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Acronyms, e-mail subject line,
153–154

Action items:
case study, 49–51
for following day, 45
management system for (see Task

management system)
most important, 43
notebook/paper pad for, 51, 65–66
prioritizing, 45
tracking system for, 43–45

Action Method Online, 64–65
Actions, management of, 23
Administrative tasks, 72
Agenda for meetings, 77
Alerts. See E-mail rules
Allen, David, 59, 62, 63, 190
Apple’s iCal, 62
Applications. See also Software;

Cloud-based applications
Action Method Online, 64–65
Doodle, 37
Drop Box, 185–186
Evernote, 190
Gmail Tasks, 61
Google Calendar, 62
paper-based solutions, 65–66
Remember the Milk (RTM), 60–61
Share Point, 185, 187–188
Sugar Sync, 186
TeuxDeux, 59–60

Things for Mac, 63
Todo, 63–64
Toodledo, 61–62

Archival systems, 95
ARMA International, 110
Assistant, hiring an, 11–12

Biggest mistakes:
assistant, organization and, 11–12
CRM and, 12–13
delayed decisions, 14–16
losing focus, 13–14
productivity vs. being busy, 9–10
professional advice, lack of, 17–18
shopping first, 16–17
unrealistic goals, 10–11

Boundaries, setting, 136
Breaks, scheduling, 72
Business Contact Manager (BCM),

193
Business systems consultant, 16

Calendars, 69, 70
Categorizing tasks:

for business areas, 54–55
categorize button, 54
color categories, 53
custom categories, 52–56
task subjects, 54

Certified planner, 96
Client/Customer files, 94
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Client information. See Customer
Relationship Management (CRM)
system

Cloud-based applications, 38, 43. See also
Applications; Software

Clutter, forms of, 14–15
Compatibility issues, software, 44
Computer-based applications. See

Applications
Computer-generated file folder labels,

124–126
CRM. See Customer Relationship

Management (CRM) system
Cushion between meetings/activities, 71
Custom categories, 52–55
Customer Relationship Management

(CRM) system:
lack of a, 12–13
questions prior to purchasing, 192–193
software solutions for, 13
widely-used solutions, 193

Daily Action CenterTM, 91–92
Data disaster recovery plan:

at home, 200–201
in large corporations, 197–198
remote backup solutions, 199
for small business owners, 198–199
software storage, 201–202
valuing data more than money,

199–201
Days off, scheduling, 70
Deadlines, unrealistic, 137
Decision-making, 5, 14–16
Delayed decisions:

problem, 14–15
solution, 15–16

Delegating work, 4
Distractions, 27–28
Doodle online scheduling tool, 37
Drop Box, 185–186

Electronic clutter, 15
Electronic documents/files, inability to

find, 35–36
Electronic task management system. See

Task management system

E-mail. See also Flagging e-mail for
follow-up; Microsoft Outlook

acknowledging, 149–150
file structure, personal, 164
file structure, project, 164–166
flagging for follow-up, 32–34
folders for, 159–164
informational and unsolicited, 28–29
managing, 152
marking read/unread, 156
not answering questions, 29–30
Out of Office message, 136
pop-up box, 136
processing, 150–151
sample e-mail, 31
spam, elimination of, 137
subject line, 153–154
subject matter, organizing, 150
templates for, 171
as time trap, 24
To/ CC/ BCC fields, 135, 155–156
two-minute rule, 149
work-arounds and, 38

E-mail rules:
creating, 136, 172
Rules and Alerts dialog box, 173
Rules wizard, 175
sorting e-mails into current folder,

174
Enterprise messaging system, 17
Entrepreneurs, 12, 17, 135
Erasable products:

file labels, 126
hanging tabs, 129

Evernote, 190
Expectations, setting/resetting, 137

File folder labeling products:
computer-generated, 124–126
erasable file labels, 126
Viewables hanging file tabs, 127–129
Viewables labeling system, 126

File naming conventions:
bad file name examples, 144
best practices, 143–144
descriptive file names, 144–145

File servers, 187

htt
p:/

/w
ww.pb

oo
ks

ho
p.c

om



P1: OTA/XYZ P2: ABC
JWBT451-bind JWBT451-Leist February 9, 2011 21:40 Printer Name: To Come

Index 223

File sharing:
Drop Box, 185–186
file server, 187
Microsoft Sharepoint, 187–188
Sugar Sync, 186

File-sharing utility, 38
File system versioning control, 145–146
Financial planning corporation, 96
Financial questions, 92, 211
Flagging e-mail for follow-up:

basics, 157–159
maintenance for, 159
Reminder box and, 156, 158
tips for, 159

Focus on task/losing focus, 5, 13–14
Follow-ups:

for productive meetings, 79
scheduling time for, 71–72
timeliness of, 13

“Four-hour miracle,” 3, 4, 10, 208
FranklinCovey planner, 66, 70

Getting Things Done (GTD), 59, 62, 63,
190

Gmail Tasks, 61
Goal setting/unrealistic goals, 10–11
Google Calendar, 62
Google Gadget, 61
Google Gears, 60
GoToMyPC, 189
GTD. See Getting Things Done (GTD)

Hand-held labeling machine, 124
Hanging files:

hanging tabs, erasable, 129
labeling products, 126–127
using no labels, 129

Hiring an assistant, 11–12
Home health care agency, 95
Home/home-based business:

data disaster recovery plan, 200–201
paper recycling/shredding, 102–103

Hospital division, 96–97

iGoogle, 61
Information overload:

push/pull technology, 38
resetting expectations, 137–139

strategies to reduce, 135
techniques for dealing with, 136–137

Information technology director, 96–97
Initialing documents, 144
Installing products, 216

Labels/labeling systems:
computer-generated labels, 124–126
for file folders, 124
hand-held labeling machine, 124
hanging files, 126–127
label appearance, tips for, 125–126
system design prior to, 123
temporary labels, 123–124
words vs. system for, 124–129
writing directly on folders, 126

Legal questions, 92, 211
LogMeIn, 189
Losing focus, 13–14

Mac OS, 63
Maintenance:

time management systems, 85–86
work space/office, 217–218

Managing your actions, 23–24
Marketing, 13
Master document, 145–146
Meetings. See also Productive meetings

back to back, 71, 75
preparation/follow-up time, 71–72
productivity and, 75–81
scheduling, 36–37

Mental clutter, 15
Microsoft Exchange server, 36
Microsoft OneNote, 190–192
Microsoft Outlook:

Business Contact Manager (BCM),
194

categorize button, 54
By Category view, 50–51, 52
color categories, 53
custom categories, creating, 52–56
custom dialog box, 33
e-mail flagging, 32–34
productivity resources, 175
red/overdue tasks in, 50
reminder dialog box, 34
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Microsoft Outlook (Continued )
tasks, categorizing, 54–55
task subjects, 54

Microsoft Sharepoint, 187–188
Microsoft Word/Format Painter, 32
Mobile devices:

purchase of, 16, 17
questions before purchasing, 180

Naming conventions. See File naming
conventions

NAS. See Network Attached Storage
(NAS)

National Association of Professional
Organizers (NAPO), 191

Needs, determination of, 16
Network attached storage (NAS), 187
Nonvisible/visible clutter, 14–15
Note taking/archiving

applications/services:
Evernote, 190
Microsoft OneNote, 190–192

Office organization. See 10-step
organizing process

Office supplies:
excessive amounts of, 15
storage of, 16
for supply room, 213

Online scheduling tools, 36–37
Operational paper-based system:

example of, 110–113
files which may be included, 93–94

Palm OS, 62
Paper-based client examples:

certified planner, 96
home health care agency, 95
information technology director,

96–97
spa manager, 75+ employees, 97–98

Paper-based systems. See also
Labels/labeling systems

archival systems, 95
client/customer files, 94
Daily Action CenterTM, 91–92

maintenance of, 217
one or several, 91
operational system, 93–94
organization and, 34–35
project files, 94–95
reference system, 92–93
types of, 65–66

Paper piles into files:
eliminating materials, 110
examining your space, 113
grouping like items together, 110–113
installing product, 114
maintenance system for, 114–115
major problems faced, 107
shopping, 113–114
sorting, 109
staging area, 108–109
supplies to gather, 108
time dedicated for, 107–108

Paper recycling/shredding:
for home-based businesses, 102–103
immediately after use, 101
after purpose served, 102

PAPERSTM method:
daily use of, 119
how it works, 119–120

PDAs (Personal Digital Assistants), 179
Planners, 66
Planning next day’s tasks, 9, 44
POP e-mail, 17
Postini Services, 137
Problem areas, identification of, 9
Procedures/processes documentation,

38–40
Processing e-mail:

acting upon e-mails, 152
deleting e-mail, 151
filing e-mail, 152
saving too much e-mail, 150

Productive meetings. See also Meetings
agenda for, 77
best client at meeting, 80
cancellation of meetings, 79
declining meeting requests, 79
dollar box for late attendees, 80
duration of, 77
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elephant in the room, 78
ending on time, 79
follow up for, 79
locked door for, 76
moderator/facilitator for, 78
multitasking and, 78
note taking/ distribution, 76, 80
phone participation in, 79
preparing for, 78
reasons for meetings, 75
scope creep and, 77–78
speaking/listening in, 78, 79
standing during, 78
starting/showing up on time, 76
techniques from others, 80
timekeeper for, 78

Productivity vs. being busy:
confusion about, 9–10
examples of, 23–24

Professional advice, 17–18
Project(s):

files for, 94–95
tasks compared to, 51

Project duration, factors determining,
4–5

Project e-mail file structure:
filing completed projects, 166
project files, 164–165
subjects in project file, 165

Project manager, 96–97
Push/pull technology, 38

Read-only documents, 145–146
Recaps, end of day/week/month, 72
Recurring meetings/activities, 70–71
Recycling. See Paper recycling/shredding
Reference system:

financial/legal questions, 92
general/reference questions, 92–93

Remember the Milk (RTM), 60–61
Remote backup solutions, 199
Remote desktop services:

GoToMyPC, 189
LogMeIn, 189
Microsoft remote desktop, 189–190
reasons for services, 188–189

Resources/tools, 185–194
Revision numbers, 145

Scheduling, trends in, 37
Scope:

of business, 17
of project, 5

Scope creep, 77–78
SharePoint, 185, 187–188
Shopping, 16–17, 216
Shredding. See Paper recycling/shredding
Size of project, 5
Smartphones:

common challenges, 180–181
questions before purchasing, 180
understanding questions to ask, 179

Software. See also Applications;
Business Contact Manager, 194
Cloud-based applications

storage of, 201–202
tools, knowledge of use of, 30–34

Outlook, 32–34, 50–56, 175, 194
Things for Mac, 63
Word, 32

Solopreneurs, 12, 17, 135, 185
Space planner, 16–17
Spam, 137
Spa manager, 75+ employees, 97–98
Sticky note labels, 123–124
Stuff. See also 10-step organizing process

definition of, 15
managing of, 217–218

Subject line of e-mail:
acronyms in, 153–154
changing, content and, 154
changing, filing for reference, 154
composing after writing e-mail, 154
descriptive, 153

Systems for day/week/month/year:
administrative tasks, 72
back to back meetings, 71
breaks, scheduling, 72
electronic calendar, 70
factors in determining, 69
meeting prep/follow-up time, 71–72
one calendar, 70
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Systems for day/week/month/year
(Continued )

recaps, end of day/week/month, 72
recurring meetings/activities, 70–71
vacations/days off, 70

Task management system:
20-minute rule for, 49
action items and, 43
daily use of, 49
electronic/paper hybrid, 43
maintenance of, 217
standardization and, 59–66

Taxi accident example, resetting
expectations, 137–139

Technology devices, turning off, 136
Temporary labels, 123–124
10-step organizing process:

introduction to, 207–208
Step 1: dedicate time, 208–209
Step 2: gather supplies, 209
Step 3. establish staging area, 209
Step 4. sort, 210–211
Step 5. eliminate, 211–213
Step 6. group like items together,

213–214
Step 7. examine your space, 215–216
Step 8. shop, 216
Step 9. install product, 216
Step 10. maintain, 217–218

TeuxDeux Internet application, 59–60
Things for Mac, 63
Time management:

dedicating time, 208–209
maintenance of, 85–86
for piles into files, 107–108
reactive to proactive shift, 137
time for project, 5
time off, scheduling, 70
time trap examples, 23–24

Time-planning systems, 69–72
Time Timer, 80–81
Time wasters/solutions to eliminate:

distractions, 27–28
electronic documents/files, inability to

find, 35–36

e-mail, informational and unsolicited,
28–29

e-mail not answering questions asked,
29–30

information overload, 38
paper documents/files, inability to

find, 34–35
processes/procedures, lack of

documented, 38–40
scheduling meetings, 36–37
software tools, not knowing how to

use, 30–34
work-arounds, lack of tools and, 38

To-do list. See Action items
Todo, 63–64
Tools/resources, 185–194
Tracking systems, absence of, 15
20-minute rule:

entering tasks, 49
tasks vs. projects, 51

Unsubscribing, 136

Vacation scheduling, 70
Version control, 145–146
Viewables:

file folder labels, 126
hanging file tabs, 127
tips for, 127–129

Virtual Private Network (VPN), 193,
198

Visible/invisible clutter, 14–15
Voicemail, return calls and:

checking voicemail, 71, 76
updating message for, 136–137

VPN. See Virtual private network
(VPN)

Work-arounds, lack of tools and, 38
Work space:

examining your, 215–216
stuff management in, 217–218

Work-style:
creating new, 4
maintenance phase, 5
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