























Screen #6: The 'Today' view - your daily dashboard...
- The 'Today' view provides control and perspective.
- It shows anything with today's due date.
- Become project driven rather than interrupt (e-mail) driven!
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Screen #7: Use The Weekly Review Coach to stay on top of your game
- The Weekly Review Coach will walk you through the steps to complete a
successful weekly review.
- It will also track your progress over time.
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Screen #8: Customize eProductivity Functionality using Preferences and Profiles
- eProductivity preferences allow for extensive customization of every aspect of
eProductivity.
- Contexts may be defined by choosing from existing contexts and/or by defining
custom contexts.

H*Close @ Save & Cloze |18/ Optimize for small screen H Ciptimize for large screen / eProductivity

v
e productivity™

The Utimste Persanal Productivity Tool for Lotus Mates™

eProductivity
Preferences Profile

Your current preferences profile is: Eric Mack
(ta change your profile please cloze this document and uze the aptions available on the eProductivity menu)

Wglcame ] General ] Projects & Actions ] Yiews ] Mavwvigation ] Weekly Review Coach ] Feminders | Integration ] ICA Toaols ]

Contexts ] Projects ] Actions ] Copy Into/Drag Into ] Other]

Step One: Select from existing contexts ] Step Two: (optional) Define custom contexts 1 Step Three: Organize contexts ]

STEP OME: Select from existing contexts

Pleaze note: kany PDAs, {e.g. Palm) have a limit of 15 contexts (categories). Pleaze conzider thiz when choozsing contexts

‘ Frojects: 2 Actions: 13 Total Projects & Actions: 15 ‘

| Update Contest List

nay hawve a fofalt

™ Project v &t Office WV &gendas [ Broadband

W Projects - Personal ™ Office ¥ &t Phone ¥ ReadiReview
W Projects - wark v &tHome ™ Phane W “waiting For
I™ Projects - Clients ™ Home [T Callz W Tickler
™ Projects - Telecoaching ™ &t School [~ Callz 9-5 [ Somedawitavbe
™ Projects - Professional ™ School [~ Telephone W Sitd - Personal
™ Projects - Delegated [ &t Church W &t Cormputer W Sikd - wark
I~ Projects - Pending [~ Church ™ Computer [T S - Clients
™ Projects - On-Hald ¥ Errands ™ Quickbooks [T Sitd - Projects
™ Projects - Family ™ Outd sbout WV On-Line

jects -Kids . W Anpwhere I~ Intemet

Prai

I~ Projects - Schoal

eProductivity — Spotlight Application, Page 12



Screen #9: Get ideas out of your head and into Lotus Notes - Fast!
- Got an idea? Get it out of your head and into Notes with Quick Capture.
- Lotus Notes doesn't have to be running!
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Screen #10: Control Lotus Notes functions with a few key strokes

- With ActiveWords integration, quickly navigate or launch forms and views.
- Lotus Notes does not have to be running!
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With ActiveWords, you can quickly launch or
navigate to any form or view in eProductivity.

For example, use "n" to launch Notes or use

p" to create a new project
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