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 To learn how to use software to get and stay 
organized

 To use online tools for communication

 To maximize non-technology tools for 
everyday work

 To create task sheets
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 Microsoft Outlook
◦ Mostly used for sending email

◦ Did you know you can send tasks?

◦ Did you know you can create task lists?

◦ Did you know you can color code your calendar?
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 www.doodle.com: scheduling

 www.delicious.com: bookmarking

 www.onelook.com: online dictionary

http://www.doodle.com/
http://www.delicious.com/
http://www.onelook.com/
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 Notebooks

 Sticky Notes

 Colored File Folders

 Colored Pens
◦ Blue for official docs


