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LERRN A FEW
MICROSOFT TRICKS

Did you know clicking the top left
corner in Excel is a shortcut to
higlight all cellsina worksheet?
Tips like this can save time during

your day.

DELEGRTE

Ifyou are a part of a team, make
sure you use it. Learn how to
delegate actions that are better
suited to a team member,

PR\OR\TISE
¢ SCHEDULE

Make a ‘To Do’ list each day.
Allocate time in your calendar
starting with the key tasks that
need your immediate attention.
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THURSDAY

MRKE USE OF
YOUR ENERGY

Ever noticed that you are better at
doing tasks at certain times of the day?
If you have more energy in the morning
focus on a tasks that require more
brainpower then.

BE PREPRRED

Take stock - of what you've achieved
today, and celebrate your success -
then define what you need to do
tomorrow, and make a plan.
This enables your brain to focus
resulting in increased productivity.
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Here are Pitman Training’s 7 Top Tips - just little things that you can do each day to make a more
productive you. For more information and tips like this visit: www.pitman-training.com/advice-centre



