


ñEvery good thing 
you do happens 

though the dimension 
of time.ò

@DrFrankBuck







What’s on your 
desk right now?

Tell me in the chat >>



























Desk of a band 

director who 

attended 

Get Organized!



Middle school 

principal who 

read

Get Organized!



Elementary school 

principal who read

Get Organized!





What is on your 

desk right now 

that should go in 

a Tickler File?

Type in the chat >>













Where do you keep 
your to-dos?

1. Paper planner
2. Sticky notes
3. Digital calendar
4. Digital task list
5. Notes app
6. In my head



Outlook Cloud Book

Calendar

Contacts

Tasks

Notes

Email



Outlook Cloud Book

Calendar

Contacts

Tasks

Notes

Email ???





Outlook Cloud Book

Calendar

Contacts

Tasks

Notes

Email ???



Outlook Cloud Book

Calendar

Contacts

Tasks

Notes

Email ???







1.Due Date &
sort by Due Date











Write reading grant

Get summer school going

Earn graduate degree

What’s wrong with these? 
Tell me in the chat. >>



Call someone who 

won it before

Ms. Smith-Wants to 

teach summer school?

Visit graduate 

school webpage







Assign students to homerooms

GET THE IDEA?





Evaluations

Crisis Plan

State Law

Federal Regs

Board Policy

Health Practices

Special Education

Child Nutrition

Public Relations

Curriculum Standards



Evaluations Child Nutrition“Not Guilty”









3. Note Section
in each task





Poll 4: 
Advantag

es of 
Paper, 
Digital

What are the 
advantages of  digital?

54







4. Search





Buford

Buford

Buford



Buford-Grant?? 

ETR call Buford



Batch related 

items









5. Communicates 
with Email























From : XYZ@gmail.com

To: You

Subject: Thanks for your order!



ETR order from XYZ Store ^12/20





XYZ Store











Email to 

OneNote

me@onenote.com



Save to 

Google Drive



Print to PDF











6. Syncs across 
all devices





7. Voice Input









Oct. 25

John Smith- 362-1234 

Father called. Says other students are picking on 

him in Math class.

 Talk to teacher.

 Call him in 2 weeks to ask about progress.

Are moving into new house this weekend. Directions-
Head north on Main Street. Turn right on Maple. 3rd 

house on left.





Desk is 

clear

Everything 

in one 

place

Master of 

documentation














