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Put Your Inbox Secretary e

To Work 4




1. Rules > 2003-200/

File Edit View

|

3 New ~ | il 175
ESET NOD32 Antivirus~ (o ~ Instant Search

- i Address Book... Ctrl-Shift-B
_Mail RE: Kodak Exg

- 4 Organize
Favorite Folders v Meeting

' Inbox (11 Rules and Alerts.., .
- : Ible Instant Search ||| Kirsty Pearcey

U=y Sent Items Mailbox Cleanup... E
a Wed 10/02/2!
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Empty Deleted Items” Folder

'Debbie Mayo-

., Unread Mail (2} ! A
_J 101 commun tips Forms e :
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Mail Folders Aacro

2] All Mail Items Account Settings... Hi Debbie

-l Croxley Trust Center... o :
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_J Gigalert

_J Julian Smith

Options...

_J LinkedIn



Rules >2010/3

A2 Air Tickets
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= Sent tems

~ Outbox

£ Unread Mail 4 Invitation to connect on LinkedIn
Pete Miller via LinkedIn

Wed 2/11/2011 12:21 a.m.

4 Yesterday
Debbie Mayo-Smith motivatio

~J Speaker Requirements - PCO Conference

agfaln fOEr gle IUEOILsL P.M pete

vawaiting re

pdate of your personal informati..,
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investor.services@jpmorgan

& JPMorgan Funds -
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Gmaill

Settings

General Labels Inbox Accounts and Impnrt Forwarding and POP/IMAP (

The following filters are applied to all incoming mail:

Matches: from:Nobody subject:(newsletter subscription)
Do this: Apply label "Newsletter Subscription”

Matches: subject:(PNR:) Electronic Ticket
Do this: Apply label "ETicket"

Matches: QANTAS E-TICKET ITINERARY
Do this: Apply label "ETicket"




Mac Mail>Preferences>Rules

Description: Mark As Read

if @ all v of the following conditions are met:

Date Received Is Less Than | days old

Sender is not in my Address Book v

From ~ Does not contain vy  makeuseof.com

From v Does not contain + wordpress@maket

Sender is not in my Previous Recipients

Perform the following actions:



How Wil | Know?@

4 3 QuickTips

1 mail delivery errors 25

—j ©Out of office (472
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Subject Lines & CC's =

no subject line or incorrect subject line
Surveys

Group emails which are not relevant to me

Emails that are too long

no indication of urgency in subject
People Ranting

Emails with long streams of back and
forth messages

"reply all" to whole office or big groups
when superflous

Emails that look casual but actually contain
critical information

Badly written and often confusing or
misleading

compelled to read them even though |
should be focusing on the work at my
desk.

Boine cc'd into an email and it ic ninclear

people who want instant answers form
you, but wont respond when you want
information

people not reading the whole email
properly

geting sent on emails that are not
relevent for me to answer

cc'ed into things which are not relevant
to me -

Forgetting about the e-mail once | had
read it

That it takec the nlare of convercation
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2. Drag & Drop




e . WL o - debbie@successis.co.nz - new oﬁ?—lﬁldb"sdﬁ Outlook

L@ Unread Mail (1)

4 debbie@successis.co.nz - ni =

47 Inbox
4 linterested
> Apps
[ Interclean
[ not interested
[ old interested worl
[ rotational
[ yesinterested
3 @ Steve - UBT
CJ @@anne +trainingw
[C @awating reply
4 @Interclean
> @Marnie
3 ACENZ

e i
L 1

4] Calendar
8=/ contacts
2 bl 3 (3 -

Arrange By: Date [ Newest on top

File Home Send / Receive Folder View ESET
He =
4 Favorites <
= Search Inbox (Ctrl=E) p|
[[= Sent Items —
w

=

{j Rajesh Chevendra 3:48 p.m.
Req: Web Assistant - SIS

{:3 info@tnpnz.co.nz 3:39 p.m.
TNP seminar series: a semin..,
4 Angelo via Dropbox ..

Angelo Biviano shared "Final S..,

-4 Bart Reines 1:38 p.m.
Re: Three babies
[~ Air New Zealand 1:15 p.m.

Your Airpoints Summary plus w,.,

4 Yesterday

[Lj James Daniell Thu11:14 p.m.
Invoice #555 from Alpine Blue ©

{ﬁ James Daniell Thu11:13 p.m.
Re: nevermind

{_j Joanne Bowley (Mission Bay) T...
RE: Travel to LA and Miami 0

& Bob Walters (LPMN...
Re: conference

(4 Bill Bassett  Thu222p.m.

-

Bill Bassett <billb@interclean.com.au>

© You replied to this message on 3/05/2013 12:17
p.m..

Sent Thu 2/05/2013 2:22 p.m.
To:  debbie@successis.co.nz

Printing Trials
(file://IC_WS03/Users/bill.bassett/Dropb
20Trials)

111

Kind Regards,
Bill Bassett ==
Managing Director

Interclean Australasia Pty Lid

Unit 7, 10 Boden Road,

Seven Hills NSW 2147

Ph: +61 29838 7740

Fax: +612 9838 9217

|

B

e -

__Fmail*_hillh@interclaan coam an

(4] 1l l

o See more about: Bill ...

by ZN Ny TwUe 0OiZ PIM @ ~

syse] £ :{epoy 4
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3. Quick Step

weply Reply Forward E@Mnre*

1l

FOLDER VIEW ESET

All

Respond

Search Current Mad

Il_l'-

Unread

Bart Reines
Kutie patootey

Bart Eeines
Kiddies

Bart Reines

Chur little bookworm

Inbox - debbie@successis.co.nz - Qutlook

[Fa Meeting Bas Red Category

=71 Herald
¥ pir Tickets
§ Create New

Mew Quick Step

= ¢
s
By Date = Mewest

I
Pon 11:12 a.m.

I
PMMon 11:09 a.m.

I
Pon 11:08 a.m.

i

(=3 forward to gmail W @
=1 =¥

[E] appt
Mowe Rules OneMote
E-g Reply & Delete . .

ove

Mowve to Folder...

e Manage Quick Steps... = Categorize & Move...

| ™ Flag & Move...

E1 Mew E-mail To...
Hells =

'ﬂ'"fCU replied to E‘ Mew Meeting...

Forward To...

§ Custom...

S B

Unread/ Categorize Fol
Read - L

Tags

ﬁlr‘l-lll

Haven't got a phone yet so just emailing for now, its so lovely

Got an email from ctc saying jetsar is delaying us again, not su



4. Quick Parts

Untitled - Message (HTML)

Insert Options Format Text Review

From ~
To..

CC,.

Subject:

Thank you and my best regards
Debbie

Debbie Mayo-Smith -Successlis!

No#1 Best Selling Author

International Speaker - CSP (1 of only 4 in NZ, less than 7% in AUS)
Helping you save time, improve business

Ph 64 (9) 575-5359 NZ

MOB 64 (27) 575 5359

www.debbiespeaks.co.nz




Your Phones

iPhone

Galaxy

Other

Not a smartphone
Nokia

HTC




To 8675300

gt 30 41 AM o
E’ " TTEICKBUSCIN

Mekssa Chevaller 1 Melissa Chevaller

Back at school . Back at school

O |Message
|

(160/160)1

Seat trom my Ohone

Predictive text area

2 31 P74 oy 6 1

WERT Y

ASDFGH

1 P p—— -

* z/x/cvie

& BBBDBIM

'23 :’ space nm

2 ¢

4S Galaxy 3



Voice Recognition -
IPhone Example.
Search Google for
Android



[ )
I P h O n e all.Telecom NZ 2 9:33 PM Q@ . 64% W}

4 P ] Y AVl Y. =y
Siri LAdnguage

ull. Telecom NZ & 9:20 PM Q 65% @}

Ask not “what can Siri say.” Rathe

Chinese (Cantonese - Hong Kong) Call Brian

Chinese (Mandarin - China) ) Launch Photos

Chinese (Mandarin - Taiwan) Tell Susan I'll be right there
English (Australia) Set up a meeting at 9

English (Canada) Did the Giants win?

English (United Kingdom)

Give me directions home

English (United States) v Tweet with my location...

French (Canada) f w
| | ™)

French (France) /4




5. Voice Activation

Create A Voice SMS
Android

Apps > S Voice or
Double press home key

IPhone
Settings > General > Siri

Windows — Dbl press home key

HTC
Settings > Lang. & Keyboard > Voice Search
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6.1/ You Ratio Example

| need this by tomorrow please

Can you get this fo me by fomorrow
pleasee



|/You Ratio Example

'd like to go see Magic In The Moonlight
this weekend

Wouldn't you love to go see Magic In The
Moonlight this weekend?



|/You Ratio Example

Safe Driver Workshop

How You Can Be A Safe Driver Workshop



|/You Ratio Example

The Council is a great place to work

You'll enjoy working at the Councill



|/You Ratio Example

Every day, we make the roads a safter
place to be

Every day, we make YOUR roads a safer
place to be
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MENLD

About home » Safety on the roads » Safer drivers» :  Young drivers« Safer Young Drivers M

J O

Safer Young Drivers: A Guide to Best Practice Education

Designed to assist training providers and parents AA Driving lessons

Traffic crashes are one of the largest killers of 15-24 year-olds in the developed world. In New Zealand this age : oo
= B } ) s With our fully qualified

group makes up arot 6 percent of all licence holders, yet between 2004 and 2006 accounted for 38 percent , G
instructors you'll quickly learn

ot 1atal crasnes ; L 4
the rules of the road and

The guide is the first of its type available to New Zealand road safety educators. It draws on extensive Improve your-chanceso

nternational research and experience to ensure that government and community resources invested into young passing your driving test!

Iriver education are targeted to where they deliver the greatest road safety benefits

The guide ssist training providers, including commercial businesses, schools and community groups, to

: . The AA Defensive
Jevelop or modify their existing training programmes to ensure they are most effective in helping young drivers

tO become saier .“[-n the roads J - ﬁ DriVing course

Parents may wish to read the guide to understand the sort of driver training course their teenager needs. The Qur course is now more
nformatic elp parents to coach their teenagers in safe driving, particularly if teaming up with a professiona interactive. Learner licence

nstructor holders can now attend. Book

today

= HUIUCT 1S - - - S0 C ol UU -1y = SOOI SCTLULU = -
gencies, commercial providers of driver education and the
Book now
The guide is the first of its type available to New Zealand road safety educators. It draws on extensive improve your chances of

nternational research and experience to ensure that government and community resources invested into young passing your driving test!

] 2r egucation are geted tC nere they aeliver the greatest roaa satety teneiits

2 guide w f—'l._,r st training providers, including commercial businesses, schac id community groups, i




This guide will assist tfraining providers, including commercial
businesses, schools and community groups to develop or

modify their exm’rmg fraining programmes fo ensure they
are most effective in helping...

Parents may wish to read the guide to understand the sort
of driver training course their feenager needs.

If you are a fraining provider, including comm. bus,

schools... this guide will help you develop or modity
your existing...

If you are a parent, reading this guide will give you the
understanding of the D.T. course your teenager needs
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We are klllmg and hurtlng our |, ().,fir:&;% G :, 2

friends and famlly Iti is t1me to stop. ! ,} %
N R ."‘VSF*%

Each year from 2009-2013, we killed or seriously injured an average
of 80 of our friends, families and members of our community on our
roads and roadsides.
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LIDE SHOW REVIEW VIEW DESIGM FORMAT Steven Mayo-5mith -

= . . . . . .
¢ ‘ ol Animation Pane Start: - | Reorder Animation

- ) Trigger ~ (Y Duration: 00,50 -
Er:'llt .Ihll'll.ir:lE EffEl:t "LU:IEI ! . - . . U -
Options =  Animation = v Animation Painter (%) Delay: 00.00 -

P Advanced Animation Timing ~

12 10 12 -

5]
L=3]
i
[
L
[
=
)]
5]
=
=)

Animation Pa...
;_ Play Selected

|Gnr—1|hg (USDEG 20]3) o Chart 8: Cate... -

Che s oo
Rounded Rect...
Chart 8: Cate...
Chart 8: Cate...
i : - : : : Chart 8: Cate...
lll o
o ...- Chart 8: Cate...
. ‘E? @ ) (,_, 6} W&Q‘: &D Chart 8: Cate...
. Q a{"’ ﬂ.a q;& Chart 8: Cate...
e H&*E" &@: 5 5 Chart 8: Cate...
Q'e' ,{F—' ﬂt"ﬂa Chart 8: Cate...
S A Chart 8: Cate...
E"|'-E-J”+'=.F""3—'|"‘i~'53?'"1%31' R Chart 8: Cate...
. . . . . . Chart 8: Cate...
Chart &: Cate...

[ TR W 5 B — S W

OO0 OO O0OO OO O 0 00004






/. Presentation. Not Script

Speeds that suit
the function

and level of
safety of the
road, with users
understanding
and complying
with speed limits
and driving to
the conditions

Safe road use

Ensuring

road users are
competent, alert,
unimpaired,
comply with
road rules,
choose safer
vehicles, take
steps to improve
safety and
demand safety

improvements

Vehicles that
help prevent
crashes and
protect road
users from crash
forces that cause
death or serious

injury

Safe roads and

roadsides

Roads and
roadsides that
are predictable,
forgiving of
mistakes, and
encourage safe
user behaviour




Safe Speeds




Safe Road Use




Safe Vehicles
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Andy & lain




Appointment SMS Prompts

Net
sMs | sms | _‘'aPPt | -
Numbers| cost | Savedper year years
week $55
$1664
8320 @ .20 $2,860 $1,196 $5,980
Three Drs $3,588 $17,940
Five Drs $5,980 $29,900
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9. Flutt Walks.
Dollars Talk

N . b, % ° v - 7 \vVa . "<'1 '/
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Before / After

I'd like to Infroduce our Road Safety
Campaign proposal.

How does $750,000 in savings sound?



Consider Everything To Quantity

$ Savings from of hospital bills
$ Savings from ACC payments

$ Income of tax revenue not lost from loss of work
$ Savings in police time/call outs
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Your Facebook Use

division
14%

no Facebook
48%

organisation ~
38% T
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9. The Reality

How Facebook Galculates What Appears
In Your News Feed

omments

The problem with Facebook organic reach can be summed up in one single graphic:
Only 6 percent of your fans are seeing your content in their news feed. The
other 94 percent are not.

Facebook Organic Reach

- Not seeing your content

Seeing your content

N\
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n Dunedin City Council Q " | Debbie Home 20+ “

6-7 SEPTEMBER 2014 | 10AM - 5PM

Normal admission charges apply. Children FREE

Join us for a weekend of cultural activities visit:
www.dunedinchinesegarden.com

DUNEDIN CITY ol mant S y Liked v v Following = Wi Message | eee

Kaunihera a4

- Ellen Aase Mayo-Smith Invite

Alistair Rowe

invite




10. Post
Where
Audience

1S

University of Otago

I E > 2 : |- N
Educational Organization - Medical School

=1
o

Maore -

B Message @ eee

Timeline About

Photos

PEOPLE &4 post

Nigel Cherrie, Simon Young and 2 others like this

LR AN ¥
g v o M
¥ i = ¥ Au v
3 har L L
nvite your friends to like t

e isa programme of study. can start Course Enrolment through eVision from this
- date.

x University of Otago
=t

Course Enrolment for study in 2015 opens on Monday 8 September. Students

who have accepted an offer for a programme, or who are continuing a current



Harcourts Paeroa

Residential | Harcourts Paeroa - Valley Reaity Ltd
MREINZ | One Team, One Moment

Harcourls

WY AT (D ..

Like Comment Share

&5 Ivan Rakich likes this

. e g conmen

BE=S o courts Paeroa

=

Open The Best Way to Start a Monday!!!
Open Home
Homes

Do you Agree?? Paeroa

Latest Listings

ONE SMAL
POSITIVE
THOUGHT Ii
THE MORNI

Upcoming Auctions




] 0:2570:42 <)

Andrea Pilotti @ Public
Massaggio Time... Watch Differen




Spirit of Facebook

Post
Dogs: Cuddly. Fierce. Funny. Loving

Cars: Old. New. Wonky. Guess which model

Roads: Scariest. Beautiful. Steepest.

Where
e Local universities

Share: Partners postings

Ask : Them fo post  Other partners(NZTA, AA







Your Quick Tip Newsletter
20 May 2014 Vol 13 No# 94

Website |LinkedIn | Speaking | Where's Debbie | Newsletter Sign-up

1. Please refer

2. I didn't know Excel could do that

3. Content marketing

4. Does your partner snore? AKA smartphone ideas

Subscribe Now! Missed the last issue?

When was the last time you asked for a referral? May I?

Please refer

& request from this lady trying to run a business as well as keeping hubby, six kids,

two dogs and three cats happy - please, refer! As you know, business is hard
these days, especially for the self employed.

If you like this newsletter, or if you've been to one of my presentations, please,
refer. How? Just shoot this newsletter out to your friends and colleagues with a
few words of your own or that Debbie is a conference speaker / trainer working
with businesses that want to help staff get more done in less time. Sign up for

Debbie's Newsletter

I didn't know Excel could do that. unmerge cells!!! Yipee
It always pays to explore!

Ever try to sort an Excel list and it won't? 'Merged cells' it tells you.

wWell, problem fixed! I found the solution. It's just hidden,that's all. Often you can't
tell if a cell is merged when there is information in it. In the image below you can
see that row one - column A-H is merged. Row 2 A-B is merged Row 3 A-C is
merged. If you had information in it, and wanted to sort say alphabetically by
column one, it won't,

Business Card
Free
Subscription
everyonelllll
AND
Presentation
One year
follow up



THANK YOU!!



