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Intro

“We all want to work smarter not harder. Explore 
the current advancements in online technology supporting 
that ideal. Get an overview of how some of the largest 
companies in the world are increasing productivity and 
minimizing the need for time spent on mundane tasks. 
Explore how conversations are changing the economic 
ecosystem and discover how your organization can benefit 
from these modern strategies. Discussion includes 
Workflow Management, Communicating Content, Social 
Media Management, and a bit of Q&A.”

Speaker: 
Lori Grimm, 
AmeriCorps VISTA, serving Southwest Arkansas Planning & 
Development District, Inc.
Service sponsored by a grant to the EDA, Region 6 from CNCS, 
Corporation for National and Community Service
Southwest Arkansas PDD VISTA email: ar.eda.vista@gmail.com

Moderator: 
Renee Dycus,
SWREDA Vice Chair
Executive Director, Southwest Arkansas Planning & Development 
District, Inc.
renee.dycus@arkansas.gov

https://www.nationalservice.gov/
mailto:ar.eda.vista@gmail.com


Poll: Who said it?

“…automation applied to an efficient operation will magnify the 
efficiency… (and) automation applied to an inefficient operation will 
magnify the inefficiency.” 

a) Bill Gates
b) Henry Ford
c) Elon Musk



What is Workflow Optimization?
Workflow optimization is the overall improvement of an existing workflow system by:

1) Reducing operating costs and labor capital by improving the efficiency of labor 
performance output by using less time and gaining increased accuracy, preferably by 
utilizing available resources.

2) Allowing for growth by adding new functions and resources to an existing workflow to 
reduce time taken to complete the task and to ensure the workflow performs as efficiently 
as possible.

Keep the costs down. 
Work smarter not harder.

Maximize current resources. 
Keep current with industry advancements.



Poll: What’s it worth? 

How much revenue is lost due to inefficiency?

a) 10% - 20%
b) 20% - 30%
c) 30% - 40%



Keeping 
the
Costs Down

“Productivity can seem like just
 another business buzzword, but it
is actually a concrete metric that
you can track and assign value to.
The more frequently you calculate
productivity, the easier it will be to
identify patterns and avoid mishaps,
increasing employee, organizational,
and software success.” ~SmartSheet

According to market research firm IDC, 

companies lose 20-30% in revenue 

every year due to inefficiencies.

Jeff Boss, 5 Ways Your Business Processes Could Be Hurting Your Business, Forbes.com, Nov 1, 2016.

https://www.forbes.com/sites/jeffboss/2016/11/01/5-ways-your-business-processes-could-be-hurting-your-business/#373883ff52e9


Maximize 
Current 
Resources

Keyboard Shortcuts

Microsoft Office Tutorials

Apple iWorks Tutorials

In a league of its own…

Google Drive
Be resourceful 

using what you have 

to the best of its ability.



Poll: Keyboard Wizard 

How do you create a hyperlink using shortcut keys?

a) Ctrl + l
b) Ctrl + h
c) Ctrl + k



Keyboard Shortcuts

Helpful Resources:
32 Secret Combinations on your Keyboard
(Video) Microsoft and Apple Systems
Keyboard Shortcuts and System Commands 
for Popular Programs
(Blog) More great graphics like the one shown 
here. Print them for everyone in the office!

Image Credit: 
Rajendra Tiwari

https://www.youtube.com/watch?v=WGuFofNF1Pk
https://turbofuture.com/computers/keyboard-shortcut-keys
https://turbofuture.com/computers/keyboard-shortcut-keys
https://turbofuture.com/computers/keyboard-shortcut-keys


Poll: History Lesson 

What year was Microsoft released?

a) 1988
b) 1990
c) 2005



Microsoft Office Tutorials 

It was first announced by Bill Gates on 1 August 1988, at 
COMDEX in Las Vegas. Initially a marketing term for an 
office suite (bundled set of productivity applications), the 
first version of Office contained Microsoft Word, Microsoft 
Excel, and Microsoft PowerPoint. Initial release was 
November 19, 1990; 27 years ago. (Wikipedia)

Helpful Resources:
Office 365 Training Center
The official Microsoft Training site.
30+ Excel Shortcuts in 12 minutes
YouTube video with valuable tips.

https://support.office.com/en-us/office-training-center
https://www.youtube.com/watch?v=k_MIeDLEgC8


Apple iWorks Tutorials

iWork is an office suite of applications created by Apple Inc. 
for its macOS and iOS operating systems, the initial release 
was on January 11, 2005; 13 years ago. (Wikipedia)

Helpful Resources:
Pages 101 for Mac
Numbers for Mac 2015

https://www.youtube.com/watch?v=zf_up8NE8R8
https://www.youtube.com/watch?v=z3sNrjO7QsE


Google Chrome Browser

Extensions are used to enhance the functionality of the Chrome Browser, 
web apps run within the browser having a different user interface.

Accuracy beyond spell check
Grammarly

Time management stopwatch
Toggl 

Preview Economic & Environmental Scan

https://www.grammarly.com
https://chrome.google.com/webstore/detail/toggl-button-productivity/oejgccbfbmkkpaidnkphaiaecficdnfn?hl=en
https://drive.google.com/open?id=1hwab3KYFm5wUuO607qsv2iFmdpNTVrdb


Google Domains and Sites
Step up your business game!

https://domains.google/#/
https://sites.google.com/
https://sites.google.com/


Work 
Smarter 
Not 
Harder

Top 3 Productivity Tools of 
Fortune 500 Companies:

Slack

Zapier

Trello
The largest companies in the world are increasing 
productivity and minimizing the need for time spent on 
mundane tasks.

There’s an app for that!



Staying in the Loop

Search turns conversations into common knowledge

● Search everything that’s been posted in channels or 

your messages. Learn the context of past decisions or 

see if someone’s already solved the problem at hand.

● Even if you archive or leave a channel, its contents are 

searchable for future reference. Your conversations 

become common institutional knowledge.
Collaboration beyond colleagues

Share channels with companies and businesses you regularly work 
with – like clients, vendors, and partners – to bring all the right 
people into the same room.

Face-to-face and -screen
Talk it out over voice or video calls directly from Slack. And if you 
need to show your work, you can share your screen, too.

Integrated file sharing

Drag-and-drop PDFs, images, videos and other files directly into 
Slack. Get feedback on your work and create an archive of your 
progress. Keeps your data secure.

Inc.com Company of the Year 2015
IBM uses Slack for 380,000 employees

https://slack.com/


Zapier Makes You Happier
Easy automation for busy people. Zapier moves info between your web apps automatically, so you can focus on your 

most important work. More than 1 million people rely on Zapier to take care of their tedious tasks.

https://zapier.com/
https://zapier.com/


Trello
Thiƒ ƈƬ Tƚco, 

tƇe ƎƟfƢƂiƀƥ TrƞƋƥo sƏƎƤƞs-huƒƤy

Trello lets you work more collaboratively and get more done.

Trello’s boards, lists, and cards enable you to organize and prioritize your projects in a fun, flexible and rewarding way.

https://trello.com/


Database 
Extraordinaire!

Create, your way.

Part spreadsheet, part database, and entirely 

flexible, teams use Airtable to organize their 

work, their way.

Take a tour!

See an example of Gallery View!

https://airtable.com/
https://airtable.com/product
https://airtable.com/shr8TswFEkYkGatIl


Keep 
Current 
with Industry 
Advancements

Artificial Intelligence

Product Management

Surveying

Communicating Content

Email

Web Conferencing

Presentations

Creating Images

Social Media Management

CybersecurityWorkflow Solutions



AI Artificial Intelligence

Cortana

Siri

Alexa and Echo

Google Assistant

OCR Optical Character Recognition 
(converts printed text into a digital, editable format)

AI scheduled meetings 
for smarter work days.
The future is here.

https://www.microsoft.com/en-us/cortana
https://www.apple.com/ios/siri/
https://www.amazon.com/Amazon-Echo-And-Alexa-Devices/b?ie=UTF8&node=9818047011
https://assistant.google.com/#?modal_active=none
https://acuityscheduling.com/
http://www.helloastro.com/
https://x.ai/


Project Management

https://workflowy.com/
https://trello.com/
https://www.smartsheet.com/
https://evernote.com/
https://toggl.com/
https://airtable.com/


Surveying

https://www.surveymonkey.com/
https://www.emailmeform.com/
https://www.google.com/forms/about/
https://www.qualtrics.com/research-core/


Email Organization 

https://www.boomerangapp.com/
https://www.hubspot.com/
https://zapier.com/


Web Conferencing Resources

https://play.google.com/store/apps/details?id=com.google.android.talk&hl=en_US
https://www.gotomeeting.com/webinar
https://appear.in/
https://www.webinarjam.com/
https://www.skype.com/en/business/
https://megameeting.com/
https://www.webex.com/
https://www.adobe.com/products/adobeconnect.html
https://clickmeeting.com/
https://zoom.us/
https://aws.amazon.com/chime/


Presenting Beyond PowerPoint

Presentain Tutorial

https://prezi.com/
https://presentain.com/
https://www.polleverywhere.com/
https://www.youtube.com/watch?v=UN9a7XIvxW8


Creating Stylish Posts

https://www.canva.com/
https://snappa.com/features
https://pablo.buffer.com/


Social Media Management

Tips:

Communicate and earn engagement with Storytelling.

Know the current Algorithms.

Whether it’s email, social media, or content management, delivering 
your message is your responsibility. Strive to be accessible, accurate, 
and enlightening in your communications.

Top 5

SMM
Social Media Management

http://facebook.com
http://twitter.com
https://www.instagram.com/
https://plus.google.com/discover


Security

Tip:
The Federal Government has passed new laws mandating business and organizations have a cybersecurity system in place. 
You can find more information from the U.S. Department of Justice.

https://www.alienvault.com/


Tips for Improving Adoption

● Get everyone’s support. If only a few are using the office productivity tool and not all, then you won’t 
be measurably successful. The key to workflow optimization is to ensure widespread engagement and 
adoption. If everyone is using the same tool, your team can move faster and get more work done while 
increasing output, better serving your customers, and minimizing costs.  

● Train and invest in time to practice regularly. If employees don’t understand how to use a tool, they 
won’t want to make the time to learn it. Be careful not to overwhelm with too much information in the 
beginning. Offer ongoing training sessions to keep skills fresh and current with new trends.

● Explore integrations: Employees use dozens of different apps on a daily basis and if a new tool doesn’t 
connect or work with the apps they already use, they’ll forget about it. The goods news is that most 
productivity tools offer integrations with Zapier and others.  

https://www.walkme.com/


Mindfulness

https://simplynoise.com/
https://www.headspace.com/headspace-meditation-app


LoriGrimm.com
Opportunity Explorer

Thank you for sharing your 
time with me. I hope some of 
these resources can become 

solutions to fit your 
professional workflow 

optimization needs.

Smiles,
Lori Grimm

smiles@lorigrimm.com | 1.214.912.4890 (text friendly)

http://lorigrimm.com
mailto:smiles@lorigrimm.com
https://www.linkedin.com/in/lorigrimm
https://twitter.com/LoriMarieGrimm

