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J Select NEW Rule

G
:

. Select BLANK Rule

. Select CONDITIONS. ﬁ

The following instructions will appear.

j

. Which Messages Are Coming Through The Specified Account?

. Select SPECIFIED. If there aren’t any specified conditions Click OK.
. What Do You Want To Do With The Message? Click SPECIFIED.

. Select the folder in your inbox that you want the emails to go to.

A question will appear saying...’Are There Any Exceptions to the Rule?’ Usually there are no exceptions. AN
EXCEPTION might be directing the rule to a distribution list or group of people.

* No Exceptions — Click NEXT.
e Select RUN THIS RULE THROUGH YOUR INBOX.
* Select finish and OK to exit.

NOTE: All emails that have this rule set up will now have disappeared from your inbox into the folder you
have selected.

There is another way to access ‘Rules’ by right-clicking on an email and directing via rules and alerts.

* SELECT Inbox.

* SELECT FILE — New Folder.

* SELECT RULES or right click on an email.

* SELECT Create Rules

After you decide the conditions of the Rule, click APPLY. You can define exceptions to the Rule.

The Benefits of Creating ‘Rules’ in Outlook

* You won’t have to sort emails so it clears up your Inbox.
* This can be especially useful if you have defined clients, subject or project titles, or any other category you
can think of. Try setting a rule up and you will see how many options you have. Educate your team or
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clients to put specific words in the subject line, for example, and this will re-direct the mail. Works well for
individual email addresses, too.

* Saves time filing.

* A number in brackets appears next to the folder, indicating how many emails have come into that
folder.

How to Use the ‘Favourites’ feature in Microsoft Outlook 2007

Select MAIL at the base of your folder column. A new section will open up at the top called FAVOURITES.
By default you will see there is another INBOX Folder. You can DRAG & DROP your most used folders to this
section.

This will keep all the most used and favourite folders on one level at the top of your mail folders, in full view
for quick access. Try to avoid cluttering this area with too many folders or it will defeat the purpose of this
terrific feature!

The Benefits of Filing Emails into Tasks, Calendar & Contacts on the
Spot

L ick and easy — 10 — 15 seconds to do.
Qui Y [\/\gmm
* It keeps your inbox clear.

.
e
I
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* Helps you to create clear goals when allocating tasks to calendars for
things to do.

* There is nothing like being organised to relieve stress! Your contact
data will be up to date avoiding re-finding information later.

When you right-click on any email, you are given the opportunity to send that email to a folder. This can be
any specified folder or to another program of your Outlook program, either tasks, contacts or calendar. Doing
this will give you the opportunity to ‘file’ the email into a contact card, a task (that you can set a time-frame
and reminder for) or an appointment in the future. All of the functionality of the program feature that you
send it to remains, with the additional benefit of removing the email from your inbox and saving it for future

use.

Promotional Email Clutter — where does it all come from?

Are all the newsletters that you’ve subscribed to still interesting to you? We go through knowledge selection
stages and our priorities change, so it is important to unsubscribe from the emails you are receiving that no
longer interest you, that you no longer read.

Get into the habit of making a decision to do this process regularly and your INBOX will reduce dramatically.
Just make sure that the item you are unsubscribing from is real and not a hoax. If you are in doubt as to the
authenticity of an email, and don’t want to click ‘Unsubscribe’ (hackers are becoming increasingly savvy with
graphics and hoax email addresses these days) copy and paste the link into your browser and see what comes
up. If this doesn’t answer your junk concerns, mark the sender as ‘Junk’ and delete.
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De-Junk Your Inbox by:
1. Mark as Junk
Blocking

w N

Deleting

E

Unsubscribing

Using ‘Search Folders’

* Go to MAIL below your Inbox folders list and choose ‘Search
folders’.

* You will see TWO categories — ‘Categorised’ and ‘Unread’ mail.

* This search function in Microsoft Outlook 2007 will trawl through all your folders and present information
with ‘Categorised mail’ or ‘Unread mail’ in groups.

* Work through these more easily by searching for a name or category and the ‘categorised mail’ folder will
search for all the conversations with that name in it and bring those up. This is incredibly useful to ensure
you’ve acted on any unread emails and to sort by category or name.

* Start using your UNREAD MAIL search folder to save time.

Using ‘Conversation View’

Quickly tame your inbox by using CONVERSATION VIEW in Microsoft Outlook 2010 to arrange all your emails
by conversation. You can achieve this in 2007 by the ‘View’ tab also.

* Select VIEW - on the toolbar ribbon.

* Choose SHOW CONVERSATIONS. A box will appear asking you if you are sure. Select YES.

¢ Select ALL CONVERSATIONS.

* You will see a little triangle, like a piece of a pie on the left side of email.

* Click ONCE to display all conversations with a particular person.

¢ Click TWICE to see all sent items from the same person. These will appear italicized and in pale grey.

¢ Under CONVERSATION FOLDERS at the top of the ribbon you’ll see many options to search for your
conversation.

This function arranges all your conversations by subject or name. You will be able to see all your conversation
messages in the order they were received. There are many options available in the drop down menu to change
your options. Use your curser to explore all of the regions within the body of the email to see what options are
available to you. MS 2007 has a ‘first/last’ function within the email that you don’t see unless you move your
cursor in the top right-hand side of the email.

Leveraging the Subject Line

When you read emails you generally remember a portion of it. One way to greatly increase the clarity of email
communication is to highlight over the subject line, and change the subject to what the body of the email is
about, especially when responding to emails. This is a very useful method which will suit your own filing
system very well, but as previously mentioned, do try to educate your senders to use the subject line
effectively in the first instance.
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* Highlight the subject line. Type over it with a relevant subject.

For example of a legal office:
* (Client — Anderson - New Witness, or
* Client— Maher — NEW Evidence attached.

Use a succinct subject line to let the email recipient know what the email is about to clarify the content as this
saves time and is far more productive. Some conventions dictate the use of the email subject line to convey
the actual message, ending the sentence with EOM — meaning ‘End of message’ — Very tidy! No need to open
the message.

Electronic Workflow Management
Email to ‘Task List’ Workflow — Integrating Email Tasks

The quickest way to deal with emails is to allocate a flag to the email. FLAG your emails to send them to your
TASK or TO DO list for actioning. By flagging emails, they go directly into your TO DO LIST integrating the email
with your TASK LIST. Setting this up, allows you to maintain tasks by groups.

* Right click the email.

* Go to ‘Follow Up'.

* Allocate a due date and categorise it. The message will be saved in the body of the TASK and if you have
specified a reminder for it at the time (we suggest you do), you will be prompted on that day to respond.

When in your Inbox, group all flagged FOLLOW UP emails. As you check things off your TO DO list, the email
will automatically be filed in the correct category folder.

* FOLLOW UP flags and TO DO flags are grouped.
* Keep completed flagged items minimised.
* Right click on an email to select a category to group this email by COLOUR and GROUP.

Use ‘Quick Steps’ in Outlook 2010 - to Speed up
Response Times

23 Move to: ? 3 Move to: ?
In Outlook 2010 you’ll see the new ribbon interface and P8, Meeting Reply 3 Forward: FY1 =
there you will find Quicksteps. Quick steps are actions you 3 To Manager 43 Team E-mail -

can customize. Their function is to send emails directly to Ouick Steps

specific people and folders. Follow the steps to set up
directing emails to regular receivers or groups.

Responding VS Responsiveness

Responding is just an acknowledgement. It’s like nodding your head when someone is talking to you. The
primary advantage to responding with email is simply to let the person know you have received their email.
There is activity but the big disadvantage is that there is really no productivity. All you’ve done is allay their

Get Organised — Workplace Efficiency Series eBook — Email Management © 2013 17.



concern if you've responded to say you received their email.

Whereas, responsiveness is assisting people to move the ball down the field. It is being productive and creates
confidence and inspires your co-workers.

Responsive communication would sound something like this. ‘I received your email, I've reviewed the material,
and this is what | think we should do’. This is very different to, ‘Il got it’. I'll get back to you as soon as | can’.

Responsiveness inspires confidence others to have confidence in you.

Inspire Confidence in Others by:

1. Set up an ‘auto-responder’. You will most likely have, at some time, received an
auto-responder in your inbox. Perhaps you have sent an email to a colleague who is
away on holiday, then received an automated response telling you just that. This
simple management strategy lets others know that you have ‘responded’ and will
give them further information as to what they can expect in the short term from you.
Auto-responders are easy to set up and can really work well for you in a host of
situations. Once you have ascertained how to do it, you’ll think of lots of ways to use
them — not just when you go on holiday!

2. Set up Read Receipts and delivery receipts. Read receipts can be set up to let you know when someone you
have sent a message to has read, or opened, your message. If you work in a collaborative environment, ask
others in your team to set up a READ RECEIPT on their end, for the emails that they want to make
sure that you’ve seen and read. You don’t have to do anything with that email right away if this is set up.

Delivery receipts will simply let you know that your message was delivered to the recipient’s inbox. You cannot
simply rely on the effectiveness of this tracking system, however, because some people have ‘read receipt
confirmation’ disabled on their email programs or have programs that don’t support it. Meet with your work
group to enroll everyone to set up this efficiency process.

Setting up Read Receipts to track all messages that you send:

1. On the Tools menu, click Options.

2. Under E-mail, click E-mail Options.

3. Under Message handling, click Tracking Options.

4. Select the Read receipt or the Delivery receipt check box.

Reduce Reply All Emails

* Minimise the use of REPLY ALL unless absolutely necessary.

* You can reduce the emails that go around in your office by 25% by not using REPLY ALL for all emails.
* People automatically hit REPLY ALL simply because it’s there.

* |tis a habit—and you need to STOP USING IT.

* You'll reduce other people’s volume of emails.

* You’ll save their time in reading unnecessary emails.
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It is simply not necessary to share everything with everyone in each instance. Be discerning.

Tracking Outstanding or Delegated Work

Tracking TASKS TO DO and outstanding or delegated work in Outlook is simple with
TASKS.
TO ASSIGN TASKS to other people simply:

* SELECT VIEW / TO DO BAR.
* Type the Subject, and ENTER.
* Essentially a TO DO Item is anything that has been flagged.

* The fastest way to add an email message to your TO DO list is to flag it.
* Flagging can be daily, weekly, or monthly - it comes in all manner of criteria.
* Right click on your mouse to discover the drop down menu.

You can ASSIGN A TASK, a PRIORITY LEVEL, and a DUE DATE to any task and get a status update on progress.
You can also assign a task to other people. E.g.: Send a task to Jennifer. When she’s accepted the task, it is
added to her TO DO bar in TASKS. If she declines it won’t be added.

She can send STATUS REPORTS in the MANAGE TASK GROUP section, to keep you up to date on the progress
of the project. A reminder notifies you when the item is due and this can be CHANGED at any time prior to the
task becoming due.

Sources: Microsoft® and Paul H. Burton (QuietSpacing Author).

~THE END ~
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| hope this ‘Workplace Efficiency — Email Management’ Series e-Book gives you inspiration to take control of
your emails and regain some much-deserved control and downtime.

Some of these tips may take some practice to turn them into daily habits, but | encourage you to give each a
try, and like most new tasks, once you have tried them, you will see how easy they are to implement and then
you can reap the benefits of your increased efficiency.

Stay tuned for our developing series of eBooks that cover topics that everyone needs to help them get
organised.

If you would like to follow me at Get Organised on Facebook, The Professional Organiser Training Institute on
Facebook, LinkedIn, Twitter or Pinterest (getorganised8) click on these links to get the latest in concepts and

ideas to help your life become more organised. You can also subscribe to our free quarterly newsletter by
subscribing on our homepage at www.getorganised.com.au for tips, product ideas, and competitions.

| wish you continued success and all the best in organising your work and life.

Carol Posener
Founder
Get Organised Pty Ltd
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