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Preliminary Tips

A52 y20 FTRR ILILRAYIYS
RIFé SOSYyi®dé LyauaSlRZ

A Pick yourcategoriesbeforehand and make
them consistent among all counselors

A Have the TEARS atidinstalled in
aAONRAaAa2FTU 9EOSfuod 2
on how to do thathere.


http://bit.ly/MS2010-addin-install

Example Categories

v Responsive Services V Guidance Curriculum

V Individual counseling V System Support
V Parent consultation V Professional
\/ Teacher consultation development
V Small Group Counseling V Data analysis
\V Peer Helper Program V Advisory Council
\V School-wide Program Meetings
v Individual Student V Reporting
Planning V Community Outreach

V Coordination ofServices
V Communications



Setting Up:
Insert your Categories



In Outlook, while you ¥
have an appointment - -

orize
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To apply a
category to an
appointment or
task, simply
highlight it,
choose
Categories, and
check the
appropriate
category.
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Exporting the
Calendar Data
to Excel
(Version 2007)




Work Week Type a contact to find
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