KELLY PAPER


Goal Management with Microsoft Outlook 
Workbook

Microsoft Outlook Tasks can help simplify defining and then prioritizing your goals into executable actions to move you ahead in the task completion and goal achievement process.
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Discover Categories
Outlook Categories give your tasks an identity associated with your goals. Use categories to group your tasks according to your roles: like manager, student, husband, father, etc. Or you may decide to use projects, or goal titles as category names. However you decide to identify your categories, using this method will change your goal and task management process forever. 

Define Your Categories
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To arrange your tasks by category, first define your categories. To accomplish this do the following:
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1. From Outlook Tasks point at the Edit menu
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Click on Categories
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Click Master Category List
4. Enter your new Category 
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Note: Insert numbers in front of your category name to keep them prioritized at the top of the list. You may also include letters after the number as shown to help sub-categorize tasks

· Numbers will always be first in the list of categories

· Number categories according to your roles or your goals

5. Click Add to finish
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To delete a category select it then click Delete

· Note: When you delete a category, if there are any Outlook items associated with that category the category will remain valid until the item category is changed or removed.
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Click OK through all dialog boxes to complete

Arrange Your Tasks by Category

Now you are ready to arrange your tasks by the categories that you have defined. I cannot over emphasize the importance of prioritizing your tasks according to what you have decided is most important to you. Evaluate your categories from time to time and adjust them to reflect your top goals and top payoff activities.

To arrange your tasks according to categories do the following:
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From the Tasks navigation pane under Current view select Active Tasks

2. Point to View and then Arrange By
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Slide down to Current View
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Slide down again to Customize Current View and click
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Click on Group By
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From the drop down menu select Categories
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Also select to Expand/collapse As Last Viewed

8. Click OK through all remaining screens
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Next click on Sort
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Select Due Date and Ascending

11. Click on OK through all remaining screens
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Finally, from Tasks View select the Collapse All Groups option

Now you are ready to view and manage your tasks by categories. If you can imagine it and then define and prioritize it, you can accomplish it.
While Microsoft Outlook is a powerful e-mail client management tool, answering e-mail is not the way to manage your productivity. There are two major areas to manage in order to be highly effective at goal setting and goal achievement. 
Manage your calendar (where you are) and your tasks (what you do). Outlook includes the perfect tools to manage both of these areas.
Adjust Your View

Change the Outlook default start up view to start in your calendar:

1. Click Tools

2. Click Options

3. Click on the Other tab

4. Click Advanced Options

5. In General Settings click Browse


6.  Select the Calendar and click OK

Click OK through all following dialog boxes 

Using the Outlook Calendar TaskPad
Next use the TaskPad feature to view where you have to be and what you have to do together in your calendar.

To view the TaskPad within your calendar do the following:


1. Click View

2. Slide down to TaskPad View

3. Select Today’s Tasks arrangement and Include Tasks With No Due Dates

To customize the TaskPad View do the following:


1. Right click on the TaskPad sort bar and click Customize Current View

2. Select the fields the you want to see for this view


Select All Appointment Fields from the drop down menu

3. Select and add fields
· This example shows:

· Icon – This shows what type of task is displayed

· ABC – This is a custom field which will be demonstrated in the next segment

· Completed – Shows the status of the task

· Subject – Lists the subject

· Due Date – Lists the due date of the task

Only select the fields that are essential to managing and completing your key tasks. The TaskPad view is limited in space so be selective when setting up the view options. 
The recommendation is to start with the fields shown in our example then experiment as you gain understanding of how you want to arrange your calendar view. 

Prioritize – The ABC Method
Many serious time managers use the A, B, C method to prioritize their tasks:

· A priorities are must do tasks which support your values, goals, and mission statement. These activities also have a negative consequence factor if not completed on time
· B priorities are should do tasks with a lower urgency but high importance

· C priorities are could do tasks with low urgency and low importance

You can add custom fields in Outlook to utilize this method.

To add the ABC field to Outlook do the following: 

1. Click the New Field… option

2. Name the field ABC

3. Click OK

4. Now you can add this field to your TaskPad view

Arrange Tasks by Due Date

Next arrange your view to see tasks grouped by due date. To accomplish this use the group feature to stay focused.

1. Right click on the TaskPad sort bar

2. Click Customize Current View

3. Next click on Group By

4. Select to group items by Due Date


5. Select Ascending

6. Select to show field in view

7. Select Expand/Collapse defaults As last viewed

8. Click OK

Now you are ready to view your tasks according to your assigned priority.

1. Right click on the TaskPad sort bar

2. Click Customize Current View

3.  Click on the Sort option


4. Select Sort items by ABC

5. Click OK

6. Click OK to set view

Now you have arranged your Outlook account to view your key productivity tools together!  You are ready to manage your goal achievement on a daily basis!
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Practice Goal Mastery

· Plan daily

· Invest 15 minutes

· Gain complete control

· Learn Outlook

· Revisit the workbook 

· Do the exercises more than once

· Limit reminders

· Reduces distractions

· Turn off e-mail notification

· Schedule e-mail
· Process email daily

· Keep your inbox empty

· File old messages away

Reduce Distractions – Turn Off Email Notification and Default Reminders

To turn off e-mail notification, right click on the Outlook icon in the desktop system tray next to the clock on the bottom right hand side of your computer. Uncheck the Mail Alert.
The key is to set up your productivity tools to give you maximum control over your productivity.

To turn off default reminders do the following

1. Click on tools then options

2. Click to deselect the Default Reminder option
3. To change the Task Option click here

4. Click to deselect reminders
If you have question about this material contact David mount at ext. 225 in the Corporate Office.

Goal Management with Microsoft Outlook – Quiz
Choose the correct answer base on the material:

1. Outlook categories give your tasks an identity:
a. True
b. False
2. Once you create a category you cannot delete it:

a. True

b. False

3. The TaskPad allows you to view tasks from:

a. Your e-mail inbox

b. Your Blackberry or smart phone

c. Your Outlook Calendar

4. The A,B,C category is a default category:
a. True

b. False
Corporate Trainer
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