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[bookmark: _Toc452656440]Organizing Your Inbox

In this training lesson we will cover a method to clear your inbox quickly and effectively so that you can use your time to benefit your objectives while following up on important correspondence with your contacts, customers and colleagues.  
Objectives:
· Processing email messages
· Using folders
· Using arrangements instead of multiple folders
· Using Categories
· Using Quick Steps


[bookmark: _Toc452656441]Processing Email:
Today email has become the primary way that we communicate across our business. Email enables quick correspondence anytime and anywhere. While this makes communicating simple it can consume our time and keep us from our daily objectives.
Planning how and when to reply to any given message requires a systematic approach that makes the most of the time allotted.
The method in this lesson will break down email management into three simple step that will free you up to act upon the messages you receive in an effective, timely manner.
[bookmark: _Toc452656442]Using Folders:
Many of us have learned how to create and use email folders to store messages that need an action or that we determine may be needed as reference in the future.
While folders do provide a storage place for messages based on a person, project or other top level topic; they also tend to become obsolete when a role changes or a project is over. Contact folders also wane in importance as our need to correspond with a contact changes over time. The common problem with managing email based on specific folder names is that the folder names become irrelevant while the messages in those folder often remain important.
Typical Use of Folders:
[image: ]

To simplify the email the folder method only use folders that contain items based on why you need to find the message later, for example:
[bookmark: _Toc452656443]Saved – This folder is where you keep messages that do not or no longer require an action. This is long term storage. All messages you keep will end up in this folder.
[bookmark: _Toc452656444]Action – This folder contains messages that require action, or contain information that you need for a project or task. All messages in this folder will be moved to the “Saved” folder for Storage.
[bookmark: _Toc452656445]Sent – This is a default Outlook folder that captures messages you send. This is long term storage, messages sent remain in this folder.
Simplified use of Folders:
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[bookmark: _Toc452656446]Create Folders
There are two levels of folders you may create.
· Top Level Folder - This is a folder that is created within the Outlook email account.
· Top Level Folders are for long term message storage 
· Sub-folder - This is a folder with-in a top level folder.
· Sub-folders are for temporary storage.
	1. 
	To create a top level folder right click on the Outlook Account name.

Right-click on David.Mount@kellypaper.com 
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Step
	Action

	1. [bookmark: T3_F6]
	Click the New Folder... command.  [image: ]
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	Step
	Action

	1. [bookmark: T3_F8]
	Name your folder to reflect your long term storage purpose.   Type "Saved".
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	Step
	Action

	1. [bookmark: T3_F10]
	Click OK.   [image: ]
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	Step
	Action

	1. [bookmark: T3_F12]
	To create a sub-folder, right-click on the Inbox.  [image: ]
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	Step
	Action

	1. [bookmark: T3_F14]
	Click the New Folder... command.     [image: ]
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	Step
	Action

	1. [bookmark: T3_F16]
	This folder is intended for action items or information that you need for a task or project. Name the folder based on the temporary status of items you will send to this folder.     Name: box. Type "Action".
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	Step
	Action

	1. [bookmark: T3_F20]
	Click OK.     [image: ]



[bookmark: _Toc452656447]Using Arrangements:
The key to maintaining the relevance of an email storage folder is to name the folder based on its purpose and then using the Outlook design to find messages based on the arrangement of the messages contained in the folder. This method allows you to quickly change how your stored messages are viewed simply and quickly.
[bookmark: _Toc452656448]Arrange Long Term Storage:
The default arrangement for Outlook email is by the date received. You can re-arrange the view by following the guide below:
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	Step
	Action

	1. [bookmark: T3_F4]
	Click the Saved tree item.
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	Step
	Action

	1. [bookmark: T3_F30]
	Scroll to the top message. Drag the pointer to the desired location.
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	Step
	Action

	1. [bookmark: T3_F34]
	Right click on any dated group.
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	Step
	Action

	1. [bookmark: T3_F36]
	Click the Collapse All Groups command.
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	Step
	Action

	1. [bookmark: T3_F38]
	This simplifies the view and will help you find messages based on a time frame quickly.
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	Step
	Action

	1. [bookmark: T3_F40]
	To find a message from a person, click on the “from” option on the view bar.
Select an item from the list.





[bookmark: _Toc452656449]Using Categories: 
Categories can be used to group Outlook items of different types together and color-code them for easy reference. For example, if you were working on a project, you could set up a category in Outlook and apply it to all items relating to the project so that emails, tasks and calendar appointments all appear in the same color.
To categorize items follow the guide below:
[image: ]
	Step
	Action

	1. 
	Select an item from the list.
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	Step
	Action

	1. 
	With the right mouse button, select the category icon.


[image: ]
	Step
	Action

	1. 
	Select the category. Click the @New Hire Orientation command.



[image: ]
	Step
	Action

	1. 
	Double-click to select an entry in the list.


[image: ]
Notice the item is now categorized. You can now search your folders to find items with this category.


[bookmark: _Toc452656450]Using Quick Steps:
Quick steps make it easy to move messages and assign actions based on what you intend to do with the message.
Use the guide below to use Quick Steps:
[image: ]
	Step
	Action

	1. 
	Click the Manage Quick Steps... button.
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	Step
	Action

	1. 
	Click the dropdown arrow to the right of the New box.   [image: ]
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	Step
	Action

	1. 
	Select the action for your new quick step. Select Move to Folder from the list.
[image: ]
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	Step
	Action

	1. 
	Name your quick step. Type the desired information into the Name: box. Type "Urgent".
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	Step
	Action

	1. 
	Select the appropriate action. Click the Open button.
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	Step
	Action

	1. 
	Select the folder to move the message to. Select Action from the list.
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	Step
	Action

	1. 
	Decide if you want to mark the message as read. Select the Mark as read check box.
[image: ]
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	Step
	Action

	1. [bookmark: T3_F18]
	Click the Options button for more actions. Click the Options button.  [image: ]
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	Step
	Action

	1. 
	Add action if desired. Click the Add Action button.  [image: ]
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	Step
	Action

	1. [bookmark: T3_F22]
	Click the drop down to select actions. Click the Open button.  [image: ]
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	Step
	Action

	1. [bookmark: T3_F24]
	Select your action. Select Mark as unread from the list.
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	Step
	Action

	1. [bookmark: T3_F26]
	Add more actions. Click the Add Action button. [image: ]
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	Step
	Action

	1. [bookmark: T3_F28]
	Choose the action. Click the Open button.  



[image: ]
	Step
	Action

	1. 
	Select Categorize message from the list.
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	Step
	Action

	1. [bookmark: T3_F32]
	Click the Open button.
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	Step
	Action

	1. 
	Select All Categories... from the list.
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	Step
	Action

	1. 
	Select the @Follow-Up check box.
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	Step
	Action

	1. 
	Click the OK button.  [image: ]


[image: ]
	Step
	Action

	1. 
	Click the Save button.    [image: ]



[image: ]
	Step
	Action

	1. [bookmark: T3_F42]
	You can continue to edit that quick step at any time. Select Urgent from the list.
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	Step
	Action

	1. [bookmark: T3_F44]
	Click the Edit button.  [image: ]
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	Step
	Action

	1. [bookmark: T3_F46]
	If desired changed the Quick Step icon. Click the Icon button.
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	Step
	Action

	1. [bookmark: T3_F48]
	Choose the icon that you want. Select &Today from the list.   [image: ]
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	Step
	Action

	1. [bookmark: T3_F50]
	Click the OK button.    [image: ]
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	Step
	Action

	1. [bookmark: T3_F52]
	Click the Save button.    [image: ]
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	 Step
	Action

	1. [bookmark: T3_F54]
	Click the OK button.    [image: ]
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	Step
	Action

	1. [bookmark: T3_F56]
	Click the Inbox: 14 unread messages tree item.
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	Step
	Action

	1. [bookmark: T3_F58]
	Click a message to apply tour quick step to. Select an item from the list.
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	Step
	Action

	1. [bookmark: T3_F60]
	Click the Quick Steps button.
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	Step
	Action

	1. [bookmark: T3_F62]
	Choose the quick step to use. Select Saved from the list.
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	Step
	Action

	1. [bookmark: T3_F118]
	You may also assign a category before using a quick step. With the right mouse button, select an entry in the list.



[image: ]
	Step
	Action

	1. [bookmark: T3_F120]
	Select your category. Click the @Aged Inventory command.
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	Step
	Action

	1. [bookmark: T3_F122]
	Select a categorized message from your inbox. Select an item from the list.
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	Step
	Action

	1. [bookmark: T3_F124]
	Select the quick step to use for this message. Select Action from the list.


[image: ]
	Step
	Action

	1. [bookmark: T3_F126]
	Now view your Action folder. Click the Action: 4 unread messages tree item.


[image: ]
	Step
	Action

	1. [bookmark: T3_F128]
	Arrange your Action folder to view by category. With the right mouse button, select an entry in the list.


[image: ]
	Step
	Action

	1. [bookmark: T3_F130]
	Collapse the grouped messaged to simplify the view. Click the Collapse All Groups command.
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