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YouTube Channel Guide

Use this guide to view and learn from my most popular YouTube
productivity videos for my course attendees and followers.

DEAN

Outlook Videos:
New/Web Outlook:

Converting e-mails to task, calendar, contacts: https://youtu.be/Lbcg4f68XaA %l https://lyoutu.be/GwAjcL9rB2Y

R\ i .
Yoir chancial Signatures, Drafts & Quick Parts: Automate! https://youtu.be/z00GIXMt7xq Creating Contacts:
. . https://youtu.be/8IbhpkCQXFU
R e Big Change to Outlook Signature Tool: https://youtu.be/bN_sGE7vOpY

Outlook E-mail: Should the Reading Pane be open? https://youtu.be/-EOcFbYs708

Now with more than
5,000 subscribers! Outlook’s Automation Tools: Rules, QuickSteps, & Quick Access https://youtu.be/ZnLACVvO6A8

Get to Your Folders Faster in Outlook, Windows, and Even Gmail: https://youtu.be/FujriB21pHI

My Favorite “Right-Click” E-mail Options: https://youtu.be/BJaNieVTOww

S ort m
uPp y New Outlook Home Screen Layout Feature: “The Peek” https://youtu.be/Ud942Gb-dq4
content and video
development Big Change to Outlook Home Screen (Fall “22) https://youtu.be/hmZnmSZWDXE

What version of Outlook are you using? https://youtu.be/xaflslgb9ac

Click here and
subscribe. My Favorite Outlook Calendar Views/Hacks/Tips: https://youtu.be/EF5SWEALORvc

My Favorite Task View in Outlook: Today’s Tasks https://youtu.be/Vbqgtd NQIFA

Three Other Outlook Task Views I Use: https://youtu.be/j1eX4t910Aw
New Changes in Outlook Search: https://youtu.be/DYcDTOf781M
Find Your E-mails in Outlook: Keywords, Labels, Search: https://youtu.be/8IvrZVX402M

How to Use Categories in Outlook: https://youtu.be/sVA4pjjLZI k

Two Buttons You Need to Know in Outlook Contacts: https://youtu.be/ZESelos2aAc

Microsoft Outlook as CRM? YES! (Well, maybe ...) https://youtu.be/8tm0OreXubGc

Quick Tips for Outlook & 365 Users (From Live Session!): https://youtu.be/sEeV69FFOt4

Gmail/Google Videos:

Converting Gmails into G Task, Calendar, & Contacts: https://youtu.be/KtaeEzbWZh8
Gmail: Are the Folders and Labels the Same Thing? https://youtu.be/BOE_XvMI1AE4

Gamebreaker Change to Gmail Signatures! https://youtu.be/eW5ehKSNQ7w

Gmail Templates to Automate Message Responses: https://youtu.be/I9NtIFdHKrg

Gmail Tips: 3 Favorites: https://youtu.be/5Y4cxK4ap-Y
Gmail Search & Filters Tips: https://youtu.be/U0013W4pknQ
The E-mail Sanity Expert® Google Tasks: A Deeper Dive for Higher Usage: https://youtu.be/qVuiVznLpXw

Randy Dean, MBA

http://www.randalldean.com A New Change to Gmail Settings: https://youtu.be/Dpb2XslcxR0

How I use Google Keep for Note Management: https://youtu.be/oQAqrWZFkjY

517-896-6611
A Useful Chrome Add-on: Google Shortcuts: https://youtu.be/TPc-sOmwel8

Randy@RandallDean.com

“Codewording” e-mails in Gmail for easier search later:
https://youtu.be/ZObxcxjiS1Y?si=SfHMxJgd_Qvbs5v-

Quick Tips for Gmail & Workspace Users (From Live Session!): https://youtu.be/sOb-Pjju8Nk

Continued on next page ...
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FEATURED VIDEOS:

Your Computer
Clipboard:
Changing settings
to use multiple
items at once:

https://youtu.be/cU
kaF6MMglw

Super Simple
File/Folder Naming
Tip to Save TIME!
(Works in Outlook,
Gmail, Drive, &
More)

https://youtu.be/Ou
nNB-
aMBv4?si=Dt_XTYllrt

SQPD4z

New!
Taming the E-mail
Beast REBOOT e-
book ...
With integrated
videos from my
YouTube channel!

Taming the
E-mail Beast

An Overdue REBOOT!

= b 8

Randall F. Dean

Now available on

Amazon (free for

Kindle Unlimited
subscribers)

E-mail Strategy/Tip Videos/Vlogs:

60-min Taming E-mail “Live @ 9” Interview: https://youtu.be/leeXwkRyFTO

Your First E-mail Mistake: Marking Unread, Flagging & Stars: https://youtu.be/Q7IBzqUCnF8

How we manage e-mail/projects/tasks “backwards”: https://youtu.be/THtiMGAV9ko

Three philosophies for e-mail folder design: https://youtu.be/ErAw1ZUYXS4

5 Reasons for a Messy Inbox (and my solutions!) https://youtu.be/Vut5ZLLgqwAo

Cleaning up a MESSY inbox! https://youtu.be/yEyxLPSq6g8

Maybe you DON’T need to file your e-mails (only for the brave) https://youtu.be/fqSQ75G2XsE
Using “Delayed Send” in Outlook/Gmail: https://youtu.be/3YT-caFXNwM

The Compelling Case for Shorter E-mails: https://youtu.be/vRYYkJQKbsA

Creating a Group Distribution List — Outlook & Gmail: https://youtu.be/duhaxwGt96A

Dark side of “Unsubscribe”: could make spam worse! https://youtu.be/9Co_jWsgCuk

New E-mail Etiquette Microlearning Series (2023)

E-mail Etiquette Video #1: K.1.S.S. (and why) https://youtu.be/BQ3xu94j Mo

Writing Better Subject Lines AND Sending Urgent E-mail: https://youtu.be/LqjTq2EwtmY

The Four W'’s of Effective E-mail Composition: https://youtu.be/vUxmZhTGdNI

The Ridiculousness of Reply All: https://youtu.be/uX7MmN2NIXY

Be Careful Communicating with BCC! https://youtu.be/ 4GBaQbjALY

When and how to use To: CC: and BCC: (including BCC watch out!) https://youtu.be/NgRCFQtWVYw

What makes a lousy e-mail (and what makes a great one!) https://youtu.be/LkkMijfiXcYq

Tricky or complex? Use attachments to get recipient to slow down:
https://youtube.com/shorts/7ejWWWmZ_as?feature=share

More videos will be coming in this series in coming months. Subscribe and turn on
notifications to know when new videos are added.

OneNote, OneDrive, Microsoft Teams, Microsoft Lens

My Favorite OneNote Tips and Strategies: https://youtu.be/m40wLOGPYag

OneDrive, OneDrive Live, and Microsoft Lens: https://youtu.be/M2Avj7AU-1A

Using Blur & Backgrounds in MS Teams: https://youtu.be/i343kzzvibk

Setting up New Teams & Channels in Teams: https://youtu.be/JwtkO7 fgMQ

Zoom & GoToMeeting/Webinar Tips

Top GoToMeeting/GoToWebinar tips: https://youtu.be/-Psr40bS7Vc

Favorite Zoom Videoconferencing Tips: https://youtu.be/UBAzKSxG5eo

Ending Zoom “Control Bar” Interference: https://youtu.be/Hun1lo20ROc
Using Blank Wall as Zoom Green Screen: https://youtu.be/69ZgRsM7YXk

Zoom White Board/Interactive Brainstorm: https://youtu.be/rkNqgVCQ6N9Q
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Remember, | also
lead programs for
companies,
governmental
agencies,
universities, and for
association clients.

| am a popular
speaker at
conferences,
conventions, and
meetings, as well as
on-site and webinar
training programs
and workshops.

To learn more, visit
my site at
https://randalldean.com

Other Strategy/Tip Videos/Vlogs:

Distracted to Productive “Highlights” From Live Recording: https://youtu.be/SIBXmw3I12UU

Are you making a daily “start up” mistake? https://youtu.be/LPChjoSabnk

Super Simple Tip for Reducing Start-of-Day Distraction (by adjusting settings in Outlook &
Google/Gmail): https://youtu.be/oCsDDIQodD4

Office/Desk Clutter Clean-up Recommended Process: https://youtu.be/ez-v5nILB9Q
Overwhelming Task List? Possible “Relief Valve” Option: https://youtu.be/2qWBZNEZgDg
The Apps to Set Up Full Remote Office: 365 & Google https://youtu.be/swPMur2P_PI

Two Suggested Meetings to Make Your Teams and Meetings Both Work Better!
https://youtu.be/zyGZBto7LMs

Adjusting Windows Settings for “Tired Eyes”: https://youtu.be/wssgb1HGp6I

Smart Phone Favorite Reference Apps: https://youtu.be/argXROFkt-E

Value of Prep, Post, and Planning Lists: https://youtu.be/ulmzK7YfeKc

Just for Fun:

Five Minutes of Random Tech Tips: https://youtu.be/ES1cw4KGpv4

Yellowstone National Park: My Personal Top Ten (This is actually my most viewed video on my
channel!): https://youtu.be/0K2W7ryn3C0

My 14 Minute Demo Video: Live Showcase Event: https://youtu.be/CsulqjNRed|

What I learned renting my first EV: https://youtu.be/aQ5rbxFqEpk

Dog Thoughts: Owners Return from Weekend Away:
https://youtube.com/shorts/0BKWQHNIiqEOQ?feature=share

Four Beach Trip “Life Hacks” (this was fun): https://youtu.be/-ZE _2RIrRfl

More?

Yes, I'll be making a LOT more videos in coming years. I’'m planning to add more videos on 365 tools &
tips, the “New” Outlook, Google Workspace tools, more Vlogs (video blog posts), as well as redoing
some of my more popular but older tech videos for Outlook and Gmail.

If you would like to get first access to these videos when they are posted, you have three easy options:

1. Subscribe to my channel! (Use the link and hit Subscribe. Recommend you also turn on the
Notification bell to know when new videos get posted.)

2. Link up on LinkedIn: | post my new e-news and videos to LinkedIn regularly.

3. Join my free monthly E-news: Click this link to send me an e-mail — put “Subscribe” in the subject
line — you’ll get one tip, one app, and one “life hack” per month!

Learn about my new “microlearning” video tips on next page ...

Interested in my full-length programs?

If you have an interest in any full-length courses of mine, | have been working with CPDFormula — a division of LearnFormula, based in Ontario,
Canada — for about a year now, and the relationship has been working quite well. It is one of several online course providers | have started
posting/sharing my content with as one of their expert instructors. If you use this link, you can see that | have posted several of my most popular
courses in “anytime” video lesson format: https://cpdformula.com/search?g=Dean | also have courses on lllumeo, myCPE, and Traininng.com

And obviously, | speak at conferences, events, company training programs, and lead live webinar programs. Contact me for more information.

And my new “Reboot” version of my former bestseller, Taming the E-mail Beast, is now available in e-book version on Amazon (with direct links to
videos on my YouTube channel) — if you are a Kindle Unlimited subscriber, you can read for free: https://www.amazon.com/Taming-mail-Beast-
Mini-Guide-Professional-ebook/dp/BOBNK5MJL4/ (Note: | can make this e-book available as a bonus for attendees at my paid client events.)
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SOMETHING NEW!
“Microlearning” and “Did You Know” Shorts Videos

“Microlearning” is a concept in training that due to today’s “challenged” attention spans, working adults have a hard
time focusing on full-length training programs. Instead, they might do better with MUCH shorter training tips that
they are exposed to more frequently, but that only provide one or two tips per lesson. As such, I’'m now creating a
series of microlearning videos that will be posted on my YouTube channel but also added as additional bonus content

to my full length, multi-part video-based e-learning programs on my e-Learning Academy: https://randy-deans-e-learning-
academy.thinkific.com/

Note that all of these components (videos below, full-length video training, my other YouTube video lessons on the
previous pages, and related PDF handouts files and bonus files) could be added to your organization’s LMS or promoted
as bonus content following a live in-person or webinar session (creating a “blended learning” experience for your
team/members/attendees.)

ez | B Are You Making A Daily Startup Mistake? How many of you start your day
— =t Mgy checking your e-mail?

Randy Dean

A New Microlearning Video: Setting Up and Using Out of Office Autoreply in
Microsoft Outlook

__,,ﬂ Randy Dean

- S0, What Version of Outlook are YOU using? Hoping to clear up some
: e confusion about 4 + 1 versions!

Randy Dean

" Microlearning New Email to Person in Inbox Using Quick Contact Info in both
Qutlook and Gmail

Randy Dean

essiovor: u Microlearning Video: "Code wording” E-mail Subject Lines Before Filing in Outlook
for Better Search

"% #Gmail: Are the Folders and Labels the Same Thing? Yes, and it is GENIUS!
" (Confusion be GONE!)

J' Randy Dean

: E.: Gmail Search and Filter Tips -- Have More Confidence in Filing, Finding Your
o= Emails, & Using Filters

7:51 Randy Dean

" Next Microlearning Video: Setting up Gmail Out of Office Autoreply

S h Randy Dean


https://randy-deans-e-learning-academy.thinkific.com/
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https://www.youtube.com/watch?v=B0E_XvM1AE4&list=PLiFLtxMUI5SiclXMoNQVPo9TLLPZejLyK&index=4&t=142s
https://www.youtube.com/watch?v=UO013W4pknQ&list=PLiFLtxMUI5SiclXMoNQVPo9TLLPZejLyK&index=3
https://www.youtube.com/watch?v=WxVJaOulrnA&list=PLiFLtxMUI5SiclXMoNQVPo9TLLPZejLyK&index=3

"Gamebreaker" Change to the Signature Options in Gmail: This Could Save
a= You a TON of Time!

Randy Dean
— l. Micro Tip: Get to Your Outlook E-mail Folders Faster! (When you have opened way
peict too many!)

—B3R. rendy vean

I ‘ Microlearning Tip (2 Min) Outlook Calendar -- How to Show Multiple Time Zones
: on Calendar View

o — K& reneyvem

Microlearning Video: Adding BCC to Your Microsoft Outlook E-mails ... an
Easy and Quick Option

n:n;
= - ﬁ Randy Dean

sEcst IL Microsoft Outlock Calendar Microlearning Video: Setting "Always on" Default
— - Reminders for New ltems

= B& renoyoean

' l Did You Know? A YouTube Shorts Series -- How to get Microsoft Qutlook

Words Instead of Icons

Randy Dean

Microlearning Video: Outlook Calendar Changing Time Slot Views (with a special
"wigglebutt" guest)

Randy Dean

Did You Know YouTube Shorts Microsoft Excel Sheets Column Size Tip
(Works on Google Sheets Tool)

Randy Dean

YouTube Shorts Did You Know Series: Favorite Google Workspace Multiple
Manitors View in Chrome

Randy Dean

YouTube Shorts Did You Know Series: My Favorite Microsoft Outlook
Multiple Monitors View

Randy Dean

Did You Know? A YouTube Shorts Series -- This one on the Windows "Triple
Click" in Word, Email, More

Randy Dean

This is just a sampling of the microlearning videos already created. Click here to see the full playlist on YouTube
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https://www.youtube.com/watch?v=wsXSx69amdk&list=PLiFLtxMUI5SiclXMoNQVPo9TLLPZejLyK&index=10
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https://www.youtube.com/watch?v=-2XkF2pfaw0&list=PLiFLtxMUI5SiclXMoNQVPo9TLLPZejLyK&index=7&t=120s
https://www.youtube.com/watch?v=kcLTh-4e1Ks&list=PLiFLtxMUI5SiclXMoNQVPo9TLLPZejLyK&index=12
https://www.youtube.com/watch?v=iQ74NTOLGw4&list=PLiFLtxMUI5SiclXMoNQVPo9TLLPZejLyK&index=17
https://www.youtube.com/watch?v=oocoU1a06UQ&list=PLiFLtxMUI5SiclXMoNQVPo9TLLPZejLyK&index=18
https://www.youtube.com/watch?v=EMYoJbiDYDs&list=PLiFLtxMUI5SiclXMoNQVPo9TLLPZejLyK&index=19

SOMETHING ELSE NEW!
“Espresso with the Experts”

I have been a professional speaker and trainer now for 19+ years. In that time, I’'ve met other speakers, experts, and
authors that also have outstanding content and delivery. This year, | decided to showcase some of these wonderful
resources in a new podcast series, “Espresso with the Experts”. NOTE: If you know of someone that would make a
great guest on my series, please send me an e-mail so I can learn a bit more about them.

haghewt lf A New Feature Podcast: Espresso with the Experts featuring Laurie Guest CSP --
m M Customer Service Guru

Bernadette Johnson Espresso with Experts: Leaders Make a Difference by BEing
the Difference

Randy Dean

John Kennedy Espresso w/ The Experts: "If Better is Possible, Good Isn't Enough.”

Randy Dean

Jeff Tobe Espresso w Experts: "Coloring Outside the Lines" from Cust. Service to
Customer Experience

Randy Dean

i Dr. Sherene McHenry: The People 1Q Expert(R) -- Espresso with Experts Podcast w/
* Randy Dean

Randy Dean

I will continue adding more expert interviews over time. Bookmark the playlist here on my
YouTube channel to see more interviews as they are posted.

You could also join me on LinkedIn to get notifications when | post these and other new
videos as well as my monthly e-newsletter, Timely Tips. (You can also subscribe by sending
me an e-mail at randy@randalldean.com and putting “Subscribe” in the subject line.)

Thank you for your support of my work and my channel!

Please feel free to share with anyone you think could benefit from this content!


mailto:randy@randalldean.com?subject=Possible%20Guest:%20Espresso%20with%20the%20Experts
https://youtube.com/playlist?list=PLiFLtxMUI5SiJ1yTnhtNaKGdOLYMLpSkc
https://youtube.com/playlist?list=PLiFLtxMUI5SiJ1yTnhtNaKGdOLYMLpSkc
http://www.linkedin.com/in/randydean
mailto:randy@randalldean.com
https://www.youtube.com/watch?v=YbSbDE7lYdw&list=PLiFLtxMUI5SiJ1yTnhtNaKGdOLYMLpSkc&index=1&t=15s
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https://www.youtube.com/watch?v=A4AfkYhea0Q&list=PLiFLtxMUI5SiJ1yTnhtNaKGdOLYMLpSkc&index=5&t=245s
https://www.youtube.com/watch?v=XGP7XUhLLNs&list=PLiFLtxMUI5SiJ1yTnhtNaKGdOLYMLpSkc&index=2&t=11s
https://www.youtube.com/watch?v=d0tSD3CImyI&list=PLiFLtxMUI5SiJ1yTnhtNaKGdOLYMLpSkc&index=3

