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Outlook Productivity 

How To Unlock 3 Hidden Secrets of Outlook: Time-saving Shortcuts, Get Out of 

Your Inbox, And Stay Focused in A Whirlwind of Distractions 

 

   YOUR WORKLOAD BEFORE                       YOUR WORKLOAD  AFTER

       

1. Shortcuts 

Your situation: You have received an email with one or more attachments.  You want to 

send just the attachment(s) to someone. Not the content. 

Dealing with it “the old way”: Forward the email and delete the content.  Except that 

sometimes you don’t! 

The Outlook Productivity way: Drag-and drop the attachment(s) on the Inbox icon.  

Voila!  Within a few seconds you’ve done it. 

Your take-away:  

Value: 1  |  2  |  3 

 

 

 

 

 

2. From Inbox to Calendar 

Your situation: You feel overwhelmed by all your reminders popping up all the time – 

and you use them as a To-Do list.  

Dealing with it “the old way”: Leave emails in the Inbox and flag them for following up. 

Scan Inbox multiples times per day to make sure you don’t forget anything. 

The Outlook Productivity way: Make your work visible and actionable in the Calendar. 

Move items from your Inbox to Calendar and Tasks. 
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Your take-away:  

Value: 1  |  2  |  3 

 

 

 

 

3. Stay focused 

Your situation: Every time a new email arrives you get a distracting notification on your 

screen.  Timewaster! 

Dealing with it “the old way”: Just live with it, lose focus and waste time. 

The Outlook Productivity way: Uncheck the notification boxes and never again be 

distracted, saving you at least 10 minutes for every 20 emails you get. 

Your take-away:  

Value: 1  |  2  |  3 

 

 

 

 

4. Overall value:  

 

5. What Next? 

Today we barely scratched the surface of getting more 

from your Outlook.   

Did you get a win today?  

If you feel that implementing today’s 3 tips was beneficial and you want to continue to 

make your life easier, join us for a live demonstration of what Outlook Productivity can 

do for you. 

We do this every second Tuesday from 11:07-11:54.  This system works for you as 

individual, your team, department, and groups in your company 

Click to reserve your seat at our next live system demo.   

(Please note that this is not free Outlook training.  We will share tips, with  the focus on how implementing 

Outlook Productivity will make life easier.) 

Thanks for being here – now it’s over to you to implement! 

Gerrit Cloete: 082 737 3676 and gerrit@prps.co.za 

Duncan Hattingh: 076 022 4491 or duncan@prps.co.za 
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