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Some of the things we will cover today are:
1) Time Management
2) Email - Managing your email inbox
3) Calendars – Ical, Google & Outlook
4) Planning for the week
5) Document storage 
6) Applications and Software to help you 

1)CRM 
2)Zapier
3)Scheduling
4)Social Media Content Creation & Scheduling
5)Practice/Business management 
6)Tools I use that may help you too





Time Blocking
Time Blocking is a time management method that asks you to 
divide your day into blocks of time. Each block of time is 
dedicated to accomplishing a specific task or group of tasks and 
only those specific tasks should be completed in that block of 
time.  With days time blocked in advance you won’t have to 
constantly make choices about what to focus on. 





Create A New Calendar







Sharing Your Google Calendar
Share your calendar with 
specific users using Google 
Calendar 

In the calendar list on the left side 
of the page, click on the 3 dots icon 
next to a calendar, then 
select Settings and Sharing.
Enter the email address of the 
person you want to share your 
calendar with in the "share with 
specific people" section.
From the drop-down menu on the 
bottom, select a level of 
permission, then click Send.















www.acuityscheduling.com

https://acuityscheduling.com/?kw=YToxNjY5MzA0Nw%3D%3D


https://calendly.com
/

https://calendly.com/


17hats.com

https://www.17hats.com/card/hdcgrzsptv






What is the difference between Gmail and G suite?
G Suite accounts
Unlike a standard Google or Gmail account, a G 
Suite administrator manages all accounts associated 
with each of these editions. G Suite provides access 
to a core set of apps that include Gmail, Calendar, 
Drive, Docs, Sheets, Slides, Forms, Google+, 
Hangouts Meet, Hangouts Chat, Sites, and Groups.

https://www.cloudhq.net/g_suite

https://www.cloudhq.net/g_suite


Creating Labels in Gmail/Gsuite

1) Scroll to the bottom of on the left column
2) Click More
3) Add Label
4) Name your label
5) Select which account you would like to be 
located under (optional)

Once you have created the label you can 
color code it by click on the three dots to 
the right of the label. 



Settings













Email templates are used when you are creating 
the same email to your customers regularly. To 
save time create an email signature that can be 
easily modified. 

You can create automatic replies using 
templates and filters together.

TIP – Be sure to proof read your email signature 
before sending it out. 

Templates













Add a Signature in Outlook







Create And Use An Email Signature in Outlook

Create and use an email signature 
in Outlook

https://www.loom.com/share/c42ff40ded6046c7bdb3860bf8ce62a7


1) In the left pane of Mail, Contacts, Tasks, or 
Calendars, right-click where you want to add 
the folder.

2) Click New Folder

3) In the Name box, enter a name for 
the folder, and press Enter.

Create Folders in Outlook





Apps to Track Your Mileage
Trip Log

Driver’s Note
Mile IQ

Stride Drive 
QuickBooks Online Mileage Tracker







Turn Paperwork into Data You Can Use
Key Benefits

1) Monthly invoices and statements can be emailed directly to 
the application

2) Never lose a receipt again
3) Documents can be coded and attached to your 

bookkeeping software
4) Fire proof



https://www.expensify.com/
Great if you have employees who have 
expense reimbursements
Integrates with accounting software

https://www.hubdoc.com/
Integrates with accounting software
Single price point

Code your expenses directly in platform
Fetches bank and credit card statements
Stores documents for 7 years
Bank level security
Hubdoc Video

https://www.receipt-bank.com/
Integrates with accounting software
Single price point
Code your expenses directly in platform
Fetches bank and credit card statements
Stores documents for 7 years
Bank level security

https://www.expensify.com/
https://www.hubdoc.com/
https://www.loom.com/share/56bcf53175b94c2abef786dcb7b5bcf2
https://www.receipt-bank.com/




Customer Relationship 
Management (CRM) is a strategy that 
companies use to manage interactions with 
customers and potential 
customers. CRM helps organizations 
streamline processes, build customer 
relationships, increase sales, improve 
customer service, and increase profitability.



Have you heard the saying the money is 
in the list?

https://mailchimp.com/
https://www.zoho.com/campaigns/
https://www.mailerlite.com/
https://www.activecampaign.com

https://mailchimp.com/
https://www.zoho.com/campaigns/
https://www.mailerlite.com/
https://www.activecampaign.com/


Other Must Haves
www.evernote.com

www://getrocketbook.com

www.loom.com

https://evernote.com/
https://getrocketbook.com/
https://www.loom.com/




https://www.17hats.com/

https://clickup.com/

https://trello.com/

https://www.teamwork.com/

https://www.zoho.com/projects/

https://www.17hats.com/
https://clickup.com/?fp_ref=nicole90
https://www.17hats.com/card/hdcgrzsptv
https://www.teamwork.com/
https://www.zoho.com/projects/


https://www.17hats.com/

https://www.17hats.com/card/hdcgrzsptv





