
"Randy's enthusiasm and excitement will make you want to apply 

his principles immediately.  You won't regret his workshops." 
- KATHLEEN CAVANAUGH 

THE FETZER INSTITUTE 

 
   The E-mail Sanity Expert® 

Courses and Programs by: 

RANDY DEAN, MBA 
 

Randy Dean is likely the best e-mail management speaker/trainer in North America. 

If you use MS Outlook and/or Gmail, he will help you reduce your e-mail distraction 

and find your sanity and productivity (and he does this in a fun and engaging 

manner!) He has related programs on time, project, people, and tech management 

using Outlook or the Google suite, as well as how to better use smart phones and 

tablets. And he now has a new program on not just how to reduce/control e-mail 

distractions, but ALL distractions, interruptions and e-distractions!  See why 

numerous corporate, university, government, and association/conference clients 

hire him again and again by bringing him to your next meeting, event, or workshop!  
 
 

"Fabulous job!  Excellent summarization and synopsis of key issues in time management. 

Innovative and creative approach to complete what is important and fulfilling in life." 
- COLLEEN MCCAFFERTY 

UNIVERSITY OF PITTSBURGH 
 

OUR SPEAKING/TRAINING PROGRAMS: 
Randall Dean Consulting & Training, LLC offers the following 

standard programs, as well as customized programs in the 

related areas of time & e-mail management, office 

organization, and related technology. 
 

FEATURED PROGRAMS: 
 Randy’s most popular program:  Taming the E-mail and Info 

Overload Beast: Key E-mail & Info Mgt. Strategies 

 Finding an Extra Hour Every Day:  Time Management Strategies 

for Busy Managers, Leaders & Professionals       

 “Finding an Extra Hour” for MS Outlook users: Optimizing Your 

Outlook:  Productivity Techniques for Busy Outlook Users 

 NEW!!  From Distracted to Productive:  Finding Your Productivity 

and Focus in a Hyper-Interrupted and e-Distracted World 

 UPDATED!! Smart Phone Success & Terrific Tablets:             

Getting More Productivity (and Fun!) From Your Devices  

 Time Management in “The Cloud”: Using Google Apps for Time, 

Life, Work, Project, & E-mail Management  

 

 

 

 Ending the Office Clutter:  Managing Your 

Workstation, Information, and “Stacks & Piles” 

 Managing & Leading Great Staff & Team 

Meetings  

 

 
 

Randy Dean delivering a recent program at a major 

association conference event
 

RECENT CLIENTS/PROGRAMS:
Westinghouse Electric Corporation 

Ryder Logistics 

U.S. Health & Human Services, USDA, Federal Executive Board, and 

 Defense Logistics Agency Europe 

National Association for Legal Career Professionals (NALP) 

The Broad School of Management, Michigan State University 

The Michigan, Midwest & Iowa Societies of Association Executives 
 

Global Business Travel Association 

Iowa Bankers, Iowa Telecom, Iowa DOT, Iowa PDI 

University of California Berkeley Haas School of Business  

University of Michigan Learning & Professional Development 

National Institute of Management Accountants 

Institute for Continuing Legal Education/Michigan Bar 

U. Pittsburgh MBA and Executive Development Programs 

 

 

 

To arrange for Randy Dean to speak at your next event or lead your next company workshop, contact: 

Randall Dean Consulting & Training, LLC * (517) 336-8906 * Mobile: (517) 896-6611 

E-mail: Randy@RandallDean.com * Web: http://www.randalldean.com  
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Contact Randy Dean, The E-mail Sanity Expert®, 

to bring him to your next meeting, event, training program, or workshop. 

Randy@RandallDean.com * Office: 517-336-8906 * Mobile: 517-896-6611 

http://www.randalldean.com  
 

 

Here’s what people are  

saying about Randy Dean, MBA  

The E-mail Sanity Expert ® 
 

Randy - I'll be brief: a HOME RUN all around - thank you for your participation 

with GBTA! And I have thoroughly enjoyed your book and am applying your 

strategies to great results! What more can we ask for??! 

 

Alana Joyce 

Sr. Director, Global Education 

Global Business Travel Association (GBTA) 

 

Thank you for coming! Everyone was raving about your session and more than one  

person was heard to have said that you've changed their entire life. One of our staff  

members already said her inbox has gone from 300+ to three since she's worked it  

over using your method. And just today, I made my first "drag to the calendar" move 

-- it was awesome. Thank you! Thank you! 

 

Kristy LeVasseur 

Midland Area Chamber of Commerce 

 

Thought I'd let you know that collectively, our group reduced their inbox size by about 50,000 in the 

last week! Your presentation got the wheels turning, and I see people getting real creative with their 

tasking and quick steps...  Thanks again – I'm certain you will hear from us again. 

 

Gary Merritt 

J.O. Galloup Company 

 

Randy, the viewers watching remotely are saying that you are one of the best speakers so far at MEET. 

They loved your presentation! Thank you - wonderful job! 

 

Kathleen Tindell 

Program Director, HSMAI University 

 

You were totally OOC (out of control) awesome! I went back to work to try some of these tips out and 

they really worked for me. I can't wait to try more!" 

 

Cynthia Bowser  

Missouri Dept. of Natural Resources 

 

You were the highest rated speaker at this year's conference! Your overall rating was 4.95 out of 5 - 

way to go! We got lots of very positive comments. Thank you again for speaking to our group. It seems 

almost everyone is in need of your expertise. 

 

Mary Oberreither 

Missouri Governor’s Conference on Tourism 
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15 Tips for Reducing Distraction/e-Distraction 
By Randy Dean, MBA 

The E-mail Sanity Expert® 
(As featured in his May 2018 Timely Tips E-Newsletter – see information on how to subscribe below.) 

 

I now lead a very popular keynote and workshop program called “From Distracted 

to Productive: Finding Your Focus in a Hyper-Interrupted, e-Distracted World.”  At 
the end of this program, I provide this list of 15 tips below for reducing your 

overall distraction and finding your focus and productivity again.  Just integrating 
a few of these tips may help you find much more sanity in your work day and life!  
 

1. Set special notifications/sounds for your most important e-mailers, phone callers, and 

texters. Here’s a YouTube tutorial I created on doing this: https://youtu.be/K8zSp0RLnUw  

Don’t get distracted by everything coming in, but only by the most important 

things/people. 

2. Check the rest of your inputs (e-mail, voice mail, documents & e-docs, etc.) on a time-

based regimen throughout the day that you decide is right for you and your job!  Here is 

another YouTube tutorial on how to process those new inputs using Outlook: 

https://youtu.be/YMhkNcBt9k4 and here’s one for Gmail: https://youtu.be/5Y4cxK4ap-Y  

3. Stop checking e-mail first thing each morning!  Instead, check your calendar for today and 

a few days ahead to prep for what is coming, and then build a smart, prioritized task list 

for the day that reflects your key responsibilities and projects.  (This should only take 3-5 

minutes.)  Have a plan for your time and your tasks before checking your inputs. 

4. When transitioning between active project/activities/events, before leaving something for 

something else, make a note of what you need to do next on the FIRST THING before 

giving your full attention to the NEXT THING.  This way, you can easily remember where 

you left off on that first thing when you come back to it. Actively add items throughout the 

day to your task list, calendar, and/or sticky notes before you transition to something new. 

5. Related to that, if you get an unexpected phone call or “stop by”, ask for a “quick second” 

from that interrupting party so that you can once again take a quick note (grab that sticky 

note!) of what you need to do next before giving them your full attention on their new 

matter.  (This will actually help you with also being a better listener and customer servant.) 

6. Take advantage of mobile technology (laptops, tablets, smart phones, mobile hot spots, 

etc.) to find places and times when you are much less likely to be interrupted.  Periodically 

get away from where people can easily find you so you can get your most important work 

done. Remember, sometimes the worst place to get things done is where people know they 

can find you! 

7. Consider the layout of your office/workstation/desk.  Does it make it easy for people to 

interrupt?  If so, periodically physically position yourself and your equipment to reduce 

easy distraction/interruptions. (Or, just close the door if you have one!) 

8. Own your phone and apps rather than letting them own you.  Manage your settings and 

notifications to turn off the incessant “blinging” and push notifications from your apps and 

devices. Watch to see which apps are bugging you the most, and silence or delete them! 

(My life improved dramatically the MINUTE I turned off notifications from Facebook and 

Twitter! 

https://youtu.be/K8zSp0RLnUw
https://youtu.be/YMhkNcBt9k4
https://youtu.be/5Y4cxK4ap-Y


9. Put your most distracting apps “out on the wings” of your phone/tablet, while putting your 

productivity tools (e-mail, calendar, contacts, documents, task list, notes app, etc.) on the 

“center panel” of your device.  Make it easier to be focused and productive. 

10. Or, don’t even download distracting apps.  Check to see if there is a good mobile web site 

option from that content provider.  Then, just bookmark it in your mobile browser, so you 

only get that content when YOU go to look for it (I did this for both CNN & ESPN.) 

11. Consider a social media diet/regimen.  Evidence shows that those that check social media 

the most are more anxious and/or depressed.  But those that check it only occasionally are 

actually more productive.  Limit your exposure to social tools/media, and keep it positive in 

nature.  Block or delete those people/organizations that are too intrusive and/or negative. 

12. Also, consider reducing your social media channels.  Pick one or two that you will use as 

your primary apps, and don’t bother with the rest.  The more social media apps/tools you 

use, the more time you will waste just trying to keep up with everything and everyone. 

13. Consider a clutter clean-out.  If you often find yourself looking for stuff on your computer, 

on your desk, or in your office (and not finding it quickly!), that means your clutter may be 

killing your productivity.  One of the best things you can do is clean up and clear out your 

clutter. Here is an article I wrote on clearing up your physical clutter: 

http://www.randalldean.com/Paper_Office_Clutter_Reduction_Article.pdf  

14. Similarly, consider an e-mail inbox clutter reduction.  The less you have in your inbox and 

the better organized you have your saved e-mails, the easier it will be to be efficient when 

managing your inbox.  I usually have 10 or less e-mails in my inbox proper, but I actually 

have literally thousands of e-mails at my quick disposal in my related e-mail file structures, 

and I know how to find them quickly!  Here’s another article on efficient e-mail inbox 

cleanup: http://www.randalldean.com/Efficient_Inbox_Cleanup_Process.pdf  

15. Set up hands free driving tools on your phone.  My phone now automatically switches to 

driving mode once it senses I’m going over a few miles per hour.  It then announces phone 

calls, including who is calling me if they are in my contact database, giving me the option 

to answer or ignore, and also gives an option to hear and respond to any text messages 

received – ALL WITHOUT HAVING TO LOOK AT THE PHONE!  Don’t be a statistic (3,000 

deaths per year and more than 30,000 injuries in the U.S. alone due to distracted driving!)  

 

Just referring to the checklist above (both for bad and best practices), and 
possibly sharing it with others in your work group or team, might help greatly 

reduce your overall distraction and e-distraction. Remember to own your devices, 

own your software, own your e-mail, and own your attention! 

And if you’d like to learn more about my program, “From Distracted to 
Productive” and my other programs, as well as see a little video snippet of one of 

my presentations, please visit my web site: http://www.randalldean.com  You can 
even get access to recent full-length webinar replays on many of my programs 

(for a fee) here. 

 
***** 
Randy Dean, MBA, The E-mail Sanity Expert®, has been one of the 

most popular expert speakers on the conference, corporate, and 
university training and speaking circuit for several years. The author 
of the recent Amazon e-mail bestseller, Taming the E-mail Beast, 

http://www.randalldean.com/Paper_Office_Clutter_Reduction_Article.pdf
http://www.randalldean.com/Efficient_Inbox_Cleanup_Process.pdf
http://www.randalldean.com/


Randy is a very popular and engaging time, e-mail, and technology management speaker 

and trainer. He brings more than 25 years of speaking and training experience to his 
programs, and has been very popular with programs including Taming the E-mail Beast, 

Finding an Extra Hour Every Day, Optimizing Your Outlook, Time Management in "The 
Cloud" Using Google and Other Online Apps, and Smart Phone Success & Terrific Tablets. 

Learn more at http://www.randalldean.com.  
 

You have permission to reuse, reprint, and/or edit this article for space if you include the 
paragraph above. 
 
NOTE: You can subscribe to Randy's monthly Timely Tips e-newsletter – where he features one 

time-saving tip and one smart phone/tablet featured app each month – by simply sending him an 

e-mail at randy@randalldean.com and putting “Subscribe” in the subject line. 
 

You may also want to check out or even subscribe to Randy's YouTube Channel at 

http://www.youtube.com/user/JanaRandyDean where he often posts some of his favorite 

technology tips, snippets from program sessions, info about popular programs, and more.  
 

You can join Randy on LinkedIn at http://www.linkedin.com/in/randydean 

 

You can follow Randy on Twitter at http://www.twitter.com/timelyman 

 

Like Randy's Taming E-mail Facebook page at http://www.facebook.com/tamingemailbeast/  
 
(Wait, did I just break my tip above about having too many social media channels???) 

http://www.randalldean.com/
mailto:randy@randalldean.com
http://www.youtube.com/user/JanaRandyDean
http://www.linkedin.com/in/randydean
http://www.twitter.com/timelyman
http://www.facebook.com/tamingemailbeast/


Randy Dean, MBA 
The E-mail Sanity Expert ® 

http://www.randalldean.com  

My “PDF of Productivity PDFs” 

Rather than have you click through individually to a number of different PDF files, I have put them all on a 
single list in this one document.  Just click the related link to launch the PDF in your browser and/or download 
for your own use.  And yes, you can share this file with others!  Enjoy!  

Quick Tips for Outlook & E-mail Excellence (Including YouTube Video Tips):  
http://www.randalldean.com/Randy_Dean_Quick_Tips_for_Outlook_Excellence.pdf  

Quick Tip for Gmail & Google Users (Including YouTube Video Tips): 
http://www.randalldean.com/Randy_Dean_Quick_Tips_for_Gmail_Google.pdf  

The Three Key Ways You Abuse Your E-mail Inbox: 
http://www.randalldean.com/3_Ways_You_Abuse_Your_Inbox.pdf 

How I Start My Day (My Daily/Weekly Routine):  
http://www.randalldean.com/How_I_Start_My_Day_Daily-Weekly_Routine_Article.pdf 

My Top Ten E-mail Timesavers: http://www.randalldean.com/Top_Ten_Email_Timesavers.pdf 

My “Efficient” Inbox Cleanup Process: http://www.randalldean.com/Efficient_Inbox_Cleanup_Process.pdf 

Smart Phone/Tablet Configuration: http://www.randalldean.com/Smart_Phone_Success_Bonus_Article.pdf 

Writing “Saner” E-mails Article: http://www.randalldean.com/Sane_Written_E-mails_Article.pdf 

“Who Owns a Sent E-mail? Article: www.randalldean.com/Who_Owns_a_Sent_E-mail.pdf 

How to Receive Fewer E-mails: http://www.randalldean.com/Ten_Tips_for_Fewer_Emails.pdf 

Handling CC’s, Replies, Forwards, FYI’s and “Reply All’s”: 
www.randalldean.com/CC_Forward_Reply_FYI_Article.pdf 

Clearing Out Your “Stacks & Piles/Clutter” Article: 
http://www.randalldean.com/Paper_Office_Clutter_Reduction_Article.pdf 

“The Tech Doesn’t Matter – It is the System” Article: 
http://www.randalldean.com/Time_Management_Tech_and_Infrastructure.pdf 

Five Tips for Better Staff/Team Meetings: www.randalldean.com/Five_Tips_For_Better_Meetings.pdf 

Top Ten Outlook E-mail Tips: www.randalldean.com/Top_Ten_Outlook_E-mail_Tips.pdf 

Top Ten Tips for Your Other Outlook Functions: 
http://www.randalldean.com/Top_Ten_Outlook_Function_Tips.pdf 

Killer Keystroke Shortcuts for Windows Users (note: this file is a few years old, but most still work!) 
http://www.randalldean.com/Randy_Favorite_Keystroke_Combos.pdf 

YouTube: https://www.youtube.com/user/janarandydean  |   LinkedIn: http://www.linkedin.com/in/randydean/   

http://www.randalldean.com/
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Randy Dean’s Quick Tips for Gmail & Google 

1. In Chrome Browser settings, set up so your Gmail opens automatically and logs you in. 

And this will help automate the very next step for you … 

2. Use “Shortcuts for Google” app from Chrome Store to Set Up Productivity Suite:  

Select apps for Gmail, Google Calendar, Contacts, Tasks, Keep, and Drive.  Push button 

start up for the day.  Can also add Search, Translate, Maps, Store, YouTube, more! 

3. E-mail Decision Tree: Quick ones now, longer ones: task or calendar, then file or delete! 

4. Use the “More” button in open e-mail to convert e-mails into task and calendar items: 

Simply click on “More” and then “Add to Tasks” or “Create Event” 

5. Mouse over the Sender’s address to add to Google Contacts: With an open e-mail, 

simply mouse over the sender’s address – pop up window will let you add to Contacts 

6. Use Canned Responses as an “Auto-E-mail-Tool”: This is in the Settings under Labs.  

Enable Canned Responses, and then you can create automated responses to FAQs 

7. You could also add your automated responses to Google Keep: Once you save a note in 

Keep, when open, lower right corner, you have options to share, including by e-mail 

8. Get Notices when Your “Most Important Senders” send an email: First, under Settings, 

create a filter off that sender’s e-mail address and then mark those important – hit save.  

Then, turn on notifications ONLY for important e-mails under Settings General tab. 

9. Get in Your General Settings Tab.  Set up your automated signature, set up your 

picture, turn on your “stars”, reduce notifications, and learn Keystroke Combos.  

10. SPAM?  Select checkbox next to likely spam messages coming into your Gmail inbox, 

and then use the “Stop Sign” button at the top.  Those messages will now go to spam. 

11. Don’t start your day in your e-mail!  Instead, start your day for a couple minutes in your 

calendar, reviewing back a few days, and forward a week or so, then … 

12. Build a smart task list for Today! … a task list that matches your available time for today 

and focuses on key projects, priorities, clients, and customers … this is a 5-minute drill! 

13. Too much going on?  Re-file those tasks that aren’t critically urgent/important for today 

back to Projects/People so your task list fits your day (“effective procrastination”!) 

14.  Remember – favorite task views are “Today”, “By Project”, “By People”, “Completed” – 

you can use the last one to track what you got done and when you got it done! 

15.  Work your day after your inbox is clear with the Task, Task, Task, E-mail strategy! 

16.  Start Your E-mails with Good Subject Lines!  Make sure your subject lines reflect the 

project, person, client, and/or task they are related to – make it easy for recipient! 

17.  Keep Your E-mails Short and Sweet! Get to the point, but do it nicely! Identify tasks, 

owners of tasks, and due dates very clearly 

18.  E-mail is NOT good for complex, difficult, emotional, or hyper-urgent messages.  

Works best: simple info that’s easily understood and acted on & not critically urgent. 

Go to the next page for links to Gmail YouTube Tutorials



19.  If that e-mail is urgent, pick up the phone to make sure it was received.  Remember, 

some e-mails fail, and some people aren’t constantly checking their e-mail! 

20.  PUTP – Pick up the phone!  EOM – End of message.  NRN – No Reply Necessary 

21.  Go BIG!  Build a “Priority Note” at least once a year that features your key goals, 

projects, activities, events, and people.  Break it down into subprojects and action items.  

22.  Refer to Your Priority Note Every Week:  Incorporate it into your task list and calendar 

as individual task and calendar items to fit your most important “stuff” in your plans  

23.  Try to work the majority of your day from your Calendar and Task list, not your e-mail 

inbox!  This will help you be more focused, more productive, and less distracted. 

24.  Have fun, and always looks for places to get a little better, smarter, faster.   

 

Visit my YouTube Channel for Short Tutorial Videos on 

Gmail, Google, Outlook, and More 

(Consider Subscribing!) 

 
https://www.youtube.com/user/janarandydean 

 

Three of my Favorite Gmail Tips: 

 
https://youtu.be/5Y4cxK4ap-Y 

 

A Useful Chrome Add-On: Shortcuts for Google 

 
https://youtu.be/TPc-sOmwel8 

 

Reducing E-mail Distraction in Outlook/Google: 

 
https://youtu.be/K8zSp0RLnUw 

 
© Randy Dean, MBA  

The E-mail Sanity Expert® 

randy@randalldean.com 
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Get access to full-length
training programs (for a fee)
on my website.  Click on the 
e-learning tab for more info.
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Randy Dean’s Quick Tips for Outlook and E-mail 

1. E-mail Decision Tree: Quick ones now, longer ones: task or calendar, then file or delete! 

2. “Drag & Drop” to create task, calendar & contacts: Left click on e-mail, hold the click, 

and drag to Tasks, Calendar, or People.  Right click gives options for attachments. 

3. Use Signatures as an “Auto-E-mail-Tool”: Best way to access Signatures tool is to open a 

new e-mail – create as many as you like to speed up your common replies 

4. Quick Parts are great for FAQs: Find this under the insert tab in an open message – 

select text you find yourself always typing and make it a Quick Part instead! 

5. Get Notices when Your “Most Important Senders” send an email: Right-click on their 

message, then Rules – Create Rule to set pop ups and different sounds for them! 

6. SPAM?  Could create rule to permanently delete repeat spammers, or just click on 

message to select it, hold SHIFT key, and hit Delete!  It is gone! 

7. Don’t start your day in your e-mail!  Instead, start your day for a couple minutes in your 

calendar, reviewing back a few days, and forward a week or so, then … 

8. Build a smart task list for Today! … a task list that matches your available time for today 

and focuses on key projects, priorities, clients, and customers … this is a 5-minute drill! 

9. Too much going on?  Re-date those tasks that aren’t critically urgent/important for 

today so your task list fits your day (remember “effective procrastination”?) 

10.  Remember – favorite task views are “Today”, “By Category”, “Completed” – you can 

use the last one to track what you got done and when you got it done! 

11.  Work your day after your inbox is clear with the Task, Task, Task, E-mail strategy! 

12.  Start Your E-mails with Good Subject Lines!  Make sure your subject lines reflect the 

project, person, client, and/or task they are related to – make it easy for recipient! 

13.  Keep Your E-mails Short and Sweet! Get to the point, but do it nicely! Identify tasks, 

owners of tasks, and due dates very clearly 

14.  E-mail is NOT good for complex, difficult, emotional, or hyper-urgent messages.  

Works best: simple info that’s easily understood and acted on & not critically urgent. 

15.  If that e-mail is urgent, pick up the phone to make sure it was received.  Remember, 

some e-mails fail, and some people aren’t constantly checking their e-mail! 

16.  PUTP – Pick up the phone!  EOM – End of message.  NRN – No Reply Necessary 

17.  Go BIG!  Build a “Priority Note” at least once a year that features your key goals, 

projects, activities, events, and people.  Break it down into subprojects and action items.  

18.  Refer to Your Priority Note Every Week:  Incorporate it into your task list and calendar 

as individual task and calendar items to fit your most important “stuff” in your plans  

19.  Try to work the majority of your day from your Calendar and Task list, not your e-mail 

inbox!  This will help you be more focused, more productive, and less distracted. 

20.  Have fun, and always looks for places to get a little better, smarter, faster.   

 Go to the next page for links to several You Tube tutorials



 

Visit my YouTube Channel for Short Tutorial Videos on 

Outlook, E-mail, Google and More 

(Consider Subscribing!) 
https://www.youtube.com/user/janarandydean 

 

 

Converting E-mails into Outlook Task & Calendar Items: 

 

https://youtu.be/YMhkNcBt9k4 
 

 

Using Signatures & Drafts in Outlook as  

“Automated E-mail” Tools: 
https://youtu.be/zOOGlXMt7xg 

 

Reducing E-mail Distraction Through Your Settings: 
https://youtu.be/K8zSp0RLnUw 

 

 

My Favorite Outlook Task View: The “Today” View: 
https://youtu.be/Vbqtd_NQ9FA  

 

Essential Outlook Set-Up Tips: 
https://youtu.be/QqSEo4608Cw  

 

 

© Randy Dean, MBA  

The E-mail Sanity Expert® 

randy@randalldean.com 

http://www.randalldean.com  

 

Get access to full-length
training programs (for a fee)
on my website.  Click on the 
e-learning tab for more info.
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Smart Phone Success 
& Terrific Tablets:

Getting More Productivity
From Your Smart Phone and Tablet 

Devices

The Original Four Buttons

Calendar

Address/Phone Task List

Memo Pad

Flash Forward Nearly 20 Years

 Blackberry w/ live e-mail & phone

 iPods and then iPhones

 Android on it's heels

 App Stores (nearly a million!)

 Tablets & “Phablets”

 4G & Cloud Computing

 Microsoft making a comeback
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The Original Four Buttons

Calendar

Address/Phone Task List

Memo Pad

Your Center Productivity Panel

THIS is our reality, and it is 
changing FAST.

How do you find productivity 
(and limit distraction) in this 

"smartphone reality"?
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First, go back to basics:

 E-mail

 Calendar

 Contacts

 Tasks 

 Notes

Google????  
Office 365???

Tasks

… on Exchange/Office 365?  

 Easiest -- turn on “Reminders” in iPhone

 Wunderlist just bought by Microsoft –
now MS ToDo

 Touchdown for Droid & iOS

 Tasks & Notes for Droid

 TaskTask for iOS

 Todoist

Not Using Tasks in Outlook?
PLENTY of Options

 I really like ToodleDo  & TickTick – browser-
based on PC or Mac, but synced apps for 
tablet and/or smart phone 

 Cozi worth a look for teams/families 
(Wunderlist Pro?)

 Using Google Tasks?  Several syncing 
apps with online Google Tasks account 
(GTasks, GoTasks, Google Tasks Lite, etc.)

 Several other solid task apps – do some 
research to find one right for you

 Simple option for Outlook users: e-mail 
photo of daily tasks BACK to phone when 
away from Outlook using Snipping Tool
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Key need:

Can you get current access to 
your e-mail, calendar, today's 

tasks, and important contacts?

Notes – Too Much in Your Head?

 handy to have access to many useful 
notes/reminders

 Company/Staff info

 Shopping Lists

 Travel numbers/sites

 Even passwords and private info

 (Best “Happy Hours” & Golf Yardages)

 better in your phone than in your head!

 used to teach on Outlook, but now...

Note Apps – Many!

 OneNote

 Google Keep

 Evernote

 iNotes

 More …
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Passwords and Private Info?
 need a "password keeper" -- one 

master password for access to all 
accounts, passwords and log-ins

 I also use for highly personal 
information – stuff I don't want “on 
the cloud” or my work computer!

 need to download for IPhone & Droid

 using UPM on Droid

 wife is using My Eyes Only on 
IPhone

 Dashlane???

Now that have basics, what 
else for standard productivity?
 Office docs reader/editor (Word, Excel, etc.)

 Can get full or limited Office for phones/tablets

 Google Docs, Sheets, and Slides

 DocumentsToGo & OfficeSuitePro

 Prezi? ClearSlide?

 Adobe Reader for PDFs

 Office Lens or ScanToPDFFree

 Box, DropBox, Google Drive, Microsoft Cloud, iCloud, etc.

 Search tool for web 

 I use Google Assistant & Siri

 (Why Google is happy w/ Siri)

Voice Assistant??
- Siri & Google Now

 Both can provide great help with hands-
free, voice-based commands and 
communications.

 Google voice-to-text is amazing – wrote 
this presentation using it (on Evernote!)

 Test these – and get in the habit of turning 
them on as soon as you get in your car! – I 
LOVE driving mode

 The more you use them ...
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Something Siri-ously Silly ...

Your Center Productivity Panel

Productivity Peripherals
 Productivity Peripheral Devices/Services?

 Internet Tethering/WiFi Hotspot 
capabilities

 WiFi Printer/Copier

 Bluetooth keyboard for IPhone/IPad

 Both allow phones/tablets to effectively 
act as standalone laptops

 Phone docking station/bluetooth allows 
me to "port" my phone screen/apps/ 
games to large screen TV/projector 
and/or my car speakers
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Peripherals Continued ...

 LogMeIn app???  (Pretty amazing 
[especially for tablets], but a bit expensive)

– JoinMe Viewer (allows for cross-device 
screen sharing)  Hangouts, ZOOM

– GoToMeeting, WebEx, etc.

 Your VPN is more secure

 Coordinated Tablet device???

 Great potential synergy here

 Bluetooth/corded “radio” charger and/or  aux 
port “male-to-male” cable for car

Consider What You Have ...

 E-mail, Calendar, Contacts, Tasks, Notes

 Password Manager

 Web Browsing & Search

 Document creation & storage (via the cloud)

 PDF viewing & creation

 Media playing/viewing/storage/streaming

 Keyboard & printer? (via Bluetooth & WiFi)

 YOU HAVE A FULLY FUNCTIONAL COMPUTER!

 … that also has voice-to-text AND touchscreen!!!

 … AND APPS!!!

Extended Productivity

 Reference/News

 Communications

 Scanning/Search/PDF

 Online Shopping/Search

 Financial Management

 Social Networking

 Travel Management

 Health & Wellness

 Just Really COOL!!!

Time to go to the 
App Store!!!



5/3/2018

8

Reference/News
 Wikipedia & AskWiki

 Encyclopedia Brittanica (paid)

 Dictionary & Thesaurus apps

 White Pages (full app-based phone book)

 Zip Code Tools & Instant Area Codes/Area Code Tracker

 WolframAlpha

 Google Earth, Maps, Moon, Mars, etc ...

 Major News Apps (TV, newspaper, etc. CBSN, 
Bloomberg favorites right now – full stream)

 Language/Translation Apps (check out Google 
Translate!)

 Specific Reference apps (what's your interest?)

Tons of Knowledge 
At Your Fingertips

Extended Communications/
Video Capabilities

 Google Voice (Single line to different 
lines/integrated voicemail to text)

 Google Duo, Apple FaceTime, Skype!  

 Free Skype-to-Skype calls (big in 
Europe) AND video calls

 Works cross-platform

 Awesome on 4G!

Scanning/Search/PDF
 Office Lens/Scan to PDF Free (turns phone into 

auto-scanner/PDF creation device)

 Related CamCard for biz cards

 Barcode Scanner (search QR & bar codes)

 Grocery IQ (synced shopping list -- multiple stores 
-- between multiple users)

 Shipt – grocery delivery

 Keyring – all store loyalty cards in one app!

 Amazon, Google Play, ITunes App Store, 
BlackBerry AppWorld, Windows Marketplace

 Comparison shopping/app insanity

 4 stars, many reviews, tons of downloads!

 Have become a big fan of Amazon Prime
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Financial Management

 Mint.com and Mint apps

 Square and other E-commerce apps

 Expensify (take pictures of and auto-
categorize receipts, download from CC)

 AMEX receipt manager 

 Bloomberg Mobile (market/investing 
news/feeds)

 Individual bank/trading apps

 Even an app for finding ATMs!!!  

Social Networking
 Facebook

 Twitter 

 LinkedIn

 Google+

 Flickr (lots of cool photo apps)

 Instagram

 StumbleUpon

 Pinterest

 Flipboard is pretty cool! & Doggcatcher for Podcasts

 So Many Others!!

Travel Management

 GPS (my preference is Google Maps which now 
incorporates Waze)

 Poynt & Yelp (takes current location and provides 
nearby weather/shopping/restaurant/gas options)

 MapQuest also good for location-based search

 Air & Hotel Apps (Provided by many major firms)

 Hipmunk, Kayak, TripIt, FlightView, GasBuddy

 Carrr Matey!

 Postagram & My Postcard

 (Area of opportunity/necessity for your firm?)
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Health & Wellness
 WebMD, ITriage

 Weight Watchers (my wife loves it)

 MyTracks & Map My Tracks (track mileage, 
elevation, speed)

 MyFitnessPal 

 Losethebelly, Couch to 5K, FitBit apps

 Evernote “Doctor's Diary” 

 Track conditions, medications, 
procedures, allergies, etc.

 Epicurious, Fooducate, etc. 

Just Really Cool ...
 Bump 

 Kindle app (and Audible)

 Spotify, Pandora, Slacker, Radio.com, TuneIn Radio, 
iHeartRadio, etc. 

 Google SkyMap, Go SkyWatch & Apple StarWalk

 Netflix, Amazon Prime, JetFlicks & HuluPlus

 ScoreMobile (sports scores, favorite teams)

 WolframAlpha (other “ed” Apps)

 Instagram, GorillaCam, other photo apps

 Percent (for tips)

 Uber

Even More Apps!
 Zip Code & Area Code Finders

 Public Transit Apps, Bike Share apps,

 Real Time Traffic Apps

 Circle app (find nearby friends)

 Square & Stripe (credit card device and app)

 Prezi (cool presentation tool for Ipad)

 IAnnotate (PDF reader/write comments)

 Numerous handyman apps (level, measure, angles, etc.)

 Shazam & SoundHound

 Nature Sounds/Relaxation apps

 OpenTable (dinner reservations)

 IPhone Secrets app

 Fireplace (and other nature sounds) apps
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Other Randy Dean Programs:
• Taming the E-mail Beast: Key Strategies for Managing E-

mail & Info Overload (Using Outlook and/or Gmail)

• From Distracted to Productive:  Finding Your Focus in a 
Hyper-Interrupted, e-Distracted World

• Finding an Extra Hour Every Day: Time Management Tips, 
Tricks, and Strategies for Busy Professionals

• Optimizing Your MS Outlook:  Time, Project, People, and 
Idea Management Strategies for Busy Outlook Users

• Time Management in “The Cloud”:  Using Google Apps to 
Manage Your Time, Life, Work, Projects, People & More

• Managing & Leading Great Staff & Team Meetings

• Go to www.randalldean.com/programs.html

What are your favorite 
apps & tools???

Send me a note at randy@randalldean.com with your faves!
I'll post on the related program web pages.

Interested in this or another program for your team?
Contact Randy Dean @ randy@randalldean.com


