
If you are using MS Outlook this may be the most important document you will read today. 

 
“Who else would like to use Outlook® to be more 

organised, get more done, save up to 30 minutes every 

day, be more relaxed and focused and also have less 

stress – with no real hard work?"   

 
Your challenge 
 

The world of work has changed dramatically 
over the past few years.  People find it to be 
hectic, busy, stressful, demanding and time 
and life consuming. 
 
They have lots of things to do and the time 
available seems to be shrinking. 
 
E-mails keep pouring in and many people end 
up living in their Inboxes. 
 
In spite of all the dreams about a paperless 
office, desks and offices remain cluttered, 
thereby creating a work space that is 
unproductive and energy draining. 
 
Often people spend long hours at the office 
and this may lead to the neglect of their 
personal and family time. 
 
The solution 
 

How would you like to… 
 

 Be more relaxed and less stressed. 

 Work with great clarity and focus. 

 Be well organised and find 
information in a flash rather than 
wasting time looking for it. 

 Use Outlook as a business 
productivity tool and not just for e-
mail and meetings. 

 Integrate all modules of Outlook 
(Inbox, Calendar, Contacts, Tasks, 
Notes, Journal) into one seamless 
information management system. 

 Save 30 minutes every day (that’s 3 
weeks per year) that you can use 
more productively to increase your 
value to your company, or do the 
things you really enjoy doing. 

 
This is possible. 
 
At Productivity Pit Stop we specialise in 
improving personal productivity in the 
workplace. 

 
Over the past twenty years we have 
spent lots of time, money and energy to 
find solutions that will help you to get 
your work done faster and easier, and 
enjoy life more. 

Here are a few examples of the feedback 
we regularly get from people who have 
participated in one of our workshops, to 
which I am inviting you as well today. 

 

Real People, Real Results… 
 
 “I have benefited enormously in ways I have never 

thought possible.  My stress levels are now inversely 
proportional to the vigour with which I apply the 
programme and I can honestly say that my life is better as 

a result of Getting Things Done.”    - Sol Swartz: O’Keeffe 
& Swartz, Johannesburg 

 
“My mind is calmer and I get things done quicker.  You 
know the feeling that goes with being in control of one’s in-
box?? I have that feeling.”  - Leon Viret, Nampak, Bellville 

  

 
“Thank you for all the reminders and tips.  I feel more 

relaxed and I am much more productive. I also experience 
much more freedom.”  - Abrie de Villiers, Metropolitan, 
Cape Town 

 
“One lady asked me yesterday "Why is your office so tidy 
over the last few days?". And I told her that I am having a 

new lease of life. This has cleared my mind and it seems 
that I am having more space to think and apply myself.”  -  
Vusi Motha, Liberty Group, Johannesburg 

 

We have built a solid track record of 
success since 1991.  More than 3 000 
people from some of the largest companies in 
South Africa, including GE, Shell, PPC, Mr 
Price, Old Mutual, Liberty Life, Merck, 
WesBank, Hollard, Chevron Texaco, ABSA, 
Sanlam, Eskom, MUCH Asphalt, Nashua 
Mobile, Standard Bank, ABSA Capital, 
Medscheme, Engen, SA Sugar Association, 
SAPREF, SACD, Stellenbosch University, 
GIBS, Foschini and Etana Insurance have 
participated in our workshops or in our one-
on-one productivity coaching.    

We invite you to invest some time and 
money in developing your productivity. 
 
Outlook productivity: How to use 
Outlook as a business productivity tool 
 
 Get a time proven system, tips, tricks 

and techniques for high performance 
workflow management; 
 

 set up Outlook as a business productivity 
tool for improved planning, 



communication, delegation, follow-up and 
tracking of your commitments; 

 
 learn how you can manage information 

for small projects more effectively by 
including the use of Outlook. 

 

• you have a seamless transition between 
the workshop and “back in the office”; 
bring your laptop or memory stick along 
and take your day’s work back with you. 

 

 
 

 

During the workshop you will have 
access to Outlook on a dedicated 
computer or preferably your laptop.   
 
Preferably bring your laptop to the workshop.  
If you do not use a laptop, we will supply a 
computer for you. By bringing your laptop 
you are “live” immediately (If you work in a 
corporate environment, please ensure that 
your Outlook will function properly while off-
line).  Please bring your power cable and 3G 
card! 

 
 
How is this workshop different from 
Outlook and time management training? 
 
This is not a basic Outlook course. 
 
We assume that you are already familiar with 
Outlook, and take you to a new level of using 
Outlook more productively. 
 
This workshop is about improving your 
personal productivity in the workplace, and 
incorporates using Outlook in a totally 
different way. 

 
Apart from getting one of the very best 
systems to manage your workflow, you also 
receive implementation tools, follow-up e-
mails, newsletter with tips, monthly 
teleconference on productivity and work- life 
balance as well as never-ending support. 
 
More details of your workshop can be found 
on the next page. 
 
Your fee is an investment rather than an 
expense and your return ranges between 
100% and 500% depending on your income, 
and a payback period of 2-5 months. 
 
Please note that we will be using the version 
of Outlook which the majority of people in the 
workshop are using on the day. 
 
To book your place, please complete the 
attached application form and fax it to 
Annaleen Matthee on 086 540 0978.  There 
are no more than 12 seats available so 
please book now. 
 
We look forward to meeting you! 
 
Kind regards. 
 
 

Gerrit Cloete 
Dedicated to increasing your 
productivity 
PS: If you are not happy, I am not happy.  If by the 
first break you feel that you are not going to gain the 
benefits you were expecting, you are free to leave – 
no questions asked – and your money will be 
refunded in full. 



 
 

Outlook Productivity 
 

How to use MS Outlook as a business productivity tool  
to manage your time, be more organised  

and get things done 
faster and easier 

 
 

CONTENT 
 

 

General Outlook and other Windows productivity tips 

 Navigate and create new items 50% faster by using keyboard shortcuts in Outlook and Windows . 

 Smarter ways to enter dates and times. 

 Customise Outlook to support your way of thinking and working. 

 Begin your day where it matters most – and, except in a few cases,  it’s not your Inbox. 

 Minimise distractions, especially when new emails arrive. 

 Auto-create new Outlook items from any other source of information (Internet, Word, Outlook and more). 
 

Productivity Principles (Integrated in rest of content) 

 Get things out of your head and into your system (Outlook)  -  have  a calm and focused mind. 

 Clarity brings power – act on what you know, not what you think you know. 

 Be where you are – do not stress about things that you cannot do anything about in the moment. 

 Separate action from reference – no confusion about what requires action and what does not. 

 Group similar actions together -  remain focused and do not get sidetracked. 

 Take your regular productivity pit stops – review and stay on top of your system. 

 Batch process your e-mail – dedicate times to process email rather than every time a mail arrives. 

 
High performance workflow management 

 The phases of high performance workflow management. 

 Your “Map for Action”: How simple questions help you stay on top of hundreds of inputs coming your way every day. 

 The value of thinking  “manage my actions” vs. “manage my  time”. 
 

Applying the high performance workflow management system to your every day work and life using Outlook  
 

 Manage your daily activities (business and personal) 

o Plan: Schedule time zones required for your work (Calendar). 
o Organise you r action reminders that are day-specific and not day-specific (Calendar and Tasks). 

o Use the Calendar combined with Tasks to maintain and view your work in progress during the day on one 
screen (Calendar, To Do, Tasks). 

o Delegate and follow up almost effortlessly (Tasks). 

o Receive delegated work and update the delegator with one click – no email required. (Tasks). 
o Arrange meetings without sending emails and making phone calls (Calendar). 
o Quickly preview commitments for specific days (Calendar). 

o Add a second  time zone to your default view  - no more guessing (Calendar). 
o Use colour coding to automatically identify different types of meetings or meetings arranged by a specific 

person (Calendar).  

o Reminders of important activities (Calendar; Tasks; Follow-up flags). 
o Stay on top of your system with regular reviews (Calendar, Tasks). 
o Plan for and create improved life balance (Calendar, Tasks, Projects).  

o Manage information for smaller projects (overview) (Tasks, mind mapping). 
 

 How to file and easily retrieve important information  

o Contact details with notes, personal details and record of all interactions (Contacts; Journal). 
o Reference information (e.g. business details, checklists, quotes) (Notes). 
o Keep track of important interactions with individuals, teams or for projects (Journal – no more pieces of 

paper.). 
o Keep notes of discussions in the right email reference folder for a client/colleague/friend (Discussion 

Notes). 

o Group contacts for ease of management and communication (Contacts). 
 

 

 
How to organise and process your e-mail more efficiently 

 Structuring your e-mail folders: Reference folders and  Action folders, or even “just use one folder for all emails”. 

 Use “Rules”  to stay on top of your mail. 

 How “Quick Steps” save you time (Outlook 2010). 

 Using “Search Folders” to find information instantly. 

 Applying the “Map for Action” methodology to your Inbox . 

 Creating new items from information in your Inbox. 

 Operate from an empty Inbox – your Inbox should not be your “To Do” list. 
 



DURATION, PRICE, PACKAGE 
 

 

 Duration: 08:30-13:30   

 

 Pricing (excl VAT): 

R1995 per person if you bring your own laptop. 
R2285 per person if we need to rent a laptop for you. 
 

 Included in your package: 

 Morning refreshments 

 Free parking 

 Electronic workbook and reference manual provided on CD 

 Expert facilitation 

 You bring your own computer so all work is done live and hands-on 

 A small group  

 Follow-up e-mails, newsletters to support you 

 Lunch (after the workshop) 

 


