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Productivity with Email

We are getting bombarded with emails. Email Overload has become a real thing!

The average worker gets about 620 emails/week and spends apparenty about 1.1
mins/email. That’s around 11+ hours/week or about 28% of their time on email...

What are the results of Email Overload?

e |ncreases stress e May miss important emails
e Inability to focus on complex e We are too reactive/not proactive
e Tendency to Multitask e We live in our Inbox

Email is a Great servant, but Poor Master!

For many people, their Inbox is almost their de facto To Do List.... The problem is, using
your Inbox as your To Do List is not a great idea. It forces you to become very reactive! You
are bound to lose focus on other important Tasks.

Or another way to look at it is that, by living in your Inbox, you inevitably end up
responding to the latest email... In effect, your To Do List becomes someone elses To Do
List. You are allowing others to “jump the ahead of others already in the queue.

Checking Email

How often should you check email? Maybe not as much as you do now...Naturally, it will
vary for each person according to their role.

What causes us to “overcheck emails”? Sometimes it is the little things. We have all
become accustomed to just checking. Consider these causes:

e FOMO — Constantly jumping in your Inbox...just in case an email has arrived.
e Having an email screen always open.
e Email notifications that constantly pull us back into our Inbox

| want to suggest you should avoid “Over checking your Inbox” for several reasons:
e |t's probably over-kill anyway.
e |tinterrupts your flow & dilutes your focus
e |t causes you to Multitask

We are probably overserving people with when we respond to most emails. Sure, we need
to be responsive, but maybe not as responsive all the time.
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Probably Overkill

Think about emails you typically receive... How often do they require an instant response?
Do they all have to be dealt with the moment they arrive? Well for some people, that may
be the case, but certainly not for everyone!

Depending upon your answer to this question, you may benefit from reassessing how
often you jump into your Inbox.

Indeed you may be guilty of over-checking for no good reason!

Dilutes your Focus

It’s all about focus! Every time you jump into your Inbox, there is a potential for you to
lose focus on what you were working on. You end up trying to multitask...which is just not
productive.

Continuous Partial Attention

In fact, you may not even multitask, but still your productivity will suffer. Let me introduce
you to Continuous partial attention (CPA)

It sounds like multitasking, though really multitasking is just one form of CPA. Where
multitasking means trying to do two or more things at once, CPA means having part of our
attention directed elsewhere even when we think we are focusing on just one task.

Here is one common example; how many times have you found yourself writing an email
while holding a conversation at the same time — only to find that you have been typing the
words you were listening to rather than the message you were intending to send?

The deleting and rewriting resulting from that....is a product of CPA.

Causes you to Multitask

Multitasking obviously means you are trying to do more than one job at a time. We know
that for most people, this just does not work! We can easily fool ourselves to think we are
just being more productive when in fact, everything we do takes almost twice as long as it
should...AND...we make more mistakes as a result.

Why is that emails cause us to lose focus or even multitask?

Well our Inbox is so accessible for one thing but also, we are often alerted everytime an
email hits our Inbox. If not by a sound, at least via the Desktop Email Alert. We see an
email has arrived and we are tempted to check it. Most times people just automatically
check it!

Check email on your terms!

This might be as often as every 30 minutes or every hour perhaps.... or as little as 4-6 times
per day! Maybe set yourself a specific time each day to process your emails.

Consider blocking out a recurring appointment time in your calendar if you think it is
appropriate.
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The point is, you should only really check emails when you have some time to deal with
them. If you are not able to spend some quality time looking at, and processing your
emails, then why look at all?

You are more likely just going to open, read and close emails without really processing
them properly.

Turn off your Email Alert - Stay Focused

Consider turning off ALL email notifications. This is the most constant interruption or
distraction you can have. It even interrupts you when you are typing in another program.

It is so easy to lose your train of thought when you see or hear that an email has arrived in
your Inbox. Removing this can help keep you focused on the task at hand. Consider
checking your email when you want to, not when Outlook alerts you!

The Desktop Alert allows you to see a newly arrived message preview that fades in then
out again whilst you continue working. Sounds good in theory BUT...this little feature in
Outlook causes us to lose focus and may even result in multitasking more than any other.

notifications -
from your Inbox,
select: File >

ral

To turn off ALL * o

@ Change the settings for messages you create and receive,

Compose messages

. . Change the editing settings for messages. Editor Options...
Options> Mail - peont
Ple LCompose messages in this format: | HTML &
Then uncheck all Tasks
abec Always check spelling before sending Spell d Aut 1
Search Y Spelling and Autocorrect...
the relevant v
~| lgnore original message text in reply or forward
. . Language
boxes including ‘
Ease of Access
the Desktop Alert_ Advanced D Create or modify signatures for messages. Signatures...
(See beIOW) Custemize Ribben
Quick Access Toolbar Aa Use stationery to change default fonts and styles, colors, and backgrounds. Stationery and Fonts...
Add-ins Outlook panes

Trust Center Custemize how items are marked as read when using the Reading Pane. "
Reading Pane...

Message arrival

F‘Ll When new messages arrive:

Play a sound

Briefly change the mouse pointer
Show an envelope icon in the taskbar
Display a Desktop Alert

-

Email Alert by Exception

You can create a rule to be alerted when an email arrives with certain conditions that you
determine. Say, a Sender, or Subject Line or even Importance etc.

Email Alert by Exception - Sender

Step 1

Select an email from your Inbox from the Sender (say your boss) or with a particular
Subject name.
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Step 2

Then, from your Inbox — Choose Rules in the “Move” set of Icons as shown below.

File Home Send / Receive Folder View Help Standss Outlook Addins

Eﬂ_ % B a TS Ignore m = @ @ & E5] Meeting 8 | €3 Quick Reply - B [ Mave to Dealin. C Move ~

IEZ Clean Up ~

- i IM ~ Create Task ™ Phone Msg e % Rules ~
Mew  Mew Schedulea Start Instant Delete Archive Reply Reply Forward Share to ) Action Reg: = Evi Ont
Email ltems~ | Meeting~ Meeting 58 Junk ~ Al 1 More ~ Teams ction Reg: n ITF OneNote
New Zoom Delete Respond Teams Quick Steps Move
98-
<
-~ Favorites All - Unread ByDate~ |
Inbox - gprier@lingfordconsu... [17] B0 |1 |0 |From Subject Received v v
For Follow Up - gprior@lingfo... [21] ALY,
Dealing with/Dealt with 1 ! f\lhuryhl.il.fslness Connect \-A.l'hal 's On this month at Albury Business Connect

Fri 7/05/2021 10:15 AM

Then choose “Create Rule”. Notice how the email | have selected above is automatically
selected. That is, Outlook assumes | wish to create a Rule from this type of email.

T v N
(Move FlE @ EE Categorize ~ B Nev
j}f Bror

Always Move Messages From: Albury Business Connect

Accinn lnreard/ ma

EI Create Rule... I

':?J:l, Manage Rules & Alerts...

Now simply choose your Alert Options as you see below.

Create Rule *
When | get email with all of the selected conditions

Dfrom Albury Business Connect| 4

[ subject contains What's On this month at Albury Business Connect

[CJsentto  me only w
Do the followi

O D%ﬁ New ltem Alert window

[Iplay a selected sound: ~ Windows Notify Email.  » . Browse...

[ Move the item to folder.  Reading Falder Select Folder...

oK Cancel Advanced Options...
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Process your Emails - The 4Ds

Do not let Emails fall off your Radar

Once emails in your Inbox fill up your Screen and then go past the screen,
you are in dangerous territory.

It is far too easy to start missing important emails. You will need to start
scrolling to find emails you may have missed. This happens very easily of
course given the amount of emails we all constantly get.

To avoid emails constantly falling off your radar, set yourself a target of not allowing
emails to go below your computer screen.

g 1 e et e TS s o -
. -
Lot 1 rmtng st & | et § g R et "
PR "
R .t o pa e - - - -
- s e Pt e Wt € __' "~ ﬁ- I .
(et e 3t e gy s st a0 b e v .
gy B s .. T vt g g g o . -
s dee e o 1 s Vs e , o B L pe—

¥ X

Ma ,v Pecoie Task Notes
Handle Emails ONCE

Are you guilty of double handling emails? You have a quick read and then leave them in
your Inbox when you realise you are unable to respond right now? Perhaps you need
more time to consider the contents.... Or you need to speak to someone first etc....

So, you mark the email Unread again as a reminder to yourself that you need to come
back this email. Problem is of course, this email then is pushed further down your Inbox as
more emails arrive!

You end up having emails that require further action scattered throughout your Inbox. You
now need to scroll up and down to find those emails. This is incredibly inefficient when
you think about it.... Not to mention unreliable!!

Is there a better way? |say YES there is. Every time you open an email, consider
processing them using the using the 4D’s.
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Introducing the Four’ Ds

Use the 4D process as a way of ensuring you only handle an email once and that your
Inbox only contains emails that you have not yet opened. So, the 4D’s are:

(1) Delete

Quickly scan your Inbox and DELETE what you don’t need. Clear the clutter quickly. The
email will sit in your Deleted items until you empty it. And remember to:

a. Unsubscribe from emails if you no longer wish to see them
b. Mark emails as Junk if it is Spam

The idea is to permanently declutter your Inbox & avoid being distracted by emails that
are unimportant and allow you to remain focused on important emails you receive.

Unsubscribe Tip

Type Unsubscribe into your Search Bar to show all the emails with an unsubscribe option.

— L ke —— -

le Home Send / Receive Folder View Developer Help Bitdefender Antispam Standss Outlook Addins
i @ DCUrrentFo\der p ‘ﬁ’ﬁ
[B= Subfalders
All Current = Inclufle Recent  Search Close
lilboxes Mailbox FEA” Outlook ltems Older Regsults | Searches ~ Tools ~ Search
Scope Resulfs Options Close
[ o M~ -
ARz BS-G
£
avorites Result By Datev |,
-
nbox - gprior@lingfordco... [18] ~ Today
“or Fallow Up [22] Logitech Video Collaboration
. . Raising the Bar: Introducing Our Rally Family 9:01 AM
Jealing with/Dealt with Mew Product Announcement Logitech Video Solutions Offer Simplicity at Inbox
sent ltems .
HRM's Weekly Update
Jrafts Rejecting an internal candidate? Read this. 8:01 AM
unk Email 5] PLUS: A legal guide to drafting employment contracts. View online Reading Folder
nbox - Training Advice 4 - Cortana; Geoff Prior
= Your daily briefing 5:55 AM
Zompleted . .
Hi Geoff Prior, Almost the end of the week! Commitments and Dealing with/Dea...

Delete the email with it open.

Training session today - Message (HTML)

File Message Developer Help
i o ]
IFS Ignore élg @ F’| [ Meeting 1 Completed-Fla.. — To Manager
oo Realy F Ed LM~ s A Team Email ~ Done
1
5 unk > a iﬁl}r erwar 5 More ~ T:ar;: ﬁRepI}f&De\ete 1 Create New =

Delete

BH2?2OT I & =

Respond Teams Quick Steps ]

Training session today

g_@! Geoff Prior ”glgle Wi’”
&loreplied to this message on 24/06/2022 11:08 AM. emall”ﬂg”

Using the 4Ds (OnDemand) July 2022.docx
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(2) Deposit
Assuming there is no action you need to take, simply Deposit or File emails you wish to

keep. Importantly, don’t leave opened Emails in your
Inbox.

a) Once you have read it, file it away for later
reference in one of your Email Folders

b) Consider creating some “Rules” to Deposit
emails in an Email Folder automatically (See
below)

Email Rule to automatically move emails directly to a
Folder

You can set up an Email Rule to automatically move
certain emails into you Folders. Very handy for your
Newsletter emails. It helps eliminate clutter from your Inbox making it easier to focus on
the important.

Step 1
Select an email in your Inbox that you wish to automatically move to a Folder in in future.

In your Home ribbon, select the Rules dropdown then . Always Move Messages From:

File Home Send / Receive Folder View Help Standss Outlook Addins

[ a n £ M AE S | ORepy&Flag ¥ Flag and Move Bt _—
gorize -

+ ™ I~ m S & = W T4 Dealing with-De... = To Manager . AFEI H@ﬁ og

= Team Email " Done “lar— A | Accion linrea —~

New New | Schedules Startlnstant =~ Delete Archive | Reply Reply Fnrwardf Share to
Al

Email ltems ~ Meeting »  Meeting ~ p@ ¥ -~ Teams Always Move Messages Frem: Microsoft Viva

New Zoom Delete

CYERBERE-O

Respond Teams Quick Steps B Crete Rul
= Create Rule...

¥ Manage Rules & Alerts...

v Favorites Al Unread ByDate v |
Inbox 17 &[0 [0 [From Received v |Size | Categories Mention v -~
For Fallow Up 4] R
Deling with-Neakt With 1 Microsoft Viva Your monthly digest Mon 4/10/202... 250 KB
Step 2
In the Rule & Alerts Dialog Box, select the Folder you Rules and Alerts X
wish to move these types of emails too. In the Choosa folder:

. . v 3R ainer@lingfordconsulting.com.au -~
example below, | am choosing my Reading Only (next v Y] inbox (17
. Return Calls (2)
action folder) Action by EA
aling with-Dealt With 1)
Reading Only (15)

If you don’t have a Folder, you can create one at this (] wim-Objective etc)

D Planner Tasks (1)

point by slecting New and creating a new folder now. Ebwﬂs

Cancel

Mew...

Deleted Items (13}
Archive

ECnIendar

A= Contacts

Ste p 4 FConversalion Histary
‘(5 Journal

52 Junk Email

Sent ltems
This will be automatically selected.

Select OK... the Dialog box will now close and your
rule is now created. The next time you get that type of email again, it will be
autoOmatically moved to your selected Folder.

This is a great way of keeping your Inbox focused on important emails.
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(3) Do Now

Now scan your Inbox for what can be done quickly. If it can be done quickly or needs to be
done quickly, then do it there and then. A quick Reply or Forward.

If you are faced with a lot of unread emails...scan and triage first. Use the All or Unread
Filters in your Inbox to quickly deal with those emails you have not yeat opened.

' Select "Unread" to filter out byomey L

YD [@ | From i Received v Size Categories ki
emails you have already opened g
v Yesterday
Microsoft Viva Your monthly digest Tue 7/09/2021 2:06 AM 241 KB
v Last Week
Geoff Prin Testing Only Thu 2/09/2021 4:44 PM 84 KB
I [ E Lanz Tom T... (2) Welcome along to our training Thu 2/09/2021 3:37 PM 828 KB I Important
Cortana Your daily briefing Tue 31/08/2021 3:43 AM 472 KB
v Two Weeks Ago
B Shaun ; Barri... Welcome along Wed 25/08/2021 11:07 AM 1 MEB [T Property, Act..
[ Krist Productivity Training - Missed Sessions Tue 24/08/2021 5:08 PM 211 KB
1 r)'< Kristy Productivity Training Tue 24/08/2021 4:41 PM 104 KB

Once you have replied, forwarded or completed the email, make sure you Deposit (File)
the email as per previous step.

Don’t leave the email you have responded to in your Inbox as a reminder that you are
waiting for some information to come back to you. Use some of the 4th “D” tools | will
show you now.

(4) Do Later

This is the most important step! If you cannot do the required action on the email
immediately, then, Determine your next action and Decide when you can do it. At this
point you have several options.

1. Move to an Email Folder (Next action folder)

2. Move to an existing Meeting/Calendar Appointment

3. Create a new Calendar Appointment or a Task from the email
4. Apply a Category to the email

5. Apply a Follow Up Flag to the email

The idea here is that rather than continually searching your Inbox for emails that require
action on your part, you use some of the smart features in Outlook to help you track the
action you need to take.

So, let’s look at each one of these 4 options in more detail.
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Do Later (Option 1) - Move to an Email Folder

You could set a up a few email folders that indicate the NEXT ACTION you need to take
and drag the email in the relevant folder.

You might use Folders such as: v gprior@lingfordconsulti...
1. Reading only + Inbox [3]
To Trim/File
2. For Follow Up Delegate to EA
3. Phone Messages For Action
Follow Up

4. For Action

5. Delegate to EA

6. File in Doc Mgt System (Trim, Objective etc)
7. Monthly Report

This type of system can work well...BUT you need to build regular times in your Calendar
to come back your Next Action folders to action the emails in them. Otherwise, they could
easily get forgotten.

Create more Email Rules if you can to automate this

View Help
lare m E I? H P E Meeting [&) I='ﬂ' Dealing with-De... —2To Manager I:;\L—I @ Fl B0
zan Up ~ K ﬁ ﬁ - LM~ 7 Tearn Email ~ Dane = E DD
Delete Archive Reply Reply Forward Share to ) Reply & Delet y:4 = Move | Rules |OneMote Assign Unread/ Categori
k> All 0 More ~ Teams “EPYY Elete ‘ Policy ~  Read
Delete Respond Teams Quick Steps Always Move Messages From: Cortana
% Create Rule...
4
oM Rules & Alerts...
All Unread g o ManageRules & Alets
E O |@ |From Subject Received w Size Categories Mention |5
v Yesterday
I Cortana Your daily briefing Wed 11/08/20... 473 KB
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Do Later (Option 2) - Insert email
Appointment

Using the 4Ds — Outlook Inbox

to existing Meeting or

If the Email relates to an existing meeting or appointment you already have in your

Calendar, then you can:

1. Copy the email contents into that meeting/appointment. (Copy /Paste Text) OR
2. Open the Meeting/Appointment and copy the email into it that meeting.
3.

Use the Insert Menu in the Calendar event to insert a copy of the email into that
appointment. Insert > Outlook Item > Choose the email/emails > Insert as Text

only or Attachment

Insert Email into Appointment or Meeting Example - Appointment 2 Search
File Draw Format Text Review Developer Help
== =
AROSQ Bl |©0|EE 4500 |
0 [ | & 5O ¥ 2 2l wi | © L | [A] 2 Date & Time ()
Attac| Table Reuse Pictures Shapes |cons El) SmartArt Chart Screenshot Link Bookmark Text  Quick WordArt Equation Symb
File - - Files v - Models « - - Box~ Parts~ ~ ] Object - -
Tables |Reuse Files lllustrations Links Text Symb
Insert Email into Appointment or Meeting Example
Save & Mon 4/07/2022 ()| 11:00 AM | Canbera, Melbourne, Sydne | [ All day @ Time zones
Close
Men 4/07/2022 ()| 11:55AM || Canberra, Melbourne, Sydne w| <3 Make Recurring
Insert It x
Lock in:
v B8 gr@lingfordconsulting.com.au ~ ok
~ box 18]

Dealing with/Dealt with

Newsletters-Reading (319)

MBTI & EQi-2.0

[7@%utomatic Replies (73]

7 Myeting Responses (25)
[ sodal Media (2]

[‘}, Drafts

[ PO

Items

M i From

Received Categories

v Today

Microse... Your digest email Men 4/07/20..,
~ Yesterday

Mark Jo... Power BI: How to transform CSV into beautiful da... Sun 3/07/202

The Tea... [Mew post] Using Cameo in Microsoft Teams Mee... Sun 3/07/202...
» Last Week

v Two Weeks Ago

Greg Bu... exact process to go from 1:1 te 1:Many with your ... Wed 22/06/2...

Cancel

Insert as.

O Text anly

(@ Attachment

Mention

The idea is to not have to go searching for emails you need in your Meeting/Appointment.

Additional Tip

You can also create a new appointment alongside an  Thursday  mpagra apnointment
existing meeting to insert your emails (or other 7 alongside your meeting
attachments) for any attachiments
This ensures no one else can see your attachments! Meeting

This also works great on your Phone as
well...especially of you use Outlook Mobile.

Using the 4Ds (OnDemand) July 2022.docx

Record Training Package l Attachments

&

Page |13



Uﬂgf&fg,jnsumng Using the 4Ds — Outlook Inbox

Personal Produetivity Specialists

Do Later (Option 3) - Create a new Calendar Appointment

To do this - Left Click and Hold the Email...then drag it to drop on your Calendar or Task

Icon as shown below.

4|3 |1 @ |From Subject Received v i
Inbox - gprier@lingfordeo... [18]
~ Today
- gprior@lin...
Fertlem Up e = 122 i Productivity with Outlook - Half Day - Follow Up (4) - Final Thu 6/05/2021 10:42 AM
Dealing with/Dealt with 1 b al Pongil Using Outlook Effectively (Online) - Follow Up (2) Thu 6/05/2021 10:30 AM

CC Emails crosoff Store Ready to shop Surface

Sent ltems

For Follow Up - geoffrey.pri.. [3]

alendar

) ~ Yesterday
Dealt With

Inbox - Training Advice

&
Completed |
Microsoft Store Create your perfect gaming setup

~gprior@lingfordconsult...

i Tea i
~ Inbax 18] I U Banglad m May 2021 Bangladesh Covid & FOOD PROJECT
| I geo o I.com Information for our Facebook & Web Page.
CEEmak | 0 ma Productivity With Outiook Questionnaire Summary
Dealing with/Dealt with 1 o Week
Marketing-eNews I Information Overload Research Gro... Your Monthly Mews and Event Updates from the Information Overload Resear...

METI-Benchmarks-EQi-2.0 etc
Public Courses
Reading Folder 517
Social Media 28
» Drafts
> Sent ltems
Deleted Items
Archive
» Canversation History
Junk Email
Outbox
» RSS Subscriptions

Mail Calendar People Tasks Notes -+

Schmi Outlook Productivity for Executive Assistants

- -
Sophi d
LGPro d

Sandy & Dee | Valuable Business C... Are you ready to clear those roadblocks? FREE GIFT inside!

Thu 6/05/2021 10:27 AM

Out of office - Annual Leave Re: Productivity (Time Magt) Training - Follow Up (1) Thu 6/05/2021 10:15 AM

Microgoft ly o r spatt
e 5 o [ra gbam a “ nlo vo l‘E
Junk Email [91 Augfralian Southern Sl AR hel i

Inbox - geoffrey.prior8@b... 654 edftors-n @linkedig.com Geoff, wﬂhou\djob Kik?ri know about coffee dates?

cnn t“ crealehu p—

Wed 5/05/2021 10:41 PM

05/2021 10:09 AM
05/2021 10:09 AM
05/2021 9:48 AM
Thu 6/05/2021 9:35 AM

Wed 5/05/2021 10:28 AM

Tue 4/05/2021 10:48 PM

Tue 4/05/2021 2:35 PM

This turns a “copy” of the email into a New Appointment/Meeting.

The Text of the email is included in the new Task/Calendar item.

Try Right-Click & Drag

Tue 4/05/2021 2:17 PM

Sun 2/05/2021 12:01 AM
Thu 29/04/2021 4:30 PM

You can also try Right Mouse Clicking and dragging the email as shown below. This then

gives you a few other options as shown opposite.

It's worth experimenting with what will work best for
you.

Using the 4Ds (OnDemand) July 2022.docx

Copy Here as Appointment with Text

Copy Here as Appointment with Shortcut

LCopy Here as Appointment with Attachment

Move Here as Appointment with Attachment

Copy Here as Meeting Request

Cancel
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Reply with Meeting - directly from an email

Another option here is that you can also create a Meeting directly from an Email by
clicking on “Meeting” in the “Respond” section of the Ribbon.

You can do this with the email open or closed directly from your Inbox.

With the Email Closed (Below)
Select an Email in your Inbox and then choose ‘Meeting” in the Respond group of Icons in

the Ribbon as
shown here.

File Home Send / Receive Folder View Developer Help Bitdefender Antispam Standss O
ﬁ E a G IS lgnore [ Meeting
E ] 5z Clean Up ~ m E élzl @ Fl Lo IM ~
MNew  MNew Schedule a Start Instant MNew Delete Archive Reply Reply E
Email ltems~ | Meeting v Meeting ¥ Meeting £ Junk ~ Erj Meore ~
New Zoom TeamYiewer Delete Respond
CYOBEgR BE-G- <
<
; All - Unread
vFavorites —
O @ |From Subject
Inbox - gprior@lingfordcon... [18]
- ~ Today
CEEmalk | Zoom Video Communications  Live Webinar: Everything Zoom
Dealing with/Dealt with 4 v Yesterday
With the Email Open = Meeting
S Ignore m E é:): <§): =
. . _ IM ~
Open the email you wish to & Junk ~ Delete Archive | Reply Reply ;o
Reply with Meeting. (See © E5 More ~
Opp05|te) Delete Respond

Select Meeting in the ribbon.

This will create a Meeting or
Appointment from the email.
(see opposite)

The “Required” field is automatically

updated from the Reciever(s). You
now enter the remaining meeting
details.

The formatting of the text, links and

images stays the same.

Using the 4Ds (OnDemand) July 2022.docx

Live Webinar: Everything Zoom

ﬁ Zoom Video Communications <webinars@zoom

Schedule
a Meeting

Unline
Meeting

leams
Meeting

Meeting
Notes

Lancel Address Lheck Kesponse

Uelete sy g~
orwar Invitation Book MNames Options v

Adtions Zoom TeamViewer | Teams Meeting | Meeting Notes Attendees

can

@ vou haven't sent this meeting invitation yet.
This appointment is next ta another ane on your calendar.

B- From ~ gprier@lingfordconsulting.com.au
send Title Live Webinar: Everything Zoom
Required Zoom Video Communications <webinars@zoom.us>
Opticonal
Start time /2021 =] 11:00am *| [alday [ & Timezones
End time Thul5/03/2021 || 11:30AM ¥| 43 MakeRecurring

Location | |

From: Zoom Video Communications <webinars@zoom.us>
Sent: Thursday, 25 March 2021 10:12 AM

To: Geoff Prior <gprior@lingfordconsulting.com.au>
Subject: Live Webinar: Everything Zoom
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Do Later (Option 4) - Flag the email
Finally, you can Flag the email with a date to come back to do later.
Many people just Left Mouse Click on the Flag column in their Inbox to flag an email and

then then scan their inbox for any Flagged item. These will turn red the next day. (meaning
it is overdue)

D_! W |From Subject Received + i
v Today Hover the Mouse over an email _
I Zoom Video Communications [Offer Ends Today] Your Last Chance a“" m 'Iag Dlllillll wi“ annem&lﬂm |" x
~ Yesterday
I Envato Market [ThemeForest] Update available for 'Bridge - Creative Multipurpose WordPress Theme'  Fri 7/05/2021 %:55 PM

But this is quite an inefficient method of tracking your Email Flags and | think...I know,
there is a much better way built into Outlook for you to use.

Let us now look at a better way to use Email Flags to track important emails.

Using the 4Ds (OnDemand) July 2022.docx Page |16
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Using Email Flags - Reminders

Flagging emails in Outlook is a simple and effective way to be reminded about an email
that requires some action.

In my experience, most people don’t use them as well as they could. They apply a flag to
an email to try and remember to come back to it later...but then no system in place other
than scrolling up/down their Inbox searching for flags they have applied.

Here’s my suggestions to use Flags more effectively:
1. Flagintentionally with a Date!
2. Remove the email from your Inbox after you have Flagged it.
3. “Mark Complete” or “Clear the Flag” when done.
4. Track your flagged emails using the smarts of Outlook.
There are several ways to apply a Flag on an email.
Method 1

With the email open, click on the “Follow Up” Flag menu to reveal the Flagging options.

videos - Message (HTML)

File Message  Developer  Help ©Q  Tell me what you want to do
S lgnoe m =l &2 83 &= [ Meeting ward to Team T4 Dealing with/De... (] Create Task E[] T2 Rules - F‘ & EE Ftl G Transiatto <
= ~ Eime 2 phorie Msg Bl Move Read Folder = FW Onelicte =1 5 & Translateta 1
R ik Delete Archive | Reply Reply Forward S0 Reply - B... =1 RESPONSE REQ. Move Assign  Mark Categorife Follow | _
RS All ) More ~ 3 Quick Regy - Biz BN [BActions~ | Policy~ Unread = Up~ | -fii ChineseCon
Delete Respand Quick Steps & Maove Tags M Today
videos Tomerrow

fe
P This Week
e

Next Week

Q.. You can select from multinle options e
Ifyou choose "Custom" you Nave more Oplions ——gp| F s

How did the google ad campaign go? [l AddReminder..

&

/' MatkComplete

Method 2

With the email selected in your Inbox, you can Right Mouse Click on the Flag.

By Dats &
You can select to add a Flag yoe
Subject Received v v
. “ .
by using one of the “Quick
” LGPro Corporate Partner update - March 2021 Thu 25/03/2021 10:56 AM %
Flag” options. (Today,
Discover more about Microsoft Teams with this video series ‘Wed 24/03/2021 8:08 PM
To m 0 rrow etc) e o r yo u Ca n off Prior Share Meeting Notes Test Wed 24/03/2021 6: 18 PM
Web Site Enquiry Wed 24/03/2021 2:18 PM
“ ” i Videos Wed 34/03/2021 1:46 PM F=—= -
open the ustom winadow B
Supporting women in local government Wed 24/03/2021 1:01 PM Teday
f h H ‘onnect Events Reminder: Business After Hours at the Lavington Sports Ground Wed 24/03/2021 12:30 PM P Tamorrow v
to see turther Optlons as ralasia Pracure a Better World | Baok your sponsorship spot now! Wed 24/03/2021 11:01 AM
h . P This Week -
shown o p pos Ite : nkedin How to Empower and Engage Your Hybrid Workforce Tue 23/03/2021 11:05 PM FO Next week
Your AHRI membership is overdue Tue 23/03/2021 3:41 PM F] Mo Date
=Notification ... illion TenderLink - Open Tenders Tue 2370372021 12:59 PM P:I £|E
. Custom...
You can select a Start Date; a
Questionnaire: Using Outlook Effectively - 04/20/202... Fri 19/03/2021 3: 13 PM [0 Add Reminder..
Due Date and even a Sorry we missed you! We do have some resources for you. Fri 19/03/2021 11:51 AM o Mtk Complets
‘onnect What's On this menth at Albury Business Connect Fii 19/03/2021 8:31 AM b
ind H h ‘onnect In The Know: Mar 2021 Thu 18/03/2021 2:39 PM Clear Flag
Reminder time. Eac Mon 15/03/2021 2:23 PM )
d H b Guests to Teams Mon 15/03/2021 11:01 AM set Quick Click..
ate/time can be & Skt

independent of each other.

Using the 4Ds (OnDemand) July 2022.docx Page |17



L’ingfargnsu|ﬁng Using the 4Ds — Outlook Inbox

Personal Produetivity Specialists

Once you flag an email, a copy of the email also appears in your To Do Bar/To Do List and
also in your Follow Up Folder. (In your Search Folders).

You can Flag an email to take some action on a day and time, then remove the email from
your Inbox and file it away. (Remember the 4D’s).

You will see your email in your To Do List or in your Follow Up Folder as the Flag Date
approaches.

Custom (Flag)Dialog Box

When you open choose the “Custom” option, a Custom Dialog box appears and gives you
numerous options.

Custom *

You can select a Start Date; a Due Date

. . Flagging creates a to-do item that reminds you to follow up. After you follow
and even a Reminder time. Each up, you can mark the to-dao item complete
date/time can be independent of each v
other. (See below)

,

Flag to Ring Brodie to discuss the report he's ht_‘l'lll S
Start date  Wednesday, 18 August 2021

Flag to Due date  Friday, 20 August 2021 ”

You can actually insert the action you [ Reminger Reminder Date &T:y"‘.'

need to take in this area.You can write Friday, 20 August 2021 . 1:00 PM
yourself...or another person (EA’s take
note), quite a detailed message to
remind yourself of the Next Action you
need to take.

Clgar Flag QK Cancel

Start Date Reminder
Personally, | ignore the Start Date. It will default to the date you opened the Custom Box.
Due Date

Always choose a Due Date. The best guess date by which you need to complete the action
you need to on this email.

Reminder Time

| also recommend ignoring the Reminder Time. | think it is better to keep reminders for
your Calendar Events.

| will show you later how to get an Email Flag in your Calendar if the time is critical. IE...you
need to call someone at a particular time.

Mark your Flagged Emails Complete.

Once you have completed the action you intended to take on the email, close the loop by
marking the Flag Complete.

Don’t leave the email in your Inbox at this point. | will show you several
ways to track this email other than leaving it in your Inbox.

Using the 4Ds (OnDemand) July 2022.docx Page |18
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Flag emails you send to others
You can also add “Reminder Flags” on emails you send.

This is a powerful Follow Up system right at your fingertips within Outlook.

videos - Message (HTML)

File Message  Developer Help Q  Tell me what you want to do
. [ Meeting > Forward to Team [ Dealing with/De... [] Create Task = Manthly Repott... 17 [E1Rules~ (]m]
e [ B | B B B e | e e ot BB o £ | 3 o | (20 52 B
£ Junkv Delete Archive | - Reply R;P“'V A ) Mare - € Quick Reply - B.. [ RESPONSE REQ... 21 READ ONLY > FW-Mary: FYI O.. |® Mf“ [ Actions = ;:E'L U:A:e':d Cm’;""

Delete Respond Quick Steps [ Wove Tags
videos

paul <paul( - -

@ o @i You can select from multivle options
Hi Geoft Ifyou choose "Custom” you have more options —4

How did the google ad campaign go?

Before you send your email, insert a Follow Up Flag as shown above.

i Translate to €

. CE Translate to
Up~
f8 Today
Fo Tamorrow
fB This week
B Mext Week
M8 NoDate
fa custom...

[ Add Reminder..

" Mark Complete

Remember to select the time etc as shown previously. Use the Custom option to reveal

more date options.

The email is stored in your “Sent Items” folder but is displayed in your To Do Bar for follow

up on the date you choose.

This is a fail-safe way to ensure Custam

*

nothing gets lost in the system!

message for the recipient sends a flag and a reminder with your message.

Flagging a message for yourself creates a to-do item that reminds you to follow up. After
you follow up on the message, you can mark the to-do item complete. Flagging a

[“]Flag for he
The Flag/Reminder is just for

you.... ¥ Hage

Wednesday, & July 2022

Start date

You can add a Reminder Flag for

Friday, & July 2022
the recipient. (See here) But be riday, 8 July

careful in using this. You are Friday, 8 July 2022 N poo am
imposing your timelines and W e
reminders on someone else which S
is not ideal. L]
Reminder Wednesday, & July 2022 ~ 500 PM

But this can really helfpful if all

Cancel

parties agree for this to be done!

A better option is for the Sender to state when they require some action and for the onus

is on the Reciever to place a Flag as their own reminder.

Using the 4Ds (OnDemand) July 2022.docx Page |19
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Tracking your Email Flags
Once you've flagged the email, Outlook has several options you can use for automatically

tracking it. Again, don’t leave the email in your Inbox.

You can track your Flagged Emails from your To Do List/Tasks or by using a “Search
Folder”.

For this training, I'm going to show you how to use a Search Folder to track your Flagged
Emails.

Use a Search Folder

You will notice that there is a group of Folders (usually under your Outbox) called; “Search
Folders”. These are “Virtual Folders” in a sense. They don’t actually contain emails.

Outlook can automatically Filter emails based on certain criteria. Large Mail, Unread Mail
or Emails you have flagged etc. (see opposite).

They can be customised to show ALL emails based upon the . : =
. . v gprior@lingfordconsulting....
pre-defined conditions you set

> Inbox [13]
> Orafts 4
We are going to create “For Follow Up” search folder to " e
track emails you have flagged. (See opposite) s Cheleted ftems 14
Achive

> Qpnversation History

Jgnk Email [4]
Qhitbox
To create a New Search Folder called Follow Up if it is not > RS Subscriptions
already there. > N IssuesT
. . v Search Folders
Right click on Search Folders > Select New Search Folder > e = ]
. For Follow Up! 2
Select “Mail Flagged for Follow Up” as shown here.
gt S,EE[’ h FnldFr{ | Mew Search Folder >
; Mew Search Folder... HEEDOETENR
Action - Reading Mail ~
- Unread mail
Proactive - VCAT/UPC
i Mail eitmr unread or flagged for follow up
PrDJECt E{H Important mail
Mail from People and Ligts
1 Mail fram and to specific people
Sprlng ':Etall:lg 2 Mail from specific p
- Mail sent directly to fhe
UﬂrEﬂd Mﬂll 185 Mail sent to public gfoups
Organizing Mail

Categorized mail
[I—"

Customize Search Folfler:

Search mail in: Trainer@lingfordconsulting.com.au v

[ o ][ cma
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Once you have created your new Search Folder, you will notice that Outlook will retrieve

all your Flagged Emails from every Folder....WARNING - there may be a lot of Red ones!

©

But note below, the order with which these should be shown. “By Flag Due Date”

If they are ordered by Date, then select the small Down Arrow
beside Date as shown opposite. This will reveal the options you

have to Filter this Search Folder.

Choose to Filter by “Flag Due Date as shown here.

Filter\

¥ Al Mail
nread Mail
Flagged Mail

entioned Mail

Arrange by

Date

EFrom

Categories

Flag Status

Flag: Start Date

Flag: Due Date

ANp-

Size

Your Email Search Folder should then be sorted as below.

Emails Flagged with “No Date” are shown first.

By Date T

In Folder

'P.?'

Then those that are overdue are next. (These are shown in Red, because they are overdue.

Then Today, Tomorrow, Next Week etc.

~Favogites All - Unread
|nhm¥ 17 W2 O @ |From Subject
>
Flagged Emails pg | ¥ 1P Nepae
1
Completed-Flagged 6 U SeoftiFrioy
[l Geoff Br
Sent ltems >
~ | Today
Microsoft Viva Your daily briefing
~Trainer@lingfordconsultin... [ Geoff Priar Contacts for today
v Inbox 17 & Geoff Prior
Target
Auto Repl
o Geoff Prior
Completed-Flagged 6
Maonthly Report 2 =
Newsletters-Reading 143 v |* Tomorrow
Meeting Acceptances
Drafts [4]
v | NextWeek
Sent ltems
Mary Prior Condtional Formatting Rule Test
Ekedliens B3 RE: Email Management Online
Archive Nillumbik Contacts
¥ Conversation Histary v | Next Month
Junk Email [6] Microsoft Viva Your daily briefing
Qutbox

Using the 4Ds (OnDemand) July 2022.docx

Tue 5/07/2022 T:57 AM
Mon 6/06/2022 6:52 AM

5at 2/07/2022 10:40 AM
Mon 11/04/2022 11:16 AM
Tue 21/09/2021 9:00 AM

Tue 7/06/2022 7:49 AM

I Action Boss

A E. Admin Work, Pro..

Phone Messages

D External Meeting

D Admin Work

D Admin Work

By Flag: Due Date v .

In Folder ki
Inbox >
Inbox >
Completed-F... [*
Completed-F... >
Completed-F.., [*
Inbox >
Inbox >
Inbox >
Sentftems  [*
Completed-F... |
Inbox |
Inbox |
Inbox |
Inbox |
Completed-F... |
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It may take some time to clean up this Folder, but thankfully you can highlight the very old
ones and either:

1. Clear the Flag or
2. Mark Complete
Simply use the Shift and Arrow keys to highlight all the emails you need to Mark Complete

or Clear.
(’ [ GeoTt Frior Lontacts TUg TZT0Z0ET TEST P 4 5
Li_lj Geoff Prior You're invited to share this calendar Mon 11/10/2021 4:02 PM Inbox e o1
~ I" Today
. X X 18 18
Microsoft Viva Your daily briefing Tue 157 022 7:20 AM Completed-F.., |’
[l Geoff Priar Contacts for taday Man 022 12:42 PM Completed-F.., [* EE
& Geoff Prior Automatic reply: Flag Test Thu 2022 1:54 PM Completed-F... |’
Target {3 Inspiring New Season Home & Women's Styles 022 7:38 AM Inbox |’
. . . e -
Geoff Prior Testing Alias again 2 7:59 AM D:l Admin Work, Pro... Inbox Today
Geoff Priar Geoff Prior shared "Email Rule for Moving Meeting Acc.., /0 )22 349 AM Phone Messages Inbox )
B - : P You have nothing
e Trainer Last weeks Account Figures Wed 6/07/2022 6:55 PM Sent Items
v I Tomorrow Today
Microsoft Viva Your daily briefing Tue 5/07/2022 7:57 AM Completed-F... I Tomorrow
Microsoft Viva Your daily briefin Mon 6/06/2022 6:52 AM External Meetin Inbox
J 2 s l:l c I This Week
v | Mext Week
Mary Priar Condtional Formatting Rule Test Sat 2/07/2022 10:40 AM Inbax | ot Wesk
Training Advice RE: Email Management Online Mon 11/04/2022 11:16 AM Inbox I
[} Geoff Prior Millumbik Contacts Tue 21/09/2021 9:00 AM |:| Admin Waork Inbox |
~ Next Month
Microsoft Viva Your daily briefing Tue 7/06/2022 T:49 AM |:| Admin Work Completed-F... |

Clear Flag

Neither of these actions will delete the email, they just remove it from view in this “search
Folder”.

You can alsow “Rename” your Search Folder as you would do with any other Email Folder.

And don’t forget to Add or Show this Folder In your Favourites as seen below.

r\r/Fa\.'orites
Inbaox 17
| Flagged Emails [15]
Completed-Flagged 6
kSent Items

wTrainer@lingfordconsultin...

~ Inbox 17
Auto Reply
Completed-Flagged 6
Manthly Report 2
MNewsletters-Reading 143
AT Ty T

And that’s it. Thanks for purchasing this “On-Demand” training package. | hope you have
found it helpful.

Geoff Prior - Lingford Consulting
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