
Time Matters 14 Intermediate 

 

 

PLUMMER SLADE, INC.  3 

Table of Contents – Time Matters 14 Intermediate Training 

 

LESSON 1:  NOTES, PHONE CALLS, MAIL, BILLING, OUTLINES ...................................................................... 6 

NOTE RECORDS .................................................................................................................................................. 6 

PHONE RECORDS .............................................................................................................................................. 11 

MAIL RECORDS ................................................................................................................................................. 14 

OUTLINE RECORDS ............................................................................................................................................ 18 

BILLING RECORDS ............................................................................................................................................. 26 

TIME ENTRY ADVISOR ......................................................................................................................................... 28 

EXERCISE 1........................................................................................................................................................ 31 

LESSON 2:  DOCUMENTS ................................................................................................................................. 34 

LINKING DOCUMENTS TO TIME MATTERS ............................................................................................................. 35 

OPENING A LINKED DOCUMENT ......................................................................................................................... 40 

USING TM SAVE ................................................................................................................................................ 42 

EXERCISE 2........................................................................................................................................................ 43 

LESSON 3:  LINKING OUTLOOK EMAIL & ATTACHMENTS ............................................................................ 46 

LINKING EMAIL AS “TM EMAIL RECORDS” .......................................................................................................... 46 

LINKING EMAIL AS “TM DOCUMENT RECORDS” .................................................................................................. 50 

LINKING EMAIL ATTACHMENTS ............................................................................................................................ 54 

TIME MATTERS FOR OUTLOOK ............................................................................................................................. 55 

LESSON 4:  SEARCHING FOR DOCUMENT FILES ........................................................................................... 62 

PERFORMING A SEARCH .................................................................................................................................... 62 

EXERCISE 4........................................................................................................................................................ 67 

LESSON 5:  SORTING LISTS, COLUMN LAYOUT & QUICK TABS ................................................................... 70 

SORTING LISTS ................................................................................................................................................... 70 

COLUMN LAYOUT ............................................................................................................................................. 71 

QUICK TABS ...................................................................................................................................................... 72 

EXERCISE 5........................................................................................................................................................ 83 

LESSON 6:  PRINTING REPORTS ....................................................................................................................... 86 

FORMATTING & FILTERING REPORTS .................................................................................................................... 86 

PRINTING CALENDARS ....................................................................................................................................... 95 

CUSTOMIZING REPORTS ..................................................................................................................................... 98 

EXERCISE 6...................................................................................................................................................... 104 

LESSON 7:  FORMATTABLE CLIPBOARD ....................................................................................................... 106 

SETUP A FORMATTABLE CLIPBOARD FORMAT ..................................................................................................... 106 

USING THE FORMATTABLE CLIPBOARD .............................................................................................................. 110 

TIME MATTERS INSIDER ..................................................................................................................................... 111 

EXERCISE 7...................................................................................................................................................... 113 

LESSON 8:  MERGE TEMPLATES ..................................................................................................................... 116 

CREATING MERGE TEMPLATES .......................................................................................................................... 116 

USING MERGE TEMPLATES ................................................................................................................................ 122 

EXERCISE 8...................................................................................................................................................... 123 

APPENDIX: DATABASE MAINTENANCE ....................................................................................................... 126 



Time Matters 14 Intermediate  

 

 

4 PLUMMER SLADE, INC. 

DAILY PROCEDURE – BACKUP DATABASE ......................................................................................................... 126 

MONTHLY PROCEDURE – RE-INDEX DATABASE .................................................................................................. 130 

 

  


