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Quick Parts Time Saver
This section will cover:
● Using Quick Parts to save time on 

emails you send frequently
● Saving new Contact Groups to 

streamline strategic team 
communications



Quick Parts Time Saver

1) Have your 
text selected 
within the body 
of your email 
that you want to 
use as a 
template

2) Go to the 
three dots for 
additional Insert 
options 

3) Go to 
Quick Parts 
dropdown 
and “Save 
Selection 
to Quick 
Parts 
Gallery”



Quick Parts Time Saver
4) Create a name 
for new template

5) Save to Quick 
Parts Gallery

6) Select Option to 
Insert Content Only



Quick Parts Time Saver

7) You can now see 
your new template 
saved in your Quick 
Parts Gallery!



Quick Parts Time Saver
8) Ta-da! Your new 
template can be 
quickly dropped into a 
new email

Pro tip: Highlight the 
pieces of info that get 
switched out within 
your template



Quick Parts Time Saver

Have the newest version of Outlook?

Never fear! You can still do the same 
steps, but you will save it to your “My 
Templates” instead of Quick Parts.



Quick Parts Time Saver

Access My Templates from the three 
dots for additional options from your 
new email window and save.



Contact Group Time Saver
In addition to email templates, save time with 
custom Contact Groups for your strategic teams

1) Go to your 
Contact Tab

2) Scroll down on 
New Contact 
dropdown menu and 
select Contact Group



Contact Group Time Saver
3) A new window will open. Select Add Members (either through Outlook 
Contacts or Address Book, depending on if internal or external) 

4) Add a Name to 
your group and 
check all members 
are added. Then 
Save & Close



Contact Group Time Saver

5) Your new Contact 
Group can now be 
used by typing the 
group name in the 
“To” line instead of 
typing every 
individual email



Healthy Habits: Make Your Schedule Work for 
You

Mel Bennett-Salmeron
Air Systems Service & 

Construction



Set Your Day for Success

Setting Up Your Daily 
Routine:

Use your commute for growth.

● Movement
● Reflect/Gratitude
● Grow 
● Three Priorities 



Set Your Day for Success

The Grind:

● First Hour: Largest Project First
● 5-10 min Break
● Repeat
● Afternoon Fill w/ Lower Value Work



I live by my CALENDAR!

Calendaring:
● Color Coding
● Schedule Boundaries
● Time Blocking
● Due Dates/Milestones/Deadlines
● Personal/Family Appointments & 

Events



I live by my CALENDAR!



Unraveling the Chaos: Tips About Time Management

Justy Tadlock
Allerion Consulting Group, Inc.  



• Think of your energy like a battery.

• Hopefully you start your day at 100%. 

•Tasks chip away at your energy.

• Key isn’t doing more with your time.

It is about spending your energy where it counts.

Spend Your Energy Where It Counts



• Think of focus like money — spend it on what matters.

• Identify your peak energy hours (AM or PM?). 

• Peak Hours = Creative/complex tasks. 

• Non-Peak Hours: Lower-energy tasks. 
• Examples
- Peak Hours: RFP focused.     
- Non-Peak Hours: E-mail responses. 

Budget Your Focus, 
Not Just Your Time



Finding Your Focus Budget

Self Evalute Yourself
- When do I feel mentally sharp? 
- When does my brain get foggy?

Use Daily Log/Journal
- Re-block out your schedule. 

Find Your Focus Budget
PROTECT IT FIERCELY 

Like any good habit, focus budgeting takes time and consistency.



Structure The Chaos: Task Batching

• Think of this as an assembly line, not a juggling act.

• Block time for similar tasks. 

• Reduces start-stop distractions. 

• Example: Batch e-mail responses or meetings. 



Delegation:
The Power of Passing It Off

“If you want to do a few small things right, do them yourself. If you 

want to do great things and make a big impact, learn to delegate.”

— John C. Maxwell



Delegating Tasks Like A Pro

• Focus on what only you can do. 

• Delegate routine, repeatable, or lower-priority tasks. 

• Empower others with clear instructions. 

• Check-in with those you delegated tasks to.  



Intuitive InDesign: Insert Your Word Documents 
and Tables with Ease

Haley Palmer
Wood Rodgers, Inc.



Streamlining Word & Excel 
Imports in InDesign

This section will cover:
● Quick Guide to Better Proposals & Reports
● Save Time & Improve Efficiency on Proposal 

Setup
● Importing a Word Doc w/Paragraph Styles
● Pro Tips for Clean Formatting



Template Setup

● Set Yourself Up for Success:
○ Branded Template + Paragraph Styles -

Is this setup?
○ Do this ahead of time.



Import Options - Word Doc

● In Word: Use consistent heading styles
(e.g., Heading 1, Body Text)

● In InDesign:
1. Set up Paragraph Styles ahead of 

time
2. Go to File > Place (Ctrl + D / Cmd 

+D)
3. Enable Show Import Options -

choose Preserve Styles & 
Formatting from Text and Tables & 
Select ‘Customize Style Import’, 
then Style Mapping…



Import Options - Word Doc

● In Word: Use consistent heading styles
(e.g., Heading 1, Body Text)

● In InDesign:
1. Set up Paragraph Styles ahead of 

time
2. Go to File > Place (Ctrl + D / Cmd 

+D)
3. Enable Show Import Options -

choose Preserve Styles & 
Formatting from Text and Tables & 
Select ‘Customize Style Import’, 
then Style Mapping…



Import Options - Word Doc

Style Mapping…

Tip: Paragraph styles names must match 
exactly for auto-mapping!

Left Column = Word Styles

Right Column = InD Styles



Import Options - Word Doc

Load Text Cursor

● Loaded Text Cursor
○ Shift Key + Left Click = Loaded Pages w/Styles
○ Chuck Norris Approves :)



Import Options - Excel

● In Excel:
1. Go to File > Place (Ctrl + D / Cmd +D)
2. Chose Excel File
3. Uncheck “Formatted Table” for full InD styling control
4. Click to Place
5. Apply Table and Cell Styles



Check Your List Twice: Tips for Having a 
Successful Proposal Closeout Process

Crystal Miller
Swinerton



Check Your List Twice

● Update the Proposal Status:
○ RFQ/RFP submitted, In-Progress, Shortlisted, 

Interviewing, etc.

● PDF the Complete Proposal

● Log the Staff that Worked on the Proposal

● Log the Associated Companies

● Log the Competitors
● Enter in any New or Improved Information:

○ Project and Personnel Information, Headshots, 
Narratives, Company Information/stats, 
Graphics, etc.



Open Forum—let’s hear from you!



Thank you! 
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