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A. A

A. Turn off Email Notifications 

Ask about these related training programmes:  
‘WorkingSm@rt + Microsoft TEAMS’ and ‘WorkingSm@rt + OneNote’ 

 

The ‘WorkingSm@rt + Outlook’ training programme will enable you to increase productivity, 
control your Inbox, feel more in control and overall improve your work/life integration. 

 
 

Note: Ask about our separate course WorkingSm@rt with Outlook for Mac 
‘WorkingSm@rt’ is delivered globally by 55 Priority Management International offices + Vancouver HQ 

 

Follow all steps on Pages 1-6 (Note: NO changes to Inbox) 
A. Email Notifications Turn Off p.1                                              D/E. To Do Bar Turn On (+ Reset) p.3       
B. Start Outlook in Calendar p.2                                                  F. Task Folder “Simple List” view customise p.4  
C. Daily Task List Turn On p.3                 G. Task Folder “Detailed” customise view p.6  
                                
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

1. Select File > Options 
2. Select Mail  
3. Untick all options on Message 

arrival 
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B. Start Outlook in Calendar 
 

 

  

2. Browse to Start in 
Calendar > OK 

 

 

1. Select File > Options > Advanced 
2. Under Outlook start and exit click 

Browser 
3. Select Calendar 

 

 

See next page… 
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E. Option: To-Do Bar Reset Current View 

 

C. In CALENDAR turn on Daily Task List 

 

 

 

D. In Inbox & Calendar turn on To-Do Bar  
 

 

 

 

1. Select View 
2. Select To-Do Bar   
3. Select Tasks 
  

1. Select View 
2. Select Daily Task List 
3. Select Normal 

 

 

 

 

 

4. Right-click in Titles 
5. View Settings   
6. Reset Current View 
  

  
  

7. Right-click in Titles 
8. View Settings   
9. Reset Current View 
  

1. Right-click in Titles 
2. View Settings   
3. Reset Current  View 

  

1. Select View 
2. Select To-Do Bar   
3. Select Tasks 
  

1. Select View 
2. Select To-Do Bar   
3. Select Tasks 
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 F. Task Folder customise “Simple List” view: 
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G. Task Folder customise “Detailed” view: 
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