Monday Rank

Incoming Phone Calls

Call Duration

Total Time

Calls Answeredmgh

Low

Med |

Voicemail] High

Low

Med|

A L

Tuesday Rank

Total Calls
Total VMs

No Messages

Call Duration

Total

.'OOI

Total Time

Calls Answered| High |

Med
Low

Voicemail| High

Low

Med| O

Wednesday Rank

Total Calls

Total VMs

No Messages

Qo0

Call Duration

Total

Calls Answered| High

Med | o
Low |
Voicemail] High| O Total Calls] O Total 0:00
Med Total VMs| ©
Low| O] NoMessages| O
Thursday Rank Call Duration Total Time
Calls Answered H-igh Q1
med | 0] o
Low| o] )
Voicemail| High 0 Total Calls| O Total 0:00
Med| O Total VMs| 0 |
Low| O] NoMessages| O]
Friday Rank Call Duration Total Time
Calls Answered| High| O 1T T~
Med| O |
Low 0
Voicemail] High 0 Total Calls] 0O Total 0.00
Med| © Total ViMs| |
Low| I No Messages_o_
Weskly Total Rank Call Duration Total Time

Calls Answered] High

Low

Voicemail| High

Low

Med |

Total Calls
Total VMs
No Messages

O|s o
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Total




Monday

In-Person Interruptions
Interruptions

[Work Related

Necessary
Not Necessary

Non-Work Related

Necessary
Not Necessary

#

Tuesday

Interruptions

Work Related

Necessary
Not Necessary

0:23 003

Non-Work Related

Totals

Necessary
Not Necessary
Totals 2 0:2¢
Wednesday Interruptions # Time
[Work Related
Necessary

Not Necessary

Non-Work Related

Necessary
Not Necessary

Totals ] 0:0}
Thursday Interruptions # Time
Work Related
Necessary
Not Necessary
Non-Work Related
Necessary - R R
Not Necessary | ot@7 _ ! 0:07
Totals ! 0:07
Friday Interruptions # Time
[Work Related T g
Necessary
Not Necessary
Non-Work Related
Necessary O O ek (O3 O)
Not Necessary _
Totals 2 Ooz
Weekly Total Interruptions (if applicable) # Time
Work Related
Necessary

Not Necessary

Non-Work Related
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Necessary 1 |e:el
Not Necessary _ ! 007
Totals 7 (0o




Email Worksheet

Monday Tick Marks #
Must Take Action Today T
.. MterToday
Must/Should Read MR
Want to Read/File DU 1. S
Delete or file w/o reading |

Unsubscribed] 3 Ki

00

| Total Received
Total Sent

L ] Rk

H*

Tuesday Tick Marks

Must Take Action  Today L
oo ... AfterToday Y
MustiShould Read wo
WanttoRead/File e | e
Delete or file w/o reading o ' _
Unsubscribed] [¢] [ Total Received

Total Sent

Wednesday Tick Marks
. AfterToday | o
Must/Shotild Read wag oo 7
WanttoReadFite . fw B e
Delete or file w/o reading iy _ _

Unsubscribed] 2 | | Total Received
Total Sent

E -

Thursday Tick Marks #
Must Take Action Today |
. After Today

Must/Should Read
Want to Read/File ST N
Delete or file w/o reading |
Unsubscribed] 1|1 [ Total Received
“Total Sent

wﬂ-@%o}

Friday Tick Marks #
Must Take Action  Today o )
o o MterToday | ) e
Must/Should Read L 3 S — e .
WanttoRead/File MW e
Delete or file w/o reading LY - s

Unsubscribed] 1 1) [ Total Received 23

Total Sent 10 |

Weekly Total Tick Marks (if applicable) #
Must Take Action Today 23
o AfterToday | T 0] o
Must/Should Read e ey
WanttoRead/File | e e e
Delete or file w/o reading _ 16 .

Unsubscribed]| Total Received 83
Total Sent Y
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