB "™\ User mi

in your network

] ya Kodituw "

9/28/2016 2:42 PM
9/28/2016 2:20 PM

9/28/2016 11:12 AM

ICC

Asela HR
Chathuranga IT
Duminda

ERP

Firewall -Fortigate 200D
Firewall Link Down
ICC Blog
icc-construct.com
icclk.com

Mr Charith

Mr Dinesh
Nimmitha

Nivasie

OT Approve
RT-Tickets

L'E

Inbox

Backup Notifications
DMS Notification
cc @

Service Providers

Tech Blogs

>




Technology and Tools

Folder Creation

New Folder X

Name:

Shanaka o

Create as a subfolder of:

* IcC v

9 Create Folder Cancel




12
630
623

57
257
178

203
14
1003

Technology and Tools

Email filter o folder

B et P b R R R R

g ;
*JERROR « & Madhushani Dissanayake 8/9/2016 10:20 AM
@ | JH/O Intercom Phone List 0 | - ShanakaJayathunga | 9/9/2016 11:15 AM
(-] Details « 4 Nuwandi Silva 9/9/2016 1:56 PM
@ | JH/O Intercom Phone List - New « 4 Shanaka Jayathunga 9/9/2016 3:03 PM
@ w ) Calculation error « & Supun Perera 9/9/2016 3:05 PM

Tn staffho@icc-canstruct.cnom - staffall@durra.lk

-cgnsi

2 Shanaka Jayathunga <shanaka.jayathunga@y

H/O Intercom Phone List Shanaka Jayathunga <shanaka,jayathunga@icc-construct.com:>
DoarsAll Edit Contact
Compose Message To
Please find the attachment Copy Email Address
Thanks Copy Name and Email Address
Shanaka Create Filter From... e

IT Division

6

370 kB
54.0 kB
1.4 kB
51.6 kB
184 kB

26 e

9/9/2016 11:15 A



Technology and Tools

Email filter o folder

Filter Rules

Filter name: [ email from shanaka n

Apply filter when:
] Manually Run

Getting New Mail: Filter before Junk Classification |

[] Archiving
[[] After Sending

(® Match all of the following (O Match any of the following (O Match all messages

| From S| s ¥ | I shanaka.jayathunga@icc-construct.c
Perform these actions:
' Move Message to v | Choose Folder... a

B R L Lo Dot S M o B | PR et [P S P

mE KR K

Recent

=% sanka.dissanayake@icc-construct.com

sanka.it@icc.ho
sanka@icclk.com
blog@icc-construct.com
sysadmin@nivasie.com
itcv@icc-construct.com

Local Folders

o)
-]

=]

ICC

Asela HR
Chathuranga IT

Duminda

ERP >

Firewall -Fortigate 200D
Firewall Link Down
ICC Blog

icc-construct.com >

icclk.com

Mr Charith
Mr Dinesh
Nimmitha

Nivasie >

OT Approve

RT-Tickets
e

o = |-

Inbox

Backup Notifications
DMS Notification
icc

Service Providers
Tech Blogs

S/




Technology and Tools

Email filter o folder

Filter Rules

Filter name: | email from shanaka

Apply filter when:

[ Manually Run

Getting New Mail: | Filter before Junk Classification v
[] Archiving

[[] After Sending

(® Match all of the following (O Match any of the following (O Match all messages

| From | |is v | | shanaka.jayathunga@icc-construct.com + -
Perform these actions:
Move Message to v | || Shanaka on sanka.dissanayake@icc-construct.com v | o+ =

q oK | Canceln




Technology and Tools

Run Email filter Manually

& Message Filters — O X
Filters for: | .~ sanka.dissanayake@icc-construct.com Vi | Search filters by name P'
Enabled filters are run automatically in the order shown below. 60 items
Filter Name Enabled New...
email from shanaka [v] A Edit...
From contains: lists.techtarget.com [v]
From is: info@ed-email.techtarget.com v Delete
HRIS_BUGS via RT [v]
From is: chaminda.silva@icc-construct.com 2 [v]
From is: fw@icc-construct.com [v]
From is: no_reply@techtarget.com [v]
From is: duminda.herath@icc-construct.com [v] Move to Top
From contains: zabbix@icc-construct.com [v]
From is: ERP_UPDATE ™ ey
TA ERP [v] Move Down
From is: dinesh [v]
J ) . ) Move to Bottom
From is: chaminda.silva@icc-construct.com [v]
From, Te, Cc or Bce contains: erphelp@icc-construct.com [v]
From is: hemesh@eopensys.com [v]
From is: msonlineservicesteam@email.microsoftonline.com [v]
2 1 PP T S Il ¥
Run selected filter(s) on: ilnbox on sanka.dissanayake@icc-construct.com i | Run Now Filter Log



Technology and Tools

Email filter o folder

/#, Inbox - sanka.dissanayake@ic...

Gle Edit View Go Message Tools

&, Get Messages [ Wirite
(=]
lame
'~/ sanka.dissanayake@icc-con:
v *, Inbox
Backup Notifications
DMS Notification
v, | ICC
Asela HR
Chathuranga IT
Duminda
ERP
Firewall -Fortigate 200D
Firewall Link Down
ICC Blog
icc-construct.com
icclk.com
Mr Charith
Mr Dinesh

Nimmitha

Address Book

Calendar

Ctrl+Shift+B
Ctrl+8

Saved Files Ctrl+)
Add-ons

Activity Manager

New Mail Attention

Chat status

Join Chat...

2

Run Filters on Message

Message Filters

Run Filters on Folder

Run Junk Mail Controls on Folder
Delete Mail Marked as Junk in Folder

Import...
Error Console Ctrl+Shift+)
Allow Remote Debugging

Clear Recent History...

Account Settings

Options

Ctrl+Shift+ Delete

] 8 Ad

d & Co

RN
RN
jin Bankr

ffer to ICC

E VENDO!

or

asie Deve

silva@ice




Technology and Tools

» Flagging E-mails
n.. [7]Calendar % Address Book ¥ Tag v Y QuickFilter ' © Reply “yReply Al =» Forward ~ Searc
New Tag... 4
otal B . | °* Unread  Starred 4 ment Filter these messages
AL ) Manage Tags... | ] -
Iy 2 :
i * @  Subject 0 Remove All Tags 0 ®0 Correspondents oD
) Fwd: FW: Customs i IF THE CUSTOM... « ¢ Bandula Wickramage 1(
3444 1 Important 1 .
222 » ] CANT RACE GRN - Deepal Welatantri &
& JPOSTING ERROR (Lt - Jeewaka De Mel 9/
JifisermedShahig b . d Popular i twork 9
isarme ahi egsda + & Popularin your networ /
264 £8 4To Do ] T 3 4
| J{Disarmed} LankaPr etter « 4 Lanka Property Web 9/
- @ &) System E z ’ Hasantha S k 9
stem Error screen - Hasantha Senanayaka )
103 < o §iCal-PUBLISH 6 : =
5 @ ) Sent from Snipping i - -~ Dananjaya Kodituwakku 9/
12 @ s |MRN Approvel Erro. 7 - Dinesh Nawarathne 9/
5 | Re: Changes for E-Mail Reminders - Chamith Ranaweera 9/
663 * Jeewaka De Mel <jeewaka.demel@icc-construct.com> To Sanka Dissanayake <sanka.dissanayake@icc-construct.com>
900 POSTING ERROR (LOCATION CODE 3-01800)
1488
685
7 From: Jeewaka De Mel [mailto:jeewaka.demel@icc-construct.com]
e Sent: Wednesday, September 28, 2016 4:54 PM

To: Chinthaka Peiris



Technology and Tools

» Flagging E-mails

m.. [7]Calendar % AddressBook W Tag~ | T Quick. Filter 4 Reply “ReplyAll = Forward ~ Search <Citrl+K>
fotal & % | °® Unread * Starred & Contaft ® Tags é Attachment 7 messages  Filter these messages <Ctrl+Shift+K>
1956 g » Pfll'lyAt_)th”Important A
3444 t * @  Subject oo Correspondents © Date
222 g_.l ING ERROR (I IO | | o 4 leswaks De Mel P
@__]» PACIAL-GENARAL . Mahinda Premarat C Al
264 | Issues in the ERP hin the purchas « & PubudulC
145 (A CANT RACEG RN ¢ ¢ Deepal
103 R FASTIN a9
5 <) NAVIGATE ERROR « ¢ Chandana Gamage 7/8/2016 12:09 PM
5

663 * Jeewaka De Mel <jeewaka.demel@icc-construct.com> To Sanka Dissanayake <sanka.dissanayake@icc-construct.com>

900 POSTING FRROR (1 OCATION CODF 2-01800)



Technology and Tools

=» Microsoft Outlook

Favorite Foiden
3 Inbox
Unreod Mad

3 5ent Rems

Mail Folders
£ Al Mall ttems

3 & Maibox - vick
o Deletad Pems
o Drafts
- bbox
@ Ank E-Mai
4 Outhox
£) RSS Feeds
-1 Sent Rems
# |0 Seacch Folders

_j Calendar

=

Contacts

X

Tasks

18

. t 2 O @ from

o ST

§ = Date: Last Weok

Silew v B8 X tsReply | Repiyto Al 14 Forward
fle fdn Yiew Go Jocls Actions Wslp

27 & T W= e 0

Mail — Inbox

Subyeq

= Date: Today
4 Tracy Laycock Change n Policy

b

2 Send/Regeive v 9 W

3.8 4

N
"l

4 Tracy Laycock Mesting Minutes Please Review by Fridsy

! 4 Nckolas Sh

4 Chad Schwie.. Timest

] Dan Russell

Timesheet Down

eet 1S up

Test message

Attertion: Status of Brjort = Timesheet Apphcabon

3 Mert Mulins My Heakh Care Manager Resources

Recewed

L

2

P

See  Categores h'd

%, 4 KB

458

. 1448

To-Do Bar X

1 November 2010

SM TWTFS
12 3 45 8
78 91011213
141515 17 18 9
21222343367
2|29 30

Arranged By Due D3,

Trere are na tems 1o
show m this view.




Technology and Tools

» Creating Folders

T]
{» Inbox « Microsoft Outiook - B
[2dNew w & N X 5 Reply ¥ ReplytoAll ‘% Forward %4 W ) Send/Regeive v 3 W v . -
A4 Mail Message CtrisN Type 3 qusshon D -
%) Post in This Folder Ctri+Shift+S  Leamon - AP
—a Folder.., Ctri+Shift+E
t £~ < To-DoBar » X
= —Svaror oo CrtvSmired el |
Nayigation Pane Shortcut... i Subjec Received Size Categories ¥ |~ |l ¢  November2010  »
SM TW T F S
= Appointment Cii+Shift+A  lay 123456
4 Meeting Reguest Cri+Shift+Q gy Laycock Change in Policy 7 8 910111213
34 15 16 17 18 19 0
v racy Laycock Meeting Minutes Please Review by Friday
S Lo Sl kola JSh Timesheet Down AR 2NBRY
» % 0. 4 on
{ @ Ditribution List Ctreshiftsl | o [ »
2 Task Ctri+Shift+K
s Task Request Ctri+Shift+U Timesheet is up
M Joumal Entry Ctri+Shift+) Aftention: Status of Briljent’s Timesheet Application
Note i+ Shifts N My Health Care Manager Resources
S Test message
€5 Intemet Fag CtrisShift+X 9 NO UpcomINg appointments.
= Chgose Form
@} Choose InfoPath Form... Ctr+Shift+T
Outiook Data Ede...
) Mall Arranged By: Due Da... | #
[Ty Wik
.3 Calendar There are no items to
show in this view,
8 ) Contacts
/] Tasks
(8 3 v

7 ltems €3 Online with Microsoft Exchange




Technology and Tools

» Creating Folders

{v
Mlew v & M X ceReply @ RepytoA) & Forward Bl W 5 SendMReceve v 3 W - g
Hle Edt Yew Go Joos Actons Hep -
* @ 2 @ HE 3 7 @ Messages =R L ™
4
o - " .
Mail « |53 ‘inbox # ~|% | To-Do Bar X
Favorite Foiders 2 100 O @ Feom Sutect - »it Sizs  Categones T~ « Navember 2010 »
3 Inbax Namsa | SM TWT F S
Unraad Mol = Date: Today Moctng Mrutos 1 23 430
23 sent ems ‘ 4 Tragy Layeock Change (11/29/20.. 4KD Tasnvunne
Mall Felders 1 Tracy Laycock Mesting § Folder contars 11/29/20.. 4K8 4131517 1Y D
2 120 M5 %7
21 Al Mail Mtems - ! 4 Nickolas Sh.. Timeshed |z and Post e v HL29/20. 14KE 25[8{ 20
3 27 Maibox - vicky VR 3
~ § = Date: Last Week Select whare 1 plice 1 fakder
N Delsted Roms
A Drafts 4 Chad Schowie.. Timeshed ? _-“- Mabox - Weky VR A 1202 TKB
] wbox 4 DanRussel  Attention 2 Caanda 1/23/20%.. 10 K8
g ek Emal ] Mert Mulins - My Heattd B Contacts 1/23/20L. O KB
(3 Outbox M Vidy VR Test mes o Dektad items 17237208, 3KB
£) RSS Feeds o NO upcoming appoarment
=) Sect yems 3 Irbox
# LB Search folders —
9 Ak E-Md
| Notes
o Qutbox T
L Man M DT Eandk v f-rrauged By: Due Da.
o | Cawml | :
3 Calendar J —_—— Thare are no dems to
show in ths view.
§ | Contacts
< Tusks
Wi ST B 2 .
7 Item T3 Qniee with Microsolt Exhange




Technology and Tools

» Creating Folders

& Dpack 0 @ H 23
Mail
Favorite Folders
] hbox
Unveodt Mol
2 Sent peens
Mail Folders
£ All Maid Teems v
24 2 Mailbox - Vidy R
) Deleted Nems
A Drafis
3 L) Inbox
- Meeting Minutes
g Junk E-tAxl

Sent ltems

]

- %

£ RSS Feeds
M Search Folders

Miew ¥ & N X b Reply
Ele [Edit Miew Go Jook Action: Hep

1 Messages

4 Inbox
|43 0 @ from

o Date: Today

@ Repiy 10 Al o Fonware =Y j Seng/Regeye ¥

Subject

4 Tracy Laycock Change m Polcy

4 Tracy L

! 3 Nckolas Sh,
§ = Date: Last Week

4 Chad Schwie
4 Dan fMyssell
4 Mart Muling

] Vicky \R

Sk Meeting Mnutes Pease Review by Fraday

Timesheet Down

Timesheet s up

Attention: Status of Brijent s Tenmeshest Apphcanon

My Health Care Manager Resource

Test message

Kl

Reconed Soe

Mon 11/29/20.. 4 k8

Mon 11729/20.. 4 K8
Moo 11,29/20.. 14 K8

Wed 1128/20., 7 k8
Tes 11/23/201.- 10 KB
Tes §1/23/201,. 6 KR

Tee 11/23/201.. 3 KB

Cateagares

v ¢ | To-Do Bar X

(=4 Nowmbwr2010 b
SM TWTF S
1234136

i 9 12 13

s 19 20

2 2% 0

Arranged By: Due Da.

There are no flems to
show in this view.

? Mams

3 Onling with Merasott Exchange




Technology and Tools

» Sefting Rules

Favorite Foiden
3 Inbox
Unreod Mad

3 5ent Rems

Mail Folders
£ Al Mall ttems

3 & Maibox - vick
o Deletad Pems
o Drafts
- bbox
@ Ank E-Mai
4 Outhox
£) RSS Feeds
-1 Sent Rems
# |0 Seacch Folders

_j Calendar

=

Contacts

X

Tasks

18

S New ¥ & W X ts Reoly
file fdn Yiew Ko Tocls 2t
| 2 la 8 0
Mail

. t 2 O @ from

# Raply to Al 1% Foreard
ons - Mslp
]
— Inbox

= Date: Today

o ST

§ = Date: Last Weok

4 Tracy Laycock Change n Policy

Subyeq

b

2 Send/Regeive v 9 W

3.8 4

N
"l

4 Tracy Laycock Mesting Minutes Please Review by Fridsy

! 4 Nckolas Sh

3 Chad Schwie.
i DanRussell

3 Mert Mulins

Timest
Attortion: Status of Brdjort = Timeshest Applcabon

Timesheet Down

eet 1S up

Test message

My Heakh Care Manager Resources

Recewed

L

2

Se  Categorks

%, 4 KB

458

. 1448

e

v

To-Do Bar X

1 November 2010

SM TWTFS
12 3 45 8
78 91011213
141515 17 18 9
21222343367
2|29 30

Arranged By Due D3,

Trere are na tems 1o
show m this view.




Technology and Tools

» Sefting Rules

& maibax
& Dolksted Roms
o Drafts

4 L] bhbox

@ Juek E-MaN
A Outhox
) RSS Fesds
J Sert Rems
# (0 Sesch Folder

] Tasks

o Mesting M

Vicky VR

a4 -

Empty "Deioted Mems® Foider

Recover Deleted ftems..
forms

Macro

Account Settings..
Trugt Center..
Customuze

Qptions,

beet 5 up
jor Status of Bnljent s Timesheet Apphcation
SN Care Manager Resources

wssage

Wed 11724720,

Toe 11/23/201. 10 KB

Tos 11237201, 6 KB

Tew 11323/704

Arranged By Due Da..

There are oo flems to
show in this vew

(v, Ik ~ M ft Dutloek _m x
Sihiow ¥ a0 M X Lhfepy @ Repyto AF % Foryard M W o SendRegeive v 9 W v =
Ble Eat Yiew Go | Jook  Amoos Hep
2 8 5| 2 Serd/Recave » «- B #AqEe
x
4 rstant Search »
Mail o> To-Do Bar X
W Address ook Cif+Shift«B
Favoelte Folders Recened 5@e  Categores Yi~le Novembse 2010
) Inbax Bl ki SM TWT FS
J Uerand M 23 Rules and Alens,, 2 23 &5 8
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» Calendar Management
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» |nvifing Others to the Appointment
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