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CŜŀǘǳǊƛƴƎ ŀ ƴŜǿ aƛŎǊƻǎƻŦǘ 9ȄŎŜƭϰ 
Add-in from SchoolCounselor.com 



Preliminary Tips 

Å5ƻ ƴƻǘ ŀŘŘ ŀǇǇƻƛƴǘƳŜƴǘǎ ŘŜǎƛƎƴŀǘŜŘ ŀǎ άŀƭƭ 
Řŀȅ ŜǾŜƴǘΦέ LƴǎǘŜŀŘΣ ǎŎƘŜŘǳƭŜ ƛǘ ŀƭƭ ŘŀȅΦ 

ÅPick your categories beforehand and make 
them consistent among all counselors. 

ÅHave the TEARS add-in installed in 
aƛŎǊƻǎƻŦǘ 9ȄŎŜƭϰΦ ¸ƻǳ Ŏŀƴ ŦƛƴŘ ŀ ƘŀƴŘƻǳǘ 
on how to do that here.  

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


Example Categories 

VGuidance Curriculum 

VSystem Support 
VProfessional 

development 

VData analysis 

VAdvisory Council 
Meetings 

VReporting 

VCommunity Outreach 

VCoordination of Services 

VCommunications 

 

VResponsive Services 
VIndividual counseling 

VParent consultation 

VTeacher consultation 

VSmall Group Counseling 

VPeer Helper Program 

VSchool-wide Program 

V Individual Student 

Planning 

 





In Outlook, while you 
have an appointment 
highlighted, click on 

the Categorize 
button (top) and 
ǘƘŜƴ ά!ƭƭ /ŀǘŜƎƻǊƛŜǎέ 

to edit, add, or 
delete your 
categories. 



To apply a 

category to an 

appointment or 

task, simply 

highlight it, 

choose 

Categories, and 

check the 

appropriate 

category. 





Click File, then Import 
and Export 




