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President and CEO

Laura Stack, MBA, CSP is America’s premier expert in
productivity. For over 20 years, her speeches and seminars have
helped professionals, leaders, teams, and organizations improve
personal productivity, performance, and potential. Her Denver-
based company, The Productivity Pro, Inc., provides time :
management workshops around the globe to help attendees A\ =z A
achieve Maximum Results in Minimum Time®. Laura was the ’

2011-2012 president of the National Speakers Association. N, A
Keynoter \
Laura presents over 80 practical, high-energy keynotes and
seminars each year on improving output, lowering stress, and
saving time in today’s workplaces. She is one of a handful of
professional speakers whose business focuses solely on personal
productivity topics. Laura is a high-energy, high-content Clients include
speaker, who educates, entertains, and motivates professionals Starbucks Sodexho
to improve workplace performance. She has earned the e Ball Aerospace
Certified Speaking Professional (CSP) designation, the highest
earned designation given by the National Speakers Association. Wal-Mart Quest
Auth Cisco Systems  U.S. Bank
uthor

KPMG McDonald’
Laura is the author or coauthor of 10 books, including What to _ . c-onaids
Do When There’s Too Much to Do; SuperCompetent; The Nationwide Nestle
Exhaustion Cure; Find More Time; and the bestselling Leave the MillerCoors EMC
Office Earlier: Her newest book, Execution IS the Strategy,. will hit Sunoco Oppenheimer
bookstores in March 2014. Her books have been published in .
twenty countries and translated into seven foreign languages, iyt Uime e
including Japanese, Spanish, Korean, Chinese, Taiwanese, ltalian, MCI Wells Fargo
and Romanian. Laura is a columnist for Training, Productive, Sprint Vi
Time Management, and Success magazines. e RE/MAX
Recognized Productivity Expert Lockheed Denver Broncos
Widely regarded as one of the leading experts in the field of
employee productivity and workplace issues, she has been Spokesperson
featured nationally on the CBS Early Show, CNN, NPR, Mi « X
Bloomberg, WB News, the New York Times, USA Today, the Wall croso erox
Street Journal, the WashingtonPost.com, Entrepreneur, and 3M Day-Timer
Forbes magazine. Laura has been a spokesperson for Microsoft, oVC Office Debot

3M, Skillsoft, Office Depot, and Xerox.
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Using Tasks

A task is a personal or work-related action item that you want to track until it's
completed. A task can occur once or repeatedly. A recurring task can repeat at regular
intervals or repeat based on the date you mark the task complete. For example, you
might want to send a status report to your manager on the last Friday of every month,
or get a haircut when one month has passed since your last haircut.

A. Create a New Task.

On the File menu, point to New, and then click Task.

In the Subject box, type a task name.

Fill in the Start Date for the date you want the task to show up on your TaskPad.

Fill in the Due Date as applicable or different.

If you leave the Start Date and Due Date blank, it will still show up in your to-do

list as a “No Date” item.

6. Complete any other boxes on the Task and Details tabs for information you
want to record for the task.

7. To make the task recur, click Recurrence, click the frequency (Daily, Weekly,
Monthly, Yearly).

8. Click OK, and then click Save and Close.

AR

B. Capture an Email as a Task on the Task Pad.

1. Right mouse click the email (or if you're viewing the email, select File).
2. Select “Move to Folder” from the short cut menu (or File menu).

Points.com Shop Using Your Motspex Bux at Points.com

4 Llance Gibb RE: All worked well until  opened Word
[  Beveriey_Hamiton@mckinsey.com  Re: Fee scheii= #mr i misem Chnrle nc anmasted
Lance Gibb RE: \‘;'lonq l- Qpen
L3 _RE Allwork| &l Brint

Re: Fee schedule for Laura Stack asreq * i

o o Reply to Al
Beverley_Hamilton@mckinsey.com .
Tue 4/1/2008 11:11 AM i
Trish@TheProductivityPro.com Categorjze »

Y Mark as Unread

Find All »

Hi Trish, thank you for the pncing info. We are 1 sk Bura speak at o
her availability. It would be for a 3 hour timeslo 2 Create Rule ould you pleas:
available, | look forward to your reply, thanks Junk E-mall »

Bev Hamilton, Meeting Planner X Delete

Tel: 973.549-6685 2} Move to Foider.,
Fax: 973-549-1685
Cell: 973-960-4909

2] Message Options

3. Select Tasks from the list.
4. Click OK.
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Move the selected items to the Folder:

0 AMWG Wiras Wault ” [l

] Calendar 1

|85 Contacts
{5 Deleted Items

L7 Dwrafts Mew...

L5 Inbax

ﬁ Journal

L @ Jurk E-mail
[ Laura's Folders
o | Mates
L= Cutbox
L) R5S Feeds
=3 Sent Items —

£

5. This will activate a task properties window.

6. Update all of the information accordingly. Use the “Start Date” to indicate when
you want the task to appear on your Task Pad. You can set a reminder here or
even type notes to yourself.

7. Click the “Save and Close” button.

.'/5-; [ B B RN Re: Fee schedule for Laura S
L |

Task Insert Format Text

2r
j \/l jﬁ’ 4a Reply
A4 & Reply to All
Sa\re& Delete Task Detalls Asmgn Send Status  Mark Rt

Close Task Report  Complete r'—n} Forward
Actions Show Manage Task
Subject: | Re: Fee schedule for Laura Stack as requested
Start date: | MNone | status: | Mot Started
Due date: |Nc-r'|e V| Priarity: % Complete: E

i

Re: Fee schedule
for Laura Sta...

8. The task will now appear in your To-Bar bar under the “Today” flag (or later
depending on your start date). Double click on the task and double click the
email icon. Your original email will open, and you can reply right from the task.
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C. Assign a Task to Someone Else.

1. Select Tasks (or Go, Tasks).
2. Click “New.”
3. Select “Assign task.”

= 0 . . —
/ ,“I H f . T B ]
A uﬁ

Task Insert Format Text

\}| jﬁ’ & Reply
~A] = Reply to
 Reply
Save& Drelete Tasl-: Deta||s Assngn Send Status  Mark

-
Close Task Report Complete | iz Forward
Actions Show Manage Task
Subject: [

4. Select the delegate using “To” (just as you would with an email).

Enter the task in the Subject field.

6. In the Due Date and Start Date fields, enter the desired dates or select from the
calendar.

7. Attach any files needed for the task.

Type a message with instructions in the Note area.

9. If you would like to keep an updated copy of the task on your task list or receive
a status report when the task is complete, check the appropriate check boxes.

S

*®©

-'/E'-a\‘, H9 U85+ 9 = Please buy 21 1-inch white binders -
W el

—’f Task Insert Format Text

g :.:JI_—I EF:.'?.(J (4} Address Book O :/:j’ Eg T

Delete Task |Details Cancel g_/ Check Mames @ Recurrence Skip Categorize Follow
Assignment Oceurrence B Up~
Actions Show Manage Task Options

This message has not been sent.
Due in 3 days.

[ To. ]|kaﬁe@ﬂ1epmducﬁvitw:lm.mm;

Subject: |Please buy 21 1-inch white binders

Start date: | Tue 4/1/2008 | status: |Not Started
Due date: |Fri4,’4,’2008 Vl Priority: |Norma| “ | % Complete:

Keep an updated copy of this task on my task list

Send me a status report when this task is complete

10. Click Send.

Note: The recipient can either Accept or Decline your task request, just like a
meeting request. If accepted, it goes right to Tasks.
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D. View Assigned Tasks by Person Responsible.

1. Select “Tasks” in the Navigation Pane.
2. Select by Person Responsible.

E. Create Your Master Categories List.

=

From any menu, select Edit, Categorize.
2. Select “All Categories” on the bottom to
customize the colors, short-cut keys,

and labels.
3. Or select “Quick click” to program the
left-click.

asks - Microseft Outlook

File | Edit | View Go TJools Actions Help

2 e 8¢ @
£ CtrisX
Task °
| —] “) Copy Ctri=C
2lan
¢ \ Office CIi ...
My Ta j‘ = ice CioRoar 2 e to add a new Task
ste trisV
Vo O E
| 3 Taf =% SetectAp CtrisA  Myers {1 item
o Pre x
| Delete Qurt«D
| Currer Stack (147 items)
o ) Moveto Folder.. CtrisShiftsV
) ¢
< Copy to Folder...
Ot £
O 88 Categorize » Clear All Categories
(‘:" Nos Seven Days | .Objectives: Business
O Overdue Tasks l:[ Projects: Businiss
© By Category = )
O Assignment ) -Projects: Personal
(3 By Person Responsible ) @Action
O Completed Tasks () etHome
O Task Timeline @ ernone
© Server Tasks @ 11
= 1 Jen
O Outiook Data Files gk
. 2007 Convention
At Hew Grovs @ Gusiness partners--credit
Customize Current View, . e
Christing Blakely
. Clients
g Create biog on gardening
@ Customer BEST
@ Red Category
D Blue Category
lf;, All Categories...
Set Quick Click...

[t~ Tasks - Microsoft Outlook

: File Edit View Go Tools Adions Help
;ﬂ New - l& ..:} X [ﬂ? 4 Reply (=g Reply to All (g Forward
Tasks « || 2 Tasks
2 All Task Items + || (Y @ subject
My Tasks 2 Click here to add a new Task
W To-Do List
;Z] Tasks # Owner: Katie Myers (1 item)
&l Project X¥Z

Current View

b

(O simple List

() Detailed List

O Active Tasks

O Mext Seven Days
O Overdue Tasks

() By Category

O Assignment

@ Ey Person Responsible
O Completed Tasks
() Task Timeline

O Server Tasks

() Outlook Data Files

Add Mew Group
Customize Current View...

+| Owner: Laura Stack (147 items)
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F. Tag a Task with a Category.

1. Create a new task.
Click the Categories button at the bottom left of the task.

N

By Laura Stack, MBA, CSP

3. Check the appropriate boxes to describe the task (plus the rest of the pertinent

information).

ﬁ:!g H9® « 9 )+ Untitled - Task

: Task Insert Format Text
- 7 r j] & Reply Ny B (&
1| WA i va v
&l Al & Sreoytom || & = t
Save & | Delete Task |Details = Assign Send Status  Mark = Recurrence Skip Categorize Follow Private | Spelling
Close Task Report Complete | g Forward Occurrence Up~ -
Actions Show Manage Task Options Proofing
4. Save and Close.
G. View Tasks for by Category/Project.
“” /a4 : :
1. Select “Tasks” in the Navigation Pane.
2. Select by Category.
[~ Tasks - Microsoft Outlook
: File Edit View Go Tools Actions Help
i@ New - | g (3 X | & | CiReply [ Replyto All (53 Forward W | [@ Search address ba
Tasks « || ¥ Tasks
O] Al Task Items ~ || O/ subject Notes
My Tasks Py Click here to add a new Task
W To-Do List
] Tasks [ categories: (none) (4 items)
& Project XvZ
Cument View A E3] [:] Categories: .Objectives: Business (1 item)
o
O simple List ® [ categories: Projects: Business (4 items)
() Detailed List
() Active Tasks ® (@ categories: @Action (2 items)
() Next Seven Days
() Overdue Tasks £ . Categories: Christina Blakely (2 items)

(%) By Categary

O Assignment = W categories:

Create blog on gardening (2 items)

O By Person Responsible A

. Categories:
() Completed Tasks

James Patterson (1 item)

O Task Timeline ® @ categories: Red Category (1 item)
O Server Tasks
O Qutlook Data Files E3] D Categories: Take business away from Sherwin Williams (1 item)

Add Mew Group
Customize Current View...
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Educational Resources by Laura Stack

Subscribe to the Productivity Minute! Watch a one-minute personal performance video each
week, delivered via email: www.theproductivitypro.com/productivityminute/

eBook of screenshots of amazing Microsoft Outlook Task Tricks by Laura Stack:
www.TheProductivityPro.com/download.htm

Download the Laura Stack app for a free eBook! www.TheProductivityPro.com/app

What to Do When There’s Too Much to Do book site: www.TheProductivityPro.com/WhatToDo

Laura’s YouTube channel: http:/ /www.yvoutube.com/ theproductivitypro

Link with me! http:/ /www.linkedin.com/in/laurastack

Join our LinkedIn Group, The Productivity Pro® Alumni, to exchange ideas and insights:
http:/ /www linkedin.com/e/vgh/1259217/

Follow me! http:/ /twitter.com/laurastack

Become a Fan of The Productivity Pro®: www.facebook.com/productivitypro

Sign up for my free weekly productivity newsletter, The Productivity Pro®:
http:/ /www.theproductivitypro.com/r subscribe.htm

Laura’s blog: http:/ /www.theproductivitypro.com/blog/

Over 150 free articles for download and reprint for your company website, newsletter, or blog:
http:/ /www.TheProductivityPro.com/articles

12 hours of Microsoft Outlook online video training with workbooks:
http:/ /www.TheProductivityPro.com/outlook

FREE downloadable worksheets, checklists, and resources:
http:/ /www.theproductivitypro.com/r free stuff.htm

Take the quizzes FREE from Laura’s books:
http:/ /www.theproductivitypro.com/r_quizzes.htm

Get a FREE tip of the day via email:
http:/ /www.theproductivitypro.com/r_subscribe 365Tips.htm

Resources for purchase (books, CDs, DVDs, self-study audio, video training, MP3s etc.):
http:/ /www.theproductivitypro.com/t_productivity_tools.htm
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