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Getting Set Up in the ‘Smart Work’ Way

Introduction
If you're reading this, it’s likely you will be attending or have recently attended a ‘Smart Work’ presentation, workshop, or webinar.

Smart Work is all about enhancing personal productivity through the right daily habits combined with the smarter use of technology,
in particular MS Outlook.

Using the Guide
This document describes all recommended ‘Smart Work’ set-up changes.
Depending on the ‘Smart Work’ program you attended, you may have completed some or all of the set-up changes already,

perhaps as part of prework, and/or during the training itself. During presentation-style events, you may not have completed any of
them, so please use this guide in whatever way assists you best.

MS Outlook Version

This guide is based on the Classic desktop version of MS Outlook. It is not suitable or applicable to people who use the ‘new’ MS365
version, the Mac version, or the version of Outlook downloadable on smart phones and iPads.

Printing These Set-Up Changes

While it's important to minimise the use of paper, please print this guide if it makes for easier reference as you complete the
changes.

Copyright & Use of Intellectual Property

This guide is only for the personal and private use of people who have attended the ‘Smart Work’ training with Adapt Productivity.
If you use it for anything else, you and your company are breaching copyright and intellectual property laws.

© Adapt Productivity Pty Ltd Page 2 of 21



Getting Started

Using the Classic Ribbon

Some of the changes you are about to make involve working with the Outlook ribbon toolbar. The ribbon sits along the top of
Outlook and is where all the relevant commands are listed. The ribbon can be viewed in two different ways - Classic or
Simplified. We recommend using the Classic Ribbon to implement the Smart Work strategies.

Classic Ribbon (whenin the inbox in this example) - More of the commands are visible:

Filee Home Send/Receive Folder View Help

Norton
o M
MG P ME D0 EE @ Do | Db Al ©) Somore | =0 | O
- - - - 2 v Add Book
New  New =4 Delete Archive Reply Reply Forward N Share to _ To Manager =1 Rules Assign  Unread/ F Follow Up ~ E fess boo Viva
Email Items ~ ,(& v All Eb v Teams & Team Email = ﬂ Send to OneNote Policy v Read P ? Filter Email ¥ Insights
New Delete

Respond Teams Quick Steps 5] Move Tags Find Add-in v

Simplified Ribbon (whenin the inbox in this example) - Less of the commands are visible:

File Home Send/Receive View Help Norton

B‘_ New Email m - = E‘l"lv @) <€) — @ﬁ Share to Teams E\L'IMovetofolder v 3 Unread/ Read EE" F v LEEIIV Search People @ ?"

You will find it easier to complete the set-up changes, and apply the ‘Smart Work’ strategies, if you are using the classic

ribbon. If you can see that your ribbon looks more like the 1t image, you don’t have to do anything. If it looks more like the 2"d
image, right-click on the Home tab, and choose Use Classic Ribbon:

File Home [l B B o T S LI S LI
Hide Quick Access Toolbar
E New App Customize the Ribbon...
G e R Collapse the Ribbon

Use Classic Ribbon
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Step One

Build your Daily Action Plan View

The Daily Action Plan view is the centrepiece of the ‘Smart Work’
program and is designed to be your go-to place for making decisions
about how to spend your time and what activities to focus your
energies through the day.

Pages 5-9 are all about creating this view.
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Build Your Daily Action Plan View

One of the most important parts of the ‘Smart Work’ training is setting up and using your ‘Daily Action Plan’ view in Outlook. It
combines your meetings/appointments AND your tasks in the one place and looks like the image below. The features that are
in place once you have done the set-up changes are listed around the sides.

Arrange your tasks in the to-do bar according to
the date you plan to start working on them

All meetings and appointments
are in the calendar

(. (< Toda: Arrange by: Flag: Due Date | Today -
Today | <|[>| 5 May 2022 P ot Day v/ —— i i
| ||_| |_‘ Y T 200c/9°C E [Type 2 new task | Add ’rdsksilns’ran’rly by typing
. and entering them here
v Today
ThurSday Send revised program overview to Neil for comments @ E F Overdue tasks will .’rurn red
5 Organise coaching session with Matt re handover F and roll forward with you
PR Due - Website d d from Ck I . .. .
£ From 1 May Top Priorities - May 22 To31May = @J F ngh pr|or|’ry tasks will
Brainstorm logistics for 2022 launch event (30/5) 4@—@—F— e .
- - show up in a bold colour
8AM | Daily Planning rs Organise quarterly catch-up with Jill
Review intro section of technical guide and advise t f ch
eview intro section of technical guide and advise team of changes @J Mark tasks comple’re

9AM

10AM

Call David to confirm details re 12/5 meeting

[ & £ B
_l_ll_l_l

Due - Delivery of product samples to Jo
> Ftl Tomorrow

Ftl This Week

by clicking on the flag

All your tasks, both for
today and into the future,

>
> Next Week . .
1AM e are listed in your to-do
> Ftl This Month bar
12 PM 8 Focus Time 4 Ftl Next Month
Project Debrief > [ tater Double-click
1M anywhere in the

Tasks: 8 Active tasks, 0 Completed tasks

empty space to open
a new task form

Expand the headings to see
more tasks. Collapse to see less

The paperclip icon tells you
there is an email or other

document attached to the task
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Build Your Daily Action Plan View

Turning on the To-Do Bar

1.  Gotoyour Calendar. Onthe Home tab, set your view to the Day view.

2.  Inyour Calendar, go to the View tab, press the To-Do Bar button and tick
Tasks. This will open your To-Do Bar to the right of your calendar.

Resize the To-Do Bar so that it is about twice as wide as the default, which is
often quite narrow. Do this by dragging theline that separates the to-do bar
from the calendar to the left. Please note, if you lose the words: Arrange by:
Flag... at the top, you have made the to-do bar too wide and need to make it
narrower.

= |

== S

Today Mext7 Day ork  Week Maonth Schedule
Days eek View
Go To T Arrange ]
- 4
% =

Color  Daily Task Folder Reading] Te-Da | Reminders Open in Ne
e - List~ Pane~ Pane~| Bar~ Window  Window
| Color Layout Talendar Window
Sydney, Neym BSOPI® Ed
«  Tasks
Off
X
E Day v Arrange by: Flag: Due Date | Today -
| Type a new task ‘
We didn't find anything to show here.
) DRAG #
-

-
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Build Your Daily Action Plan View

Formatting the To-Do Bar

1. Check thatyou areinyour 3.  Pressthe Columns button. 4. Select Attachment in the left-hand
Calendar. Check that the To-Do column and press Add.

Bar is open on the right-hand side The attachment field displays a

of your calendar-. ; "::“’ Hatcomsaotasiees & paperclip symbol if a task has an
Ly Seitu, Tadk Solgecs, St Date, Resvinder Tirne, Due D, L I emal-/ /n if'
2.  Click on Arrange By, at the top of CORER =

your TO-PO Bar, and choose i e i 5.  Select Icon in the left-hand column

View Settings. Pt Tk Adeed and press Add. The icon field
displays task symbols for all the
tasks in your To-Do Bar.

Show Columns X

Arrange by: Flag: §tg="=*

= v Al Mail ] Maximum number of lines in compact mode: 5‘ Press OK once Ohl][ -I-o reninurn 1-0 1-he
— Select available columns from: Advqnced View Se'l"l'ings pqne‘

Un[ead Mail now Frequently-used fields ‘
Available columns: N Show these columns in this order:
. 9% Complete ~ l Add > ' Flag Status
Flggged Mail Actual Work Task Subject
g Start Date
Mentioned Mail Attachment I SRl Reminder Time
- pEy Due Date
Complete In Folder
Contacts 1 Categeries
<9 Arrange By > Custom Priority Reminder
Custom Status Outlook Data File
pleted
Tl Reverse Sort lcon
led
) Notes
v Show in Groups Organizer v
Properties Delete Move Up Move Down
@ View Settings...
OK Cancel
—_—

Continuve from where you are using the instructions
on the next page...
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Build Your Daily Action Plan View

Setting Up a High Priority Rule in the To-Do Bar (Page 1of 2)

The set-up changes below and on the next page describe how to create a rule so that any tasks you make a high priority

will show up in a bold colour.

These instructions continue from the previous
page, so you should have the Advanced View

Settings pane on your screen as per the image
below.

1. Click on the Conditional Formatting
button.

Advanced View Settings: To-Do List

Columns... Flag Status, Task Subject, Start Date, Reminder Time, Due Date, |...

Group By... None

W
&

2
Q
)
g
g

. Start Date (ascending)
Filter... Tasks: Advanced

Other Settings... Fonts and other Table View settings

Conditional Formatting.. | fUser defined fonts on each message

Format Columns... Specify the display formats for each field

Gl

Reset Current View

2. Press the Add button.

3.  Inthe Name field, type the words

High Priorityover the top of
untitled.

4, Press the Font button.

Conditional Formatting X

Rules for this view:

| Unread messages Add
v Unread group headers

Z| Submitted but not sent
Delete

] Expired email
Move Up

Z| Overdue tasks

] Completed and Unread tasks
Z‘ Completed and Read tasks
] High Priority

Move Down

Properties of selected rule

Name: |High PriDritﬂ I ‘
Font...
———

18 pt. Segoe Ul ‘

OK | | Cancel |

5.  Set the colour and font style as
shown in the screen shot below:

Font style:

Segoe Ul Emoji
Segoe Ul Symbol
'SHOWCARD GOTHIC
|Sitka Banner

\sitka Display

Sitka Heading

x
oK

Effects
D Strikeout
D Underline

Color:
| [N v Script:

AaBbYyZz

|Western

6. Press OK once only.

Continue from where you are using the instructions

on the next page...
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Build Your Daily Action Plan View

Setting Up a High Priority Rule in the To-Do Bar (Page 2 of 2)

These instructions continue from +h.e.previous 8. When the Filter screen opens, 12. Change the Value field from Low
page, so you should have the Conditional

Formatting pane on your screen as per the image click on the Advanced tab. to ngh.
below.
9.  Click on the Field button. 13.  Click on the Add to List button.
7. Click on the Condition button.
10. Scroll onto Frequently-used 14. Press OK three times to returnto
Fields. your main screen.
Conditional Formatting X
Rules for this view:
/| Unread messages Add 1.  Choose Priority from the next Filter X
% Unread group headers '|'h + A ’
/| Submitted but not sent menu That appedars. Tasks  More Choices Advance
Z‘ Expired email Find items that match these criteria:
Z‘ Overdue tasks Cat . <Add criteria from below to this list>
[| completed and Unread tasks ol Filter ategories
] Completed and Read tasks ovesp Company
Z‘ High Priority R Tasks  More Choice Complete
Find items that match these criteria: ComasEs Define more eriteria [HETEE
Properties of selected rule <Add criteria from below to this list> L -
) ‘Hi h Priori | Custom PIIOFI‘t) Condition: Value:
s 9 R4 Custom Status Priori - | Vi i~
‘ ity | |equa|s ‘ M r“
| Font... | ‘8 [rEzmall | Date Complete
Due Date
P Define more criteriaz
-CD : Modified
condbion: . OK Cancel | | Clear All |
| oK | ‘ Cancel ‘ Frequently-used fields 2 Organizer 3x
Info/Status fields > Owner
Date/Time fields > Priority .
All Document fields > o Your to-do bar is now set up.
All Mail fields > Recipient Name
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Step Two

Turn on your Daily Task List View

This second view of your tasks, called the Daily Task List, is extremely
useful when planning and organising your time. You can quickly open and
close this list, which lives below your calendar. It is particularly useful
when you want to see how your workload is allocated across the week.
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Turn on the Daily Task List

Your To-Do Bar to the right of your calendar is the best place to work with tasks on a day-by-day basis. However, the Daily
Task List under your calendar is also helpful, especially when you need to view your tasks across the week, and in conjunction with
your corresponding meeting commitments. In addition, the daily task list is where you can see your completed tasks. Required
set-up changes are below.

Instructions EEDEET 1IN - =P N

File Home Send / Receive Folder View Add-ins Help Norton

= fh £ Time Scale ~ = = | = -+
GC&Y OE=ERE™ G HEOEHZ E o I
1. In your OUﬂOOk calendar, go Change View Reset | Doy WAkl Week Month Schedle 0" Color | Use Tighll Daily Task Folder Readinf] To-Do | People | Reminders OpeninNew Close
. View * Settings View Week View [F@Working Hours | Spacinl | Listv Panev Panef] Bare | Panev | Window  Window Allltems
to the View tab. Make sure S — il @ + o g e R
. . < x
you are in the day view, or one . e 2020 , 8-12 June 2020 Minmized ) Workeek v | Arange by Fiag:Due Dste [E
H MO TU WE TH R SA SU off [Typesnewtask |
of the week views. o _— — -
25 26 27 28 29 30 31 onday uesday ednesag Armange By > rday v B Today
1 2 3 4 5 6 1 8 ] 10 T 12 Call Anusha ta discuss Allianz SWO 23 Jun 20 workshop F
n 9 10 11 12 13 14 Queen's Birthday; ... Confirm best way for State Street to manage hide flagge... fa
1o Final amendments to State Strect Part 2 fa

15 16 17 18 19 20 21  BAM | DailyPlanning:Ing | DailyPlanning:ng.  Daily Planning;ing.  Daily Planning; In.g.  Daily Planning: Ing. ||

2. Pressthe DQI|Y Task List 23U B %A B Weekly Planning o . ’ E“’""’"""
> This Week

button and choose Normal . - B
from the drop-down menu. {8 My Calendars o8 = - = - 5> 0 Ths ot

[v] Calendar 1 :Show tasks on: Due Date > O NextMonth
[ Birthoys Call Anushato.. [ SendJanelleat. [2 | DecidereFloo.. [ Considerautist. [ Due-Youraus. B > Fu s
[ Shared Calendars Confirm best... [ Sendfigurest.. @  Documentcas.. [ Due-Heardba. [ Due-Nextste. B
3. Close Gnd open 'I'he dqily 'I'qsk [] Adapt Calendar »  Finalamendm.. @ Update CBRE..  [2  Finalise Future., [ Watch outfor.. @
Iis.l. any.l.ime by CIiCking on 1.he [ Dermot Crowley E lnvoiceDCfarm  +/ Sendproposal.  [¥ Review OneNo.. [ Organise dinn... 2
i K [ Matt Lumsdaine Diseussifwet. ~/ CallDadtoch. |2  Finalise OneN.. [2
down OFI”OW N fhe '|'Op rlgh‘l-_ Due Dadtace. Update Outlo... 2
. [] Other Calendars
hand corner of the daily task
Iis.l. ~[TAll Groun Calendars |
Mail Calendar People Tasks Notes -
Items: 13 This folder is up to date.  Connected to: Microsoft Exchange | [ -+ 0
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Step Three

Create Email Action Quick Steps

Email Quick Steps are the fastest and easiest way to convert an email
into a task or into an appointment. By creating the Quick Step buttons on
the following pages, you will soon have your email actions under control!
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Clear the Quick Steps Toolbar

To make the Quick Steps Toolbar clean and easy to use, we suggest starting by deleting the existing ‘example’ Quick Steps that
Microsoft have set up for you. You can then create a more useful bespoke email actions toolbar.

Instructions

1. InOutlook, go to your Inbox. You should be on the Home tab. ~ Home I

2.  Locatethe Quick Steps pane around the middle of the Home tab and | 'eneoe uicksiens S
click on the small arrow in the bottom right corner of the pane. | Quick step: Description:
R [y e
EJ:I Move to folder % To Manager ~ Te Manag?r Actions: El:l Move to: Archive
& Team Email v Done v Team Emall 2 Meark as read
+ — Done Shortcut key:  None
<j Reply & Delete 7; Create New €5 Reply & Delete Tooltip: Moves selected email to a folder after
marking the email as read.
Quick Steps =
3. Press the Delete buttonin the Manage Quick Steps pane until all of
the existing Quick Steps disappear. o Duplicate .
\l, New~
4. Press OK and returnto your Inbox. The Quick Steps pane should now et et o -
Reset to Defaults ancel
only have one button - Create New.
"7'; Create New I
Quick Steps K]

Continue where you are using the instructions on the next page...

Page 13 of 21



Build ‘Create Appointment’ Quick Step

Using Quick Steps, you can turn an email into a calendar entry with the touch of a button. And not only will it copy an entire email
into a calendar entry, it will also file the original email if desired. Instructions for setting up a ‘Create Appointment’ quick step are
listed below.

Instructions

1. InOutlook, go to your Inbox. You should be on the Home tab. Home \

2.  Locate the Quick Steps pane around the middle of the Home tab and
choose Create New, as highlighted in the image below. If you can’t
see it, click on the drop-down arrow also highlighted in the image & Narme:
below and you should find it there: e

Edit Quick Step ? X

Add aﬂm be performed when this quick step is clicked on.

Actions

- ‘ECreale an appointment with attachment m
"; Create New
ﬂ
Quick Steps [
3. Inthe Edit Quick Step pane, name the quick step Create Appt.
4. Click on Choose an Action and select Create an appointment with
attachment from the drop-down list. It is towards the bottom. i

Tooltip text: | ‘

Finsh | | Cancel |

5.  Check that your quick step looks the same as the image on the right
and then press Add Action.

Continue where you are using the instructions on the next page...
Page 14 of 21



Build ‘Create Appointment’ Quick Step

InS'I'rUC'I'ionS, continued

6. Click on Choose an Action and select Move to Folder from the drop- Eat Quick Step z X

downlist. It's the first one in the list under Filing. = Name:

| Create Appt

Edit the actions the quick step performs.

Actions

7. Click on Choose Folder.

ﬁ Create an appointment with attachment IE
. EJ:IMoveto folder E IE
8. Now you need to make a choice: | —
|=_—| Archive
* If you plan to use only one general filing folder, like Archive, point to " add adton |
that folder, OR Or Fldmore oo

Always ask for folder

* If you use more than one filing folder and would like to be asked to
make a filing choice each time, choose Always Ask for Folder.

Optional

9. Check that your Create Appt quick step looks the same as the Shorteut key: [Choose 3 shortcut| < |
screenshot on this page. Toolip text

This text will show up when the mouse hovers over the quick step, ‘

Save Cancel |

10. Press Save. Your Create Appt quick step is now ready to use.
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Build ‘Create Task’ Quick Step

On the previous pages were the instructions for creating a Quick Step to turn an email into an appointment. On the next two pages
are the instructions for creating a quick step to turn an email into a task. And not only will it copy the email into a task, it will also
file the original email.

Instructions

1. InOutlook, go to your Inbox. You should be on the Home tab.  Home I

2.  Locate the Quick Steps pane around the middle of the Home tab and
choose Create New, as highlighted in the image below. If you can’t
see it, click on the drop down arrow also highlighted in the image ~f] name:
below and you should find it there: [eresteTesk

Edit Quick Step ? X

Add actions below that will be performed when this quick step is clicked on.

Actions

E Create A P pt | Create a task with attachment @
"i; Create New v
Quick Steps Y

3. Inthe Edit Quick Step pane, Name the quick step Create Task.

4.  Click on Choose an Action and select Create a task with attachment
f 1-h d —d I. ‘I-. Optional
rom the drop-down lis S

Tooltiptext: || ‘

5.  Check that your quick step looks the same as the image on the right
and then press Add Action. Fsh || cancel |

Continue where you are using the instructions on the next page...
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Build ‘Create Task’ Quick Step

InS'I'rUC'I'ionS, continued

6. Click on Choose an Action and select Move to Folder from the drop-

down list. It’s the first one in the list under Filing. Edit Quick Step 7 X
o Name:
|CreateTask
7' CIICk on Choose FOIder’ Edit the actions the quick step performs.
Actions
Create a task with attachment ]E
8. Now you need to make a choice:
|E~1:| Move to folder ]E
* If you plan to use only one general filing folder, like Archive, point to E Archive
that folder, OR
@‘ |E~L'| Move to folder
* If you use more than one filing folder and would like to be asked to Or I T o —

make a filing choice each time, choose Always Ask for Folder.

9. Check that your Create Task quick step looks the same as the

screenshot on this page. Optional
Shorteut key:

Tooltip text: | Thjs text will show up when the mouse hovers over the quick step. ‘

10. Press Save. Your Create Task quick step is now ready to use. [ sae || canca |
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Step Four

Outlook System Changes

This final set of recommended changes will adjust how you navigate
around Outlook and will dictate how Outlook behaves when you open
the program or receive an email. Each of these changes subtly shifts
your mindset and your behaviour.
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Turn Off Email Alerts

During your Smart Work training we recommend turning off your email alerts and checking your emails at times of
your choosing instead. See instructions below for making this change.

InS'l'I"UC'l'IOnS Qutlook Options 7 %
1 In Outlook. click on the File tab Seneidl | @ Change the settings for messages you create and receive, ]
. ’ ’ Mail
in the top left-hand corner of —_— Compose messages
your Outlook screen. .
Groups @ Change the editing settings for messages,
I FllEl Home People Compese messages in this format | HTML -
i Tasks
Search abc Always check spelling before sending | Spelling and Autocorrect... | L
2 Ch O H f th d Language ¥| lgnore original message text in reply or forward
. oose UpTions Trom the arop-
E f A
down menu. Fee e @ Create or modify signatures for messages,
Advanced

Cuick Access Toolbar
Options Add-ins Outlook panes

Feedback Customize Ribbon ﬁ: Use stationery to change default fonts and styles, colors, and backgrounds. Stationery and Fonts...

Trust Center i Customize how items are marked as read when using the Reading Pane. Reading Panc..

Exit
(Mestsage arrival
. When new messages arrive:

3. When Outlook Options opens, go Play 2 sound

to the Mail tab. Briefly change the mouse pointer

Show an envelepe icen in the taskbar

4. Look for the heading Message Display 2 Desktop Alert

Arrival and UNTICK the four tick TR SBTE PTE e 1O O FIOte erformance

boxes under When new Conversation Clean Up

messages arrive. ; Lo (-]

ok ]| cancel |

5. Press OK to save your changes.
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Make the Calendar your Home Screen

During your Smart Work training we recommend making the calendar your home screen, so that you step directly into
your plan for the day, rather than all those unread emails. See instructions below for making this change.

Instructions
Outlook Options ? >
1. InOutlook, click on the File tab, in the top General @ Options for warking with Outlook, n
left-hand corner of your Outlook screen. Mail
Calendar QOutlook panes
m M Groups Customize Qutlook panes.
feske Outlook start and exit
. Search
2. Choose Options from the drop-down s g s 0utmkmhi5fomi; [©Calendar [ Browse..
menu. c ‘n Empty Deleted lterns laigge e iagegeg s
3se o CCEss
Feedback ([ —) ]
Custormize mipoon FlE Reduce mailbox size by deleting or moving old items to an archive data file.
i e Quick Access Toolbar
Options Link Handling
Add-ins
Trust Center Open supported hyperlinks to Office files in Office desktop apps
Exit
Reminders
W) [v] Show reminders
Play reminder sound:  reminder.wav EBrov
3. When OU‘HOOk Op‘i‘ions Opens, gO 1'0 fhe Show reminders on top of other windows
Advcnced +0b- v| Automatically dismiss reminders for past calendar events
Pen
4. Where i1' S(Jys S‘I‘dr‘l‘ OU‘HOOk in lI'his folder, Use pen to select and interact with content by default
press the Browse button. Find Calendar E— o
in the folder list and press OK. Press OK o 11| coma |
ancel
once more.

5. Almost there - final step. Now close Outlook completely and reopen to save all changes permanently in your mailbox.
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Further Resources & Congratulations!

Your MS Outlook is now set up in the ‘Smart Work’ way. Next, it’s about applying all the principles and
processes your learnt about during your training. For more participant-related resources, check out:

www.adaptresources.com.au acapt

Smart Work Resources

Password: zerohero

SET-UP GUIDES
RESOURCES
TUTORIALS
READING
’ . Congratulations. You have access to this resources site as you have attended
Here, Yyou Il find: MAKING IT STICK - ! .
an Adapt Productivity program. We hope you are excited about the potential of
CONTACTHS your new system, and are ready to work smarter.
° O ,H k S 1_ 'd :l:vss?:f;? Now the hard work begins - as you set up your new system and build your new habits. This resources site is designed to help with that.
U oo e U p g Ul e All of the implementation resources you need can be accessed and downloaded from here.
BLOG
° OU-i- | 00 k 1-ech nica | WO rkboo k Please remember that these resources are for the use of program participants only, and should not be shared with other people. Enjoy!
Q Search

Course handouts
Videos, tutorials and more

Please contact us if you have any questions or feedback by emailing info@adaptproductivity.com.au. If you'd like
information on other programs or offerings, please visit our business website at adaptproductivity.com.au.

© Adapt Productivity Pty Ltd. This set-up guide is copyrighted, and all rights are reserved by Adapt Productivity. It has been developed solely for the use of participants of Adapt
Productivity’s training programs and must not be used by anyone else. As such, please do not forward or share this guide with other people as it is a breach of copyright.

No part of this publication may be reproduced, transmitted, transcribed, or translated into any language or computer language, in any form or by any means, electronic,
mechanical, magnetic, optical, chemical, manual or otherwise, without the prior written permission of Adapt Productivity, Suite 1.03, 42-48 John Street, Leichhardt NSW 2040.

Page 21 of 21


mailto:info@adapttraining.com.au
http://www.adaptproductivity.com.au/
http://www.adaptresources.com.au/

	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Slide Number 19
	Slide Number 20
	Slide Number 21

