
Agenda of ProgramAgenda of Program

• Why Google & Why Now?

• Getting Started

• Building Google Infrastructure

• Project/Task Management

• Calendar & Contact Management

• GMail Management Tips

• Mobile Sync



Disclaimer: Too Much to CoverDisclaimer: Too Much to Cover

• So much going on w/ Google apps

• I'm focusing on productivity

• Cannot possibly go into EVERYTHING
in a short 1-hour program

• Recommend researching more

Why Google & Why Now?Why Google & Why Now?

1. Capabilities finally here

2. Internet is “everywhere”

3. Not “device” specific

4. HUGE potential savings for
independent workers/small businesses



Steadily Built Up
Capabilities

- E-mail

- Calendar

- Contacts

- Documents (or notes w/ Evernote?)

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

ALSO, Apps, Web & Mobile Integration!

Google Not Device Specific!

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

- BlackBerry, Droid, or IPhone (and IPad!)

- Local Coffee Shop, Library

- User Terminals at Airports/Hotels

Your info can be ANYWHERE – you just
need a “gateway”



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???)-- simple cost savings

- Corporate and Gov't will follow

- May be driven by "elite" users in big
companies/organizations



Time is Ripe!
• I resisted due to lack of adequate project/task

capabilities

• Also felt “Documents” capabilities were inadequate

• Now adequate to consider for serious business users
● Still believe Outlook/Office is a bit 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 Issues

Basics of Good System

• See the “Big Picture”, Key Goals, etc.

• Daily & Long-Term Calendar Management

• Daily Project/Task Management

• Managing Deliverables & Reminders

• Managing Contacts/Relationships

• Storing ideas for later/saving info for reference

• Managing/integrating e-mail communications



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



Google Shortcuts for Chrome

… Turns Chrome into “G-Outlook”



There is even an app for customizing your Firefox browser for your most used Google apps

Build Your
Infrastructure

• Start w/ your “Current Projects” list
● Build file in Google Docs
● In rank order
● Shorter rather than longer (LESS is MORE!)
● One for work, one for home?

• Read quickly start of every day for FOCUS







• Have at least one for EVERY current project
• Never “backtrack” on a project
• Google Tasks? I prefer …

– Toodledo or

– Rememberthemilk.com
• “Next Steps” for Family & Friends?
• Capturing Projects & Roles in Your

Category List Helps w/ Focus & Balance

Now, Start Tracking
“Next Steps”

Google Tasks ImprovedGoogle Tasks Improved



ToodleDo Home Page



ToodleDo app – LH column; RTM – RH column

Can go to either site to see list on full web page view

Note ability to categorize by project name, due date & priority



Can also view Task List by “Folder” (Project!) in ToodleDo

Open the folder dividers and see tasks by date BY project

NOTE: Can VERY quickly “clone” tasks for those that repeat



Who Owes You What???Who Owes You What???
MANAGE Your Deliverables!MANAGE Your Deliverables!

• Anything owed to you by anybody . . .

• Track what is owed/date due

• Also track date you need to “bug”

• Difference between effective management and
“micromanagement”

• Remember – YOUR due date is actually the
BUG date



Let's Talk Calendar!Let's Talk Calendar!

• Get EVERYTHING in there:

– Work

– Personal

– Meetings

– Events

– Project Time

– Travel Time, etc.

• GOAL is to make good “macro” decisions



Quick Discussion onQuick Discussion on
Recommended Daily ProcessRecommended Daily Process

• Check “Priority Projects List” – Clarity on Priorities
• Check Calendar – 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!!



What’s in Your Head???What’s in Your Head???

How About SomeHow About Some
Useful Memos/Lists?Useful Memos/Lists?
(All in Google Docs?)(All in Google Docs?)

• “Priorities” Memo

• Possibilities Memo

• Staff Management Memos

• Meetings Memo

• Interpersonals Memo

• Many More!



Other UsefulOther Useful
Memos/Lists?Memos/Lists?

• Company/Firm Archive

• Staff Management Memo

• “Interpersonals”

• Personal Goals/Dreams List

• Shopping Lists

• Travel/Financial/Medical Archives

• Business/Personal Trip packing list

• Movies, Music, Books

• Gifts?

• Golf Club Shot Selector

Here is a view of my “Golf” folder in Google Docs



Putting itPutting it
All TogetherAll Together

• Current Projects/Roles
• “Next Step” To Dos
• Waiting On’s . . .
• Calendar
• Memos/Lists
• Phone/Address Book

Address Book StrategiesAddress Book Strategies

• More than just name, address, phone, fax

• Use as way to build stronger relationships:
• Spouse/Kids Names

• Directions

• Quirky Habits/Behaviors

• Contact Management Tracking

• Your Own Personal VCF Card File to Attach?



Find Contacts with Search Field

Using “Notes” Field to “Track” Relationship



Some Quick Tips forSome Quick Tips for
Managing “Gmail”Managing “Gmail”

New Gmail release makes it easy to file in folders



Can Even Convert toCan Even Convert to
Tasks/Events!Tasks/Events! Just open new e-mail

& click “More”

A Couple GmailA Couple Gmail
“Quick Tips”“Quick Tips”

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

• Can use “Stars” to create tasks with RTM

• Go into “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”



Final Thoughts:Final Thoughts:

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

• Build Your Google “Infrastructure” – download data
from other sources, set up iGoogle & browser

• USE Your Fully Integrated
Calendar/Task/Contact/Notes/Gmail system

• Integrate with Your Mobile Devices/Peripherals
• Continue learning/practicing/perfecting your use of

time/software/Google Apps

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

– Gandhi



Other Randy Dean ProgramsOther Randy Dean Programs
• Taming the E-mail Beast: Key Strategies for Managing

Your E-mail Overload
• Optimizing Your 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 Your 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 Your Workstation
• Managing and Leading Great Staff & Team Meetings

Where to Get More Info: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, IGoogle.com, Gmail.com
• ToodleDo.com
• RememberTheMilk.com

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



We’re Done!!!We’re Done!!!

Randall Dean Consulting & Training, LLC
1881 Linden Street

East Lansing, MI 48823
Phone: 517-336-8906
Fax: 832-550-3308

Email: randy@randalldean.com
Web: www.randalldean.com &

www.emailsanityexpert.com


