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Inbox

 First Impression is lasting impression

» Configure your Inbox for look that you prefer to read
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Inbox
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Inbox

Ways to Organize Inbox sutomatic Formatirg.., | I8

Fer Lising Folders.

E:J Uising Colors

® Color messages sentto « uday@krutisystems,com in Blue | Apply Color | panel

® Show messages sent only to mein Mavy - | Tumon

g _ To vizw or =it vour coloring; and for mare advanced opticns, dick oh "Autmmatc Formatiing” aboves
= Lising Views = S -

Rules for this view:

= Unread messages » -Add
E Inbox Unread group headers 3 -
TR a 1 |[¥] Submitted but not sent

Y [18 From ‘Subject W] Expirid -l Delete
7| overdue e-mail
=] Date:r Oder [¥] Mail sent to udayﬂserwces ]n ~ Move Up

CCC = TCAT Invitation for empanelment as Resource Persons for the Cq % ﬁﬁgﬁa Py AI ------- i

| M - | | Move Dopn
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= noreply@vod.. The all new My Vodafone App! | Font.. | |10pt Comic Sansms |
= ICICI Bank Instant Personal Loans @ 13%. Apply Now ! —~

] Gautam Agrawal WﬂEl[SI-.H}P ON ADVANCE BUSINESS WRITING | | Coneifion:

] 5Bl Cards Introducing New SimplySAVE 58I Card. Enjoy More Save More - #14 l oK J | iEane
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Inbox
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| Barcade
3 Bhagwan | SBlCards Introducing Mew SimplySAVE 5BI Card. Enjoy MoTe S5ave More - #14 uneCffer Sun 14-06-2015 1:27 PM
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' 4] Bajaj Finance Buy any furniture with a down payment of just Bs.8388 and get exciting offers Sun 14-06-2015 12:20 PM
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=
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Reading|

» Read the Subject and Sender

* Open email, ONLY at appropriate time

* Open email and convert it to Actionable point -
assign/ forward, convert to task/ appointment/
reminder, park/ label
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Organise

* Emails can be organised using Label

 Each Label can be viewed as Folder

* Filters can be created to automat Labeling Email on receipt

* Plus+ address to automate Label (Gmail.com users ONLY)

» Flag for Follow-up
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Organise
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Organise

M - search key words - uday@ksens X

-+

=[] 38 |

€« > & & mailgooglecom/mail/u/0/#inbox/FMfcgxwGBmilsPspTIKIgWMNjLQnDVCS ® @ % -~ 9
Education [ | Fimancials [ Kruti || MyPersonal KServices [ | INTERNET KAPITAL [ | DestinationIndia® [ | netCore [ | GST [ €TC [ Tock [ | Imported * | | Cther bookmarks
dom— - . e -
= M Gmail Q  Search mail ¥ ® -~ i  GSuite .
I - g 0 B8 =2 0 B » #™ Boomerang 1of 4636 < > 2 m
Mark as unread =
. search key words Inbox x Mark as not important & O @
— Add to Tasks
Uday Shah @& wed, Nov 13, 8:01 PM (6 hours ago) 7 : o
@ tome ~ Add star
* Create event
[ L] _ Filter messages like these "
Uday Shah
=~ J Mute
‘-
& L
® S
- ke
. y words for Sear_.JJ'
- .
>

>

Desktop g

b,

=

11/18/2019 Email Management - Gmail

2:52 AN

il (AR e




Organise
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Organise
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Organise
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=
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Organise

= ’
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<« C 8 mail.google.com/mail/u/0/Fssttings/labels ® @ v - . :
Education Fimancials Krut My Personsl KServices INTERMET FAPITAL Drestination India netiCors 5T CTC Toels Imported ¥ Cither bookmarks
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I— Compose
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N
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» B Boomerang-Outbox show hide remove edit ¢ Show in IMAP
Boomerang-Returned T
cll show hide show if unread show hide remove  edit ¥ Show in IMAP
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1ow if unread show hide remove edit #* Show in IMAP
® Cool Sub Folders
w Maore show hide remove edit ¥ Show in IMAP
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Organise using folders
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4 DE Bank l i3 Uday Shah (K.., Swapnil.Upadhyay@... The 'Best Managed Company' and the 'Best CEQ' awards.., Sat 25-04-2015 5:40 PM 83...
= B ; =1  HDFC Bank accounts@kservice... The ‘Best Managed Company’ and the ‘Best CEQ' awards... Sat 25-04-2015 3:37 PM 25...
E E:ifﬁﬁ { ‘% ShahidS.Khan... ShahidS.Khan®@hdfc... Change of Relationship Manager Wed 17-12-2014 4:47... 21...
L Salary | ©4  Pantomath A... uday@krutisystems... RBI announced extension of RTGS business hours timi... Tue 16-12-2014 4:44 PM 24...
g ] I U Bhagwan Jag..., uday@kservices.in Fw: Documents for Account opening - Private Lid, Mon 08-12-2014 12:2... Z7...
3 ICAI (5] - =l W Bhagwan Jag... uday@kservices.in [SPAaM] FW: Documentation for account opening - LLP Mon 08-12-2014 12:1... 24...
""" =i @ JatinV.Shah@... uday@krutisystems... General forms Thu 04-12-2014 9:47 ... BO...
Lo L4 JatinV.Shah®... uday@krutisystems... List of Documents - Liaison Account Thu 04-12-2014 9:45 ... ZZ...
| Catendar i+ Uday Shah (K... "Swapnil.Upadhyay... Debit authority letter._ Kruti Software Consultancy Pvt... Sat 01-11-2014 12:27... 49...
— ' 1= Alpesh.Kargut... Swapnil.Upadhyay@... Re: Fw: Debit authority letter._ Kruti Software Consult... Tue 28-10-2014 7:32 PM 50...
(8= contacts ! = Alpesh.Kargut... Swapnil.Upadhyay@... [SPAM] Re; Fw: Debit authority letter._ Kruti Software... Tue Z8-10-2014 7:30 PM 49...
| Tasks y .2 W Swapnil.Upad... uday@kservices.in Re: Debit authority letter._ Kruti Software Consultancy... Tue 21-10-2014 7:37 PM 71...
e - g 0 Swapnil.Upad.., uday@kservices.in [SPAM] Re: Debit authority letter._ Kruti Software Con... Tue 21-10-2014 7:35 PM 70...
o Hday Shab (K Swannil lnadhva Dehit authority lefte 3 nfbware Consultanoy P g 71-10-2014 6:54 PM A -
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Organise using Filter

M Settings - uday@Eksenacesin - ko X -+

«— = O & mail.;google.com/mail/u/0/#Fsettings/filters

Education Fimancials Koot My Persomal KServices

=& 32 |

® @ %« -~ @ :

IMTERMET KAPITAL Crestination India natiCors GET ETC Toolz Imported » Cther bookmarks

=" Q Search mail

I- From awclimited@gmail.com,awc-wadala@googlegroups.com,
3 To
Il i Subject
- n  Has the words
n.n-.
Doesn't have
=
» Size greater than b
» [[] Hasattachment [| Don'tinclude chats
»"
Create
B
-‘ ST AL NI
» | Unblock selected addresses
. 927 GB (30%) of 30 GB used Frogral
Mo Manage FPowereq(
ch
Start
ol

Q

e 0RO BRBOOB®OOO 2

from:(awclimited@gmail.com,awc-wadala@googlegroups.com) X

When a message arrives that matches this search:

Skip the Inbox (Archive it)

Mark as read

Star it

Apply the label: AWC -
Forward it add forwarding address
Delete it

MNever send it to Spam

Always mark it as important

Never mark it as important
Categorize as: | Primary -

Also apply filter to 0 matching conversations.

: filter will not be applied to old conversations in Spam or Trash

Learn more
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Organise using Filter

= ’

M AW - uday@kservicesin - Kno X -+ | == | | Z4 |
— » & mail.google.com/mail/u/0/#abel/AWC ® @ r o~ ’ :
Education Fimancials Krut My Personsl KServices INTERMET FAPITAL Crestination India netiCors 5T €T Toels Imported ¥ Cither bookmarks

= M Gmail Q  labelawe X - @ -~ # GSuite ’

o i |

|— Compose

There are no conversations with this label.

&

Pause Inbox

=  Sent (/]
i Drafts 3
B AWC =
B Boomerang T
» B Boomerang-Outbox
B Boomerang-Returned
~ B Cl Pragram Folicies Last account activity: 31 minutes ago
Powered by Google Details
@ Cll EcDB
B Cool
’ Uday - 4
Mo recent chats
Start a new one
- i }

Rttps:/mail.googlz.comy/mail/u/OEabal AWE
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Organise

» Organise using Colours,

» Colour code on basis of “From - Sender”
» Colour code on basis of “To - Receipient”

* Organise in Folders and sub-folders

11/18/2019
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Organise using Colours

Ways to Organize Inbox Automatic Farmatiing. ,,

P LUising Folders.

558 Lising Colors

® Color messages sentio - uday@krutisystems,com in Blue - [ Apply Color | Dione|

® Show messages sent only to men Mavy - |Tlﬂlﬂﬂ |

. _ To wizw or =tit yvour coloring; and for mere advanced options, dick on "Automatic Formatiing” above
. e v ' ” iy
%uiEE for this view:
EZ! Inbox : EEZS ;ﬁﬁidas = Add
' 38 From Subject E ﬂméﬁ_:;fmt =t L Deleie:
V| overdue e-mail 3
= Date: Older E g%gé _UEC A— |
= CCC- ICAT Invitation for empanelment as Resource Persons for the Cq D r-.-téi{l_rEEEi;Ed from ICAT R Move Down
=4 The Economic ... Cairn India to merge into Vedanta and other ET stories qu;,E;—hEE nfmdﬂm
= COC- ICAT Invitation for empanelment as Resource Persons for the O Name: ‘Mail sent to uday @krutisystems, com |
= noreply@vod... The all new My Vodafone App! | Fent., | |10pt Comic Sansms |
= ICICI Bank Instant Perscnal Loans @ 13%. Apply Now ! —
| Gautam Agrawal WORKSHOP ON ADVANCE BUSINESS WRITING | Condiion:»
= 5BI Cards Introducing Mew SimplySAVE SBI Card. Enjoy More Save More - #14 l oK J | Cancel |
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Organise

* Plus+ address to automate Label (Gmail.com users ONLY)

amitabh@gmail.com

amitabh+jaya@gmail.com

* Email account being amitabh@gmail.com, all emails to
amitabh+jaya@gmail.com can be auto-labeled to family,

forwarded to another account and or marked for future

11/18/2019
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mailto:amitabh@gmai.com
mailto:amitabh+jaya@gmail.com
mailto:amitabh@gmail.com
mailto:amitabh+jaya@gmail.com

Organise

I+ Settings - uday@ksenacesin - ke X H 2 awesome Gmail address tricks X | -+
= > O B mail.google.com/mail/u/0/#settings/filters
Education Fimancials Kruti My Persanal KServices INTERMET KAPITAL

Q, Search mail

From

To amitabh+jaya@gmaill .mm|

Subject

Has the words

Doesn't have

Size greater than -

[[] Hasattachment [] Dontinclude chats

MB

Create filter

IR A A en, MEEERDER YA INESR R FODISEsRS WiV AMNEAEn UL SO0 .. -

Q

ocoa »

i3

© O00000O0AO0O

to:(amitabh+jaya@gmail.com)

When a message arrives that maiches this search:

Skip the Inbox (Archive it)

Mark as read

Star it

Apply the label: Cool =
Forward it add forwarding address
Delete it

Never send it to Spam

Always mark it as important

Never mark it as important
Categorize as: Choose category... -

Also apply filter to 0 matching conversations.

X

= Learn more
You currently have no blocked addresses.
==}
. Select: All, None
| Unhlock selected addresses |
MO
ch
Stan 9.27 GB (30%) of 30 GB used Program Policies Last account activity: 49 minutes ago by
ol Manage Powered by Gooale Cetgils
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ag for Follow-up

M EmasiAdvices for NEFT; Payment X 4

=@ 32 |

“— - S B mailgooglecomymail/u/0/Finbox/FMicgxwGBmisGZhG gt gren gPEVNVWHT ® @ ~ ’ :
Education Fimancials Krut My Personsl KServices INTERMET FAPITAL Crestination India netiCors 5T €T Toels Imported ¥ Cither bookmarks
= M Gmail Q  Search mail > ® -~ :#  GSuite .
|_ . 8 O = O B = #"™ Boomerang 3 of 4,636 < > =
Retum Conversation to Inbox__. 3
EmailAdvices for NEFT; Payment refere | _ B s 2 P
il Y if no reply [ with a note ’
— Enetadvicemailing@hdfcbank.net In T hour ? Wed, Nov 13, 519 PM (10 hours age)  T& G~ - /)
@ to bhagwan, accounts - In 2 hours
+ Dear SirMadan, A s
o _ Tomormow morming
G This is to inform you that a transfer of Rs. 14000through NEFT ha * gccount no 0669104000163170
Tomomow afternocon -+
-
= In 2 days
‘ In 4 days
% This is a System generated automatic E-Mail Message. Please d¢ N 1 week
In 2weeks
o In 1 month
B
At a specific ime:
= | S e e Ty e T
AT WoNagaY G LS80 e
’ _ . 11/16/2019 8:00 AMEEEaf Confim
No Bl Fro11136394407... ' 4
ch d
Start b
ol
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Rules and Alerts

» Outlook offers Rules and Alerts to Organise data, events,

tasks

 Alerts - Email from a particular id

* Rules - offer wide spectrum option to Manage
 Rule to file Email to pre-defined Folder

* Rule to auto-forward

* Rule to Schedule/ flag for follow-up
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Rules and Alerts

[ Rk Wizaed

Start from a template or from a blank rule
Step 1: Select a template

Stay Organized

LY Move messages from someone o a folder
3 Move messages with spedific words in the subject to a folder

Mowve messages sent to a distribution list to a folder
Delete a conversation
Flag mes=ages from someone for follow-up
_,_j Mowve Microsoft Office InfoPath forms of a specific type to a folder

-.gﬂ Mowve RSS items from a specific RSS Feed to a folder
Stay Up to Date

| Play a sound when I get meszages from =omeone

E Send an alert to my mobile device when I get messages from someone
Start from a blank rule

2 Cheddmessages when they arrive

:=1 Chedt messages after sending

4 XL

o

Step 2: Edit the rule description {dick an-underlined value)
Apply this rule after the messages arrives
from Parimal M Parikh {parimal@parimalparikh. coni)

Example: Display mail from my friend in the New Item Alert Window

1
]
1

| cancel Back Next> | |  Finish

Finish rule setup.

Step 1t Speafy a name for this rule
Parimal M Parikh {parimal@parimalparikh. com) - Alert

Step 2 Setup rule options
|| Run this rule now on messages already in "Inbox™

|| Turn on this rule

Creste this rule on st accounts

Step 31 Review rule description {didc an underlined value to edit)

Apply this rule after the message arrives
from Parimal M Parikh (parimal@parimalparikh.com)
display PMP in the Mew Item Alert window

< Back

==

| Finish
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Rules and Alerts

et Wiened e || Rules Wizard [ |

Start from a template or from a blank rule Fimish rule setup,
Step 1 Selecta template

Stay Organized
LY Mowve messages from someone to a folder Step 1 Spedfy a name for this rule

a3

L7y Move messages with spedfic words in the subject to a folder mﬂmmﬁﬂﬁ-ﬂﬂﬂ
Y Move messages sent to a distribution list to a folder

Delete & conversaton

€ XL

Flag mes=zages from someone for follow-unp
_,_j Mowve Microsoft Office InfoPath forms of a specific type to a folder
4§ Move RSS items from a specific RSS Feed to a folder

Stay Up to Date [¥] Turn en this rule
. Display mail from someone in the Mew Item Alert Window

Step 2@ Setup rule opbons

rr

[ | Run thiz rule now on messages already in "Inbox”

|Ereate s rule on al acoourts
| Play a sound when I get messages from someone = B

E Send an alert to my mobile device when I get messages from someone

[ 1 Cheek messages wher ey e 0D | | Ste s Review e descrpton (cickan underined vabue 9 eci)
(=3 Chedk messages after sending Apply this rule after the message arrives

from Paresh Shanghawvi (pareshilpa@yashoo.com]
move it to the Personal folder

Step 2: Edit the rule desaiption {dick an-underlined wvalue)
Apply this rule after the message arrives

| cancel gack || Mext> | | Finish | | Gancel | | <Bade | text- | Finish |
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Rules and Alerts

-

["Rutes Wizard =5 | Rules Wizard ==

Start from a template or from a blank rule Finizh rule setup.
Step 1: Select a template
Stay Organized
“ Mowve messages from somecne to a folder Step 1: Spedfy a name for this rule
_,i] Mowve messages with specific words in the subject to a folder \Uday Shah (Kruti Services) - Qut

L™ Mowve messages sent to a distribution list to a folder

}f Delete & conversation

?' Flag mes=zages from someone for follow-up

-_f'_:j Mowe Microsoft Office InfoPath forms of a specific type to 3 folder »

U Move RSS items from a specific RSS Feed to a folder [ Run this rule now en messages already in “Inbax®
Stay Up to Date

S Display mail from someone in the Mew Item Alert Window

.t Play a sound when I get messages from someone | Ereate this rule on all accounts

Step 2@ Setup rule options

&) Turn on this rule

E Send an alert to my mobile device when I get messages from someone
start from a blank rule
4 Check messages when 1:hey' arrive Step 3: Review rule description {didc an underlined value to edit)

Apply this rule after I send the message

through the Uday Shah (Krut Services) account
and on this machine only

move a copy to the KServices folder

Step 2 Edit the rule descripton {dick an-underlined value)
Apply this rule after 1 send the message

[ cancel Back Next> | | Finish | | cancel | [ <Back || wewt> | [ Fmish |
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Rules and Alerts

“Rules and Alerts R

E-mail Rules | Manage Alerts

lﬁ' Mew Rule... Change Rule ~ =3 Copy... }':.' Delete i ¥ Bun Rules Mow... Options

| Rule (applied in the order shown) | Actions -
StanChart Statement o
Statement Online - CITIBAME. PLATIMNUM MASTERCARD %
TOI Online Editor. (For other machine) LA ik
Dayanand Patere @Intercon {For other machine) LAg L
Lalman Yadav @Intercon (For other machine) LA
o] Parag Gatewar ~Tntercon (For GHier madhing) T
Support - Kruti Systems (support@krutisystems.com) (For other ... LA -

Rule description {dick an underlined value to edit):

Apply this rule after the message arrives
from Parag Gadewar @Intercon

and on this machine only
mowve it to the Parag Pending folder

|| Enable rules on all RSS Feeds

[ QK ] | Cancel | | Apply
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Rules and Alerts

("Rutes and Alerts R

E-mail Rules | Manage Alerts

| Mew Rule... Change Rule - 23 Copy... ¢X Delete | # # RunRules Now... Options

|Rule {applied in the order shown) | Actions -
[ Private Equity & Venture Capital India Group Members -_E_]
lv*| Internatonal Referral Group Members 3
Finance & Accounting Shared Services / Qutsourcng Group Memb. ., 3
(A3

v Value Research LA B

v Es:grler .ﬁ.rrut Jas.aru Fin. Ser'-.-'lces F"n.rt Ltd, - Margin P2 N

I___l Parag Ea::lewar 1 LA -

Rule description {dick an underlined value to edit):

| Apply this rule after the message arrives
from Esigner Amit Jasani Fin. Services Pvt. | id.
and with NSECM CONTRACT 5045 in the subject
forward it to Bhagwan K Jagwani (bhagwan Gkservices.in)
and mowve it to the AJFSL-Bill folder

|| Enable rules on all RSS Feeds

| ok || comes || aopiy
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Search

* Random Search

 Advance Search

» Key words based Search
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Searc

M Search results - uday@hkservices X -+
= > O B mail.google.com/mail/u/0/#Fsearch/maiiri *® w
Education | Fimancials Kruti | MyPersonsal KSernces | | INTERMET KAPITAL | Drestination India netCore | 5T CTC [ | Toels [ | Imported » | Ciher bookmarks

X - @ -~ i# GSuite @

L O~ ¢C R - |
‘ [0 % Maitrl, me 2 inbex Fwd: Farewell Dinner in Honor of Hon'ble Justice Mr. Akil Kureshi on 14th Nv. 2019-: = , . B 720PM
&
I. Tha Mhambear nf Taw Inhiny Re- Procantatinn B Prafile for Moy 14 wnrlkecshon - Mo Maite] Chheada - Alak laindia (AK 1Y - anandmacan B ‘I".|| |
M Search results - uday@kservices X -+ ST @ | =
< =2 C B  mailgoogle.com/mail/u/0/#search/maitn+dinnsr ® & A -~ . :
. Education | Francals [ Krut | MyPersonal | KServices | IMNTERMET . KAPITAL || Destination India | netCore TR | ETG 1 Tools | Imported »» 1 Cther bockmarnks

G Suite @9

‘ [0 ¥ Maitri, me 3 Inbox Fwd: Farewell Dinner in Honor of Hon'ble Justice Mr. Akil Kureshion 14th Nv. 2019 - = Maitri,=>>>M.. & 7:20PM
0
I. me inbox: WhatsApp Chat with Dinesh Tejwani - Chat history is attached as "WhatsApp Chat with Dinesh Tejwani... & 3/3/18
@ uday4i Inbox WhatsApp Chat with Miraculous Family -Rajkot - Chat history Is atiached as "WhatsApp Chat with Mira.. & 10/22/17 G
* Uday Shah inbex WhatsApp Chat with Miraculous Family -Rajkot - Chat history is attached as "WhatsApp Chat with Mira_. & 71817
© +
-
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Advance Search

= y

M Search results - uday@ksendces X + | = | | 24 |

«— - 8  mail.google.com/mail/u/0/#search/maitri+dinner ® @ -~ ’ :
Education | | Fimanciale Kruti MyPersansl KServices INTERMET KAPITAL | | Destination India netCors 8T & [l Teels Irmported ¥ | | ‘Cther bookmarks

— M Gmail Q. maitri dinner X @ o~ i G Suite ’

I— -~ c : From dktejwani@gmail.com, 1-40f4 < > o |
‘ 0 <% Maitr, me 2 To ,>>3>M.. @ 7:20PM
&
11 me Subject sh Tejwani... &  3/318
@ udaydi Has the words maiiri dinner it with Mira.. & 10/22/17 &
w Uday Shah Doesn't have it with Mira._. &  7/18/17
° Size greater than - MB - +
—
i Date within 1 day - E'j
Search All Mail -
=
0. 27 GB (30%) of 30 G8 used L ccount activity: 56 minutes ago
= - s Has attachment [] Dontinclude chats d 4
Manage Details
B )
Create filter Search
S e s
M Search results —uday@kservices X 4 | El | X |
«— - = i ‘mail.google.cam/mail/u/0/#advanced-search/from=dkiejwani%40amail.comBsibset =allthas=maitii+dinner8attach=true&within=1d&sizecperator=s_sl8=size... @ @ T - . :
Education- | | Finandals Krutlh | | MyPersonal KServices | | INTERMET KAPITAL | | Destination India netCore || “GST CTC || Tock' [ Imported > | | Other bookmarks

= M Gmail Q X - @ o~

LLL
(1Ll
LLL]

G Suite @9

rom:(dktejwani@gmail.com) maitri dinner has:attachment
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Key words based Search

What you can search by Search operator Example

Sender from: from:ctconline

Recipient to: to:office

Copy to - cc CC: cc: suresh

Blind Copy to - bcc bcc: bcc: ramesh

Subject line - part or full subject: subject:dinner

Messages that match multiple terms OR or { } from:office OR from:suresh
{from:office from:suresh}

Does not contain - Removes messages - (rminus) dinner -mowvie

contains DMnner but does not include
mowvie

Messages with words near each other.
Specify the number to say how many
words apart the specified words can be.

AROUND (caps)

holiday AROUND 10 vacation

If yvou add Quotes, then order of words
will be maintained in search

"holiday AROUND 10 vacation"

Label

label:

label:CTC

HAS - Messages with Attachment, Google
Drive, Docs, Sheets, or Slides attachment
or link

has:

has:attachment

has:drive

has:document

has:spreadsheet

has:presentation

has:drive

has:voutube

has:yvoutube
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Search

Actions: HE-I:F' Twvpe a guestion for help -
4§ Reply to All 4 Forward \ o E; ';TiEEEﬁ'i-’rRE_EE'[‘-'-E = %% | [[§) Search sddress books > | ) —
1 Inbox (Search Results) Gautam| x|=| ¥
v [ @ From Subject Received Cateqg...| % | =
4=l Date: Oldet A
=3 Gautam Agrawal WORKSHOP ON ADWVANCE BUSINESS WRITIMG Sun 14-06-20151:49 PM 0
] o A Vijay Goet RE: URGENT - IFA India Branch Accounts FY 20003-14 S5at 06-06-2015 1:42 PM
| Gaurav Kapoor [5PAM] Seminar on How To Provide Exceptional Customer Senvice S5at 06-06-2015 3235 AM
‘44 @ Craig Adams  Re: Kruti Systems Mon 18-05-2015 2:28 AM
(=i @ Mahesh Gadh.. IFA : Payable to IFA NL - MEMBERSHIP 2015 Fri 15-05-2015 1:18 PM
] 1 Mahesh Gadhavi IFA:SERVICE TAX WORKING FOR JANUARY 15 to APRIL 15 Fri 15-05-2015 1:10 PM
-4 Facebook Jatin Lodaya updated his status: "One of the best time lapses on... Wed 13-05-2015 9:47 PM
=3 I IFA INDIA Lipdated list of membership feés received Tor 2015 at IFA'WRC Office [Groupbiail] Tue 12053015 1:19 PpA
=] o IFA INDIA Updaied st of membership fees received for 2005 at IFA WRLC Office T 12-05-2015 1:18 FM
] o IFAINDIA Update on - Membership fees received - at IFA WRC Mumbai office - 02.05.15 S5at 02-05-2015 3:40 PM
] o IFAINDIA Update on - Membership fees received - at IFA WRC Mumbai office - 02.05.15 S5at 02-05-2015 3:39 PM
(= @ Sushil Lakhani FW: Outstanding Membership Fees Report for 2014 and 2013 on... Tue 21-04-2015 3:38 PM
i @ Sushil Lakhani FW: Outstanding Membership Fees Report for 2014 and 2013 on... Mon 20-04-2015 1:26 PM
] i Uday Shah Cutstanding Membership Fees Report for 2004 and 2013 on 1B-04-2015 S5at 18-04-2015 5:42 AM
] | Uday Shah Cutstanding Membership Fees Report for 2004 and 2013 on 1B-04-2015 S5at 18-04-2015 5:23 AM -
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Advance Search

1 S

=2 = Messages: Containing Fees- Advanced Find e - — X =3 - Messages: Containing Fees - Advanced Find = —
. Eile Edit View Tools . Eile Edit View Toals
Look for: [M-Essag_&ﬂ w | In: | Imbow;Education;ICAI [ Browse ] Look for: [Messages _-r] Im: ifrmnx;Edumﬂnn;IC.ﬂ.I | | Brow
Messages lee Choices | Advanced i Find how a Messages | More Choices | Advanced | E Finc
Search for the word{s): EFEEE :—" | Steg | _F_"_-Id s wﬁ‘ﬂe gL 5
e = _ Recelved last month
In: | frequently-used text fields |:' [Hewgeard"r ] .EW ) ' I | New !
| From.. | | | ‘
SentTo. | | | Remove |
[ Bt | ! ! Define more criteria:
| Where T am: I the enly person on the Ta line l_." [ Field 1.!_._] il Jalil ;:___
Time: ;Irmne - Han'frime -_ | =i |
Aud et
[Mere Advarced. ..
A1 1.0 From Subject Recel.. Si.. Categ... In Folder LN |: ' % [ From Subject Recei... Si.. Categ... In Folder
- L =) :
[ | Gad... WORKSHOP ON ADVANCE BU... 5un 1. 9. Inbox o Galt.. WORKSHOP ON ADVANCE BU... 5un 1.. 9. Inbox
il |0 HDF... Email Statement of your HDFC ... Son 1. 1. Inbox 4 0 HDF... Email Statement of your HDFC ... S5un 1. 1. Inbox
| ] 1] HDF... Email Statement of your HDFC ... Sun 1... 1... Inbox [ =] ] HEF... Email Statement of your HDFC ... Son 1. 1. Inbox
| il} HDF... Email Statement of your HDFC ... Sun 1. 1... Inbox "] i) HDF... Email 5tatement of your HDFC ... Sun 1... 1... Inbox
-4 |0l HDF... Email 5tatement of your HDFC ... Sun 1... 1... Inbox .4 1] HDF... Email Statement of your HDFC ... Sun 1... 1 Inbox
| Citi ... Shop for Your  Ones & Get 2... Sun 1. 5. Inbox 4 Citi ... Shop for Your * Ones & Get 2... Sun 1. 5. Inbox
4 (F Cedificate Course on Dervatives Sat 1. 1. Inbenx = _ = F Cedificate Course on Denvatives Sat 1. 1 Inhox
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Archive

vy HOFC Bar

- Eile  Edit

i
ISTICrosoti

View Go TJools Actions Help

~TECENE v | search-sddress books - |
o = Y

o

=0

Type a question for help

.

(e -"'ﬁ:i:aé'

[V]Run AutoArchive every |14 || days
|| Prompt before AutoArchive runs
During AutoArchive:
|| Delete axpired items (2-mail folders only)
|¥| Archive or delete old items
|¥! Show archive folder in folder list

Default folder settings for archiving

| Browse... |

Clean out items older than |6

@ Move old items to: |
E-_-C;'l,.l!trd'u‘l,ard"llﬂlipst

| Permanently delete old items

[ Apply these setiings to all folders now |

To specify different archive sethings for any folder, nght-click
on the folder and choose Properties, then go o the
Autoarchive tab.

Retention paolicy
£ _‘fz The network administrator has not set retention policies.

| Retention Policy Information.

oK

| Cancel

-2 [

O~

*

Sjze CY

014 12:2..
014 12:1..
14 947 .
114 9:45 |,
14 12:27..

[t 5 12, T4,..
15 5142 PMm 93...
)15 5:41 PM 95...
15 5:40 PM 95...
15 5:40 PM 83...
$h 337 PM 25,
014 4:47... 21...
114 4:44 PM 34, ..

27...
24...
8.
. .
49,..

)14 7:32 PM 50...
)14 7:30 PM 49...
14 737 PM 7.
- D14 7:35 PM 70...

‘ Send/Receive Ermor - click here  § ~

: 1 [
_-'l-']HEW - GFE[UHE I.-.E_::E
Mail Preferences | Mail Setup | Mai Format | Spelfing | Other
Favorite Fo| | G=neral

= ' [ |Empty the Deleted Items folder upon exiting
"-:-T | ¥ Make Outiook the default program for E-mail, Contacts, and Calendar,
Mail Folder
' Default programs. .. | | Advanced Options... |
21 Al Mail
[ 4 & | AutoArchive
A6 =_‘:_ Manages mailbox size by deleting old items or moving them to an archive file
HigH =l and by deleting expired items,
= | Autodrchive... |
L3
[ | Outiook Panes
) L H= Customize options for the Outlook Panes, | Navigation Pane. ..
L3 H HE : -
=] ing Pane...
el | Reading
Person Mames
) Catend| & | | Display online status next to a person name
X | | Display onfine status in the To and Cc fislds only when mouze
&=| contad pointer rests an & person nams
] Tasks
461 Ttemns
' ok || canedt || apoh
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Archive

= .

M Search results - uday@ksendces X -+ | = | | 25 |
< » O B mailgooglecom/mail/u/0/Fadvanced-search/subset=all&within=1d8sizeoperator =5 sl@szsunit=5s smb ® & 1 -~ . :
Education Fimancials Kruti MyPersanal KServices INTERMET KAPITAL Destination India netiCors GET CcTC Tocls Imported ¥ Cther bookmiarks

— M Gmail Q. Search mail - @ -~ 3  GSute .

|- B- 8 o ] - 0 E = #™ Boomerang 1-50 of 13.326 < > o ]
‘ Mntam;y Age Res. inbex {Spam?} How to optimise your compliance lifecycle - >> Forward 1o a Friend www accountancyage.co.. 8:36 PM o
o
It Uday Shah Inbox search key words - — Uday Shah = B8:01PM
@ Maitrl, me 2 inbox Fwd: Farewell Dinner in Honor of Honm'ble Justice Mr. Akil Kureshi on 14th Nv. 2019 - In your words, NOo... & 720 PM Q
w Frangais a l'étrang. Inbox {Spam?} Frangais a I'étranger - Newsletter quotidienne - Toutes nos derniéres actualités Le journal des._ 5:27 PM
© Enetadvicemailing Inbex EmailAdvices for NEFT; Payment reference no. - FT911136394407 - Dear Sir/Madam, Thisisto inform .. & 519PM -4
—
‘- Inc42 Media Inbox {Spam?} Niki Close To $30 Mn Fundraise, Sunstone Eduversity Completes Seed Round & More - What . 4:35 PM
» Accountancy Age Res. Inbox {Spam?} Your Guide to Corporate Spending in 2019 - Caxton's exclusive analysis of corporate expense ... Nov 13
= CTC Inbox Office Productivity : Technology Tools and Tips- 14th November, 2019 - Office Productivity: Technolog . Nowv 13
» Caontact EUC Monthly Economic & Commercial Report - Malta - Dear Member, Greetings from EU Chambers! Please find enclo... 8:00 AM
=
’ XUvV300 Inbox {Spam?} shift to an effortless and thrilling drive. - Hello, Set the roads on fire with the new Xuv300. kn.. Nov 13
NG It Bhagwan Jagwani APM details - Ainsley Downer Ainsley.Downer@masersk.com Aasim.Khan@maersk.com 8:00 AM
ch
Start Sachin, Bhagwan 4 Inbox Invoice: Professional Fees - Dear Sir, Please find attached updated invoices of KSCPL and Intercon Tha., & Mov 13 >
ol
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Archive - Folder

11/18/2019

" HDFC Bank Properties =8|

General | Home Page | AutoArchive | Administration | Forms

(") Do not archive items in this folder
(") Archive items in this folder using the default settings
Default Archive Settings...
@ Archive this folder using these settings:
Clean outitems older than |3 | = |I"-'1n:rn1fr15 - |

() Move old items to default archive folder
@ Move old items to:

C:\Arch\HDFCArc2015.pst

(") Permanenty delete old items

Retention policy
@ The network administrator has not set retention policies.

Retention Policy Information...

| ok || cancel || Apply
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Advance Settin

= .

M Settings - uday@ksenacesin -k X -+ | = | | 25 |
« - 8 mail.google.com/mail/u/0/#settings/labs ® @ P o~ ’ :
Education Fimancials Kruti MyPersanal KServices INTERMET KAPITAL Destination India netiCors GET CTC Tocls Imported ¥ Cther bookmiarks

= M Gmail Q. Search mail - @ o~ i G Suite .

Settings o i)

General Labels Inbox Accounts Filters and Blocked Addresses Forwarding and POP/IMAP Add-ons Chat Advanced Offline Themes

-

Auto-advance
@ Show the next conversation instead of your inbox after you delete, archive, snooze, or mute a
conversation. You can select whether to advance to the next or previous conversation in the "General"

\

s Enable . Disable

+r Settings page.
© N
— Custom keyboard shortcuts
® Enable the ability to customize your keyboard shortcuts via a new settings tab from which you can remap = Enable . Disable
‘ keys to various actions.
=
= .
Muitiple Inboxes
(3 Add extra lists of emails in your inbox to see even more important emails at once. The new lists of s Enable . Disable
- threads can be labels, your starred messages, drafts or any search you want, configurable under Settings.
Preview Pane
No i i i . : : . @ Enable . Disable
- Enable the ability to toggle on/off the ability to view your messages side by side with the message list.
Start b
ol
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Add-ons

33

B Inbox (3.996) - uday@kservices . X - ' = | & I

< > C @ mail.google.com/mail/u/0/7zx=3igcchksehtf#inbox ® @ A ’
Education Financials Kruti MyPersonal KServices INTERNET KAPITAL Destination India netCors GST CTC Tools Imported » Other bookmarks

G Suite Marketplace

Works with Gmail ()

200Mm [ ﬁw S, asana B smartsheet

for Gmail Add-On
e - - - -
Zoom for Gmail Trello for Gmail Asana for Gmail Smartsheet for Gmail
Add-On
i & (661) k % A fr & (1625) b % % & X (752) k% & & % (513)
3,037,428 users 2,383,098 users 1,449 9017 users 1,686,134 users
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Take Away

* Inbox - Design Inbox of your preference

* Reading - Read email to convert it into actionable point

* Writing - Write email with proper subject

» Auto-advance
» Keyboard Shortcuts

* Organise using Label and Folder
* Automate Organising

 Plus Addressing

11/18/2019
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Take Away

 Flag for follow-up

* Shutdown - Desktop Notification
* Use - Rules and Alert

e Search

» Key Word based Search

* Archive and Housekeeping

 Add-ons
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CA Uday Shah

Email:  uday@Kkservices.in

Mobile: +91 99675 47493
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What is Security Management

Security Management describes controls that
an organization

needs to implement ¢
to ensure that it is sensibly protecting the

confidentiality, availability, and integrity of assets
from

threats and vulnerabilities




Tips for Security in Office

Importance of IT personnel
Avoid Storing Payment Data on Your Servers
Treat Email like a Postcard, Not an Envelope

Use a firewall

Enforce safe password practices ;—_
Regularly back up all data "
Install anti-malware software
Plan for mobile devices

Two factor authentication
Education to Employees

Don't Leave Loose Ends



CA Alok R Jajodia

Email:  akj@mondialconsultants.com

Mobile: +91 9821163916
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Document

e |tis a common understanding that “a document can either be represented in electronic

form (i.e. Word document, Spreadsheet file, Movie file, Sound clip, etc.) or as a traditional
hardcopy”.

Various kinds of files that we generate almost daily

Letters, Representations, Presentations — Reports
Financial Statements, Workings papers, etc... Installation Files,
Convert quite a lot to PDF APKs, Exes

Audios, Videos, Pictures

IT

GST

MCA Scan Documents and generate Email conversations,
E-COMs files as PDF or Images Installing Apps, their

Downloads files from

setup files exists emails
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Document Management - Goals

It can either be a desktop, document, downloads folder
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3 second tip to achieve this
magical transformation



Document Management

Document management is a process/action taken with document within an organization, with
respect to the creation, distribution and deletion of documents.

Document Management — Key components

There are six basic components of DMS:

e Capture of documents for bringing them into the system

e Storing and archiving methods

e Indexing and retrieving tools for document search
e Distribution for exporting documents from the systems
e Security to protect documents from authorized access

e Audit trails




Document Management - Personal Computing or Businesses
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Organize - Standalone or Collaborative

m_ﬂ- AKJ_?JJ:Achd Planning.url _Project_Gen...t_Compliance » gaaCardsasa > Evaluation E Finance ﬁud...r Wer 1.1;51: \/ . .
AKJ_Officis] Data L Accounts Related L4 ACCOR Hotels * #  Godre] Finar.r Jayesh.doc B Invoicing Jayesh Group. xisx D r | Ve S >> FO I d e rS >> F | I e S
W Arshiva L BD n Marketing * Adlabs Entertainement * 0 Godre| Jlaye..roup RFP.xlsx dr Jayesh Discl..mmen1s.xlsx . . .
o Downloaded Materails.url Cllents » 10 Brinks » = Godre] Manu..r Jayesh.doc @ Jayesh Discu..ope crib.xlsx \/ FO | d ersin Iog ICa I h lerarc hy
Downloaded Materials L Emails g CEAT b d M Jayesh Kick..sentation.ppt
DTT_Official Data L3 Employee Related L4 DAB Ll _ In-.rcncrng Jayesh Group.xlsx \/ FO | d e r n e Ste d | n FO I d e rs
W |GH FAR r Files 1o be synced - Datacamp # 00 Jayesh Grou..4.2011).xdsx \/
o MIT Website - Phase2.url ICAl > eMaditak * @ Jayesh Grou..1.1-Final.xlsx 1 1
MONDIAL Website » Imp Documents L3 Emerson » @ Jayesh Group Costing.xlsy N a m I n g CO nve nt I O n Of FO | d e rs a n d
Shared with Everyone L 7zz0ld Flles g Emkay Global * # Jayesh Group..ent vi O.doc M
Habitat # O Jayesh Grou_.ent v1 O.docx FI IeS tO be fouowed
HOFC Securlties » Eﬂb Jayesh Grou..ent v O.pdf / . . .
Interglobe Hotels Corporate uni Jayesh Grou...osal_Final.pdf If Ve rS | O n S a I"e C reatEd, S peCIfy Ve rS | O n
|PCA » B ovesh Grou..sal_Final.pptx .
ITh b Eﬂi Jayesh Group_Proposal.pdi CO nve nt I O n S
Jayesh Group = Jayesh Grou...Proposal.pptx
Karma lspat 0 Jayesh Grow..022011.xlsx
LOIL * O Jayesh Grou..022017.xisx
MOSL # O Jayesh Grou..022011.xlsx
Netcore *  Jayesh_|nvolce.jpg G EL E E TS
NSDL ) JG1301110..ent Verl.doc
MNutricharge P oE JGE16801110. . ent Verl . doc XAM
Raymond b oE JG1801110,.ent Verl.doc FOR E PLE
RSystems b T Reports_Red...8012011.xls
SEpiA . CONTRACT NUMBER
*

et ACCOUNT NUMBER
[ Have a policy framework in place, so that all in the organization follow 1 PROJECT NUMBER

the same naming convention, folder mechanism ngéECT
T

Contract.v1.1.3.Final Final Draft.docx XYZ_ContractNegotiations_20170104_RevO.pdf



Document Management - Tips
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Good File Management Makes Finding What You Want Easy

|dentify the clutter. Excel > Data > Getdata > Fromfile > Fromfolder > Load.
Document naming and storing policy. Clientcode Documenttype Date_ Version
Categorize. Business, Personal, Others >> Branch out >> Nodes. Others (A/B/C, Dates etc.)

FOGO. File on the Go. The moment you create the files, save them in the logical folder, with
proper naming convention. There should be no isolated, standalone file. No desktop, downloads
or documents.

Use Tags intelligently for faster retrieval. Right click >> Properties >> Details >> Tags

Use _instead of spaces for faster searches

Unsure of documents you need currently >> Use zz folders and regularly clean the folder
Favorites / frequently used folders/files. Folder >> Right click >> Pin to quick access

Can use tools like Total commander, Dropbox, google drive, One drive etc. for real-time
document management (cloud sync aps) (Update >> Access >> Back-up)




Document Management - Tips

Good File Management Makes Finding What You Want Easy

Google-drive tips/Dropbox:
e G-drive tips — convert pdf to word. G-drive >> Right click >> Open with Google docs

* @G-drive Browsing and saving tips — Chrome extensions >> Save to Google drive >> Open
with G-docs

e @G-drive — Use explore functionality. Click and drag images, articles etc. in the document you
working on

 Review deleted files, restore if required.

* Review access controls

Back up your files regularly. Whether you're copying your files onto another drive or onto tape,
it's important to set up and follow a regular back up routine

Magic Trick



Monthly Price

(Lowest-Storage Plan)

15 GB $1.67 (100 GB)

2 GB $9.99 (2 TB)

Free Tier Storage

D iCloud Drive 5GB $0.99 (50 GB)

&& OneDrive 5GB $1.99 (100 GB)

5GB $4.08 (500 GB)




Document Management - Flow at corporates

CAPTURE

It all starts with the capture.
Crocument capture is a process used
to conwvert a physical docurment to a

digital representation.

WORKFLOW INDEXING

Indexingistha process o
associating or tagging locurments
with different “search'

Seruence of task that is the part
of some |arger task, and is
syNonymous with business processes

RETRIEVAL STORE
Document retrieval |s all about ‘ ’ Storing of electronic documents
getting the right document to the indifferent mediadlocations.

right people instantly.




CA Mayur Jain

Email:  mayurmunot@gmail.com
Mobile: +91 97697 80978
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| am a small Business... Do | Need a
back up and recovery plan?

_[ My computer is synced with Cloud...

Do | still need a back up plan?

—[ What do | need to backup?

—[ What kind of backup should | use?

—[ How to handle data recovery?

_____ ____ ____ ____ ____




Why is Back up required?]

Hardware Failure
Software/Application Failure
Virus Attacks

Human Errors/Factors
Natural Disasters




Considerations while taking Backup

Contents of backup
Frequency & Scheduling
Backup Techniques - Full/Incremental/Cumulative

Retention

Full Backup D me dy . Taks Wby TH - .
Redundancy I B B L B L/JJJL/JJ
Storage Devices cumutative ©oire . G @GN @R
Location

Cloud Backups
Custody

Test Restore
How do | restore




CA Alok R Jajodia

Email:  akj@mondialconsultants.com

Mobile: +91 9821163916
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Calendar - mayur jain @mondialconsultants.com - Outlook

File Home Send / Receive Folder View Help ! Tell me what you want to do
T ﬁ; = =) ey iR T i — | r_" i LTS, ==l Search People
_gq % i o - .l [ . e % L | @
— Address Boole
New New  New Mew Teams Today MNext Day Waork Week Manth Schedule Open  Calendar E-maill Share Publish
Appointment Meeting ltems ~ Meeting 7 Days Week View Calendar ~ Groups~ | Calendar Calendar Online~ Ferms
Mew | Teams Meeting | GoTo I Arrange Ml Manage Calendars Share Find
€
= SiTh, Today Tomorrow Thursday - ==
1 g b . EAre g L
November 2019 1 * November 2019 Mumbai, Maharashtra pci aoe picdi o platpu o8 Search Calendar
SU MO-TU WE TH FR 58
27 28.-49 30 31 * 2 SUMDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY
3 4 5 &b T @& =
Oct 27 28 29 30 31 Nov 1
0 11 w13 14 15 16

To3a 3908 =2 & 23
24 25 26 Z7 28 29 30

Untitled - Bwent

File Event Scheduling Assistant Insert Format Text Review Help Q  Tell me what you want to do

m ﬁ Calendar $ Eﬂ fQi EShuwAs |:|Free - O EE E|F'ri1.rate L_ID__J

! High Importance

Delete Copy to My 3 Tearns Meeting Invite : Recurrence | Categorize Dictate
F d ~ R der: |18 h -
Calendar et Meeting Motes Attendees I:'L =rmineEr o - \|/ Low Importance v
Actions Teams Meeting | Meeting Motes | Attendees Options Tags Voice
Title
Save &
Close Start time Tue 05-Mowv-19 E 12:00 AM - Allday [] IE Time zones

End time Tue 05-Mowv-19 E 12:00 AM w 4% Make Recurring



Consolidate - Productivity is the key

Events
Meetings
Reminders

Due dates
Tasks




Create a routine - use mobile calendar

Clear Overview Powerful Design Copy & Paste Events

T

Real time sync
Quick add tasks
Set themes
Sync multiple
calendars

‘/




Create an effective meeting invite

: : s | reme BEN £ e
Invite options (m/o) e |

Pre-book conf. rooms I
Color code meeting — W omca
Attach agenda, notes, [ T
documents for pre-read | weamtEEeE N meeess

Click Home > New meeting, appointment, tasks > Insert > attach files
Click Home > New meeting, appointment, tasks > Response options > Request responses




Recurrence feature under events

= Show As: [ |Free v O EE ) Private
I High Importance

. Recurrence | Categorize

.[;1 Reminder: 18 hours \L Low Importance

| Options Tags |

Appointment Recurrence et

e Statutory due dates

Start: 12:00 AM o

* Credit card due i

Duration: |1 day W

Recurrence pattern

d a t e S >- () Daily Recur every |1 week(s) on:

® Weekly [ ] sunday [ 1Monday [+] Tuesday [ ] wWednesday

* Review meetings Qe | Ctrow Dl Dl

I::I Yearly

e |nternal calls o

Start: | Tue 05-Mowv-19 w| @ End by: Tue 21-Apr-20 v
(_) End after: 25 OCCUTences

I:::l Mo end date

(1K Cancel Eemove Recurrence

Click Home > New meeting, appointment, tasks > Recurrence




Request and share calendars

[ Mayur Jain Calendar

Wednesday, November 13, 2019 — Tuesday, November 19, 2019
Time zone: (UTC+05:30) Chennai, Kolkata, Mumbai, New Delhi

November 2019
Su Mo Tu We Th Fr Sa

1 2

\ 3 456 7 89

10 11 12 13 14 15 16

[
17 18 19 20 21 22 23
24 25 26 27 28 29 30

[l Busy fZ Tentative [~ Free
[l Out of Office [ Working Elsewhere [~ Outside of Working Hours

A
booking, conflicts
P
b

“ Wed, Nov 13

re-check schedule, —— ¢ .=z

=

4 Thu, Nov 14

ookings

| Before 8:00 AM Free

[ 8:00 AM —3:00PM Free

[ 3:00PM —5:00PM  Tentative

A 5:00PM-11:30PM Tentative
* Share your schedule o

y _/ “ Fri, Nov 15

| Before 8:00AM Free

[ 8:00 AM —5:00PM Free

| After5:00PM Free

“ Sat, Nov 16 — Sun, Nov 17
| All Day Free

< Mon, Nov 18 — Tue, Nov 19




Create multiple calendars

* Business, personal,
fithess

* QOverlay views

 De-clutter your tasks,
events, schedule

o s )

Open  Calendar E-mail  Share
Calendar ~ Groups ~ | Calendar Calendal

@ From Address Book...

J E_ From Room List..,

T
F
T @0 From Internet...

Create Mew Blank Calendar...

.{:& Open Shared Calendar...

. . Tod
1 » November 2019 Mumbai, Maharashtra -~ .. g;,,?:,?;
>— B Calendar x # Fitness
SUMDAY MONDAY TUESDAY
Oct 27 28 29

| |

10 11 12

2:30am Call on I-Core dE... |
1x30pm Working from ...

Click Home > Open Calendar > Create new blank calendar




Import / Export calendars

< Settings

* Export Google calendar |

calands
AR e U 4+  Salect fil= from your computer

and import (ical) s

Mayur Jain

-

import
e can' import evem mfarmaeion n iGal e G5V (WS Ourleck) fermet

I Export

Open p—

Settings for my calendars

= Open Calendar ® Mayur Jain Export
E Open a calendar file in Outlook (Lics, wes). _
Open @ Contacts a Mayur Jain
_ Calendar -
Save Attachments = Contacis
Settings for other calendars You can dewnloed sli catendzra that you an viewr and modity in 2 =ingle aschive

Save Calendar ﬁ GpE‘ﬂ Qutlook Data FE/ ® Indis Mumbaiindiana Expart

Open an Outlook data file (.pst).
Print Open Outlook
Data File

Office « Import/Export

Account .
Import or export files and settings.

Feedback Import/Export




Convert mails to tasks quickly

|
1 Mayur Jain U
Fwd: Masters Tue 6:09 PM
Rgds/Mayur Jain ]
/ [L]J
T Tue 5:20 PM
. = Q “es
Drag mails onto calendar : - -
. o . Te  Fwd: Masters
Define quick actions to
Close Starttime | Wed 13-Mov-19 [5] || T:00PM v [Jalday [] & Timezones
CO I I a b O rate >— End time Wed 13-Nov-13 [5] || T:30PM w|  4_% Make Recurring
Create reminders,
recurrence etc.
From: Mayur Jain <mayur.jain@gmail.com>
_ Sent: Tuesday, November 12, 2019 6:05 PM
To: Alok
Subject: Fwd: Masters
Attachments: Master 170919.xlsx

Rgds/Mayur Jain

https://docs. google.com/uc?expori=download&id=1zCUcx00E65kuUDmMASP BK4Bc4ds(




Other useful features - effective meetings

—_— 30 31 Nov 1

* Multi select days/dates —
workshops etc. 5 ? 3

* Add meeting location— — -
weather forecasts -

e Search within calendars

Search People
Address Book
) 8
. - : Today Tomarrow _ Friday
Mumbai, Maharashtra Y e6TF/TIFF 96°F/T1°F  °  94°F/TI°F
Washington, D.C Find LY
Mumbai, Maharashtra
Add Location
IuUEaUAT WEDNESDAY THURSDAY search Calendsr -

29 30 31




Tips in the nutshell|

N X X X X X X X

Consolidate — Productivity 1s the key

Create a routine — use mobile calendar

Create an effective meeting invite

Recurrence feature under events

Request and s.

nhare calendars

Create multip.

e calendars

Import / export calendars

Convert mails

to tasks quickly

Other useful features — effective meetings



CA Mayur Jain

Email:  mayurmunot@gmail.com
Mobile: +91 97697 80978



