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Boost Productivity
7 [rwind

Join us for an interactive workshop — learn efficiency hacks,
healthy work habits, InDesign tricks, proposal closeout tips, and more!

>>> Date >>> Location Sponsored by:
Aoriltl 52025 McCarthy Building Companies, Inc.
4:00 - 6:00 pm 37271 Douglas Blvd, #180 MEGART"ym,

Roseville, CA 956671



Meet Your Presenters!

Liz Lewin Mel Bennett-Salmeron Jgsty L,adI%Ck | W Hﬁ'ﬁyga'mef Crystal Miller
Stantec Air Systems Service & erion Lonsuiting roup, Inc. 00d Rodgers, Inc. Swinerton
Construction
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A Positive Outlook: Save Yourself Time with
Email Templates and Contact Groups

Liz Lewin
Stantec




This section will cover:

e Using Quick Parts to save time on “Yﬂ“”GET AN EMA“.
emails you send frequently

e Saving new Contact Groups to _ <+ “ANDYOUGET
streamline strategic team AN EMAIL

communications ‘w .
H H S

EVERYBODY GETS ANIEMAIL:




Quick Parts Time Saver

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

T [

Send | Ce

mmmwmnmmmmmummsuummmmﬁ '_ :

below to view the draft PDF.

wmsmlmne OOOOKX.

lhm&uup draft review meeting for this upcoming Monda o cpected to hay
document prior to this meeting If you are unable to attend, MMMMM_WM EOD Tuesda) L

mmdmmw

- iunﬁy wmmmmnhmm
- m“mm

| will send out an updated 90% draft Tuesday moming and we will have al pencils down by EOD Tuesday, 12120.
Please let me know if you have any questions. Thank you and have a great weekend! &

Warm regards,
Liz Lewin

Senior Marketing Specialist | Buildings, US West
555 Capitol Mall, Suite 650, Sacramento,
Liz Lewin@stantec com

() stantec

%
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~ 2) Go to the

> 2 <" three dots for

additional Insert
options

General
30% Draft Review

2 Wy .
Tt ou Pur pons Pt ek cstent et e seviaing I 2% a1 P Mt Trrmil A 3 G O to
| Sareaion N Call framadt! Paidmd i 31ac i 4301 PO

-

e
oo s e

e Quick Parts

e,

| dropdown

and “Save

[o# o 505, Cotrmrse-d Tomrmet Comi and A OFficon properaal

T | s | Qalaction

i , to Quick

| hos o @
[ attached 0F fims for mani day deleory (Tumday 218
[smees.
= L full oo, MM
P . Parts
£ putoText »

Save Selection to Quick Part Gallery.. G a I I e ry"




Quick Parts Time Saver

4) Create a name

for new template_ | creste New Buiiding Biock 7 X
Name: > |60% Draft Review]

5) Save to Quick Gallery: Quick Parts .

/ﬁ’ General et

Parts Gallery
Description:

6) Se|eC't Op'[|on 10 Save in: MormalEmail.dotm -
Options: Insert content only e

Insert Content Only
| oK | Cancel

Sacramento



Quick Parts Time Saver

o do

Scheduling Poll [ Create PDF €} Change Settings ¥ Se
~

Include

Sacramento

B3 Business Card >
5] gatendar.. © Reply ' % Replyan | -
8 putlesk ftem

Reuse Files

[ ReuseFiles

i] Iustrations

) Screenshot >
B SmanAr..

7) You can now see e o I

[ Moty et e
@ Link >
Thard you fot pios oty 1 petrviding oot e fa Sevieatry P 7% e bos B Moty Trarmst A

your new template T~ |2~ e

Text [onsr pagpe v

[Paesee mets ot s v w1 X%, bttt charges

saved in your Quick T T

] Weadhrt 3 | [ Do i v v 8 FOF

Parts Gallery! el | e

= mamwy 110§ e Youn by
Diate & Time... fememstt1e e st P sy i, o o s e, pls e
8] Object... 90% Draft Review
[1 b it s
Symbols [ o oy s B, et PO
[oF e A Tomrad Conser
o TI Equation > . AR
[Meere Frveread P e e b b s Sy
() symbol P | Dot wor 0% v e 0 ity sy -
[rrrw Fubabed v P teae
1= Horigontal Line
ARC Print Req (foarmoore boards)
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te vouto stav aﬂamﬂ ‘Save Sedection to Quick Part Gallery...




Quick Parts Time Saver
(E8B90 1 18w - 3 ]

File Message Insert Options  Format Text  Review Help  Acrobat @ Tell me what you want to do

[l attachfilev b poll  [& signature~ | (B)~ B Tablev  [|ad Picures~ [~ &5 2 o~ e . 8) Ta_da! Your neW

> e template can be

o [ quickly dropped into a

Subject @) Mo Label

new email

Thank you for your help in providing content and for reviewing the 60% draft for the Project Mame pursuit! Please see Bluebeam info
below to view the draft PDF.

Sacramento

Bluebeam Session 1D: JOCOCO
Document for review: “XXXX_60%DRAFT.PDF"

I have set up a draft review ting for this up ing Menday ing, 12/19 at 9:30am. You will be expected to have reviewed the
document prior to this meeting. If you are unable to attend, please provide your comments no later than EOD Tuesday, 12/20.

[ o .
The goal of the 60% review meeting will be to: L4 H h I h t th
- identify any gaps in our response to the RFQ’s requirements ro Ip. Ig Ig e
- confirm projects we are including
- polish our storytelling message.

L] L]
I will send out an updated 90% draft Tuesday morning and we will have all pencils down by EOD Tuesday, 12/20. p I e C eS O f In fo th a t g et
Please let me know if you have any questions. Thank you and have a great weekend! & S -tCh e ' O t .th .n
Warm regards,
Liz Lewin
Senior Marketing Specialist | Buildings, US West yo ur el , ,p a e

555 Capitol Mall, Suite 650, Sacramento, CA 95814
Liz.L ewin@stantec.com

@ Stantec

The cantent of this email is the confidential property of Stantes and shoukd not be copled, modified, retansmitted, or wsed for any purpose excent with Stantec's written authodzation. If you are not the intended recipient, please
clilete all oapies and notify Us immediatsty,
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Quick Parts Time Saver 4s~
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g Outlook

App

Have the newest version of Outlook?

Never fear! You can still do the same
| steps, but you will save it to your “My
B v Templates” instead of Quick Parts.
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Quick Parts Time Saver 4

B> send -~ TW Discard 7 AttachFile  [(p) Loop Components £ Signature  /* Editor 3¢ Check Accessibilit @ &
[ SMART Template

Sacramento

. . ) I " | b

From: Justine Tadlock (justy.tadlock@allerionconsulting.com) v Ve e el Ny Templates ,\
@ Viva Insights

To: | cc [2]
ollo Polis

Subject: B Get Add-ins gEnce

Customize Toolbar...

= | & @ B v | S

I
0T
I||
<
M
I

Aptos(Body) - 12 L Av B 7 U S ¥+v X X

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




Contact Group Time Saver

Sacramento

In addition to email templates, save time with = fle Home send/Receie View
custom Contact Groups for your strategic teams (A5 Newcortzet = M Delee |
B E-mail Message
Lr) Loy Chat
1) Go to your g e
Contact Tab = 3 Grous
v A= Contact
o Task
2) Scroll down on 3 R ContoctGroup
A= Contact from the Same Company
NeW ContaCt Meare lterns >
dropdown menu and | =

select Contact Group
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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)

=  Untitled - Contact Group

File ~ Contact Group Insert  Format Text  Review

Save & Close ]E[ Delete Group RS Forward Group ~ gq Members | [ Notes Q_ Add Members ~ | Ad E)J 1 Email r_:;‘; Meeting [

|_—E From Outlook Contacts
MName | |

EE From Address Book
[8/ Name -

,Q. Mew E-mail Contact

File Contact Group Insert  Format Text  Review

4) Add a Name to - Save & Close ]ﬂ[ Delete Group A3 Forward Group ~ |:
your group and Name | SMPS EdCom

[/ Name

check all members

A= Haley Palmer

A= Justine Tadlock

are added. Then A= Mel Salmeron (Bennett)
Save & Close
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5) Your new Contact fle Message Insert Opfions FormatText Review Helg
Group can now be f - B I U £
used by typing the
group name in the
“To" line instead of
typing every Subject
individual email

| To SMPS EdCom;

| Cc |




Healthy Habits: Make Your Schedule Work for
You

Mel Bennett-Salmeron
Air Systems Service &
Construction




Set Your Day for Success

Sacramento

Setting Up Your Daily
Routine:

Movement
Reflect/Gratitude
Grow

Three Priorities

CRUTI

Use your commute for growth.
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Sacramento

The Grind:

First Hour: Largest Project First
5-10 min Break

Repeat

Afternoon Fill w/ Lower Value Work




| live by my CALENDAR! (0

Sacramento

Calendaring:

Color Coding

Schedule Boundaries

Time Blocking

Due Dates/Milestones/Deadlines
Personal/Family Appointments &
Events

reaprereeerreersdtdl




live by my CALENDAR! N

smps

Sunday Monday Tuesday Wednesday Thursday Friday Saturday Sacramento
] o
‘ 10:00am Mel & Monica Training
— LEGEND

. Company / Internal Marketing
|:| Company Charity Event
|:| Onboarding

. Business Development
[ Estimating & RFP

[ ndustry Events
Marketing

[] smps

|:| General / Placeholder
[] kiddos

. Personal




Unraveling the Chaos: Tips About Time Management

Justy Tadlock
Allerion Consulting Group, Inc.




smps

» 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.



Budget Your Focus, 4 A
Not Just Your Time

Sacramento

» 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.




A
8 AM
3

9 AM

Self Evalute Yourself

- When do | feel mentally sharp?
- When does my brain get foggy?

Peak Hours

00

1PM

00

30

Peak Hours

15
5PM

:30

th
A

Sacramento

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

Find Your Focus Budget
PROTECT / TF/ERCELJ&

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

» 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.



sm

Delegation:
The Power of Passing It Off 4

*

*
‘ﬁ

“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

a

A
¥

X

-
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p sv

Sacramento



Delegating Tasks Like A Pro

Sacramento

* 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 4
Imports in InDesign

Sacramento

This section will cover:

e Quick Guide to Better Proposals & Reports

e Save Time & Improve Efficiency on Proposal
Setup

e Importing a Word Doc w/Paragraph Styles

e Pro Tips for Clean Formatting




e Set Yourself Up for Success:
o Branded Template + Paragraph Styles -

|s this setup?

o Do this ahead of time.

th
(D

Sacramento

BRANDED TEMPLATE

Client: Footer

SECTION HEADER

HEADER - LEVEL1

HEADER - LEVEL 2
SUB-HEADER

SUB-HEADER 2
Body Text - Gray &0

» Bulletl
Bullet 2
Black Text
Color Text
Body Text BOLD (Character Style)
Body Text [TALICS fcharacter Style)

CAPTIONS

" Captions - Rule Above

CAPTIONS - RULE BELOW




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

smps

Sacramento

M Include
. | n I n D eS I g n : ITaI:IIE: of Contents Text Footnotes

1.

2.

3.

Index Text Endnotes

Set up Paragraph Styles ahead of
time
Go to File > Place (Ctrl + D / Cmd

+D)
Enable Show Import Options - s
choose Preserve Styles & —
Formatting from Text and Tables & e T
Select ‘Customize Style Import,
then Style Mapping... o

© Customize Style Import

Options




smps
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e In Word: Use consistent heading styles
(e.g., Heading 1, Body Text)
e InInDesign: “pmr i
1. Set up Paragraph Styles ahead of
time
2. Go to File > Place (Ctrl + D / Cmd
+ D) e
3. Enable Show Import Options - s
choose Preserve Styles & —
Formatting from Text and Tables & e T
Select ‘Customize Style Import,

then Style Mapping... b
_ © Customize Style Import

Options
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Style Mapping...

Style Mapping

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

9 Mormal Body Text - gray 80

9 Heading 1 Section Header

% Heading 2 Header- Level 1
Lef-t Col u m n — Word S-tyl eS 9] Heading 3 Header - Level 2

9 Header Subheader
9 Footer [New Paragraph Style]
T Title Title

Right Column = InD Styles 9 st paagrph it Pragaph

I:'-.-..ﬂ.utn-rermrr.e Conflicts JI 4, 5 Style Name Conflicts(4 Paragraph, 1 Character)




mh

smps'
Load Text Cursor

Sacramento

e Loaded Text Cursor ubes
o Shift Key + Left Click = Loaded Pages w/Styles fL“‘:E’:‘TL“;LFM
o Chuck Norris Approves :) Al

i5 howw you connect

é ﬁ%

I-
b
|
- N



Import Options - Excel 4 -

Sacramento

e |n 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

e Update the Proposal Status:
o RFQ/RFP submitted, In-Progress, Shortlisted,

Interviewing, etc.

e PDF the Complete Proposal
e Log the Staff that Worked on the Proposal

e Log the Associated Companies

e Log the Competitors
e Enter in any New or Improved Information:
o Project and Personnel Information, Headshots,
Narratives, Company Information/stats,
Graphics, etc.

4






Thank you!
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