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Microsoft® Outlook 
Time Management  
TheOneMinuteTo-DoList-ebook

Course Overview 
Do you find yourself dealing with interruptions, excessive meetings, changing priorities, appointments, 
schedules and deadlines on a daily basis? Through this Time Management course, you will gain the 
insights and practical skills to develop and implement a framework for successful time management 
using Outlook. You will also learn proven tools and techniques to make better day-to-day choices about 
investing your time and achieving your goals.

Audience
Anyone who is looking to manage their time more effectively and to focus on the important things 
in their professional and personal lives will find this course beneficial. Employees at all levels of the 
organization will be able to create a time management system using Outlook, that works for them.
 

•	 Introduction

•	 60	Seconds	to	Workday	Relief!

•	 Urgency	Zones:	The	Key	to	Workday	Control

•	 Rule	Your	To-Dos	with	Ease

•	 Simple	Automated	Solutions

•	 Using	Outlook	for	the	One	Minute	To-Do	List

•	 Using	Toodledo	for	the	One	Minute	To-Do	List

•	 Controlling	E-mail	with	the	One	Minute	To-Do	List

•	 Going	Mobile:	Using	1MTD	on	Your	Smartphone		
or	Tablet

•	 Taking	1MTD	to	the	Next	Level

•	 Reviewing	the	One	Minute	To-Do	List

Course Content


