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DEBBIE IRELAND

✓ ShareThePoint CEO

✓ Digital Workplace Strategist

✓ Change Catalyst

✓ Microsoft Regional Director

✓ LinkedIn.  Debbie Ireland CONNECT

✓ Author  - Work-Life Balance My Arse!
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Time blocking

• Focus

• Productive Time

• Pomodoro – 25 – 5

• Robin Sharma – 90,90,1



• Amazon KINDLE – special launch price $4.99 (USD) 

• Amazon Paperback $23.85 (USD)

• Local (NZ and AUS only) Paperback  $30 plus postage (NZD)

www.debbieireland.com



Personal Task 
Management Tools

TO DOOUTLOOK

“10-12 minutes invested in 
planning your day will save at 
least 2 hours of wasted time 
and effort throughout the day”



Outlook Tasks

Individual Lists to 
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APP)
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Vid 1 – Task Management



Project and Team Task 
Management

✓Progress Updates

✓Transparency

✓Info in One Place

✓Reporting



Microsoft Project



OneNote 
for 

Checklists



Video – Planner – TaskMgt2



Combining for 
Collaboration

✓Within a Team

✓Other tools at 
fingertips

✓All in the one place



The Teams 

Desktop





✓Sync Tasks✓Flag Emails

✓Assigned To

✓Task Updates

✓Notifications

✓Calendar

TEAMS

✓Notifications/ Chats

✓Tab in a Team Channel

✓Planner Hub



Tasks in Teams
• Consolidates Personal Tasks from To 

Do and Team Tasks from Planner into a 
single comprehensive view in Teams

List View





3 takeaways



Gracias

Merci

धन्यवाद

Kia ora! from New Zealand

www.sharethepoint.com


