WORK SMART WITH OUTLOOK 1.
MANAGING YOUR TASKS & INBOX



TRAINING PLAN

1. Theory:
This training session on Tasks and Inbox

2. Practical:
Hands-on lonl at your desk

3. Future:
Calendar and Teams training




WHY THIS MATTERS
TO DYTERRA




THE VISION

We are committed to following through
and doing what we said we would do
when we said we would do it.

We want work practices that are
consistent for all of us.

And we want to be intentional

in our work. intentional

in-ten-tion-al

Adjective: Done on purpose; deliberate.




HOW DO WE
GET THERE?




BY USING THE TOOLS IN OUTLOOK!

Today we’ll learn:
1. What the To-Do Bar is p—
What your Daily Tasks List is
What a Task is and how to make one

2
3
4. How to create a File System for your inbox
5

How to keep a Clean Inbox




IT°S NOT JUST FOR EMAIL

Outlook is much more than just email.

= Your Outlook is customized with settings

for inbox and tasks management And...
= All office and warehouse employees are it’s not Optional.
trained in the DyTerra Way of using
Outlook ,
It’s the DyTerra Way,

after all.
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EVERYTHING IN ONE PLACE

It's about
being able to
see all your
events,
activities and
tasks

In one place.

File Home

Send / Receive

£ search

Folder Wiew Help Agrobat Task List
o Today [ Mext Week
v |

F; Sim-

[ Tomormow B Mo Date

(1]
OO Categories fa Stat Date f Due Date

D u EE ) Private

| High importance

9‘ Coming Sor.m-| Try it now

Open Farward Mark  Remave ) O roider & Type | importance [3] | Move Sendto | Categorize
Mare = Complete from List P This Week P Curstom : ’ : h ~  Onebote - L Low Impartance
Open Respond Manage Task Follow L Amangement Actians Tags
<
. T T ] F . Subject & at 0
¢ January 2023 Tedsy | < | > January 9 - 13, 2023 Washington, D.L. oo S = Wil e 2] WorkWeek v [ subject | start Date
MO TU WE TH FR SA Clitk here ko 8dd & new Task
% 27 B H 3n )
Manday Tuesday Wednesday Thursday Friday v Mo Bltemis
1 2 3 4 5 6 7 9 10 1 12 13 w  Normak 3 item(s)
& R n T Create plan for old invertory [0 Wed 17112003
516 17 8 18 o 2 ice s [ Wed 1m1/2025
&AM =R —
2B uon 0 Review weekly order reports [ wed 17112003
=) &) dl 3 Send 5100 Quote to Lande at Paterson DL Feb 3} [0 wed 11172023
February 2023 A
Set brainstorm meeting for Portal [ Wed 171,203
SU MO TU WE TH FR SA ) )
AN EFE 3 [2 set up annual pele courts [ wea 11172083
- Wark on Project Plan Templates O Wied 111,203
5 6 7 &4 8 W N H = )
nam | = - [2] wirite Irvaicing Pracess (DL Jan 31) [ wed 11172023
12 13 14 15 16 17 18 s &
a o .
19 W 21 2 23 M 25 2 Calendar 3 v Remt)
% 27 - s ™ = 3 ~ Maormalk: 1 items)
& =
5 6 7 8 9 1 <
1PN
<[+] My Calendars —
2PM
Calendar
[ Other C.
Show tasks on: Dut Date -
<0 Shared Calendars Write Invoicing Process DLJan .. ™ Write content for Catalogue ™ | plan sakes calls for 2023 I o- DO Ba r
[ Mike Pruden " —
= Send 8100 Quote to lance at Pa.. ™ Update Marshall prics bist ™ Review TC License
[ Branden Pachince 3
i = ° e Werk on Praject Plan Templates ™ Update Pat on Nutrien contact ™ | Check Inwoice projections
e aily Task List
[ Marlin Heffley Create plan Tor old irventery ™ Prep R-Stamp (see project plan) L]
[ Joaquin Barillas

Jerermny Schmadt
¥
[[] Mike Desjariais

Dylerra




NOT THIS...
OR THIS...
OR THIS...




THIS HELPS YOU!

= Relieves stress — You don’t have to spend
your brain’s energy on constantly remembering
things

= Enables efficiency — helps manage your
workload so you don’t feel swamped

= Time management — helps you tackle bigger
projects or long-term goals




AND THE TEAM

= Builds Trust — Others will trust you'll get it done,
and you’'ll be able to trust others too.

= Saves Time — one forgotten step or missed
deadline can have a ripple effect. (Everything
matters!)

= Communication — everyone is on the same page
and rowing in the same direction.




DEFINITIONS:
WHAT’S WHAT




SO, WHAT IS A TASK?

An ACTION ITEM to complete.

= [t may have come about from a conversation or phone call.
“Hey Sue, Can you write a new process for how we invoice, including all the new
rates? I'd like to see that by end of the month.”

= [t might be an email to act on.
“Hi Joe, can you send a quote on an 8100 to Lance at Paterson by Friday?”

» |t could be part of your duties you need to remember to do.
“Review customer pickup shelf and handle any items.”

= |t may be areminder to follow up with someone on their action item.
“Check with Joe on status of Paterson 8100 quote.”




WHAT’S THE TO-DO BAR?
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= Think of it as your To-Do list _M -
for the day st

Calendar a

Check this first thing every morning = | Daily Task List ——nmm DEEITL. ITIT
and watch it throughout theday. @ —= -

Won’t have time for everything?
Reschedule tasks whenever needed.




WHAT’S THE DAILY TASK LIST?

= Just below your calendar 2|Z2ag L BFLES Bl o8 B
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= Helpful to look at when rescheduling =
a task to another day

‘Write Invoicing Process (DL Jan ..
Send 8100 Quote to Lance at Pa...
Work on Project Plan Templates

Create plan for old inventory

Write content for Catalogue
Update Marshall price list
Update Pat on Mutrien contact

Prep R-5tamp (see project plan)

¥ F F R

Plan sales calls for 2023
Review TC License

Check Invoice projections




HOW DO WE DO
ALL OF THIS?

Don’t get too overwhelmed... all of this will be on the Portal!
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CREATING A TASK FrmE e O M OmoC

A,
5 Save & Delete Forward = Show Mark  Assign Send Status =~ Recurrence Tags Immersive  Zoc
Close v Complete  Task Report v Reader
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4. Task Body:
Add more details if you need to!

5. Save & Close




WHERE’D IT GO?

If you chose to work on your task 1
today, it will show up in the To-Do Bar.

If you chose to work on it another
day this week, it will show up in the
2 Daily Task List.

If you are working on it in the future,
click through the weeks in your
calendar to see it on the bottom of the

3 Daily Task List for the day you
scheduled it.

—oite

=
Wrlle mtitng Peei DL len - e conbet ot Cotmksgue
—
x Send ¥ 10 Lanos ot Pa. L " e
- D -I T k L' o o Prged Pan Teepite % Hutnes
ailly Task List 0000 L TR

€ prajecion

e Folder  View bl Acrobat  Task List & Comng So
: M Fhdey| [ et | 88 [ =L u n—l .
i T et [E """"" P o Cate Bt % Tyne - - Sende | Cutmpoise A==
Risdeme= | Compiste from o s west P Cuntnem i - Oreblens - o Irngasty
F— N emswup | Amasgems re Aemams
p 3 <[> |January 9 - 13, 2023 Wrtington e MR- i () wes v =
e et e
Morday ) .'I\'eﬂ'rluﬂq wrsday  Friday —
] 1" =
.
™
M 4 X
a
o n 8o%o
»22¥)
i A
"
wlf Calendar
i
e
l_
- E
sh Due Dat

To-Do Bar




MAKE IT RECURRING

Need your task to happen daily,
weekly, monthly, yearly?

1. Before you Save & Close, click the
Recurrence button.

2. Abox pops up.
Choose Daily, Weekly, Monthly, or Yearly.

4. Choose what day of the week or month or
year.

5. Choose No End Date if it's ongoing. Or
set a date if only a short time. Click OK.

Now you can save and close!
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RECURRING TASK EXAMPLES

Daily:

= Cycle Count

» Update Sales Assignments Sheet

= Check Nutrien project plan and handle outstanding items

Weekly:

= Review weekly order reports

= Review service staging shelves

» Send out weekly sales email to team

Monthly:

» Update MicroCote price list (Choose every 3 months in the recurrence)
= Review and update Quarterly Conversation

» File all packing slips and job files

Annually:

= Book performance reviews

= Set up annual cycle counts

= Plan sales calls for the year




CREATING A TASK FROM EMAIL

Rather than typing a Task right into the To-Do Batr,
you can just drag an email over!

BONUS:
It will keep all the important info in the Task and
make it easy for you to read and reply in the future.
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CREATING A TASK FROM EMAIL

1. Go to your email inbox.

/
-

2. RIGHT-click, keep your mouse button held '
down, and drag your email over to your Tasks

button.

3. Choose the MIDDLE option.

4. Release your mouse and finish the
rest of the standard Task steps
(subject, start date).

Stuck in the Middle

Copy Here as Task with Text

Copy Here as Task with Attachment

Move Here as Task with Attachment

Cancel

Mail Calendar People Tasks




MY TASK IS DONE! hVTS
o

1. Go to your To-Do Bar. v No:g itemis

w Mormal: 8 item(s)
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to the bottom’ ShOWIﬂg It Crossed out. [2 Set up annual gycle counts (] wed 1/11/2023
Work on Project Plan Templates ] wed 1/11/2023
‘Write Invoicing Process (DL Jan 31) ] wed 1/11/2023
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Subject Check Remount Project Plan
1 . Start date Fri 2023-01-20 | Status |
1. Got a project plan for something? = s (0D |
Don’t double up and add every task — just e e

create a recurring Task to review the plan
dallyl (i) Dueiin 3 days.

Starts every Monday effective 2020-08-31.

Review daily and handle items
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Fulfilled but not Invoiced Report 1

Open Orders Report When It OpenS
Panatrack Portal

3. Need to keep track of agenda items? s AT

N

Start date None i) Stat]
Here's Tammy’s... Create a Task with no S Nl 5
start/end date and keep a running list as a 0 oo o  MarkeingPin

. Design Benefits cards

low priority task to jot notes and open for /’ ] Hone

JEREMY ] Mone

your meetlng agenda- Tammy Can help you ﬁz::-ED D :Zne f\"_i:;J:t:p—dI_E-T:f’dStepsfan‘_.'changes
Set these up. ':::EP g :Z:: 3 Vldens—gr?
[] Mone

PATTI SKART - call if it
doesn't ma..

. Portal kaizen coming up — probably will book

o ok w b




YOUR INBOX IS NOT
YOUR TASK LIST




HOW MANY EMAILS ARE IN YOUR INBOX?

Keep only as many emails in
your Inbox as you can see
without scrolling.

Sort the rest into
your File System!

Send / Receive

New New
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MNew
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— Power
4 Monday
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Powerpaint Maon 12:20 PM
Courtney Beavis Operations Coardinator DyTerra Corporation

Patti Moody-Hanlan ]
Inbox and tasks Mon 8:54 AM
Patti Moody-Hanlan Marketing Coordinator DyTerrs Corporation

Patti Moody-Hanlan
Outlook Powerpoint Mon 8:52 AM
Patti Moody-Hanlan Marketing Coordinator DyTerra Corporation

Mail Calendar People Tasks Notes -+

Items: 3

2022 PPTOL
9MB

Courtney Beavis
Operations Coorc
DyTerra Corporal

7355 Wilkes Avenue |
P: 204-385-3260 | F:
cheavis@dyterra.com




Send / Receive Folder View Help Acrobat Q Tell me what you want to do
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The File System li just insid
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Powerpoint Mon 12:20 PM
I b th I ft f O tI k Qutbox Courtney Beavis Operations Coordinator DyTerra Corporation
NDOX ON tne 1eft o1 your OUtiOOK. B Patti Moody-taniar g
Inbox and tasks Mon 8:54 AM

Patti Moody-Hanlan Marketing Coordinator DyTerra Corporation

v twood@dyterra.com Patti Moody-Hanlan g
Your goal is to ensure you can g e
find an email quickly when you File |
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N eed |t ] System > OPERATIONS

Search Folders
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This will vary depending on
role and how your brain works
— how you think!
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Send / Receive Folder View Help Acrobat Q Tell me what you want to do
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Drafts All  Unread By Date v T
~ [nbox w | box Deleted ltems < Monday
PATERSOM 2023 Junk Email Eﬁeﬁﬁﬁ seavs Mon 12:20 P%
Qutbox Courtney Beavis Operations Coordinator DyTerra Corporation
NUTRIEN 2022 Sent ltems Patti Moody-Hanlan 1]
hd RlCHARDSDN PlDNEER 2_021 ::a:t?):\::(;jd;a-:(:nlan Marketing Coordinator DyTerra Corporation Hon st A
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DEALING WITH EMAIL
AS IT COMES IN




Only keep as many emails in
your inbox as you can see
without scrolling.

THE 4D SYSTEM

Use the 4D system throughout the day.
At the end of the day, deal with what'’s left.

©0 69

DELETE DELEGATE DO IT AND DRAG IT DATE ACTIVATE
AS ATASK




DELETE

Action:
Immediately delete unnecessary emails.

Time Commitment:
Mere seconds

Examples:

= Meeting acceptances

= Donuts in the lunchroom!
* FYlIs you won’t need again
= (CCsyoudon’t need




DELEGATE

Action:
Forward the email to someone else more suitable.

Provide more detail if needed.

Time Commitment:
Couple minutes

Follow Up:
An option is to drag the sent email into your own
Tasks to check on it when you need to.




DO IT & DRAG IT

Action:

Read or work on an email that takes up to a few minutes
to complete. Then drag it into your File System.

Time Commitment:
Couple minutes

Examples:

= A chain of customer emails you need to keep
= Avacation request — calendar, record and file
» Forward a sales sheet to a customer

= Reply to your manager with a project update




DATE ACTIVATE AS A TASK

Action:
You’ll have emails that include action items that aren’t

quick or urgent. Create a Task to complete them at a later
date. Then file as needed.

Time Commitment:
Couple minutes

Examples:
= Send a quote to Joe at Nutrien by end of month

= When you get a chance, please check our stock on
hose barbs and let me know. Not urgent.

= Can you start working on a project plan for 4725s?




OKAY, NOW HOW
DO I PUT IT INTO
PRACTICE?




START YOUR DAY...

1. Look at your Calendar and To-Do Bar.
What's on for the day?

2. Can you do everything? What’s due today? BE INTENTIONAL
What's due soon? WITH YGUR TIME

3. Move anything that isn’t due or you can’t handle ENERGY, AND
today to another day. (Just change the start date!) FOCUS

4. Now read your emails.

Wrap your head around your whole day
before you jump into responding to emails.




A FEW FINAL TIPS!

1. Start now! Go back to your desk to think through what you
already know should be on your Tasks, and how you could
create a File System.

2. After a meeting with notes in your notebook, take the time
to be intentional.

- Read your notes and transfer action items into your Tasks.

- If you can do them right away, do them right away.
(Practice 4Ds even here!)

3. When you’re in a video meeting, pop open your Tasks and
jot your action items down right away.

KK




NEXT STEP

Practical:

Hands-on lonl at your desk — setting up a few
tasks together, including recurring tasks, and
setting up your inbox and inbox folder system.
After that, we'll have ongoing audits.

REMEMBER!
This is the DyTerra Way,

and the whole team needs to be on board.




QUICK QUIZ

1. What's a Task?

2. What's the To-Do Bar? 2 o ’,’ 5
3. Which option do you choose when creating a task . ul"z N
from email (top, middle or bottom option)? TIME' .

What are the 4 Ds? | | -

What inbox folders should you create? fl/ 7o

What will happen after this training?

S -

Is using tasks and keeping a clean inbox optional?

i ',? byTerra




QUESTIONS?
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