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Email: The New Interruption

If E-mail were a co-worker, we'd have it fired.
Make an appointment with your e-mail.
Let your e-mail handle it self.

Hi! How are ya? Hi! How are ya?
Hi! How are ya? Hi! How are ya?
Hi! How are ya? Hi! How are ya?
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*Make an appointment with your e-mail:  Set a time or times during the day
when you will look at your emails and address the issues contained.  
Don't try to interrupt your work and look at every email that appears when
it pops up. 



Essential Outlook Email Tips & Time Savers

Inbox Clean-up: Get 'er done!
Staying Organized
Don't ask where I should put it. Ask where you 
will find it! -- Ab Jackson
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*You can save and organize you emails in a folder on your desktop.  Just grab the envelope and drag it 
to the folder where you want it housed.  



Inbox Clean‐up: Get 'er done!

Reasons to Delete
Sort, folder and delete
Foldering outside Outlook
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Create rules for your sent items as well as received and direct them to their corresponding folders.



Staying Organized

Organize Color
Views you can use
Foldering
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Use the color coding for emails, set a rule to add color as well as
sending the email to a certain folder.  You can also change the font,
changet the text size, or make the titles bold or in italics in your rules.
To use these options choose Tools - Organize - Automatic Formatting - 
Change



“Don't ask where I should put it. 
Ask where you will find it!” ‐‐ Ab Jackson

Searching
Search Folders
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Outlook Autopilot

New Item Alert Window
Flags
Reminders
Alerts
Organize
Rules
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Calendars & Tasks

Outlook: Your Personal Assistant
Best kept secret: Drag & Drop
Contact Management
Cool Calendar Convenience
Project Management With Tasks
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Outlook: Your Personal Assistant

Outlook Today
To Do Bar
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Drag an item from your inbox and drop it into the calendar and it becomes a calendar item. 
Drag an item to your contacts, it becomes a new contact.



Best kept secret: Drag & Drop

Drag and drop anything to anything else
Using Notes

12

Use the sticky notes in Outlook to scribble on and then drop it into your tasks, it becomes a task.


