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Two key insights from working with businesses on time man-
agement & technology for the past fifteen years. Many busi-
ness professionals (before taking our training):

v|1....are in technology-driven “information overload”. Could
benefit from additional training or coaching to help them more ef-
fectively manage e-mail, priorities and time. Could need help to
exit “reactive mode”. Bottom line: we’ve found that change can
be good & productivity can increase quickly!

v |2.Could benefit from every day taking a few minutes (15-30)
at the beginning/end of each business day to keep control of e-
mails, action items, projects AND scheduling time to get them
done. 15 saves 60.

Quick Shortcut Examples

] Voice Transcription to e-Mail:
a) Google Assistant and/or Siri
b) Windows Dictation or on an Apple (MAC) it is called “Dictation”.

] Windows/MAC Keyboard Shortcuts...

The keyboard is faster than mouse/touchpad.

Windows: ALT + TAB Hold down the ALT key and tap the
TAB key to scroll through all open windows.

Enlarge or reduce type: CTRL + Roll mouse track wheel

MAC: Command + Tab to open the “App Switcher”

L1 Other Time Savers (available by request)
v Using ‘Email Templates’ in Gmail (see page 52)
v ...many more ‘secrets’ available (free & via membership)
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Daily Wrap-Up (OR Daily Start-Up) List - 15 Saves 60

Do not attempt to do this at the very end of your business day! Schedule it for an hour or two before your business
day ends (or very early before your day starts) to ensure you are able to get it done before the end of the day. Use
your Outlook or Google calendar to confirm/update/revise your schedule.
REVIEWS THESE DAILY, AND ON MONDAYS AND FRIDAYS FOR THE COMING WEEK
What am | not going to have finished today that needs to be prioritized for tomorrow?
1.Which Appointments/Follow-Ups/Reminders should be Dismissed? Deleted? Rescheduled?
2.What are the top 3-5 things | must get done tomorrow to be successful?
3.What's already on the agenda for tomorrow? What do | need to have prepared for tomorrow?
4. Have | allocated sufficient "Preparation” and "Catch Up" Time on my calendar for tomorrow?
5.Have all the Meeting Requests | have sent for tomorrow been accepted?
6.Have | accepted all the Meeting Requests sent to me? Or "Declined" and replied to the ones | haven't?
7.Am | double booked at any time tomorrow? What do | need to reschedule/address with meeting organizer?
8.Have | allocated TRAVEL TIME for future meetings when | will be driving or flying?
9.What else do | need to BLOCK time for tomorrow, the rest of this week, and the next week to ensure completion
of what needs to be done?
10.Check your iPhone Calendar Inbox (if using the native Calendar app)
GRAB EVERYTHING ELSE - SO YOU MISS NOTHING
1.Review your “Waiting for Answer” Folder
2.Consolidate any open items (check Note/Actionable information locations) to one list. Possible locations in-
clude, but are not limited to:
3.Move Time-Sensitive/Time-Specific/Actionable Items to your calendar
4.Move the rest to your “TO-DO/TASK/ACTION LIST” list(s) (see below)

CREATING A TO-DO/TASK/ACTION LIST
1. We recommend Microsoft To-Do and/or Outlook Tasks or Google Tasks and/or ClickUp.
2. Schedule time to "Batch" address your Action List.

o OneNote Notes e QOutlook Notes

o Paper Notes ¢ Post-It Notes

e Emails e Text Messages

o Voice Mails e Pending/Waiting for Response Folder(s)

DON'T OVERWHELM YOURSELF; HAVE A SEPARATE "STRATEGIC" LIST AND LIST(S) FOR INDIVIDUAL PROJECTS
Example: "Do you have anything that needs to be done but not is urgent?"

1.If yes, add to your "Strategic"" List and schedule time by individual Strategic Actions

2.Another list(s) for projects
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Calendar:

2. Left-click “Copy”

1. Right-click to select the link to your calendar

"] How to Set Chrome to Start in Your Google Calendar

You can set your Chrome to start in Calendar. It is very important for time management. In your

This image shows the Google Calendar.

M Inbox (61) - emarketing.albert@ X E Google Calendar - Jan% 7

v _

& CcC O & https://calendar.google.com/calendar/u/0/r/month?pli="
= Iao Calendar Today < > January2
SUN MON
l- Create ~ 31 Jan 1

January 2024 < >

7 8
7 8 9 10 1 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 @ 31 1 2 3
4 5 6 7 8 9 10 14 15
o)
=n Search for people
My calendars ~
Albert's Google 21 22
Birthdays
Tasks

Emoji

Undo
Cut

Copy

Paste

Paste and go

Delete

L0 Send to your devices

Select all

Manage search engines and site search

Always show full URLs

23

24

Win +Period

Ctrl+Z
Ctrl+X
Ctrl+C

Ctrl+Vv

Ctrl+A

(] X

EEDILEREE

25

® 10:30pm Test

3

Month ~

FRI

26

8 ¢

SAT

20

27

= @)
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How to Set Chrome to Start in Your Google Calendar...Continued...

3. Left-click the three dots in the top right section
4. Left-click “Settings”

N — o X
® 2 v B 0OE@) :¢ 3
New tab Ctrl+T
3 New window Ctrl+N
New Incognito window Ctrl+Shift+N
History >
Downloads Ctrl+)J
Bookmarks >

Google Password Manager  [{E09
Extensions >

Zoom - 100% +

rn
LJ

Print... Ctrl+P
Cast...

Find... Ctrl+F
More tools >

Edit Cut Copy Paste

Settings 4

Help >

Exit
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How to Set Chrome to Start in Your Google Calendar...Continued...

5. Left-click “On startup”

6. Select “Open a specific page or set of pages”

7. Left-click “Add a new page”

8. Paste your calendar link

9. Left-click “Add”
G Settings Q,  search settings
& Youand Google

On startup
B Autofill and passwords
O Open the New Tab page
e Privacy and security
& Performance O Continue where you left off
@  Appearance 6 @®  Open a specific page or Tt of pages
Q. Search engine § Add a new page E 7
B0 Default browser Becceeenecooee :
Use current pages
L') On startup 5
@ Languages
¥ Downloads
7 =

Add a new page

Site URL

8 https://calendar.google.com/calendar/u/0/r/month/2023/12/17pli=1

Cancel Add

You are all set! Going forward your Chrome will start in your Calendar.
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D How to Set Gmail on your Task Bar

It is good to have your Gmail in the Task Bar of your computer, so you don’t need to open the
browser for it.

Left-click on the “three dots” in the top right corner of your browser

Left-click “Save and share”

Left-click “Create shortcut”

(a window will pop)

Left-click “Create”

Left-click “Yes” (If your Windows doesn’t show this. Search “Gmail” and pin it to task bar.)

Wh =

ok

The images below show the process to set Gmail on your Task Bar

v M Inbox (58) - emarketing.albertc X ar - o X
< C M 23 mail.google.com/mail/u/0/#i ® 29 a @ 1
Create shortcut?
_ G i Q v O New tab Ctrl+T
= M mai Search m: N' Gmail
mal ¥ New window Ctrl+N
o- ¢ [J Open as window #  New Incognito window Ctrl+Shift+N
/ Compose
& Primary ° Cancel al 9 Albert Person1  »
¢ :
& Inbox 58 e @ Passwords and autofill 4
Yr Starred O + The Google Account . [¥4 Albert, finis| 4 xy A73 5G device with Gor 9 History N
®  Ssnoozed iCloud Your iCloud storage i lo Albert Amin, Your iCloud stor &  Downloads Ctrl+J
B> Sent Y i >
iCloud Your iCloud storage i lo Albert Amin, Your iCloud stor Bookmarks and lists
[ Drafts 5 &3 Extensions >
Apple There’s no place like Apple for the holidays. - All kinds of
v More A L LA e NESOTWONE oy Clear browsing data... Ctrl+Shift+Del
Opus at The Belfry . “Unique, delicious and unexpected." - Dinner Menu Wine M¢
Labels + @ Zoom - 100% +
Apple The Apple Shopping Event ends tonight. = - You're justin ti
@ Action to Complete & Print... Ctrl+P
Apple Hurry, the Apple Shopping Event won’t last long. - Now thr
@ Waiting for answer G search this page with Google...
Opus at The Belfry . ONLY 6 DAYSREMANT ~ S2v& B Translate...
3 save page as... Ctrl+S
Fenl C Ped @  Find and edit >
T Create shortcut... ¥ save and share 2 4
Opus at The Belfry . I reate shorteu I
& More tools 4
Opus at The Belfry . Share
@ Copy link @  Help >
Apple iMac. The ultimate all X
L0 Send to your devices 8 Settings
Apple The Apple Store Shop 22 reate QR Code 51 cuis
A Tl Pt cmim @nn e sl e S Cast B —— e 2
through Monday, buy an eligible ... 11/24/23

& Apps

’ Would you like to pin Gmail to your
taskbar?
chrome.exe would like to pin Gmail to
the taskbar.

The image below shows how Gmail will will be
permanently pinned on your task bar o N

10:59 PM
1/30/2024 2

@2 7/ € NG A @
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1 1. Avoid information overload and maximize your time

Use a Proven Strategy to Avoid Information Overload
a) Use the “60 Second” rule for important Actions

¢ |If the information you are handling at the moment:
v" Requires action
v Needs to be completed soon (i.e. today, this week, etc.)

v' Can be completed in less than 60 seconds*
Then Do it Now

D b) Prioritize Remaining Information Only Once by Putting into 1of 6 “Buckets” using
Labels.
Make volume of information less intimidating by dividing it up
1 - Actions to Complete (‘Must do’ actions, projects, etc.)
2 - Waiting for Answer (Everything needing a reply before action)
3 - Read or Review Later (Read or review at your convenience)
4 - Under Development (‘Not yet’ or more data/resources needed)
5 - Will Refer to Later (Can move later to ‘Documents’ or archive)
6 - Keeping Just in Case (Vs. deleting when you may need it later)
Use these buckets for both electronic AND paper information/data

NOTE: If you have already created additional folders by subject for things you are already done
with, do not delete them, just move them under folder #5— Will Refer to Later.

D c) Streamline and save time; create only ONE place to go for:

Calendar events (meetings, webinars, calls, etc.)

Contacts

Things you are waiting a response on

Actions you need to complete

Notes

Documents and files

U Avoid (when possible) multiple calendars, appt. books, scratch pads, post its, et al.
CREATE an efficient electronic and physical workspace—Streamline the way you do
things and increase efficiency by doing them the same way every time.

DN NI N N NN

D d) Quickly & consistently deal with interruptions—Use ONE way to take down notes/
action items—Recommendation: Send short e-mails to yourself (usually ‘subject’ only) WITH-
OUT going to Gmail, smartphone or tablet.
Goal: Make taking notes/actions items on all your devices as quick as possible
0 On Smartphone, slightly touch and hold the Gmail icon and tap “Compost”. You can
also use Siri on iPhone/iPad, Google Assistant on Android,
U Laptop/Desktop Computer: Dictation on Windows (Windows + H key on your keyboard).

D Another key to dealing with Interruptions—Is it necessary to resolve interruption this minute?
a. Yes —thenjustdoit!
b. No - just like any other professional (i.e. doctor, accountant, etc.); set an
appointment (we recommend using your electronic calendar’s meeting request)

©2024 Turner Time Management, LLC. All rights reserved. All trademarks reference are property of their respective holders and are used for identification purposes only.
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D Interruptions that take you “off track” take at least 7 minutes to recover from, so...
Don’'t CREATE interruptions; KEEP YOUR FOCUS BY ELIMINATING non-essential:
® “New e-mail” alerts (Distracting)
® Too many reminders: Calendar, tasks, follow up flags and smartphone/tablet
® Avoid managing e-mail constantly—Check e-mail as often as needed and

schedule e-mail management sessions (>5 minutes) approximately than 3-4 times/
day

D Unplug Your Electronics to Recharge Your Brain—Our brains need downtime (away from

computers, smartphones, et al) to RECHARGE— Take regular breaks and refresh yourself;
breaks also help entrench learning.

I_ The bottom line: A lot of time on the computer/smartphone/tablet can be counterproductive

Maximize the use of your time through your daily calendar. Schedule order:
v’ Sales/Revenue (Opportunities to bring in sales or additional revenue) (GREEN)
v Boulders (project, actions w/due dates, and RELATIONSHIPS) (RED)
v" Rocks (What you do daily to keep things “running”) (YELLOW)
v Sand (Quick & easy but usually “non-critical” action Items) (LIGHT BLUE-default color)

3pm
1 Example: Google Calendar

4pm[ap—Putall old sent tems | C@lendar showing the use of color
e coding for scheduling and identifying items
Epm_ in the proper order (boulders, rocks, sand)
15 minutes of planning saves an hour of work - Put “Boulders” on Your Calendar FIRST
Set “appointments”; set aside time - Eliminate “Where did the day go?"
U Projects (including those that aren’t urgent...YET)
v' Doesn’t have to be HUGE time blocks; just adequately planned
O Not enough time? Set times to improve efficiency
v' ‘Implement new time-saving strategies’, ‘Organize’, etc.
0 BOTTOM LINE: Set ‘strategic’ reminders to help get/stay on track and make sure
you have time scheduled on your calendar to review your “Priority folders”.

E Use Your Electronic Calendar to Set Time for Calls, Webinars, etc.

O Confirm/Lock in date/time with participants

U Send/ask for meeting requests

U Send or ‘Accept’ right away; let’s others know time is confirmed (RSVP)
U Help participant(s) pick best date/time

O Send them your Calendar ‘s “Free/Busy” schedule
O Use the location field to your advantage

U Address or phone number (and who’s calling who)

Show me as () Available @ Busy
Privacy (O Default (O Public @ Private

Learn mere about private vs public events
Publizh event

©2024 Turner Time Management, LLC. All rights reserved. All trademarks reference are property of their respective holders and are used for identification purposes only.
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Mi Gmail

Compose

Inbox
Starred
Snoozed
Sent

Drafts

®evVvexo +

v More

Meet
B New meeting

B3 Join a meeting

Hangouts

o Albert

No recent chats
Start a new one
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] Using Side Panel

On the right, under your profile picture, Gmail has a side panel that you can use for
quick actions. Anytime, you can hide or unhide the panel.

O Google Calendar  [5
0 Google Keep (Notes)
O Google Tasks @2

L Contacts 0

Here is what is available on that side panel by default:

The image below show the side panel for quick actions in Gmail

Q  Search mail
Oo- c
[ Primary

Greg Zelfond, Share.
Dylan Dement
Greg Zelfond, Share.
4 Mike Gabel
4 Mike Gabel
Dylan Dement
4. Dylan Dement
4 Mike Gabel

+ 4 Mike Gabel
Mike Gabel

Dylan Dement

—r
£

1-50 of 86

2% Social @ Promotions

How OneDrive Sync resolves sync conflicts - It is a bit messy! ...
Re: WP Engine - Migration Plugin - Hi Albert and Mike, | hope a...

Major vs. Minor Versions in SharePoint Online - Versioning feat...

Re: Is the Package slip working for you? - Yes, It works. Thank y...

RE: Packing Slip Template / Excel - Albert, Thank you for taking ...

Re: WP Engine - Migration Plugin - Albert, Okay, please let me k...

Re: WP Engine - Migration Plugin - Hi Albert, Have you made a d...

Packing Slip Template / Excel - Albert, Can you make me a pac...

FW: FW: An update about the website login URL - Albert, See Mi...

FW: An update about the website login URL - Michael, Albert ha...

Re: WP Engine - Migration Plugin - Hi Albert, Please let me kno...

Sep 16

Sep 6

Sep 2

Sep 1

Aug 31

Aug 31

Aug 31

Aug 31

Aug 28

Aug 27

Aug 27
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D Using Smaller Time Increments in Calendar (Google Calendar)
You can NOT change the calendar in a Google Calendar to show smaller time increments as
you can in some other e-mail programs or web applications. However, the calendar event
length will be reflected in the size and placement of that event in your calendar display.

This image shows the new 15 minute calendar event as | create it in Google Calendar.

x 15 minute appointment

Jan 26,2024 2:.00pm to 2:15pm  Jan 26,2024 Time zone

|:| Allday Does notrepeat ~

Event details Find a time Guests
(] Add Google Meet video conferencing Add guests
Add location

Guest permissions
L Notification ~ 30 minutes ~ X [J Modify event
Invite others

Add notification
See guest list

(9  Alberts Google @ ~

If you schedule an appointment using a 15 min increment it will be reflected in the size and placement of the
appointment on your calendar. The two green events— one is from 2:30 to 2:45 and the other is 2:45 to 3:00.

2:30p - 15 mT—
2:45p — (Mo i
pm 3p-—4p
Project for XYZ

ComnAany
4pm | 4p — Put all old sent items
4:30p - Accounts receivabli
2pm sp— REVIEW TODAY AMD
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to follow-up on the e-mail.

2 Left click “Create event”.

this e-mail).
4 Save the event.

Open the e-mail message (open in it's own window):
1.Left click three dots for more options.

"] copy an e-mail onto your calendar as an appointment:
You can create a calendar even from an e-mail message. This will allow you to set a reminder

o=

3.Change date and time of event (use date that you want to be reminded to follow up on

In the e-mail you have open, Left click arrow next to “More”. Left click “Create event”.

Google

Deleted Messages

v

D

Mark as un\ [ad

Mark as not important

Add to Tasks
Add star

Create event

Gmail - “ c 0 8

R The Hartford - AARP® 50+ Auto Insurance - Age 5047 You Could Save 3375
I Inbox (1)

Note to self Inbox  x
Starrad
Important Kim kininmonth <alohakim18@gmail .com:
to me (=
Sent Mail
Drafts (4) call Todd TV to see if he needs training

Filter messages like these

Mute

&= Jan 12

40of5

nce. Request a Free Quote Now.

= HJ

LY -

This image shows the even that will be created. The subject line is now the title of the event. The
body of the e-mail is automatically entered in the description of the Calendar Event. You will need to

- [Em|( 4

Note to self

6/18/2013 12:00pm to 1:00pm 6/18/2013

T

[J All day [ Repeat. ..

Event details Find a time

Where

Video call Add video call

Calendar |Kim kininmonth [v

Leezmpin call Todd TV to see if he needs training

Add guests

Enter email addresses

Guests can

[ modify event
invite others
see guest list

Add
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Copy an e-mail onto your calendar Google Calendar (continued...)

Most of the time when you receive a message that has a date and time in the message, it will
be underlined, and you can quickly create a Calendar Event by clicking on the underlined date
and/or time. Occasionally, the date and/or time will NOT be underlined, we have not deter-
mined the exact circumstances where the date and time are NOT underlined.

1.Hover cursor over the underlined date or time (in this example if | select the date the
event will show on the date only and I'd have to enter the time. If | select the time,
the event will show the correct date AND time. So you may want to try clicking on
the time when you are creating an event).

2. Left click the underlined time.

This image shows the lightly underlined date and time. It is a very faint underline.

Kim,

Are you free to grab lunch on Friday the 215t at 1:00 pm? 1 he know. We can
meet at Giordano’s on Algonguin,

Thanks,
Kay

This image shows the underlined time when | hover my cursor over it.

Kim,

2  me know.

Are you free to grab lunch on Friday the 215t 3t 1:00 pm?
meet at Giordano’s on Algonquin. Add to Calendar

Thanks,
Kay
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Copy an e-mail onto your calendar Google Calendar (continued...)

3. Left click “Add to Calendar”.

This image shows the event that is automatically created. Left click “Add to Calendar”.

M N |

Kim,

Are you free to grab lunch on Friday the 215t at 1:00 pm? Just let me know. We can

meet at Giordano’s on Algonguin.
gong Lunch date? Fri, Jun 21, 2013
Thanks, B Fri, Jun 21, 2013
Kay - e
(@ 1:00pm
No events.

Kim Kininmonth, Trainer | M

Turner Time Management, LLC | www.GetTurnerTime.com

Office: 760-231-5594 | Mobile: 847.321.0047 | Fax: 630.689.1450 | kim@getty

The information (and any atfached files) contzined hersin may be confidential and i= infended solely for the use
recipient, you are hershy notified that any dizsemination, distribution or copying of this commuRICILoN, OF SN) bree e p—

S T S e A S S el e

This image shows the event in my Google Calendar.

Thu 6120 Fri 6/21

1p - Lunch date?
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1. Left-click “Create”
2. Left-click “Appointment Schedule”
3. Review your working hours and all the details
4. Left-click “Next”

C M

I— Create ~

Event

Task

O
-0

Appointment schedule

— 2;\t:;

14 15 17

18

19

v E Google Calendar - January 202

calendar.goo

= E Calendar

13

20

X

ol

Sending your calendar availability by e-mail (Gmail)
You will have to create Appointment schedule firs. Here is how you will do that:

Take atour  Feedback X
) Appointment duration
How long should each appointment last?
30 minutes -
® General availability
Set when you're regularly available for appointments. Learn
more
Repeat weekly ~
Sun Unavailable ®
Mon 9:00am - 5:00pm ©@ @ O
Tue 9:00am - 5:00pm ©@ ® O
Wed 9:00am - 5:00pm @ @ O
Thu 9:00am - 5:00pm @ @ O
Fri 9:00am - 50pm @ @ (O
Sat Unavailable ©)
(GMT-06:00) Central Time - Chicago ~
»  Scheduling window
“ 60 days in advance to 4 hours before M
T e R RATTT T
4
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6. Left-click “Save”

Sending your calendar availability by e-mail (Gmail)...Continued...

5. Review all the details on the second window of the panel

We Recommend: Bookmark your “Appointment Schedule” page.

BOOKABLE APPOINTMENT SCHEDULE

Meeting with Albert

Booking page photo and name
See how your identity is displayed on the booking page

Location and conferencing
Would you like to meet in person, via phone, or video conference?

Select how and where to meet ~

Description
Add a note that explains your service. This will appear on your
booking page and in confirmation emails.

B I U = = o Y

Add description

Booking form

= v
First name - Last name - Email address
Booking confirmations and reminders
e o L v
Calendar invitation - Email reminder
Back
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D How to Make Guests Optional for Google Calendar Events

Not everyone you invite to a meeting may be a required guest. There might be someone that you

want to give the choice to attend. Google Calendar provides the ability to make attendees optional,
but it’s not obvious.

Here is how you can mark someone as an “Optional attendee”.

Hover your cursor over the attendee you want to mark as Optional. You will see the “Avatar” on
the right currently filled with black. o

1. Left-click on “Avatar” to mark the attendee as “Optional”

(it will become hollow)

Event Task Reminder

® Monday, January 31 1:30pm - 1:45pm
Time zone - Does not repeat

2, Add guests

o Albert Amin
Organizer

Q albert@turnertimemanageme... *

* Calendar cannot be shown (2)

Guest permissions steve@turn
steve@turnertim

(] Modify event

Invite others Open detailed view

More options
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How to Make Guests Optional for Google Calendar Events... Continued

2. Left-click “Save”

The image below shows the hollow Avatar after marking it as Optional

Marketing Strategies

Event Task Reminder

® Monday, January 31 1:30pm - 1:45pm

Time zone - Does not repeat

2, Add guests

o Albert Amin
Organizer

O albert@turnertimemanageme... *

Do

0 steve@turnertimemanageme... *

Optional
More options g

2

* Calendar cannot be shown (%)

N T S S
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"] color Coding appointments- “Event Color”:

1.In appointment Left Click on the color icon

2.Select your desired “Event color”.

This is where you will find the “Event Color” option when creating a new appointment.

X Schedule a meeting E

Oct 13,2021 9:30pm to 10:30pm  Oct 13, 2021 Time zone

() Allday Does not repeat ~

Event Details Find a Time

(] Join with Google Meet O x

meet.google.com/jed-chvv-cap - Up to 100 guest connections

Add location

) Notification ~ 30 minutes ¥ X

Add notification

|
=
us]
N
IC
[l
[
i)
U
b

Add notificati
E Albert Ami

3 Busy ~ |I

| = = e Y

|
S
W

Can we s®Qaaeacgyon Friday, October 15, 2021 at 01:00 pm?
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D Script your day (using the “day” view works well)

D Tricks to Navigating your Google Calendar:
Move a calendar appointment:
1.Hold down left mouse button
2.Drag appointment to new time and/or date

Mon 617 Tue 6118 Mon 8117 Tue 618
Cal Cal

10am
10am|10-11
Review e-mail inbox

11am

11am 11:30 — 12:30p

Review e-mail inbox
12pm

12pm

D Other Calendar Keys to Consider
0 Streamline: Use ONLY your Google calendar for planning schedule/action items
® We don’'t recommend Google tasks, follow up flags or paper to do lists.

v" Will insure you don’t overschedule yourself
v’ Note: include “FLEX” and/or break time
Q Insure your calendar syncs with all your devices

D Calendar Keyboard Shortcuts

v Navigation shortcuts:

KorP Go to previous period
JorN Go to next period
R Refresh
T Go to today
v View shortcuts:
1orD Day view 4 or X 4 Day view
2o0rW Week view 50rA Agenda view
3orM Month view
v Actions:
C Create calendar event CTRL+Z Undo last action
E View event details ESC Back to calendar view
Del Delete event CTRL+S Save event
v Application:
/ Search CTRL+P Print
Q Delete event S Settings

CTRL +? Open keyboard shortcuts

This is the appointment in its original position. ‘ \‘This is the appointment after it has been moved.
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This process is shown on Android phone.

1. Tap the menu option in the top left section
2. Scroll down and Tap “Settings”

643000 - BN =R 58%=

= Search in mail

Primary

The Google Account Team 6:41PM
® Albert, finish setting up your Gala...
Finish set-up »[

D How to Change Days of Mail Sync in Gmail

By default Gmail is set to sync 30 days. However, you can change it:

643 DD - BN 2. 58%=
® Snoozed

Important

D

B>  sent
B  Scheduled
Outbox

Drafts

All mail

Spam

Trash

Action to Complete

Waiting for Answer

Google apps

D Calendar

Contacts

®
€S3 Settings
©)

Help & feedback

11 O
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How to Change Days of Mail Sync in Gmail...Continued...

3. Tap “Days of mail to sync
4. Slide up/down to select days
5. Tap “Ok”

643 OO - BN =R 58%a

emarketing.albert@gmail.com

Call ringing

ol ming calls

Reply and follow up

Days of mail to sync

Cancel
Download attachments

chments

Images

5 di

Enable dynamic email

isplay dynamic ema

©2024 Turner Time Management, LLC. All rights reserved. All trademarks reference are property of their respective holders and are used for identification purposes only.

643 PDO - BN = . 58%=

< emarketing.albert@gmail.com :

Call ringing
Ring for incoming calls

Nudges

Reply and follow up

Inbox Tips

Inbox Tips settings

Data usage

Sync Gmail

Days of mail to sync
30 days

Download attachments

Auto-download attachments to recent
messages via Wi-Fi

Images
Always display external images

Enable dynamic email =
Display dynamic email content when available

11 @)
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E 2 . Find e-mails, documents, files, ANY information in seconds

Search for e-mails by:
v To: (Person’s name) or From: Finds anything sent To or From person
v Subject: (type words to search in “Subject:” field)
v for more specific search can also use Advanced search options
v Put “quotes” around specific phrases or names

v Enter more information to help refine your search...
Example: Bill Jones ABC Company Price List

v Has: attachment finds any message with attachment
Filename: pdf finds any message with PDF attachment

v Has:yellow-star finds any message marked with a yellow star (start by
typing a color after has: and Gmail will make suggestions)

Advanced
search
button

Q, Search mail T
= M Gmail ?/ﬁreh mail \
/ Compose From

To
& Inbox 6s Subject [ < ‘2
Yr Starred ‘8 2 a-,

Has the words c ©C w=
(® Snoozed T Q=
B Sent Doesn't have y»n» o

/

[ Drafts 5 Size greater than v MB v
Ll Date within 1day v o]

Labels o Search All Mail .
|
B Action to Complete \was attachment  [[] Don'tinclude chats /
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Ll 3. The most efficient way to process and organize e-mails
RULE #1: Anything you do repeatedly for your business deserves a process (including
getting control of your Inbox...)

a) Create new “top level” e-mail labels by priority NOT by subject.

1 - Actions to Complete (‘Must do’ actions, projects, etc.)
v If you have large project(s) can create project sub-folder(s) under here
2 - Waiting for Answer (Everything needing a reply before you take action)
3 - Read or Review Later (e-mails to read or review at your convenience)
4 - Under Development (‘Not yet’ or more data/resources needed)
5 - Will Refer to Later (can move later to ‘Documents’ or archive)
v" Most of your emails can get this label
6 - Keeping Just in Case (vs. deleting when you may need it later)
*Emails can have more than one label.
E How to create new “top level” e-mail labels
1

1. Left click the gear icon

2. Left-click “See all settings” -

3. Left-click “Labels” ols]= @

4. Left click “Create new label” Quick settings x B

5. Enter label name /|_

6. Left-click “Create” 3 See all settings 2

Sett]
\
New Label

Drafts show hide show if unread
All Mail show hide Please enter a new label name:
Spam show hide show if unread 5 1-Actions to Complete
Trash show hide [] Nest label under:

Categories Show in label list |

Categories show hide
6 Create Cancel

Social show hide /

Updates show hide

Forums show hide

Promotions show hide

Labels Show in label list
4 ‘ Create new label

Y

] b. Make sure you label everything in your inbox you’ve read

Note: Removing a label

L Recommendation: Only use your Inbox for:
v What you haven't read yet
v" What you are going to work and why (labels)
D 0 More recommendations for organizing your e-mail
v If you're finished with an email, delete it or if you may need it later, “Archive” it.
v Contact TurnerTime if you need archiving assistance
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[

How to Save an Email into Document Folder on your Computer

Open the email that you want to save into documents.

1. Left-click the three dots for “More” actions
2. Left-click “Download message”

The image below shows how you will save an email into documents

OV oe%0 N

<
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M Gmail

Compose

Inbox
Starred
Snoozed
Sent
Drafts

More

Labels

Action to Complete

Waiting for Answer

60

Q_ Search mail = ® ©
< O w 5 O @ B D 0of172 < > Emv
The Apple Store Shopping Event is finally here. () inbox « a o
Apple & <News@insideapple.apple.com>  Unsubscribe Fri, Nov 24, 2023, 8:10AM % ]
. tome v
“ Reply
~ Forward
,
o

Filter messages like this
Print

The Apple Store Shopping Event

Delete this message

Give an Apple produ @ ==
Get an Apple Store .
Gift Ca

Buy an eligible product and get an
to B7,200 to use on a later purchase.
27 November. Only at Apple.

Report phishing
<> Show original

Bg Translate message

Ii’, Download message I

&5 Mark as unread
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D Optimize Gmail for increased efficiency
STOP going back to Inbox after handling an email, change option to open next email after

moving or deleting an open item. You will find this setting in “Advanced”. Here is how you can
enable this option:

1. Left-click gear icon.
2. Left-click “See all settings”.

The image below shows how you will go into Advanced Settings

® & = @

Quick settings X 31

See all settings

Apps in Gmail o
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Optimize Gmail for increased efficiency (continued...)
On the next window:

3. Left-click “Advanced”
4. Left-click “Enable” to checkmark
5. Left-click “Save Changes”

The image below shows the window where you will see the option under Advanced settings

Settings 3 |m- l
General Labels Inbox AccountsandImport Filters and Blocked Addresses Forwarding and POP/IMAP Add-ons Chat and Meet

Offline Themes
Auto-advance

Show the next conversation instead of your inbox after you delete, archive or mute a conversation. You can s 4 @® Enable O Disable
whether to advance to the next or previous conversation in the "General" Settings page.

Templates

Turn frequent messages into templates to save time. Templates can be created and inserted through the "More
options" menu in the compose toolbar. You can also create automatic replies using templates and filters
together.

@® Enable O Disable

Custom keyboard shortcuts
Enable the ability to customize your keyboard shortcuts via a new settings tab from which you can remap keys to O Enable @® Disable
various actions.

Right-side chat

Move the chat box to the right side of the inbox. O Enable ® Disable

Unread message icon

See how many unread messages are in your inbox with a quick glance af] ilicon on the tab header. O Enable © Disable

Save Changes ‘ ‘ Cancel ‘
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D How to Turn On Desktop Alerts in Gmail

Desktop alerts are turned off by default in Gmail. However, if you want to turn them on, you
can do that in the settings. Follow the instructions number wise with arrows.

1. Left-click the gear icon in the top right section

2. Left-click “See all settings”

3. Scroll down and in the “Desktop notifications” section, left-click on “Click here to enable
desktop notifications for Gmail.”
(A box at the top will pop up)

4. Left-click “Allow”

1 @3 |

Quick settings X 31

See all settings

2

Apps in Gmail

&< G (5]  https://mail.google.com/mail/u/0/#settings/general g a A %

=. Partner Cen mail.google.com wants to X 1™ [3 TurnerTime Al - ™ [ Linkedin =- Microsoft Cloud Par... I Store C

1L
T

M G @ Show notifications =

Allow Block
/ Compose
6 General Labels Inbox Accountsand Import Filters and Blocked Addresses Forwarding and POP/IMAP Add-ons Chat and Meet

4 Inbox [ wrTting Styfe)
vr Starred Conversation View: (O Conversation view on
@© Ssnoozed (sets whether emails of the same topicare @ Conversation view off

grouped together)
B> Sent
[} Drafts c Smart Reply: @ Smart Reply on

(Show suggested replies when available.) O Smart Reply off
¥  More

Smart features and personalization: Turn on smart features and personalization - Gmail, Chat, and Meet may use my email, chat, and v

Learn more smart features. If | opt out, such features will be turned off.
Labels +

i Smart features and personalization Turn on smart features and personalization in other Google products - Google may use my emai
B Action to Complete

in other Google products: and provide sma If | opt out, such features will be turned off.

Learn more

Package tracking: O Turn on pack ng - Google will share tracking numbers for your packages with shipping car
Learn more

Desktop notifications: Click here to enable desktop notifications for Gmail.

(allows Gmail to display popup notifications on () New mail notifications on - Notily me when any new message arrives in my inbox or primary tab
your desktop when new email messages O Important mail notifications on - Notify me only when an important message arrives in my inbox
arrive) @ Mail notifications off

Learn more

Stars: Drag the stars between the lists. The stars will rotate in the order shown below when you click succet

mouse over the image.
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How to Turn Off Spelling and Grammar Check

In Gmail, Spelling and Grammar check is turned on by default. However, you can turn it off if you
want. Here is how you will do that:

1. Left-click the “Settings” icon in the top right section
2. Left-click “See all settings”

In Gmail, Spelling and Grammar check is Turned on by Defaulit.

1 ) :
Quick settings X G
See all settings
o 2
Apps in Gmail ot

3. In the General tab, scroll down and turn off the grammar suggestions
and spellings suggestions which ever you want.

Settings

General Labels Inbox AccountsandImport Filters and Blocked Addresses Forwarc

Grammar: @® Grammar suggestions on
O Grammar suggestions off

Spelling: @® Spelling suggestions on
O Spelling suggestions off

Scroll Down and left-click “Save Changes”

Save Changes l l Cancel l

©2024 Turner Time Management, LLC. All rights reserved. All trademarks reference are property of their respective holders and are used for identification purposes only.




Check & Work on items of most interest to you. Please consult your IT Resource before taking any actions you are not sure of. 32

QUESTIONS? 1-855-778-8463
Steve@TurnerTimeManagement.com

How to Open Replies/Forwards in the New Window

By default Gmail opens up replies and forwards in the same window. However, you can quickly open
it in the new window using a keyboard shortcut.

Open the email_ Re: [Y] Albert, finish setting up your Galaxy A73 5G device with Google - & X

< ¥ The Google Account Team (no-reply@accounts...

Option 1:

Press (SHIFT + R) to reply an email
Press (SHIFT + F) to forward an email

Ni

B :v-c06a827 ¢ @

Option 2:
You can also use your Mouse and Keyboard Together.

Press SHIFT key on your keyboard and left-click “Reply” or “Forward”.

< B O w 5 O & D i Ea
{74 Albert, finish setting up your Galaxy A73 5G device with Google e &
. The Google Account Team <no-reply@accounts.google.com> Unsubscribe 6:41PM (1 hour ago) ﬁv :
‘ tome
Google
Hi Albert,
A better Android experience
is waiting

Take one minute to set up your phone
with Google

Get started
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d. Follow effective e-mail guidelines
USubject Line: It's your “Headline”/"Call to Action”/summary—does your recipient
have a good idea what they need to do, by your subject line alone?
v'Change subject line if subject changes (or start a new e-mail)
Good subiject lines will make finding e-mails later easier
v'Keep Subject line SHORT (many emails are viewed on mobile devices)

Average subject line: “Usage Report for ABC Co.”
“Action” subject line: “ABC Usage =HUGE upside!”

"] MORE Effective E-mail Guidelines
QA phone call is virtually always better than just sending an e-mail
(J Avoid e-mail in a back/forth debate or when difficult to write email
U Don’t e-mail when you’re upset, unsure or need instant response
U Sending an important and/or time sensitive e-mail? Call them first
L If Subject line is blank — fill it in.
Q Try to have only ONE subject matter per e-mail
U Use ‘To:’ field for ‘Action’ and ‘Cc:’ for ‘FYI Only’
L Put action items/key info at beginning of e-mail
a Keep e-mail short; bullets/single line sentences will insure its read
Q Provide quick summary of attachments; use good file names

(] Resend an email to save time. To resend, click “‘Reply” or “Forward) the email,
change the recipient if needed and send it

] e. To clean up your Inbox quickly (see our coaching program for
several even more powerful recommendations):

FIRST...Select all e-mails you know can delete without opening

1. Select multiple e-mails; Left Click the checkbox on the right of each email OR
SHIFT + Left Click on first and last email in the range you want to select

2. Delete all those e-mails at once (CTRL Key + D or DEL key to delete)

f. Review each new e-mail only once to prioritize - TOUCH E-MAILS AS
FEW TIMES AS POSSIBLE (JUST LIKE PAPER)
You must CONTROL the Inbox — since the older the emails in your Inbox get the farther
they get from your memory.
We recommend only keeping in the inbox what you haven’t looked at yet or are working
on today.
During E-Mail Management sessions, go through e-mails sequentially - GET INTO THE
“ZONE” SO YOU CAN HANDLE E-MAIL FAST
1. Open newest e-mail full screen (double click or press ENTER)
2. Two minutes or less and important: DO IT NOW
v’ Use e-mail shortcuts to Reply, Forward, Delete, Print, etc.
3. Going to address it later today?
v’ Leave it in the e-mail inbox and go to the next message
4. Going to address it sometime after today?
v’ File e-mail into appropriate folder
5. Once Inbox has been gone through once, go back to the top e-mail in your Inbox.
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Using Email Templates

Using “Email Templates” for frequently used text, will help you save time when composing e-
mail messages. You will want to use Email Templates for anything you find yourself typing re-
peatedly. You can always change information in the Email Templates (e.g. dates and times of
meetings and calls). You must first turn on “Email Templates” in Settings

under “Advanced”. (instructions start on next page).

Commonly used phrases for “Email Templates”:

L Please see attached and let me know if you have any questions.
Thank you,
Kim

U Please call me on my cell phone at 630-774-7944. Thanks, Steve
L Thank you for your business!

Lrm in a meeting. Will call you back later.

Can also be set

L For your information up on iPhone/
iPad! Please see
L1 thought you might find this helpful. iOS Quick Refer-

ence Tri-fold.

LMy mailing address is:
Turner Time Management, LLC
Attn: Steve Turner,
306 Stratford Place, Unit 21
Bloomingdale, IL 60108

L Conference call information:

Our weekly call will be held on July 10th at 9 am CST
Call hosts: Steve Turner, Bill Gates, Jim Smith
Inside US dial in: 888-555-1234

International dial in: 999-555-1111

Conference ID: 378950483

Link to meeting: https://join.me/

If you have any questions or suggestions for this week's call, please send me
an e-mail.
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Email Templates (continued...)

Turn on “Email Templates” in Settings

Left click gear icon.
Left click “See all settings’.
Left click “Advanced”.

aobhwpnp=

Scroll to bottom and “Save Changes”.

Under “Email Templates”, left-click “Enable”

Quigk settings

2

See all settings

DENSITY

@® Default

(O Compact

(O Comfortable

This image shows where you will find “Labs”. Enable Email Templates.

©2024 Turner Time Management, LLC. All rights reserved. All trademarks reference are property of their respective holders and are used for identification purposes only.

11

Q  Search mail

Settings

General Labels Inbox AccountsandImport Filters and Blocked Addresses Forwarding and POP/IMAP  Add-ons

Offline Themes

Auto-advance
Show the next conversation instead of your inbox after you delete, archive or mute a conversation. You can select
whether to advance to the next or previous conversation in the "General" Settings page.

Templates

Turn frequent messages into templates to save time. Templates can be created and inserted through the "More
options" menu in the compose toolbar. You can also create automatic replies using templates and filters
together.

Custom keyboard shortcuts
Enable the ability to customize your keyboard shortcuts via a new settings tab from which you can remap keys to
various actions.

Right-side chat
Move the chat box to the right side of the inbox.

Unread message icon
See how many unread messages are in your inbox with a quicl iicon on the tab header.

Save Changes | | Cancel

@ @

Chat and Meet Advanced 3
O Enable @® Disable
@® Enable O Disable 4
O Enable @© Disable
O Enable © Disable
O Enable ©® Disable
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Email Templates (continued...)

QUESTIONS? 1-855-778-8463
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Create Email Template

2Rl

Left click “Compose”.

Type body of the message.
Left click three dots in bottom right corner of message. 1
Hover cursor over “Templates”.
Left click “Save draft as template”.
Left click “save as new template”

Gmail ~

COMPOSE

This image shows where you will left click the arrow in the bottom right corner of new message.

©2024 Turner Time Management, LLC. All rights reserved. All trademarks reference are property of their respective holders and are used for identification purposes only.

nstead of your inbox after you delete, archi
xt or previous conversation in the "General

templates to save time. Templates can be
te toolbar. You can also create automatic r

re your keyboard shortcutsp= 1

Weekly Call
Recipients
’ Weekly Call
Hi Everyone,

Our weekly call will be held on October 11.

Thank you,

Albert Amin

INSERT TEMPLATE

t side of the inbox.

OVERWRITE TEMPLATE 5

Save as new template

=

6 -

¥, Save draft as template

B Delete template

Smart Compose feedbac
00 mor—T

Default to full screen

Templates »
Label »

Plain text mode

Print

Check spelling

— v
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Email Templates (continued...)

7. Type a name for the Email Templates.

. Left click “OK”.
This image shows where you will name the new Email Templates.
Enter a new template name X
7 ‘Weekly Call |

ance 7
oo | IR T

E Use Email Templates

1. Left click “Compose”. Gmail ~
2. Left click three dots in bottom right corner of the
message.
3. Hover cursor over “Templates”. 1
4. Left click desired Email Templates (under

‘INSERT TEMPLATE”)

) New Message - @ X
£

To Cc Bcc

Subject

Thank you,

1 Albert Amin
Manager Social Media & Marketing
Mobile: +1 (779) 2013-9066

Default to full screen

INSERT TEMPLATE / Templates » 3
Weekly Call 4 Label >
\lmi Plain text mode

ok, Save draft as template 3
Print
y @ Delete template »

Check spelling

A Smart Compose feedback'\
: r
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E Create Auto Signature in Gmail

Left click gear icon.

Left click “See all settings”.

Scroll down to Signature and type in signature.

Left click “Insert this signature before quoted text

in replies.....” (this will put your signature immediately
after you reply text and not at the very bottom of the
email).

5. Scroll down and left click “Save Changes”

PON=

he

You will want to create a signature to use on all of your e-mail messages (New messages,
Reply and Forward). Include important contact information in your signature; Contact info
(Name, title, phone, fax, e-mail, website), Legal disclaimer, Any other information you want all
customers to know - Link to your Linked In profile. It may be easiest to compose your signa-
ture in Word (or any other word processing app), and then copy and paste into Gmail.

I
Tl

Quick settings

See all settings

i B
&=
2

DENSITY

(® Default

(O Comfortable

(O compact

AR

Settings

Add-ons Chatrand Meet Advanced Offline Themes

General Labels Inbox Accounts andImport Filters and Blocked Addresses

Forwarding and POP/IMAP

:::: I

Signature:
(appended atthe]  Albert s B Thank you,
end of all )
o Albert Amin
outgolng < Manager Social Media & Marketing
Mobile: +1 (779) 2013-9066
SansSerif ~ T~ B 7 U A~ o M =~ :
\ 4+ Create new
Signature defaults
FOR NEW EMAILS USE ON REPLY/FORWARD USE
‘Albert V‘ ‘Albert v
Insert signature before quoted text in replies and remove the "-" line that precedes it.

nal favunal = Ma indinatare

Save Changes Cancel
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 ETE

D How to Move Emails to Archive

There are ways you can archive emails.

E Archiving Multiple Emails at Once:

1. Left-click the checkboxes on the right of the each email
2. Left-click “Archive” button

2

= M Gmail

B~ 8] © m 8 0 @& m DO
/ Compose
&4 Primary 3 f(omf:t|otls @ 2. Social
E Inbox 59 Opus at The Belfry House
Yr Starred The Google Account . Albert, finish setting up your Galaxy A73 5G device with
® Snoozed 1 Apple Make hearts flutter with a gift from Apple. g5’ - From Aii
B> Sent . . X i X
iCloud Your iCloud storage is full. - Hello Albert Amin, Your iCloud
) Drafts 5
v ¥ iCloud Your iCloud storage is full. - Hello Albert Amin, Your iCloud
v ore

Archiving an Individual Email in the Inbox:

1. Hover your curser over the email and on the right you it will show you some action items
2. Left-click “Archive” button

O~ ¢ 1-50 @ > E v
& \ Primary © Promotions QD 2, Social - —
Opus at The Belfry House L
1 The Google Account . Albert, finish setting up your Galaxy A73 5G device with Google - Finish set-... T &5 O

Archiving an Opened Email:

1. Left-click “Archive” button

< @ W B O @ B D 10f 171 > Em v
Albert, finish setting up your Galaxy A73 5G device with Google inbox x =
. The Google Account Team <no-reply@accounts.google.com> Unsubscribe 6:41PM (1hour ago) v “

. tome -

Google
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If you would like to keep track of e-mails you send that you are waiting for an answer on,
you can create a special label in Gmail. This will allow you to assign a label to the e-mail
before you send it out and do a follow up on e-mails that you needed a response for.

1. On the right of Labels, left-click + button = M Gmail
2. Enter label name “Waiting for answer”
3. Left-click “Create”
/ Compose
&d Inbox 58
v Starred
This images show the process to create new label. ® Snoozed
B Sent
[} Drafts 5
v More
Labels 1 o
B Action to Complete
New label X
Please enter a new lab¢| name:
lWaiting for answer < 2 ]
(O Nest label under:
Cancel Q
3
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How to Create and Use “Waiting for Answer” Label...Continued...

4. Before sending an email, left-click three dots
5. Left-click “Label”
6. Left-click the checkbox to assign cateogry

This images below show how you will assign a waiting for answer label before sending out an email.

Label as: Social
Q
G device with Google - Finish set-up -} 6:41PM
[ [ Action to Complete this? _ax
[J Waiting for answer
1agement.com
l [0 social
his?
[ Updates
[J Forums
[ Promotions
W Add star Default to full screen
Create new Templates >
Manage labels Label . 5
3 DAYS REMA Plain text mode
0 DAYS REM Print
Check spellin
The ultimate peting
»ple Store Sh (%) Setupatimetomeet @»
—
MM An tha Eu
= ~
4
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Use your Auto Signature and have useful information in it
(For tutorial on how to create Auto Signatures, please go to page 101)

[ Make sure you have a signature for both new and replies

[ Set up on each mobile device (tablet, smartphone)

[ “Best Practices” for everyone in the organization
[ Contact info (Name, title, phone, fax, e-mail, website)
Q Legal disclaimer
Q Any other information you want all customers to know

E 4. Consolidate all tasks, projects, etc.
TAKING ACTION...“Action precedes motivation”; you must START to become motivated

"Better to do something imperfectly than to do nothing flawlessly."
Decide what to do with e-mails that would normally accumulate in your Inbox

E It’s about prioritizing what truly needs action—
What will get you to your goals? (boulders & rocks)
NOT
Just doing what'’s easy (i.e. "sand”) or what’s more enjoyable
You can’t do everything, so do what matters most

E Streamline to simplify/improve efficiency - Have ONE place to take notes/action items
and initially get all your action items into Inbox

[ We recommend using short (subject only) e-mails sent to yourself:

a) On smartphone, tap and hold Gmail icon and tap “Compose”. You can also use
Siri on iPhone/iPad or Google Assistant on Android Phone/Tablet.

E Next, get Your Inbox under control and your Today’s “To Do list“ assembled:
v' Critical & can do it in <2 minutes? Do it Now
v" Going to do later today? Apply appropriate label
v Going to do it sometime after today? Apply appropriate label

E Once you’ve reduced your Inbox down to your “To Do list” for today:
v" Schedule remaining boulders/rocks on your calendar
v Make sure you have time scheduled on calendar to review your “priority” Label

E Want/need a task management system? Use ‘1-Actions to Complete’ to consolidate all “tasks”
v’ Streamline: No separate task list to have to go to
v" Quicker to review/re-prioritize and eliminates re-writing paper list
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] Marking messages using Stars to prioritize e-mails
You can create a system to mark the importance of a message by using “Stars”. In other
email programs we use a numbering system of 1-5 to mark the importance of a message on
our “To-Do” list. In Gmail you can use different colored Stars to mark messages.

In “Settings” drag the stars from the bottom row to the top row to enable their use. You can
click “all stars” to move all of them to the top row at once. Always make sure to scroll to the
bottom and “Save Changes”.

Use the search string: has:yellow-star
to search for all messages marked with a yellow star. (start by typing a color after has: and

Gmail will make suggestions)

This image shows where to find “Stars” in Settings. | have dragged some additional Stars into the top row so | can use them.

Settings

General Labels Inbox Accounts Filters Forwarding and POP/IMAP Chat Web Clips Labs Offline Themes
1 IS 15 Wnat Your poay 1exXT Wil 100K lIKe.

Conversation View: (") Conversation view on
{sets whether emails of the same topic are grouped .;E;. Conversation view off
together)

Send and Archive:

® Show "Send & Archive” button in reply

Learn more () Hide "Send & Archive” button in reply
Undo Send: Enable Undo Send
Send cancellation period: | 10 |+ | seconds
Preview Pane: Mark a conversation as read: | After 3 secands |+
Stars: Drag the stars between the lists. The stars will rotate in the order shown below when you click succes

wour mouse over the image.

Presets: 1 star 4 starg] all stars

In use: b ¢ w* W X
Not in use: g [ : @/[ﬂ'/

I Save Changes ICanu:eI
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“stars” in order).

Marking messages using Stars to prioritize e-mails (continued...)

To assign a “Star” to a message:
1. Left click the empty star icon next to the message (left click more than once to use the

This image shows where you will left click to assign a “star”.

rimary

Kim Kininmonth

Kim Kininmonth

Kim Kininmonth

Kim Kininmonth

=2 Social Q Promotions +

Fwd: Love the Movie? Now Read the Book - Kim Kininmaonth, Trainer | Inline image 1 Tul

Fwd: Medical Theories - Thanks, Kim Begin forwarded message: From: Beliefnet - Health

Fwd: Boost performance & profitability with better planning & mobile reporting - Tha

Fwd: General Guidelines for Building Effective Service Catalogs - Thanks, Kim Begini

This image shows the “Stars” in the order that | will use them.

Settings

General Labels Inbox Accounts
Conversation View:

(zetz whether emails of the same topic are grouped together)

Send and Archive:
Learn more

Undo Send:

Preview Pane:

Stars:

Filters Forwarding and POP/IMAP Chat Web Clips Labs Offline Themes

Conversation view on
* Conversation view off

s Show "Send & Archive" button in reply
Hide "Send & Archive" button in reply

¥ Enable Undo Send
Send cancellation period: | 10 | v | seconds

Mark a conversation as read: After 3 seconds v

Drag the stars between the lists. The stars will rotate in the order shown below when you clit

Presets: 1star 4 stars all stars

1 E ; w !
In use: i * * X =] u
Not in use:

Left clicking once will assign the red bang,
twice = green check, three = purple question
mark, and so on.
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"] Benefits of Using Google Drive ‘

It is cloud-based storage and collaboration platform designed for businesses. It allows you to store,
share, and collaborate on files and documents in real-time, from any device. Google Drive offers
several benefits for businesses, including:

1. Centralized storage: Keep all your work in one place with secure access from your computer,
phone, or tablet.

2. Easy sharing: Quickly invite others to view, download, and collaborate on any file — no email
attachment needed.

3. Automatic updates: File updates are automatically saved and stored in Drive, so everyone can
always have access to the latest version.

4. Administrative control: With centralized administration, data loss prevention, and Vault for
Drive, you can easily manage users and file sharing to help meet data compliance needs.

5. Smart search: Drive uses Google Al to predict and surface what’s important for you in real-time,
making it easy to find what you need.

6. No installation required: Google Drive is a cloud-based service, so no installation is required,
and anyone with a Google account can start using it right away.

7. Quick Files Search: You can use Google’s huge processing power to immediately search the
Drive and find the files you want to share or edit.

8. Built-in Comments Feature: You are working on a strategy and want the input of the whole
team. Nothing easier than using Google Drive’s comments to share your thoughts and get the
final form that satisfies everyone.

9. Microsoft Office Compatibility: Another one of the advantages offered by Google Drive is the
ease with which you can upload Microsoft Office files and continue editing them online, in the
cloud. Google Drive can handle Word, Excel, and PowerPoint documents so you won’t waste
any time converting these docs to share them and collaborate on them. Simply upload in Google
Drive and get ready to work together to achieve the best results.
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D Keys to Organizing:
1

— 1 Learn folder/file Navigation Shortcuts
o Type first few letters of folder/file name to select
v'When you know the folder name—you can type the name faster than you can
visually search and find it
v" Open the selected folder or file: Press Enter
v'Select multiple files/folders:
1. Hold down Ctrl
2. Left click on each item you want to select
v'Select range of files/folders:
1. Left click first item
2. Hold down Shift
3. Left click last item
v'Go back to previous folder: ALT + €
v'Go forward to next folder: ALT + =

—1 5. Set up Effective File Organization & Folder/File Navigation

(Documents & Desktop) “Documents” = your “file cabinet” or “reference library”

. Set up primary “top level” folders where you store documents
2. Make the top level folders match your key storage categories
3. We recommend 5-15 ‘primary’ (top level) folders
4. “Drill down” to sub-folders with more specific information
Recommendation: Limit desktop to files you are working on today.

NOTE: Some companies do NOT back up the desktop—check if you aren’t sure

open “Project files”

In this example, inside “My Documents”:
hit TAB key twice to move into list of folders & files, > tap P to highlight “Project files” folder, hit ENTER to

Hit A to highlight “ABC Company” folder, hit ENTER to open “ABC Company” folder
Hit M to go to “Microsoft Outlook Secrets” document, hit ENTER to open the document in Word

i b My Documents »
g §

h - E-mail Burn Mew fo

Documents library

My Documents
Mame

J BB FlashBack Movies

, BB FlashBack Pro 3 Updates

J BlackBerry

J Dell WebCarmn Central

, My RoboForm Data

, OneMote Motebooks
DlptloslsBilas

. Project files

; Blackberry simulator_i/.1.0.355 ¢

b Project files »

My Document

- E-pfa Burn Mew fol

Dgcuments library

“roject files

Mame

| . ABC Company I

| Essential Title
| Smith & Sons Office Supply

b My Docurmnents » Proje

ith =

Print

Mame

ﬂ Microsoft Outlook Secrets - Kitchens Session.pu

@ | FDSEEF ﬂarenEﬂpp ICEEIDH II ﬂEl

-Uplls-Va.doc

®l] just go.decx

E_"I Mowve your mouse to the middle on the right or |

¥l september newsletter.docx
E_"I Shift key and mouse click.docx
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To quickly access most used folders when opening/saving files or folders.

2.Navigate to desired file (or folder), and left click on it.
3.Scroll to top of folder list, Right click on “Quick Access”.
4 Left click on “Pin current location to Quick Access”.

Gl

Using “Quick Access” for most used folders/files (Windows 10 & 11)

1.In any program (i.e. Word, Excel, PowerPoint) Press CTRL + O to open a file.

This image shows the dialog box that opens when saving a file. : CTRL + O.

ﬂ | = | Current Training Materials

Home Share View
* D & cut x @ 7 New item ~ ‘ml Open ~
« ﬂ Easy access = | Edit

-] Copy path

FH setect an

jj Select none

Pinto Quic ~~—y Paste = Move Co Delete Rename New Properties
access I EI Paste shortcut to - tnpvy - folder pv & History EEI Invert selectio
3 Clipboard Organize Mew Open Select
« #L > Dropbox » Current Training Materials »
- . Mame
»| 3 Quick ac
——Lollapse tales & Marketing Sample Training Resources
Documng Pin current folder to Quick access 4 ch John Morrell
gy TTM Tut Options ——
TTM Pid Pin to Start
. ) rials
VIDEOS Open in new window ]
— ients
Excel 2007 Training Program - Bl ¢ bwan's
Excel 2010 Training Program b g @ Tri-Folds 2
Excel 2013 Training Program & @/ InMega
TTM Website pics # @) TTMTutorials
ﬂ Current Training Materials . -dropbox
e MNew Smart Phone Workbook 2015.pub
riffin o . i i i
Time & Technology Training "Strategies & Secrets' - 0 Qutlook 2013 Companion Win &.pub
ﬂ Kimm - Mac and PC AT I s . \ . .
Time & Technology Training "Strategies & Secrets' - 1 Qutlook 2010 Companion Win &.pub
M5 Office Training Workbooks B Time & Technology Training 'Strategies & Secrets' - 2 Outlook 2007 Companion Win 3.pub
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properties.

Using Search in Windows 10 & 11
With Windows Search you can quickly find files/folders, programs/apps, computer settings, or
search the web. In this example we are searching with “File Explorer”.

1. Type in text you are searching for.
2. Press ENTER.

Search results are based on text in the file name, text inside the file, tags, and other file

Access File Explorer
Windows Key + E

2 CTRL+F

Go directly to Search Box

Select specific type: Use arrows next to
column headers to refine search. Click box next

to

desired filters.

Use Details View

5  Left click arrow next to the list icon

.

Select a specific date range: use arrow
next to “Date Modified” to search for docu-
ments based on last day they were modified.

Show Preview Pane

In order to see a preview (inside the actual
document), turn on the Preview Pane in the top
right corner of the Search Window. Alt+P

L

Search OLD documents y-l

1 = | OLD d
a | l=1 0 UM o “View” tab
Home Share Wiew pen lew" 1a
I:' [TH Preview pane | [omm— p— e dium icons | - = I [ Group by - [] item check boxes I? 7
| = . i E
EEE Small icons B List 5 [TH] Add columns ~ [¥ File name extensions st
M it E o = _ Sort Hid lected  Opti
e 5= Tites EE content by [2iSize all columns to fit [ Hidden items e
Pane Layout Current view Sho
= = » OneDrive » OLD documents 5
| 52 Week participants A Name Datemod + | Type B Size
Acost: i —
b Acosta [€] Windows 81 Shortcut PDF.pdf [0 [N Select a date or date range: 1 F
| Barb [£] Windows 8 Shortcut PDF.pdf O File folder
| Certificates [£] Windows 8 phone Tips Secrets.pdf 4 October 2015 » [0 W Foxit Reader PDF Document
. & Wi
| Customer files @ i —— Su Mo Tu We Th Fr Sa O W Microsoft Excel Worksheet
™ [£] Whats New in i0S 8.pdf 12 3
|| Documents - . .
Excel Bibl TurnerTlmeTutona\ - Lotus Notes- H 4 5 6 7 g 9 10 lmoﬂ Publisher Document
cel Bible
N . @] TurnerTime Tutorial - How to Optim 11 12 13 14 15 16 17 ICrosott PUBIISh... T2 P
| Bxcel Training Docs T\me&Techno\ugy Training 'Strateg 1@ 19 20 21 22 24 M Microsoft Publish... 4684 =
7
| i T\me&Techno\ugy Training 'Strateg 25 26 27 28 28 30 A Microsoft Publish... 8411 K
| Fi files for Ted T\me&Techno\ogy Training ‘Strateg Microsoft Publish... 6,802 F;
| HOPCO T\me&Techno\ogyTrainmg'Stratag I:‘ _|]] Along time ago Microsoft Publish... 4,459
IFMA steve ARMOUR SMART PHONE [N P| D Al Earlier this year Microsoft Publish... 3,728 ¥
. B Siri Settinas and Tins PDF (i0S 7).pulf Microsoft Publish... 187 H
(i0S 7).pdfi O o Today A Foxit Reader PDF 09
Remember, Windows is also looking INSIDE of ('OS? '353] P E—— F“’"'t REE:'PDF'" o
i i 4 7723/ : oxit Reader 7
documents for the words F )
ou type in the Search Box 4/8/2014 1:56 PM Microsoft Publish... 799 b
If you are Iyook”}],p for file names onl 'USe name: Zchrich Top Microsoft Office 2010 Tips and Techniq...  5/28/2014 1237 PM  Microsoft Publish... 12,954k
fyO”OWed B thegflle FEITE Violll EITE I%okin for " ls Tune-Up with PG| pages | created and Steve want.. 7/27/20136:00PM  Microsoft Publish... 43,534 k
Yy b 9 : s Tune-Up july 26 2013.pub 7/26/2013 1:23PM  Microsoft Publish... 39,767
als Basics Reference Manual.pub 5/11/2013 1:34 PM Microsoft Publish... 8,662 F
OLD iPhone and iPad Tutorials @3] NEW PAGE FOR CHECKLISTS jiaiiin39.pub ;ypeiah‘;liscﬁ;oft Publisher Document Microsoft Publish... 108
3 horteut: for ch L pub 7€ 5 Microsoft Publish... 1324
| Pictures Il e . Date modified: 5/11/2013 1:34 PM crosottFUBIES
2| iPad Tips and Tricks Training Il version.pub TZTT T Microsoft Publish... 43,757k
|, Temp Folder w >
42items  1item selected 411 KB

This is the Preview Pane,
shows inside the
document that
is selected.
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Let your mouse out of it’s cage (sometimes)
v Mouse shortcuts can help save you time too!

Most valuable mouse shortcuts:
J Double left click to select a word
O Triple left click to select line/paragraph

U Hold down CTRL key and scroll mouse wheel to zoom in/out

L Move text to new location with your mouse
1. Highlight text to move.
2. Left click highlighted text.
3. Drag text to new location.
[ Copy text to additional location
1. Highlight text to copy.
2. Hold down CTRL key.
3. Left click highlighted text.
4. Drag text to additional location.
U Highlight large block of text
1. Place cursor at beginning of text to highlight.
2. Hold down SHIFT key.
3. Left click at end of text to highlight (all text in between will be highlighted).
[ Highlight text from left to right (image below)
1. Hold down ALT key.
2. Drag mouse down to include all desired lines of text.
3. Drag mouse to right/left to highlight block of text.

Bonus tip: Holding down the Alt key while dragging and

highlighting text in a text editor will allow you to selectively
highlight text.

This can be useful if your paragraph or other text isin a
column.
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Gmail, Google Calendar

QUICK REFERENCE

GMAIL KEYBOARD SHORTCUTS ¢

Turning on keyboard shortcuts
Before using keyboard shortcuts in Gmail, you must

turn it on from the settings. Here is how you can do
it:

1.Left click gear icon in top right corner of Gmail.
2.Left click “Settings” and General Tab.

3.Find “Keyboard Shortcuts”.

4 .Left click “keyboard shortcuts on”.

5.Left click “"Save changes” at bottom of the page

Keyboard
shortcuts:

(O Keyboard shortcuts off
@ Keyboard shortcuts on

GMAIL SPEED KEYS

Open any Gmail item ENTER
Brings up keyboard shortcut menu in Gmail ?
Compose new e-mail C
Compose e-mail in new window SHIFT + C
Reply to message R
Reply in new windows SHIFT + R
Reply to all recipients A
Reply to all in new window SHIFT + A
Forwards a message F
Search /
Returns to Inbox U
Archive message E
Save as draft CTRL + S
Delete, moves message to trash #
Mark message as Read SHIFT + i
Mark message Unread SHIFT + U

OPTIMIZE GMAIL

STOP going back to Inbox after handling an
email, change option to open next email after
moving or deleting an open item. You will find
this setting in “"Advanced”. Here is how you
can enable this option:

Left-click gear icon.
Left-click “See all settings”.
Left-click “"Advanced”
“Enable” Auto-advanced
Left-click “Save Changes”

AW

nversation instead of your inbox after you delete, archive of mute a conversation. You can select © Enable O Disable
whether to advance to the next or previous conversation in the “General" Settings page.

EMAIL TEMPLATES

You must first turn on “Email Templates” in
Settings under Labs.

1.Left click gear icon.

2.Left click “See all settings’.

3.Left click "Advanced”.

4.Under “Email Templates”, left-click “Enable”
5.Scroll to bottom and “Save Changes”.

o & u @

Quick settings X B

See all settings

Turn frequent messages into templates to save time. Templates can be created and inserted through the "More
nu in the compose toolbar. You can also create automatic replies using templates and filters

SEARCHING (& FINDING) EMAILS

. -

14
T+

Left-click “"Show search options”.

From

To

Subject

Has the words

Doesn't have

Size greater than v MB

Date within 1day - (o]
All Mail

Search

[J Hasattachment [ Don'tinclude chats

e To OR From: Person’s name Finds any-
thing sent To or From named person

e Subject: type words to search in “"Subject:”
Field

e Put “quotes” around specific phrases or
names

o Enter more information to refine your
search
Example: Bill Jones ABC company price list

o Has:attachment finds any email with attach-
ment

o Filename:pdf finds any e-mail with PDF at-
tached

©2024 Turner Time Management, LLC. All rights reserved. All trademarks reference are property of their respective holders and are used for identification purposes only.



Check & Work on items of most interest to you.

Please consult your IT Resource before taking any actions you are not sure of. 51

QUESTIONS? 1-855-778-8463
Steve@TurnerTimeManagement.com

Create calendar event C
Open Create Event Bubble Q or Shift+C
View event details E

Delete event DEL
Undo last action CTRL + 2
Return to calendar from event ESC
Save event CTRL + S
Go to a specific date G
Go to today T
Go to Settings S
Go to previous date range PorK
Go to next date range JorN
Go to Add Calendar +
Refresh R
Search /
Print CTRL + P

CREATE MEETING FROM EMAIL

This will allow you to set a reminder to
follow-up on the e-mail.

Open the e-mail message (open in it’s
own window):

1.Left click the three vertical dots to the right of the
Labels icon (upper left corner)

2.Left click "Create event”.

3.Change date and time of event (use date that you
want to be reminded to follow up on this e-mail)
and any other details necessary.

4.Left click on the blue "SAVE” button at the top

a o & o ¢ B ®
Mark as unrea d
Shaun M. left a review for Turner Time !

Mark as important

Add star
Google My Business <googlemybusiness-noreply@google.com=
tome +

Create event

Filter messages like these

CALENDAR NAVIGATION

Move a calendar appointment:
1.Hold down left mouse button
2.Drag appointment to new time and/

This is the appointment in its original position. [ This is the appointment after it has been moved. J

Mon 617 Tue 618 Mon 8/17 Tue 6118

Cai

10am 10-11
Review e-mailinbox

11:30 — 12:309
11am Review e-mail inbox

12pm

©2024 Turner Time Management, LLC.

GOOGLE CALENDAR SHORTCUTS [

Streamline: Use ONLY your Google
calendar for planning or scheduling
all meetings

COLOR CODING APPOINTMENTS

In appointment Left Click on desired
“Event color”.

Event color [ ] [ ]
Reminders Mo reminders set
Add a reminder

Show me as () Available ® Busy

Privacy @ Default (O Public O Private

USING SMALLER TIME INCREMENTS

Try scheduling the start time as 2:00
and the end time as 2:15. Manually
entering the start and end time of the
meeting allows you flexibility. Then
calendar event length will be reflected
in the size and placement of that event

o

Open contact details ENTR
Save changes to contactCTRL + ENTR

CONTACTS

Undo last action y4
Search /
MOUSE SHORTCUTS

a\
eDouble left click to select a word '
oTriple left click to select a sentence or para-

graph
eHold down CTRL key and scroll mouse wheel to zoom
eHighlight text and drag with mouse to move text
eHighlight text, hold down CTRL key, and drag to copy
text to new location
eHold down ALT key while highlighting text, this al-
lows you to highlight columns of text
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7. “Best Practices” to supercharge tech tools

Maximize your productivity/efficiency by using your smartphone and/or tablet and know that
You can still be productive when “on the road “examples:

—

. Siri or Google Assistant

N

. Set up email templates (Gmail) or Text Replacement (iPhone/iPad) for frequently used text
(common phrases, addresses, conference call numbers, e-mail addresses, etc.)

w

. Learn how and set up appointments or meeting requests.

4. Use the “location” field in meeting requests to enable quick dialing of phone numbers or put
address in location field to enable using “Maps” app for quick directions

5. Use Contacts notes section (synchs with on all devices) for notes you want to keep handy
about your contact. If you do not have a CRM you can use this field to track

. To find contacts faster, search by last name (1st 3 letters), then first name

N O

. At least once a month clear your drafts folder on your smartphone/tablet and make sure you
put any regularly used phone numbers into Gmail Contacts

(0]

. Use your home button to your benefit for app switching (iPhone/iPad) or App switching icon
(Android)

9. Fill your Icon Dock with apps you use most

10. Use a Bluetooth in your car and/or headset— we recommend Poly V5220 Bluetooth head-
set with six hours of talk time and quick recharging.

11. Anytime you plug in a device for recharging, use a high quality surge protector (with rotating
plug & multiple outlets).

12. Not using Bluetooth or Wi-Fi or GPS? Make sure to turn them off (lengthens battery’s
charge & increases battery lifecycle). Works with laptops too!)

Some Laptop Tips:

o Consider using only one monitor. If you're like most so people, you simply use the second
monitor to leave your email open all day long.

o Laptops: Set the right Power plan; “maximum battery” or “maximum performance”
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U0

(I I Wy Wy Wy

oOo0Oo

a
a

Interested in continuing to become more effective, work fewer
hours and achieve more? Our coaching program may be very

WEB COACHING:

We work together via phone/web addressing specific time management/
technology questions/challenges you have.

The focus is to gradually help change your habits and/or improve your
productivity.

The program includes 30-minute sessions. You can call/e-mail anytime
w/questions.

We recommend once a week sessions (based upon your availability)

Available topics for coaching

Manage E-mail in Less Time with Less Effort

Find e-Mails & Files in Seconds. Every time.

More Effectively Manage Your Calendar/Time AND Effectively Managing Interrup-
tions (Indistractability)

Prioritize/Complete Action Items, Tasks & Projects Quicker (Tasks)

Don't Type; Speak & Use Templates/Shortcuts Instead (Windows Dictation, Siri, et
al)

Organize, Navigate, Share Files/Documents from Any Device (Google Drive)
Customize/Optimize your Windows, Mac, Android or iPhone/iPad
Improve/Optimize Note Taking & Organization (Google Keep)

More Professionally in G-Suite Apps

Reduce Internal Email up to 90% & Increase Productivity (Google Chat)

Time Saving Best Practices for Meetings, Conference Calls, Webinars AND Commu-
nication Etiquette

Realize Sales & Better Forecasting Through CRM Adoption/Training/Coaching
Close More Sales & Prospects with “Social Selling”/Digital Marketing

Windows 10 & 11/G-Suite Best Practices Training

Working at Maximum Efficiency from Home & Increasing your Productivity When
Traveling

Passwords/Private Data Management

Executive/Management Coaching: Manage, Lead, Grow Your Team

Employees Upskilling Boot Camp Training (Four, One-Hour Webinar) $450
Executive Coaching (unlimited Coaching, 3 months for 1 participant) $2,500
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TurnerTime Recommends

% repiff oric’

Connecting the threads of multi-line selling

pletely.
e Manage multiple product lines

e Manage your contacts and sales oppor-
tunities and help GROW your business.

e Keep salespeople in front of customers
by eliminating CRM desk work com-

| Click here to Sign up for %rep[\gﬂm‘cll

screen recording.

sales.

| ™ Dubb

® Record your video with computer
e Send video messages to get more

e Customizable call to action.

Click here to Sign up for | Dubb

peatedly.

sentences

textexpander-

e Recall your best words. Instantly, Re-
e Type a short abbreviation - write long

e Customize as you go with fill-in-the-
blank style fields for names and more.

Sign up, today! E - textexpander

e Add your company to your customers’
phone.

® |t can help you promote your products
and services.

o Enhance client interaction.

Click here to Sign up for ({‘ wemone |

}:Iick here to Sign up for EJRroboForm

[ m—1
RoboForm

e Everything you need to manage your
passwords

® RoboForm is the best password manag-
er that helps you create strong pass-
word.

® Helps you login anywhere securely with
a single click.

Please note: All the resources mentioned on this page are TurnerTime partners we get com-
mission for successful referrals.
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E Using Labels

Apply your label
You can add a label to your messages in several ways:

e When viewing your Inbox, select the checkbox next to those messages, click the Labels A4
button, and click the label you want. (Or check the boxes next to several labels and click Apply.)

e When viewing a message, click the Labels button to add a label to the message. You can also
click and drag a label from the left side, and drop it on the message.

e When writing a new message, use that button to add a label before sending your message.

Tips for Labels

e Toremove “inbox” label: check box next to message and then hit archive while viewing list of
messages with labels. This will move the message to “All Mail” and will remove inbox label. It
will leave any other labels that may be assigned to the message.

¢ Only you can see your labels, so when you mark a message with a label, only you will see it.

¢ Note that one email can be under multiple labels simultaneously. This is the primary differ-
ence between labels and folders.

e To change a label’s name or properties, go to Settings > Labels and click the Edit link that cor-
responds with the desired label.

e To manually remove labels, simply check the boxes to the left of the desired emails, click the
Label button, and uncheck the applied label.

This image shows where you left click “Archive” to remove the Inbox label from a message.

GO ( ;8[@ kim@getturnertime.com “

G |'nai| - - o i Mark as read Move to Inbox ‘ More
Earn Your BA from UTPB - degree utpb_edu - Finish your degree 100% online in 12-18 months. Learn mare.
Inbox .
me test again
Starred
Kim Kininmanth Inbox  Lunch date? - kim@getturnertime_com The information (and any attac
Important
Sent Mail II vl Kim Kininmanth Receipts  Lunch date - kim@getturnertime_.com The information (and any att
Drafis (4 e . . . T
) Kim Kininmanth Inbox  RE: Mote to self - kim@getturnertime_com The information (and any

1-Actions to Complete

. me Re: Note to self - this is absolutely crazy, | don' like the reply feature in Gme
2-\Waiting for Answer
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"] Hiding Labels Not in Use
There are some default labels that already exist in Gmail. You can hide the labels that you
don’t use. You can still use a label to categorize an e-mail even if it is hidden from the list. If
you have a large list of labels you may want to hide the ones you don’t use very often, this
will help the list of displayed labels at a minimum.

1. Hover cursor over the arrow at the end of the label.
2. Left click “Hide” under “In Label list”.

This image shows where you will left click the arrow on the label and select “Hide”.

Gmail ~ Refre
I Inbox (1) In label list: |
Starred v Show
N 1
Important Show if unread
. Hide 2
Sent Mail
Drafts (4) In message list:

1-Actions to Complete  v* Show

- l
2-\Waiting for Answer Hide

4-Under Development Edit

5-Will Refer to Later Remave label

Deleted Messages [

Motes ¥ 1

Personal
Fead or Review Later
Travel

Mare =
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[

Coloring Labels

You can color labels to quickly identify which label is assigned to a message.

1. Hover cursor over arrow at the end of the label name.
2. Hover cursor over “Label color”.
3. Left click on desired color.

This image shows where to find the arrow for the label and the “Label Color” choices.

Gmail -

Inbox
Starred
Important
Sent Mail

Drafts (4)

Motes

Personal

Travel

More «

[ g

COMPOSE

1-Actions to Complet
2-Waiting for Answer
4-Under Development
5-Will Refer to Later

Deleted Messages

Search people

Google

Settings

General Labels
Sent Mail

Drafts

All Mail

Inbox Accounts Filters Foi

show hide

show hide

show hide
show hide
show hide

Show in labe

Label color [a] [

Label color: de

In lakel list:
v Show
Show if unread

Hide

In message list:

Read or Review Later

v Show
Hide

Edit
Remove label

Add sublabel

TMESsagE

[a][=1[& (=] (5] (&

Add custom color de

Remove color de

Show in labe

lete show hide
'er show hide
ant show hide
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"] How to Share a Google Calendar (Gmail)
If you are trying to set up an appointment with another individual, you can share your calendar
with them. You can share with others who use Google Calendar, and you can send a link to
those who use Outlook or other e-mail programs.

To share an existing calendar with other Google user:

1. Hover cursor over calendar name and Left click three dots for “Options”.
2. Left click “Settings and sharing”.

These images show where you will expand “My calendars” to see all your calendars,
and hover over a calendar to make the three dots visible for that calendar.

5PM
&\ Search for people

6 PM

My calendars

Albert Amin
Birthdays
Reminders

ﬂ Tasks

This image shows where you will left click “Settings and sharing”

6 PM

Display this only

My calendars

Albert Amin Settings and sharing 2
Birthdays i

Reminders : : : : :
Tasks

000200
Other calendars + . . .

Holidays in Thailand
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How to Create and Share a Google Calendar (Gmail) (continued...)

3. Scroll down and left click “Add people”
4. Fill in Gmail address for new person.
5. Set permission settings.

6. Left click “Send”.

Now all of the approved people can log in to Google (or Gmail), click on “Calendars”, and view
the shared calendar. They can add events and perform other operations based on their
permission settings. Left click “Add Person” button and repeat steps 4 and 5 to add more peo-
ple.

This image shows where you will fill in the appropriate information for the person to share the calendar.

Settings for my calendars

@® Albert Amin A~

| Calendar settings Share with specific people

Access permissions for emarketing.albert@gmail.com (Owner)
events

Share with specific people + Add people 3

Event notifications Learn more about sharing yodr calendar with someone

All-day event notifications

Share with specific people

(0
4 Add email or name
Permissions -
See all event details 5
Cancel
A |
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How to Create and Share a Google Calendar (Gmail) (continued...)

E Sharing Calendar via link will allow you to share your calendar with people who don't’ use
Google Calendar. You will have to make your calendar “Public” before you share the link. You
can limit the amount of details displayed in your “Public” calendar view.
Make calendar public:
1. Left click the three dots next to calendar name.
2. Left click “Settings and sharing”.

This image shows where you will left click on the arrow next to your Calendar name.

5 PM
&h  Search for people

6 PM

My calendars

Albert Amin
Birthdays
Reminders
Tasks

This image shows where you will make your calendar public.

6 PM

My calendars Display this only

Albert Amin Settings and sharing 2
Birthdays L

Reminders : : : : :
Tasks
00%00
Other calendars + . . . .
+

Holidays in Thailand
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How to Create and Share a Google Calendar (Gmail) (continued...)

Share the calendar link:
3. Check box next to “Make this calendar public”.
4. Left-click the down arrow on “See all event details” and select “Share only my
free/busy information (Hide details)”.
5. Left click “Get shareable link”.
6. Left click “Copy link”.

This image shows where you will left click “Calendar Details”.

Access permissions for events 4
3 Make available to public See all event details ~
Get shareable link 5

Learn more about sharing your calendar

This image shows where you will left click on to get the link.

Shareable link to your calendar

With this link, only people you allow can access your calendar.

https://calendar.google.com/calendar/u/0?cid=ZW1hcmtldGluZy5hbG

Cancel Copy link

©2024 Turner Time Management, LLC. All rights reserved. All trademarks reference are property of their respective holders and are used for identification purposes only.



Check & Work on items of most interest to you.

Please consult your IT Resource before taking any actions you are not sure of. 63

Gl

QUESTIONS? 1-855-778-8463
Steve@TurnerTimeManagement.com

—

Gmail Settings

You will want to scroll through all the Gmail Settings and change the selections to options
that will help make Gmail more efficient and effective for you. Always make sure to “Save
Changes” before exiting Settings.

1. Left click gear icon.
2. Left click “See all settings”.
3. Left click “General”.

Settings

General Labels Inbox

Language:

Phone numbers:

Accounts and Import

Filters and Blocked Addresses

Forwarding and POP/IMAP  Add-ons

&

Quick settings

See all settings

2

Apps in Gmail

Chat and Meet Advanced Offline Themes

Gmail display language: ‘ English (US)

V|Change language settings for other Google products

(<]

Right-to-left editing support off

®
O Right-to-left editing support on

—~

Enable input tools - Use various text input tools to type in the language of your choice - Edit tools - Learn more

Default country code:‘ Thailand

You can increase the number of messages you can see
in your Inbox. (if you don’t use the preview pane)

A
/U

Maximum page size:

Show |50 |conversations per pageV

Undo Send:

Default reply behavior:
Learn more

Hover actions:

Send cancellation period: seconds

O Reply
O Reply all

@ Enable hover actions 4Qui

() Disable hover actions

Send and Archive:
Learn more

You may have occasion to
“recall” a message.

This is good option, as you can take actions on
email without opening or selecting an email.

in access to archive, delete, mark as read, and snooze controls on hover.

( This button will make

(O Show "Send & Archive” button in reply <

@® Hide "Send & Archive” button in reply

Default text style:
(Use the 'Remove formatting’ button on the
toolbar to reset the default text style)

Images:

Grammar:

Spelling:

Autocorrect:

©2024 Turner Time Management, LLC.

Sans Serif

-~ A~ X

This is what your body text will look like.

@ Always display external images - Learn more

O Ask before displaying external images

@® Grammar suggestions on
O Grammar suggestions off

@ Spelling suggestions on
Spelling suggestions off

O

Autocorrect on
Autocorrect off

D) @

-
C

Archiving messages easier.
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Gmail Calendar

Steve@TurnerTimeManag

Gmail Settings (continued...)

Smart Compose: @ Writing suggestions on

(predictive writing suggestions appear as you () Writing suggestions off

compose an email) Feedback on Smart Compose suggestions
Smart Comp personalization: @ Per lization on

(Smart Compose is personalized to your O Personalization off

writing style)

Conversation View: (O Conversation view on <=
(sets whether emails of the same topic aref @ Conversation view off

grouped together)

Smart Reply: @ Smart Reply on
(Show suggested replies when available.) O Smart Reply off

Smart features and personalization: Turn on smart features and personalization - Gmail, Chat, and Meet may use my email, chat, and video content to personalize my experience and provide

Learn more smart features. If | opt out, such features will be turned off.

Smart features and personalization Turn on smart features and p lization in other gle products - Google may use my email, chat, and video content to personalize my experience
in other Google products: and provide smart features. If | opt out, such features will be turned off.

Learn more

Package tracking: [ Turn on package tracking - Google will share tracking numbers for your packages with shipping carriers. You'll get status updates here in Gmail.

Learn more

Desktop notifications: Click here to enable desktop notifications for Gmail.

(allows Gmail to display popup notifications on () New mail notifications on - Notify me when any new message arrives in my inbox or primary tab

Keyboard shortcuts: O Keyboard shortcuts off
Learn more p—=ltoyboard-oivortonto-on

Button labels: @ Icons /

Learn more O Text

My picture:

Your Google profile picture is visible across Google services.
Learn more

You can change your picture in About me.

Create contacts for auto-complete:] @ When | send a message to a new person, add them to Other Contacts so that | can auto-complete to them next time

O I'll add contacts myself \
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] Viewing your Inbox with Preview Pane
This will allow you to change how you look at Gmail. You can read the message next to your
list of messages, without having to open the message.

1. Left click on the “Settings” icon

2. Left click “See all settings”

3. Left-click “Inbox” tab

4. Checkmark “Enable reading pane”

5. Select where you want the reading pane to appear

6. Scroll down and at the bottom, left-click “Save Changes”

1 @ |

Quick settings X E

See all settings

2

Apps in Gmail

Settings [
General Labels Inbox Accountsand Import Filters and Blocked Addresses Forwarding and POP/IMAP  Add-ons Chat and Meet Advanced Offline Themes

Inbosx type:

Categories: Primary
Learn more Promotions
Social
O Updates
() Forums

Starred messages
Include starred in Primary

Bundling in Promotions
Enable bundling of top promo emails in Promotions

Choose which message categories to show as inbox tabs. Other messages will appear in the Primary

tab. a - j
Deselect all categories to go back to your old inbox.

Reading pane: 4 () Enable reading pane - provides a way to read mail right next to your list of conversations, making mail reading and writing mail faster and adding more
context.

Reading pane position
® No split

O Right of inbox
O Below inbox 5

Save Changes ‘ ‘ Cancel ‘
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Check & Work on items of most interest to you. Please consult your IT Resource before taking any actions you are not sure of. 66
QUESTIONS? 1-855-778-8463
Steve@TurnerTimeManagement.com

"] vacation responder

You can have Gmail automatically send a response to anyone who sends you a message
when you are on vacation, or not going to have access to e-mail for some reason. Using the

“Vacation Responder” lets people know that you are unavailable and unable to respond for a
specific amount of time.

1. Left click gear icon. 1 @ | 9
2. Left click “See all settings”.
3. Left click “General” and scroll to bottom. Quick settings X B
4. Type in message.
5. Left click “Save Changes”. See all settings
Apps in Gmail 2 ot
Settings
General 3 ox Accounts F

This image shows the ‘Vacation Responder”

() Vacation responder off
(@ Vacation responder on

First day: |July 4, 2013 [] Ends: |[optional)
Subject: ’ Out of Office

Message] | will be out of the office fram July 1 to July 8th, with A
no access to e-mail.

| will respond to your e-mail when | return to the

office on July 8th. If you need immediate v
assistance, please contact

4

V'

5
' Only send a response to people in my Contacts

(@ Use default text encoding for outgoing messages
() Use Unicode (UTF-8) encoding for outgoing messages

5 Save Changes Cancel
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