How to Save Time and Make More
Money with Microsoft Outlook!

Learn Seven Ways to Maximize Outlook

With Amy Chorew
Amy@AmyChorew.com
Blog: AmyChorew.com
Phone: 860-325-0101

Follow me on:
Facebook: www.facebook.com/thetechbyte

LinkedIn: www.linkedin.com/in/achorew
Twitter: www.twitter.com/AmyChorew

You need a Technology Coach — www.thetechbyte.com



1.

What we will cover. ..

Enhancing your email
a) Email Etiquette
b) Why Outlook?

Organizing your Email

a) Folder
b) Rules
Outlook as Contact Manager
a) How to add Contacts from Email
b) How to send contact information to a client or contact

without the having to retype it

C) How to add recurring events like client birthdays,
anniversary’s etc., to a contact record

Using the Calendar

a) How to easily set appointments and meetings and
get confirmations

b) How to send an appointment confirmation so your
recipient can easily save it to their calendar

Creating an Enewsletter

a) How to create and send group e-mails without using blind
cc

b) How to create an e-mail template so you can avoid typing
the same e-mail over and over

c) What content to put in ENewsletter
d) Using Email Merge

6. Power of Signatures

a) Creating Multiple Signatures

7. Syncing with your Email Enabled Phone

a) Wireless Sync advantages
a) Microsoft Exchange versus Google Apps

8. There's an App for that!

a) Add-ons that make sense
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one on the right. This is called the Navigation Pane. You'll notice
in the top area that it indicates Mail. Below Mail there is an area

called Mail Folders.

Below the Mail area you’ll see a series of Buttons: Mail,
Calendar, Contacts, Tasks and Notes. Notice that the Mail button
is orange. This means that this button has been selected (when

you opened Outlook Mail).
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Get Organized with Folders

Email Folders help today’s Sales Professionals to be more organized and productive.

You can create personal (non-system) folders to organize your messages any way you like. You can create
an unlimited number of folders and subfolders so Outlook can mimic your personal organization approach.
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You can create custom
folders of any type,
including email, calendar
and tasks folders.

To move messages into a folder,
simply Drag and Drop them
from one folder to another.

For example, drag new
messages from the INBOX into
your CLIENTS folder (using the
mouse).
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Watch Your Profits Go UP Even in This Down Market...

(And Get the SECRET Edge Your Competition Prays You Don’t Discover!)

What If?...

A Tech
Coach Would
Show Up,
Take You By
the Hand,
and Walk
You Through
Everything
You Needed
to Know?

Well...

You Need to
Do to be
Super-
Successful?
AMY CHOREW

Speaker, Coach,
Consultant

And Her Team of
Live Digital
Coaches

Phone

(860) 276-1955
Fax

(203) 548-9151

Email
info@amychorew.
com

Website
TheTechByte.com

And, with this program, that will REALLY happen! All YOU have to do is show up and follow the
simple directions during class . . . and you will have the same edge as every mega-agent that is
emerging in this new marketplace. Don’t wait to take your rightful place with the committed, powerful,
productive agents that rock and roll in ANY AND EVERY market. Join them RIGHT NOW with these
POWERFUL NEW PROGRAMS!

Technology: Winning the Technology Game — Permanently!
Learn the most affordable and effective tools you need — and get rid of the money-wasters!

Receive the 5 painless, essential steps to running an effective, up-to-date business!

Social Networking: The 7 Secrets to Mastering Social Networking
Gain the 7-step system you need to get plugged in to the social networking scene!

Understand and get yourself placed on all the important social media places — guaranteed!
Internet Marketing: Building Your Online Business — For Real

Find out how to use FREE tools to easily create videos and add your own voice!

Receive the top 7 tips that will get a home sold AND attract NEW buyers and sellers!

Learn how to create & maintain a blog &website (without spending a ton of time or money!)

100%, 60-Day, Money-Back Guarantee!

We promise you'll finally master all the tech tools and online strategies you need to succeed in today’s
market — or you don’t pay! If you don’t see the major value of Amy’s programs, we will be happy to
refund EVERY penny!

[1 Social Media Makeover: One-Time Charge $195 — 2 Hours of One-on-One Coaching
One of our real estate-friendly, one-on-one, digital coaches will help you:

Complete your Facebook, Linkedin and Twitter profiles

Use these sites effectively for business

Create a reusable profile and photo
0 Silver Level: $19.99 / month OR $199 / year

Access our library of members-only coaching programs — on-demand

Download checklists to monitor your progress

Enjoy conversations with Amy and leading experts once a month
[ Gold Level: $49 / month OR $599 / year
Live Webinar each month: Practical and solution-oriented, you can work through the exercises and
watch the video when you have time.

Access our library of members-only coaching programs — on-demand

Download checklists to monitor your progress

Enjoy conversations with Amy and leading experts once a month

Monthly e-mail coaching with Amy AND Gold-ONLY call-in hours

LIVE coaching sessions each month

Fill out and FAX to our private and secure fax line: 203-548-9151 ~ Please print clearly:

Name Company Name

Billing Address City State
Zip Phone Email

Credit Card: * Visa * MasterCard - Credit Card Number:

Exp. Date: Security Code: Signature:

Date: Other Info:




Use an Outlook Add-On to enhance the usefulness of
the program for your real estate business.

Sonoma Enterprises

Pat Zaby — Respond
Eurekaware

Xobni

GTD — Get things done add on

Calendar Sharing:
www.airset.com

Google Docs and Calendar
Microsoft Office Groove
outlook4team.com

Other CRM products to consider:
Avidian

RealFutureCRM

Pipeline

WiseAgent

Links and Notes
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