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Inbox - Microsoft Outlook
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FIRST AND FOREMOST

YOUR INBOX SHOULD NOT
BE YOUR TO-DO LIST
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- IT'S NOT ALWAYS WITH YOU
- EACH E-MAIL ONLY VAGUELY

REPRESENTS WHAT NEEDS

TO BE DONE
- THAT MEANS THAT SOME

INFO WILL ALWAYS BE
NAGGING IN THE BACK
OF YOUR MIND...

- ...WHICH TENDS TO INCREASE
YOUR STRESS LEVEL

- IMPORTANT E-MAILS WILL
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LET'S THINK ABOUT THIS...
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E-mail

THE E-MAIL LIFE CYCLE
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BEFORE WE GET TO THE SKILLS
ONE RECOMMENDATION...

INSTEAD OF FREQUENTLY
CHECKING YOUR E-MAIL...
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DAY TO PROCESS ALL THE
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— E-MAIL IN YOUR INBOX
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CREATING FOLDERS IN YOUR E-MAIL
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FEATURES TO FIND OLD E-MAIL
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€l Inbox - Microsoft Outlook
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- CHOOSE "NEW FOLDER"™

- NAME IT
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OUTLOOK REMINDERS

€l Inbox - Microsoft Outlook
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SETTING RULES

EXAMPLES...

HAVE MAIL FROM SPECIFIC ADDRESSES
AUTOMATICALLY ROUTED TO A FOLDER

HAVE MAIL WITH SPECIFIC WORDS IN THE SUBJECT
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HAVE MAIL AUTOMATICALLY FORWARDED TO
ANOTHER ADDRESS AND THEN DELETED



SETTING RULES
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DETAIL VIEW (RECOMMENDED)
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RENAMING FILES & FOLDERS
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