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Technology is Everywhere!




Why We’re Disorganized

1. ____________________  Errors
Tasks Have No ___________________
Tasks are _______________________
Can’t remember what to ___________
2. ____________________  Realities
You have unrealistic __________________________
You Are In an ________________________________ Environment
3. ____________________  Obstacles
		_______________________________________


Outlook
	Email – 
	Use ____________________
	Process Email as it _____________________
	Check Email at __________________________
	_________________

	Calendar – 
	Schedule _____________________________________________
	Make Appointments with __________________________
	Use ___________________
	_____________ with the Office
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Outlook
	Tasks – 
	Use ____________________
	Give tasks a _______________________
	Record __________________

	Contacts – 
	Add _______________________
	Create _______________
	Send ________________


Business Cards




Back it Up!




Going Paperless
1. Set a _____________________
2. Define ____________________________________
3. Define ____________________________
	___________________
	____________________
4. Scan, _________________________
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In the Cloud











There’s an app for that










Blending technology and “old school” methods; Examples
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5376 Tomah Drive, Suite #100
Colorado Springs, CO 80918

Productivity Consultants
719-229-9892 | www.typeapo.com





