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Disclaimer: Too Much to Cover

So much going on w/ Google apps
I'm focusing on productivity
Cannot possibly go into EVERYTHING

in ashort 1-hour program

Recommend researching more

> w DN
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Why Google & Why Now?

Capabilities finally here

Internet is “everywhere”

Not “device” specific

HUGE potential savings for
independent workers/small businesses
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Steadily Built Up
Capabilities
- E-mail
- Calendar
- Contacts

- Documents (or notes w/ Evernote?)

- Google Tasks and/or Project/Task Add-
ons (3" Party)

ALSO, Apps, Web & Mobile Integration!
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Google Not Device Specific!

- PC or Mac (Windows, Mac, or Linux!)

- BlackBerry, Droid, or IPhone (and | Pad!)
- Local Coffee Shop, Library

- User Terminals at Airports/Hotels

Y our info can be ANYWHERE —you just
need a“gateway”
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Major Possible Cost Savings

- Microsoft Outlook = $600+ per user
- Google around $50 (OR LESS) per user

- Expect many small businesses and
individual users will go here first
(universities???)-- ssimple cost savings
- Corporate and Gov't will follow

- May be driven by "elite" usersin big
companies/organizations
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Google Apps Premier Edition Microsoft® Exchange 2007

Up-front cost
Total server hardware cost (35,000 USD per server) o 10,000
Total Microsoft® Exchange software licensing cost [u] 3,183
Configuration labor cost 1,335 2533
Total up-front cost $1,335 $15,776
Annual cost
Google Apps Premier Edition icenses 500 Ju]
Total infrastructure maintenance cost 1] 2,288
Administration labor cost 2802 31,804
Total annual cost $3,302 §34,103
Total cost (over 3 years) $11,239 $118,083
Annual cost per employee (over 3 years) $375 $3.936
Annual cost per employee (over 3 years, excluding labor) $50 $670
Prrint this report Try Google Apps free for 30 days!

Raﬁél'gﬂ Dean Consulting & Training, LLC



Time is Ripe!
| resisted due to lack of adequate project/tasx
capabilities
Also felt “Documents’ capabilities were inadequate

* Now adequate to consider for serious business users
* Still believe Outlook/Office isabit better
* But likely “overkill” for many users/firms
* Device/platform specificity issues

Having stuff “anywhere” is MAJOR advantage
 Easy sharing is another major advantage
Need to think about Privacy/Security |ssues
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Basics of Good System

+ Seethe“Big Picture”, Key Goals, etc.

 Daily & Long-Term Calendar Management
 Daily Project/Task Management

« Managing Deliverables & Reminders

* Managing Contacts/Rel ationships

 Storing ideas for later/saving info for reference
+ Managing/integrating e-mail communications
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Getting Started!

* Open a Google/Gmail account
* Pull in existing data (.csv files)
* Calendar
* Contacts
Tasks (3rd party?)
Notes?
* Bring in some “old e-mails’?
* Download Google Mobile for SmartPhone
* Set up “iGoogle” and Firefox for quick access
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iGoogle |

Google Search I [ I'm Feeling Lucky

% Show this page every time | start to browse the web. Make iGoogle my homepsge [%] Change theme from Classic | Add stuffs

[~ Home
YouTube Goegle Contact Manager Date & Time YouTube
Date & Time - Allow this gadget to:
Weath Weather
=sin=r & - Wed see my Friends group
Gmail Lansina, Wi ° 2 JUL pdates
CNN.com B
™| 72°F Current: Party Cloug 9 3
The Wall Street Jour T2°F Wind \'u’atahrfn n d Lesm more
5 svinc. ¥ a 8 4
TwitterGadget 2 Humidity: 92% ; 5
Facebook 6
WY Times.com - To Wed Thu Fri Sat
" ™ /| Today's Spotlight Videos -
NPR Topics: News ) » K
wiea ropmones | e el el S
CNET News com 85%|65° 82°170° 90°|72° 80° 64"
Sports Scores « July 2010 B
Sl.com Gmail S M T W T F S
Google Calendsr . it = 7 omow w123
— Compose M = -
Google Contact Men | oo ~ Lompose Mal = 4 5 68 7 8 9 10
Linkedlin Search Toodledo - Welcome to Teodledo - 7 12 13 1% 15 16 17

Welcome te Toodledo.com You have just

1B 19 20 H 2 2N
Updates [F] dominiclivedoti, me (3)-get logether - ) 1q 3 2% W o @ W I
Hey Rendy Congrats on the knee snd I
Friends 2 4
B Westher - Weather Underground Signup - |\ -
(=l Chat Greetings fiom the Weather u Today (Wed. Ju 21) =
(Wed, Jul 21)

T Life In A Day >
1:41 *EEES
1:00pm Meeting wi Steven Gursten
Meore Videos » Share this gadget with your frignds.
E -
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Google Shortcuts for Chrome

4 Geogle Shortcuts - Optiens »

€ ca mry® -

Do you like the extension? Please rate it with 5 stars % on the extension website. Thank you :)

Google Shortcuts v1.6.1.4 - Options

@ Select Services

Tip: Hover over the name of one of the 162 services to get a description. Drag and drop a service to move it between the lists or to re-order items on the right list.

Search also in description of a service

Available services: Your chosen services: (blue color indicates a modifed service or a custom buttan)
&9 30 Warehouse - 7/ € iGoogle -
e Aardvark H / & Dashboard
@3 Accounts * B Calendar
£ Ad Manager 7 oo
= Ad Planner /& Contacts
[= Adsense 7 Bmail
Adwords +@ o/ o Tasks
o Alerts e -+
B Analytics A 7 MMaps 3
“a Android Market Developer Console s S GElNews
25, App Engine / @Earth
Apple Macintosh Search 7 2§ web search
A #ons /' [l Android Market
B ~pps Dashboard /' (# YouTube
P Apps Marketplace / W Pacman
*4 Art Project
P gar: 2 2

Select all senices | [ Deselect all senvices

... Turns Chrome into “G-Outlook”

/[ Google Caendar x ‘v Tasks ¥ ] Gmail - Inbox (1) - imelyrm Y [V] Contact Manager - timelyr x‘. Google Docs - Home
€ C | nttps//www.google.com/calendar/render7pli=1

Calendar

Gongle Search Calendar “

Calendar Today < > Sunday, Jan 8, 2012

Day Week Month 4Days Agenda More~ &%~

Sunday 1/8 Add gadgetby ... ~

GMT-05

Gadget URL -E:I
~ January 2012 < > et
SMTWTF S Toodledo =
25 26 27 28 29 30 31

12 3 4 Aﬂpowemlweb—basedlo-do

8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
20303 1 2 3 4

» My calendars |

» Other calendars Ad Forgot password?

Email:

Passwaord:

Remember me

Den't have an
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Thereis even an app for customizing your Firefox browser for your most used Google apps

Facebook | Taming the E-mail r Managing = =l |
Fle Edit View Higtory Bookmarks Tools Help
@ ~C X 2MMMEL S 2@ hitp://www.facebook.com/#l/ TamingEmailBeastiref=ts [l 17 - | |#= Google o]

£ Most Visited P Getting Started 5. Latest Headlines

() Google Shortcuts O Rock Your Firef.. ¢ | [ Pingfm / Recent Posts

[ Facebook | Taming the E-mail Bea... X |

Home

Profile  Account

Taming the E-mail Beast: 45 Key Steps for Better Managing E-mail Overload pid you know
you can request a completely free credit report from all 3 major agencies each yr by visiting
http:/fwww.annualcreditreport.com;? - clear

wall  Info Photos Discussions Boxes Notes » +

What's on your mind?

vy Randall Dean

Edit Page
Promote with an Ad
Suggest to Friends

We are stil offering an amazing
set of bonuses with new book
orders on Barnasandhioble. com —

g
Rttp: fun. TamingEmaiBook
.com/ to learn more. Alse, if you
prefer an audio and/or e-book

4

Attach: F11 i

°- 3

Options
Taming the E-mail Beast: 45 Key Steps for Better Managing a
E-mail Overload This rocks! New add-on
for Firefox allows you to put most used Google services in your broveser
header: Gmail, Cal, Contacts, maore: http://ping.fm/RUUIW

! Google Shortcuts | Rock Your Firefox

ping.fm

Firefox Add-ons let you experience the Web the way you want to. Here
| youll discover some of our favorites. Give them a try to see how much
better your Web can be. Learn more.

&]] about a minute ago - Comment * Like - Share - Promote

Taming the E-mail Beast: 45 Key Steps for Better Managing
E-mail Overload Perfect timing for me, as I'm leading my program
tomorrow for MMPT on how to use Google apps for time, e-mail &
productivity management. Added a toalbar at the top of my FF browser
that includes quick links to Gmail, Search, Calendar, Contacts, Google
Docs, Maps, and more. Really awesome way to get much mare from your
browser!

2 seconds ago * Like - Delete

Get more people to like your
Page with Facebook Ads!
Preview belaw.

Taming the E-mail
Beast: 45 Key...

Transferring my Outiook info
to my Google account so T
have same info on bath
platforms. Possible to sync
Cal, Contacts & Notes...

Randall Dean likes this.

Y Like

Build Your

Infrastructure

 Start w/ your “Current Projects’ list
* Build filein Google Docs
* Inrank order
* Shorter rather than longer (LESSis MORE!)
* One for work, one for home?

* Read quickly start of every day for FOCUS
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Google docs

Create new ~ Upload...

All items

Owned by me
QOpened by me
Shared with me
Starred

Hidden

Trash

ltems by type -
More searches ~

w Wy folders
» Business

» Golf

» Household

» Interpersonals
» Meetings

¥ Folders shared with me

Show search optiens

[ SearchDocs | [ Search Templates Browse templats nallery

My folders * Personal Share this folder ~

Personal Lists for My Life Flanning
# ~ || share~ | | Moveto~ | Foiders~ | | Delete | Rename | More actions ~ 13073

Name

EARLIER THIS MONTH

] @ Pack list for trip & Not
] @ Personal Possibilities & Not
= _g Randy Dean Priorities & Not

Randali Dean Consulting & Training, LLC

Randy Dean Priorities
Halle & Anna's Development/Family Responsibilities

Getting in Shape for Summer
-- Basketball

-- Golf

-- Yoga/Strength Training

Current Training Schedule
30-Minute Video (Randy, Todd?)

Book Marketing/PR
-- Public relations campaign -- radio/biz press (Randy)
-- Book Web Site (Mike)

Building Business -- Carol, Andrea, Angela, Diane
-- University programs (Intern)

-- Chambers (Intern)

-- County/City Govt's {Intern)

-- Corporate programs (Intern)

-- Law Schools (Intern)

-- Association programs

On the burner:
Open Enrollment Programs

Author/Speaker Training

Randali Dean Consulting & Training, LLC

Last modified

shared

shared

shared

Refresh

1]
w0
i

Date +

Jul 17 me
Jul 17 me
Jul 17 me=




GODSIe docs [ Search Docs ][ Search Templates ] 4:?;:;2'?:;,;;:;”;?

(CRCaIE, Sew | milpioad My folders * Personal Share this folder ~ Refresh
All items Personal Lists for My Life Planning

Owned by me & - Share ~ Move to = | Folders « Delete | Rename | More actions ~ 1-30f3 | Lastmodified ~ co
Opened by me Mame < / Sharing Date +

Zham: with me EARLIER THIS MONTH

H‘:;’e ] & Pack list for trip @ Not shared Jul 17 e

iaden
Trash |} g Personal Possibilities & Mot shared Jul 17 me
ltems by type - ] & Randy Dean Priorities & Not shared Jul 17 me

More searches ~

w Wy folders
» Business
» Golf
» Household
» Interpersonals
» Meetings
Personal
¥ Folders shared with me
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(_."0031(: docs - Pemcnsl Possibilities @ s any me
File Edit View Insert Format Tools Table Help

[0 wev A [ - | nomalted = Azl -npt-lElI-llA—é»—E;

R B R R I B B A I SR B AR AN AR

Personal Possibilities List

nachos to go
redesign home offics

build tiered sun room

build open bar on dedck

swimming pool

La Jolla!!

visit Hudscn Bay to see the Polar Bears
mom's ty series

sheydive

Colorade Trail — Denver to San Jugn Mtns.
balloon ride

swim widolphins
scuba

visit Alasks

4 P for kids

grads ty show

if you ask a better question

wake Up

american yahoos/marens of smerica
3 sigma sucosss

use cument students to sell guys guide
temade tour

kzeo lou & hamy's

Frehlems

market research

vacationiretirement hame

purchase Mega-Memory system

learn Spanish

trip to the four comers.

Artwark
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Now, Start Tracking
“Next Steps”

+ Haveat |least onefor EVERY current project
* Never “backtrack” on a project
« Google Tasks? | prefer ...
— Toodledo or
— Rememberthemilk.com
« “Next Steps’ for Family & Friends?

» Capturing Projects & Rolesin Your
Category List Helpsw/ Focus & Balance
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Google Tasks Improved

[ Google Calendar 5 F Tasks 1 Grmil - Inbos (1] - timelym Y [V] Contact Manager - timelyrr » | [}l Google Docs - Home
€« C' | 8 httpsy//mail.google.com/tasks/canvas?pli=1 %
3 New List ! E-book
Task lists: Clearcompleted 4 Newtask Editdetails % § 4 & [ Refresh View: Sort by date
() I Business [ Reread previous chapters — load into OpenOffice
(= 1 Clients Tue, Jan 10, 2012
% : Eut;b . [0 Test uing Google i ool or ranscrpion

d/Fath
!
= %s O Complete outine Take from previous brainstorm

eries Wed, Jan 11, 2012

Wed, Jan 11, 2012

ol >

=

HENEREEREEEE

sTUUDDD
ER-E-E-E-1
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ToodleDo Home Page

Toodled

Welcome, timelyman
 To-Do List

@ Sharing
-~ Scheduler
5«? Goals
Files
;l MNotebook
| Statistics
) History
1= Booklet
- Forums

|| Folders & Contexts
= Tools & Senvices
.2 Account Settings

E_.] Sign Out

Upgrade Your Account
Help & News

Privacy | Conditions
Copyright © 2006-2010

Jul 20, 2010 11:02 pm

# Organize Your Tasks

Use folders, subtasks, due-dates, priorities, tags. contexts. goals,
notes, time estimates and other information to easily organize,

search and sort through your tasks.

Tn =0 [y Praen
P e progosal work mnnzos v
# 3 rpanize my 20t Prsoal T
3 Fx el mwer Cares CRUOLINT 1 M
By Grocesns snppng OLow
01 3 cmamcme e
0 3 v 010w

# Go To Your To-Do List

& Improve Your Productivity

Having a single place where all your to-dos are permanently
stored and easily accessible will allow you to relax, knowing that
you won't forget anything. Toodledo's hotlist. email and sms
reminders, and sortable online to-do list will help you remember

to complete tasks on-time.

For those of us who are procrastinators, Toodledo has a
special tool that analyzes dates, priorities, time estimates, and
other characteristics to create a customized schedule of the best

use of your time.

5 Go Anywhere

Always have your todo list at hand. You can get Toodledo on
your mobile phone. in your email, on your calendar. in your RSS
reader. via IM, and integrated directly into your web browser. You
can even print up a special foldable booklet that will fit in your

pocket.

Compared to the rest

See how we stack up to the
competition.

iPhone™

Toodledo is now available
on the Phone.

Welcome! English (US) ¥

# Manage tasks from anywhere
g Get email, SMS, or It reminders
# Share your tasks

ﬂ Access from your phone

@ Manage tasks offline

# Use with Google Calendar
# Add tasks from iGoogle

# Sign up free!

Available on the iPhone

remember u
the millk ome

Today, Oct 10

& Pick up the milk

@ Submit TPS report

Signup

Signup Now!

Blog

. take a tour

G:00PM

Already 3 member? Login.

Help

The best way to manage your tasks.
Never forget the milk (or anything else) again.

Randali Dean Consulting & Training, LLC




ToodleDo app — LH column; RTM — RH column

. .
Search Mail | | Searchine Wep = SfoWSearch options
m l Create a filter
Google o

Compose Mail SaaS Project Management - www.Forrester.com/SaaS - Learn Everything You About these ads | < | Tasks

Archive Reportspam = Delete Movetow | Labelsw More actions v | Refresh 1-40f4 Add task e.g. TPS report 5pm
Buzz @ Select: All, None, Read, Unread, Starred, Unstarred Set task view here v
Sent Mail
snLal [ Toodledo Welcome to Toodledo - Welcome t Jul 17 P Overdue
Drafts (1  Toda
[T ¥ dominic.liv., me (3) get together - Hey Randy Congrats Jul 16 y .
Spam Follow up w/ Dom about visit
[7] Google AdWords AdWords June 2010 Account Pe Jul9 Today
Clients (3 [] Weather Underground Sign. Weather Underground Signup - Gre Jul 7 b Later
Vendors
25 morev
Contacts
Tasks u
O eIt Select: All, None, Read, Unread, Starred, Unstarred
Search, add, or invite Archive Reportspam | Delste Movetow | Labelsw More actions ¥ | Refrash 1-40f4
9 Ty Add your Gmail inbox to the Google homepage.
(2Add Task o5 -
You are currently using 120 MB (1%) of your 7478 MB.
Hatlist Last account activity: 58 minutes age on this computer. Details
Starred Gmail view: turn off chat | turn off buzz | older version | basic HTML Learn more
Folders @2010 Google - Terms - Privacy Policy - Buzz Privacy Policy - Gmail Blog - Join the Gmail team - Google Home Options¥ Refresh

Randali Dean Consulting & Training, LLC

Can go to either site to see list on full web page view
Wiew By: Main | Folder | Due-Date | Priority | Sharing | Search | Calendar (@ Add a Task

Welcome, timelyman All Tasks| Starred Hotlist R ly Added R ly Completed Recently Modified

¢ | 286 To-dos sorted by Due-Date Collaborators »  Filters »  Sort*  QuickSearch ¥

4 To-Do List Show Notes | Close Dividers customize: FEE  Print @
33 Sharing w Tip: Did you know that in your account settings you can change the way tasks are displayed? You can choose from ‘grid" or  Close tip
.~ Scheduler ‘multi-line’
5}' Goals .
.| Files Task Folder Due Date Repeat Priority
|=| Notebaok * Due Today
[ Statistics
l@ History [0 77 9 Post results in Timely Tips - Speaker Evaluations for ) Clients/Prospects Today Mone 2 High
|- Booklst [ 17 5 Create Group on Linkedin and/or Facebook Mktg/PR Today None 2 High
CJ Forums

[0 77 &9 Get reprints for books, promotional pieces - trifold?  Mkig/PR Today None 2 High
| Folders & Contexts [ Complete PSC & send back to Mary -- RE: Outlook woi Clients/Prospects Today Mone 2 High
& Tools & Services -
.+ Account Settings [ 7.7 9 Trim pine trees in play area & power wash play area for spi ! Household Today None 1 Medium

"' Due Tomorrow
£ Sign Out L

O 79 Mike Scott changes to previous files Mktg/PR Tomorrow MNone 2 High
Upgrade Your Account [ .7 ) Update formatting of Amazon Kindle version of Tamin Book Tomorrow None 2 High
Help & News

[0 77 9 Contact U. Missouri, HNTB, & McCarthy Construction -- Clients/Prospects Tomorrow Mone 2 High
Privacy | Conditions o
Copyright ® 2006-2010 [ 1.7 9 Send Edita description of Time Management for Manz Clients/Prospects Tomorrow None 2 High
Jul 20,2010 11:10 pm [0 77 29 Get recording rights back to NBTA following Andrea it Clients/Prospects Tomorrow MNone 2 High

[ 17 9 Set up unique landing page -- Google Adwords Mktg/PR Tomorrow None 2 High

Note ability to categorize by project name, due date & priority
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Can also view Task List by “Folder” (Project!) in ToodleDo

View By: Main | Folder | Due-Date | Priority | Sharing | Search | Calendar @ Add aTask *
Toodled v | I I ty | gl | @ -

Welcome, timelyman All Tasks| Starred Hotlist R tly Added R tly Completed R tly Modified
¢ | 145 To-dos sorted by Folder Collaborators b Filters ¥ Sort»  QuickSearch ¥
[ To-Do List Show Notes pen Dividers: Customize: (13 [13 Print: @
& Sharing &' Tip: Did you know that in your account settings you can change the way tasks are displayed? You can choose from ‘grid or  Close tip
»~ Scheduler ‘multi-ling’.
= Goals —
Eiles Task Folder Due Date Repeat Priority
|| Notebook =l Waiting (1 collapsed items)
i 3131‘9““ | Mktg/PR (30 collapsed items) 1
f: B:ozgt i ! Business (24 collapsed items) I
) Farums = ! Household (14 collapsed ifems)
Clients/Prospects (34 collapsed items)
! Folders & Contexts =l RD Censulting (7 collapsed ifems)
== Tools & Senices -| o
- Account Settings i Honeydew;! Husband/Father;Client (1 collapsed items)
i ! Husband/Father (8 collapsed items)
&1 Sign Out _ | Angela:E-books;Internet Projects (1 callapsed items)
i Son/Brother (2 collapsed items)
Upgrade Your Account | Book (3 collapsed items)
Help & News . [ 4
i Mike Webb;Book (1 collapsed items)
CP;WEIC':V Ih?g'lzi:%%ﬂsom B Honeydew (3 collapsed items)
Lol & 5 Affiliate Programs (1 collapsed ifems)
Jul 20, 2010 11:23 pm i RD Web Site (1 collapsed items)
= Friend {1 collapsed items)
= Mktg/PR;Clients/Prospects (7 collapsed ifems) <
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Open the folder dividers and see tasks by date BY project
View By: Main | Folder | Due-Date | Priority | Sharing | Search | Calendar &) Add a Task

Welcome, timelyman All Tasks| Starred Hotlist Recently Added Recently Completed Recently Modified

4| 145 To-dos sorted by Folder Collaborators b Filters »  Sortb  QuickSearch ¥
[ ToDo List Show Motes |{Close Dividers: customize: JJE = Print &
2" Sharing &' Tip: Did you know that in your account settings you can change the way tasks are displayed? You can choose from ‘grid or  Close tip
.~ Scheduler ‘multi-ling”
2] Goals —
" Files Task Folder Due Date Repeat Priority
|| Natebook ] Waiting
|2 Statistics X )
& History O Dog needs a bath (Jana - 6/20) Waiting Aug 16 lone 2 High
1= Booklet al Mktg/PR
i = O Get reprints for books, promotional pieces -- tri-fold?  Mkig/PR Today lone 2 High
|_| Folders & Contexts [ Create Group on LinkedIn and/or Facebook Mktg/PR Today lone 2 High
= Tools & Senices O ) ) | - )
. Account Settings Mike Scott changes to previous files Mktg/PR Tomorrow lone 2 High
& O Set up unique landing page - Google Adwords Mktg/PR Tomorrow lone 2 High
Sign Out

O Do test with Expedite? RE: list info Mktg/PR Jul 27 one 2 High
Upgrade Your Account O Review and set up bonus — schedule Timely Tips for / Mktg/PR Aug 01 lone 2 High
Help & News

O Upgrade to Espeakers Pro??? — requested information Mktg/PR Aug 09 2 High
Privacy | Conditions . . . N
Copyright ® 2006-2010 O Send Updated Taming E-mail Talksheet (DC/Chicago/t Mktg/PR Aug 20 lone 2 High

O Use radio interview service? [HARO] Monday Afternoc Mkig/PR Aug 26 lone 2 High

Jul 20, 2010 11:23 pm

NOTE: Can VERY quickly “clone” tasks for those that repeat
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Who Owes You What???

MANAGE Your Deliverables!
Anything owed to you by anybody . . .

Track what is owed/date due

“micromanagement”

BUG date

Also track date you need to “bug”
Difference between effective management and

Remember — Y OUR due date is actually the

Rhﬁé!'gﬂ Dean Consulting & Training, LLC

View By: Main | Folder | Due-Date | Priority | Sharing | Search | Calendar

&) Add a Task

All Tasks| Starred Hotlist Recently Added Recently Completed Recently Modified

266 To-dos sorted by Due-Date

Collaborators » - Filters ¥ Sort b QuickSearch

Show Notes | Close Dividers

customize: [JE E  Print &

& il'i||): Did you know that in your account settings you can change the way tasks are displayed? You can choose from ‘grid’ or  Close tip

‘multi-line’.
Task Folder Due Date Repeat Priority

™ Due Today
[ 7 ) Post results in Timely Tips — Speaker Evaluations for / Clients/Praspects Today 2 High
[0 .7 2 Create Group on LinkedIn and/or Facebook Mktg/PR Today 2 High
[0 .7 ) Get reprints for books, promotional pieces - tri-fold?  Mktg/PR Today 2 High
[ 770 Complete PSC & send back to Mary - RE: Outlook woi Clients/Prospects Today 2 High
[ 7 Dog Needs a Bath (Jana 7/24) I Household Today 2 High
[ .7 9 Trim pine trees in play area & power wash play area for spi | Househald Today 1 Medium
-

Due Tomorrow

Rhﬁé!'gﬂ Dean Consulting & Training, LLC




Let's Talk Calendatr!

« Get EVERYTHING in there:

— Work

— Persond

— Meetings

— Events

— Project Time

— Travel Time, €tc.

« GOAL isto make good “macro” decisions

GO\ ;SIC

Calendar

July 2011
SMTWTF 5
2 4587¢8 9
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30
3 4 5 g
My calendars

Other calendars
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Your event was updated. Undo

Today < 1ul 10 - 16, 2011 Day
Happy Birthday to I
Happy Birthday to M
Water plants@
Water plants@
GMT-06
gam 8_gpm
oy Hold for lowa
Lifelong
Learning
12p-3p
Held for travel to
lowe
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Run Payroll

Run Payroll

Week  Month 4 Days Agenda



« Back to calendar m Discard changes Delete More Actions - [ o]

Broad College of Business Outlook Session
TH3201 S:00am to 11:30am THH201 Time zong

DAI\ day |:| Repeat...

Event details

Where 447 Eppley Add guests
map Enter email addresses Add

Calendar timelyman@gmail.com +

Guests can [ modify event
[invite others
I— see guest list

Description

eventcolor [l | HEHEET BDE
Reminders Email « 10 minutes -
Pop-up = 10 minutes «

Add a reminder

Show me as @ pvailable @ Busy

Privacy @) pefaut © public ) Private

Learn more sbout private vs public events
Publish event

Ru'ni_gi!qﬂ _Dean Consulting & Training, LLC

Quick Discussion on
Recommended Daily Process

Check “Priority Projects List” — Clarity on Priorities
Check Caendar — How Much Time Committed?
Check Task List — Right Priorities? Too Much?
Check E-mail & Other Inputs

Revise Task List to Fit Available Time

« Get to Work!!
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What's in Your Head???

Randali Dean Consulting & Training, LLC

How About Some ” -

Useful Memos/Lists? W

(All in Google Docs?) @A\‘f%
* “Priorities’ Memo

* Possibilities Memo
« Staff Management Memos

« Meetings Memo
* Interpersonals Memo
« Many Morel

Randali Dean Consulting & Training, LLC




Other Useful
Memos/Lists?

» Company/Firm Archive

 Staff Management Memo

« “Interpersonas’

 Personal Goals/Dreams List
 Shopping Lists

« Travel/Financia/Medical Archives
+ Business/Personal Trip packing list
« Movies, Music, Books

- Gifts?

 Golf Club Shot Selector

Randall Dean Consulting & Training, LLC

Hereisaview of my “Golf” folder in Google Docs

Show search options
GOUSIE docs l Search Docs H Search Templates ] Browse templats qallery
Crete net e miipicad My folders » Golf Share this folder
All items ™ - Share ~ Woveto ~ | Folders = Delete | Rename | | More actions ~
Qwned by me Name
Opened by me
Shared with me EARLIER THIS MONTH
Putti
Starred g - Putting
Hidden ] & Choke-Up Full Swing Yardages
Trash O ‘@ Punches
ltems by type ~ ] _g& Pitches
More searches ~ O 3 Chips
- My folders ! ] & Full Swing Yardages
» Business |
3 Household
» Interpersonals
» Meetings

3 Personal
¥ Folders shared with me

1-60f6 Last modified =

@ Mot shared
& Mot shared
@ Mot shared
& Mot shared
@ Mot shared

& Mot shared
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Putting it
‘ All Together

Current Projects/Roles
“Next Step” To Dos
Waiting On’'s. . .
Calendar

Memog/Lists
Phone/Address Book

Ru'ni_gi!qﬂ _Dean Consulting & Training, LLC

Address Book Strategies

« More than just name, address, phone, fax

« Use asway to build stronger relationships:
 Spouse/Kids Names
+ Directions
 Quirky Habits/Behaviors
« Contact Management Tracking
* Your Own Personal VCF Card File to Attach?

Ru'ni_gi!qﬂ _Dean Consulting & Training, LLC




Find Contacts with Search Field

+a2+a | \ Andrea|Campbell ‘

My Contacts

Friends
Family
Cowaorkers
Clients/Prospects
Friend

Hot Prospect
Mktg/PR
Prospect
Randy's

RD Consulting
Xmas List

All Contacts
Most Contacted

1500

20

Search Results 4

Select: All, N
ek /5, e & Edit || & Groups ~
My Contacts (4)
[ Andrea Campbell Search Results for 'Andrea Campbell'

B Jim {James) Licpold 4 results found in My Contacts

[Z] Jim Leipold
] Vivian Bowden

Randali Dean Consulting & Training, LLC

Using “Notes’ Field to “Track” Relationship

+al+& ‘  Andrea Campbell ‘

My Contacts

Friends
Family
Cowaorkers
Clients/Prospects
Friend

Hot Prospect
Mktg/PR
Prospect
Randy's

RD Consulting
Xmas List

All Contacts
Most Contacted

Search Results 4

1500
0
1

0
6

2
1
1
3
1
1
1

20

Select: All, None
My Contacts (4)

Andrea Campbell Andrea Campbell

FEdt & Groups ™

[1 Jim (James) Liepold Assistant Dean for Admissions & Financial Aid, MSU College of Law

[ Jim Leipald

heatleya@law.msu.edu - Other
[T Vivian Bowden ya@

&5 - 517/432-6824 0 x118 - Work

2308 Law College Building
East Lansing. Ml 45824-1300
Work - Map

Groups: Clients/Prospects

Email sent 7/27 - User
Reply 9/7/2004 - User
Follow up voice mail 9/16/2004 - User

Notes
— Left voicemail message 10/13/2004

Import | Export | Print

T Delete group

Import | Export | Print

T Delate contact

m

—10/21 Call from Andrea — wants to schedule 2 sessions —one for staff and one for

students

- 10/28 Return call - has approvals — will send dates within two weeks.

- 11/9 . Pitt testimonials email
- Voice mail 1117
- U Pitt article 11/23

- Received possible date for staff - 12/(/04 for 1/5/05

— Left voice mail - 1/4/05
— Scheduled session for 2/2/05

- Conducted successful session - discussed several other opportunities

— 2/111/05 — left follow up voice mail
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Some Quick Tips for
Managing “Gmail”

Randali Dean Consulting & Training, LLC

New Gmail release makesit easy to file in folders

+Randy Gmail Calendar Documents rch More - Randy Dean | [4 A

Gmail a

Click here to enaPle desktop notifications for Gmail. Learn more Hide

Mail ~ =R a ] [ ] - - More > 1202 < > -
Free Organic SEO Kit - www HubSpot.com - Organic Search Engine Guide 5 Simple Tips to Improve Quickly Why this ad?
Inb

‘ nhox g Fidelity Investments 2011 tax form mailing dates - Your tax forms will be mailed from early January through February 15 Dear Randall Dean, Hen 202 pm
Important
Sent vail me, Sam (2) VVant more pick ups this month? - | am happy to do more pickups! Did you still want me on the 12th? And | would also love 1:52 pm
Drafis (2)
Spam (2)
Chat

© Randy Dean
N . A% full ©®2012 Google - Terms & Privacy Last account activity: 35 minutes ago
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Can Even Convert to
Tasks/Events! . oemoen

& click “More”

+Randy Gmail Calendar Documents Photos Sites Search More Randy Dean | 4

Gmail

Click here to enable desktop notifications for Gi

Share

- Learn more Hide

Mail - ] [:] L ] L 3 More 10f2 > Q
Free Organic SEO Kit - www.HubSpet.com - Organic Search Engine Guide 5 Simple Tips to Improve Quickly Wy this
Inbox . _
2011 tax form mailing dates Inbox x = | People (2)
Important
Sent Mail Fidelity Fidelity com 2:02 PM (5 hours ago) - - Fidelity Investments
olma]l= Add to circles
Drafts (2)
P Images are not displayed. Display images below - Always display images from Fidelity. Investments Email @fidelity.com =
Spam (2) Show details
Fidelity Investments. Turn here
Chat Ads ~Wihy these ads?
i i =) Google A
Your tax forms will be mailed TIPS
@ Randy Dean from early January through Get business email & more
B 0§ Using Gmail for your
February 15 business? Get
. Call phone | custom emailfor yot
Dear Randall Dean, company plus
@ Joe Ford calendars, docs, an(
Here at Fidelity, we want to help make preparing your 2011 taxes as ey
Barbara Kosterski easy as possible — which means providing you with convenient
bpsck access to evenything you need to get them done right and on time
pec Go to Fidelity.com/TaxCenter for helpful tax resources and ON24 Webinar Events
claudia information, including

The Leading Virtual Events Platfi

A Couple Gmaill
“Quick Tips”

+ Send e-mail to Toodledo to make an auto-task

« Canuse“Stars’ to create tasks with RTM

« Gointo “Settings’ to set up Signature, Autoreply
« Use“Drafts’ folder for frequently-sent e-mails

« Use“More Actions’ to create calendar event/task*

 Entire series of Gmail Keyboard “ Shortcuts” in
“ Settings’

Ri:ifé!'gil Dean Consulting & Training, LLC




Final Thoughts: @

Lots of info to chew on here:
« Pick the ideag/strategies that work best for you

Build Y our Google “Infrastructure’ — download data
from other sources, set up iGoogle & browser

USE Your Fully Integrated
Caendar/Task/Contact/Notes/Gmail system

Integrate with Y our Mobile Devices/Peripherals

Continue learning/practicing/perfecting your use of
time/software/Google Apps

Rﬁﬁ‘éj:gﬁ_:‘_peun Consulting & Training, LLC

“Be the change you wish to
see in the world.”
— Gandhi



Other Randy Dean Programs

Taming the E-mail Beast: Key Strategies for Managing
Y our E-mail Overload

Optimizing Y our Outlook: More Productivity for Busy
Outlook Users

Finding an Extra Hour Every Day: Time Management
Technology Tips and Tricks for Busy Professionals
Smart Phone Success. Getting More Productivity (and
Fun!) From Y our Smart Phone Devices

“Killer Cool Apps’: A Short Program on the Best
Productivity Apps for Smart Phones and Tablets
Ending the Office Clutter: Getting Control of the Info
Overload, “Stacks & Piles’ at Y our Workstation

Managing and Leading Great Staff & Team Meetings

R’aﬁé@ﬂ_;pean Consulting & Training, LLC

Where to Get More Info:

Randy’s New Book: Taming the E-mail Beast: 45 Key
Strategies for Managing Your E-mail Overload

David Allen’s Getting Things Done
Google.com, |Google.com, Gmail.com
ToodleDo.com
RememberTheMilk.com

http://www.facebook.com/TamingEmailBeast
http://www.twitter.com/timelyman (@timelyman)
http://www.linkedin.com/in/RandyDean

R’aﬁé@ﬂ_;pean Consulting & Training, LLC



We're Donel!!
CYAN 4

Randall Dean Consulting & Training, LLC
1881 Linden Street
East Lansing, M|l 48823
Phone: 517-336-8906
Fax: 832-550-3308
Email: randy@randalldean.com
Web: www.randalldean.com &
www.emailsanityexpert.com
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