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Newbury Weekly News Business Review in 

June 2008. 

 

IIITTTMMMaaatttttteeerrrsss   

In this regular column Charles Zealey of 

ITSolve covers all aspects of business and 

personal computing. If you have a 

question about IT matters, email it to 

Charles on itmatters@itsolve.co.uk 

 

HHHooowww   mmmaaannnyyy   dddooo   yyyooouuu   

hhhaaavvveee???   

 

It has been well said that having two 

diaries does not make you better 

organized than the person who has just 

one. While I know many people who manage with just a paper diary, many of us run our 

lives with one or more electronic diaries. 

 

WWWhhhyyy   EEEllleeeccctttrrrooonnniiiccc???   

 

After all, there are so many benefits.  It makes changing, adding and deleting so easy – 

no more hard-to-read alterations.  You can search for meetings you had with a particular 

person.  You can easily add relatively large amounts of information to an entry.  You can 

view the same information in a number of ways, monthly overview, annual overview, 

daily details.  If you want to you can print it in a number of ways. 

 

PPPhhhooonnneee,,,   PPPCCC,,,   SSSeeerrrvvveeerrr   ooorrr   WWWeeebbb???   

 

Perhaps you use a diary on your phone?  It is always with you, it can be consulted in 

meetings; it can be set to remind you of appointments; you can add to your task list as 

soon as you make a commitment.   

 

Or perhaps you have a diary on your PC? Or a diary that can be shared with other people 

you work with; maybe they can even make appointments for you?  Or maybe you use 

one of the well-known web-based calendar systems such as Google or Yahoo.  They all 

have their advantages and disadvantages, so choose one that works for you. 
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GGGeeettttttiiinnnggg   iiittt   aaallllll   tttooogggeeettthhheeerrr   

 

You may find that you need to use one or more calendar systems – if you do you need 

to find a way to keep them in step with each other, or “synchronized”.  You may find 

specialized software is available (most phones will come with software to enable 

synchronization with Microsoft Outlook for example).  If not, or if you have more 

complicated needs you could experiment with www.scheduleworld.com with has a 

whole range of possible options. 

 

Many systems have more extensive capabilities including contact and address lists, and 

task lists. 

 

So with all the tools available there’s no need to have more than one diary. 

 

Charles Zealey is a consultant working with business professionals helping them to 

improve their organisation’s productivity and effectiveness with the use of Information 

Technology.  Typically a return on investment can be achieved with 6-12 months.  To 

access help sheets go to www.itsolve.co.uk./HelpSheets/.  For a free half-hour 

consultation on business IT issues phone 01635 869863 or email lisa@itsolve.co.uk.. 

 

This article is © Copyright ITSolve Ltd 2006-8.  All rights reserved.  You may copy or 

distribute this article in full as long as this copyright statement and full information 

about contacting the author is preserved.  The author is Charles Zealey, ITSolve Ltd., 

charles@itsolve.co.uk.  Telephone : 01635 869863. 

 

To subscribe to our newsletter,  IT in Focus, email subscribe-it-in-focus@itsolve.co.uk.  To 

‘unsubscribe’ email unsubscribe-it-in-focus@itsolve.co.uk using the same email address as 

that from which you originally subscribed. 

We keep our subscriber list in confidential.  Whilst we aim to ensure that all out-going 

mail is scanned for viruses we recommend that you ensure that you are fully protected  

against all forms of malware attack. We only send our general bulletins to those we 

understand have given their express permission to receive them. ITSolve Ltd never 

release, sell or give a subscriber's e-mail address to any party outside of the 

organisation, except when referring business between individual subscribers. Our 

subscribers only receive email messages that contain requested information, new 

monthly articles or announcements of new services. 
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