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Why Outlook's Appointments and Tasks are 
NOT RELIABLE enough for Your Business 

... and How to Fix it in 5 Minutes 

 
If you’re reading this, then like me, and more than 20,000 readers of our Outlook newsletter/blog, you 
probably spend a good part of your work day in Outlook. 
 
We recently surveyed our 20,000+ readers and were surprised that so MANY felt that Outlook’s 
appointments and tasks were not a good business tool. 
 
Readers who told us that they did not trust Outlooks Appointments & Tasks were from many different 
industries including: 
 
 Lawyers 
 Meeting and Event Support Services 

Providers 
 Real Estate Agents  
 Construction Businesses 
 Corporate Training Providers 

 Financial Advisors 
 Electrical Contractors 
 Mechanical Construction Companies 
 Accountants 
 HR Consultants 
 Sales Professionals  

 
Their comments made it very clear that they felt that… 
 

Outlook's Appointments and Tasks are 
Too Simplistic, Error-Prone, Time-Consuming & Risky 

 
As one Outlook user put it… The simplest appointment can be the MOST CRITICAL if it is missed! 
 

For legal professional the consequences can even include having a case DISMISSED and possible 
charge of PROFESSIONAL NEGLIGANCE. 
 
For a Real Estate Agent, it could mean a lost sale… or worse a lost client. 

 
So what is wrong with Outlook’s Appointments and Tasks? 
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 #1: Outlook gives you no way to enter or view Appointments (& Tasks) as part of a project. 
 
Outlook currently treats each appointment and task as a separate item. However in the real world, we 
work on PROJECTS… with each project consisting of multiple deadlines in the form of projects and tasks. 
 
As a result there is no way to see the BIG PICTURE when making decisions i.e. there is no way to see 
ALL the related Tasks and Appointments for a Project. 
 

 #2: Outlook does not recognise your work processes (There is no easy way of entering a standard 
series of appointments/tasks for different projects) 
 
Most businesses have standard processes for different types of projects. Each process consists of a 
series of related appointments and tasks that need to be created. (The appointments usually need to be 
scheduled from either an END DATE or a START DATE).  
 
When the process consists of many tasks and appointments, this process is ERROR-PRONE and TIME-
CONSUMING because each date has to be calculated and then entered manually into Outlook. 
 

 #3: Dates change often in the real world... and Rescheduling (of multiple related items) in 
Outlook due to a change in one date is TIME CONSUMING, ERROR PRONE and VERY RISKY 
 
Deadlines change for many reasons in the real world… a task may take longer than expected… the court 
may change the hearing date… the buyer of a property may need more time to arrange finance… 
 
When a deadline changes… there are obvious changes to things following in the timeline. Finding these 
individual items is time consuming… the due date for each item has to be recalculated manually… and 
there is always the risk that you miscalculate or miss an item entirely. 
 

So What are Your Choices? 
 
Until now your choices have been limited to the following: 
 

1. Continue to do this manually and put up with the wasted time and risks of mistakes 
2. Try and find software that does this outside of Outlook… and maybe re-enter the information in 

Outlook… which is still going to waste a lot of time… and still has the risk of human error 
3. Stop using Outlook but…  
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You told us that you still WANT a better way to do this in Outlook 
So with your help, we have created a solution! 

 
The response from Beta testers has been GREAT. We’re going to do a short video to show you just how 
easy Appointments and Tasks in Outlook can be. But here are a few highlights of the new solution. 
 

 #1: It works inside Outlook…  
 
We know you don’t want to change over from Outlook.  It’s where you spend a good part of your 
working day. It synchronizes with your IPhones, Blackberries and Android Phones... 
 

 #2: You can create and use templates to schedule entire series of appointments and tasks for new 
projects…appointment dates and time will be calculated automatically for you. 
 
The new solution lets you create TEMPLATES for your standard business process… what appointments 
and tasks you need and when they should be scheduled… from a start date, from an end date or based 
on previous appointments. 
 
You create a template once… and use it to create all appointments and tasks for new projects at the 
click of a button. 
 
Best of all you can have as many templates as you want to capture the different types of projects and 
processes in your company. 
 

 #3: It’s easy to see the BIG PICTURE with the new Control Centre… you can view (and maintain) all 
appointments and tasks for a project from one central screen 
 
Whether you add appointments and tasks using templates… or if you add them manually… you can use 
our new Control Centre to see ALL items for a project in one place… and then make changes to any item 
quickly and easily… at the click of a button. 
 

 #4: You can RESCHEDULE MULTIPLE RELATED APPOINTMENTS/TASKS at the click of a button… all 
dates will be automatically calculated. 
 
Use our new Wizard to automatically reschedule all related appointments and tasks when a deadline 
changes. No more miscalculated or missed items due to a change in a deadline. 
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Watch our demo video to see 
How to create Error-Free Schedules of Appointments & Tasks  

inside Outlook… in less than 5 minutes 
 
The software will be ready in about a week but before then we plan to release a short (less than 5 
minute) video showing you how it works and how easy it is to use. 
 
We have already started work on the video and will send you an email as soon as it is ready. 
 
While you are waiting for the video, you may want to register for our PRIORITY NOTIFICATION list. 
 
What is the PRIORITY NOTIFICATION list? 
 
We are planning to launch the software in a big way… and give away a lot of additional bonuses 
including FREE SOFTWARE to the first few hundred customers (only). 
 
 People on the priority notification list will be notified at least 2 hours before we email everyone else 
(more than 20,000 people) and will get first chance to claim the free bonuses. 
 
So if you think this is something that you need, register now for the priority notification. 
http://standss.com/t/1105/smartschedules_notificationlist.asp 
 
Thank you for your time … and I look forward to helping you get more out of your Outlook. 
 
Regards 
Sanjay Singh 
 
PS: You don’t have to buy anything but you owe it to yourself to at least have a look at this 
new solution. Special Introductory Bonuses include additional free software for the first 
hundred customers. Register to be notified FIRST once the product (and bonuses) is ready 
for release. 
http://standss.com/t/1105/smartschedules_notificationlist.asp 
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