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Organization Strategies

4AManaging views
4dFolders
4ACategories

Rules (Outlook) and Filters (Gmail)

ABasic rule in Outlook

AWhat can you do with Advanced rules
AFiltering rules in Gmail

dlLabels vs. Stars

See Emails from Important People Quickly

1. Right click on the person’s name. From the drop-down
menu select Create Rule.

2. From the Rules wizard, click on Advanced Options.

3. From the Step 1 box, click on the box with the person’s
name.

4. Click Next

5. In the next box click on the relevant action eg Display
a Desktop Alert. Click next/Next/Finish.
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Create Rule

Csentto

Do the following

rom Lugy Brazier
[ Subject contains

me anly

When | get email with all of the selected conditions

[ Display in the New Item Alert window

LIVE, Global -Final line up! 52 speakers, 2 Days, 46 hour

[Play a selected sound: | Windows Notify Em
love the item to folder. |Luey B
oK Cancel | | Advanced Options...
Rules Wizard X
Rules Wizard X

‘Which diti d it to check?
b “1“5’2";;‘:;:1”::[:]” wantto chec What do you want to do with the message?
Dp Step 1: Select action(s)

ffrom Luey Brazier ~

delete it

[ ‘with Access to replavs website in the subject L] delete . ~
a access 10 replays webslle [ permanently delete it

sent to Lucy Brazier (] forward it to people or public aroup
[ with Access to replays website in the subject or body (] forward it to people or public group as an attachment
L] through the soccified account [] redirect it to people or public group.
[] sent anly to me [] have server reply using 3 specific message
() where my name is in the To bax [ reply using a specific template
[[] marked as importance [] flag message for follow up at this time
[ marked as sensitivity [ clear the Message Fiag
[ flagged for action [ clear message's categaries
] where my name is in the Cc box [ mark it as importance
(] where my name is in the To or Ce bax 1 print it
] where my name is not in the To box [ play a sound
[ with specific words in the body [ mark it as read
] with specific wards in the message header ] stop processing more rules
[ with specific words in the recipient s address (] display 2 specific message in the New Item Alert window
[ with specific words in the sender's address v {display a Desktap Alert
[] assigned to cateqory category v [ apply retention palicy: retention policy v
Step 2: Edit the rule description (click an underiined value) Step 2 Edit the rule description (dick an underlined value)
ADPIY this rule after the message arrives Apply this rule after the message arives

from Lucy Brazier
display a Desktop Alert
e e Finish Cancel < Back Finish

What rules will you create?
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Gmail; Stars vs. Labels

AStars are a visual marker with metadata.

AStars work on individual messages in a conversation
Al abels apply to conversations

Al abels act like folders

AFilters can apply to either BUT one kind of star only

Gmail; Stars: How to

AClick the star
4Use a filter to star
4ASetting up custom stars, then click, click, click, click
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Settings

General Labels Inbox AccountsandImport Filters and Blocked Addresses

Forwarding and POP/IMAP Add-ons Chatand Meet Advanced Offline Themes

Stars: Drag the stars between the lists. The stars will rotate in the order shown below when you click ¢
To learn the name of a star for search, hover your mouse over the image.

Presets: 1star 4stars all stars
In use: * * B % « B @
Not in use: « B !

Page 4 SawbuckSeminars.com



Labels: How to

4| abels = Folders
Al abels area also categories, with multiples possible
4l obel cs...
ASetting up a Filter

4 Reply Label as:
. Reply all Case Tests
I T
» Forward
! @ Forward as attachment Case Tests” (create new)
-
b B archive | —
| @ Delete
| & Markas read
Mark as unread
I ° t: Test Recurring Meeting @ Weekly f
Snooze
| - ecurring Meeting @ Weekly from 10...
@ Addtotasks LB R A
s 2017-06-08 12:41 GMT-05:00 Melis...
B Moveto

0

:

[ I B S B

LAy - H

Categories Melissa
Social L
Updates ] a Label color 4
Forums In label list
Promotions 67  Show

[Imap)/Drafts Show if unread

Google Play

Google Play Email

Filters: How to

ASearch for messages
ACreate filter

AAssign action
AAlso apply filter to matching conversations = Run now

Q  fromnetflix -in:chats X 2

Q  netflix

From
To

Subject

Has the words
Doesrit have
Size

Date within

Search

netflix

greater than
1day

All Mail

O Has atachment Dontinclude chats
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€ When a message arr

ives that matches this search:

O Skip the Inbox {Archive ity

O Markesread

sarch
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Delete it

Never send it 1o Spam

Send template: Choose template.. =

Always mark it as important

Never mark it as important

® | Also apply filter to matching conversations, Run now

]

b

3
g

". u
8

Create filter
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Quick Steps vs. Templates

AQuick Steps
oNo rich text
oNo attachments
oOne click operation

ATemplates

oAnything you can put in
email message

oA few more clicks to use

Email Templates & Quick Steps

4Doing the hard work once

3 Save As
| « v 4 1 « AppData > Roaming » Micosoft » Templates >
Crgonize = New folder
% This PC * MName
930 Objects [ SAWSEM-MESMO - Webinar
M Desktop [ _Farst Interview Response:

1 _Task Ramindes
=1 __soom password

# Documents

& Downloads N
[ _New webinar participants

b Music £ Status Emai
= Pictures [ SawSern-Wiebinar
B videos =1 Use this for certain circumstances
25 Local Disk (C) ] Those are my glasses
Flayala —
¥ Natwork M

File name: | My Template
Save as type: |Outlook Template

A Hide Folders Tools
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| Edit Quick Step

Name:

% Editthe actions the quick step performs.

€ Reply

an

o

Automatically send after 1 minute delay.
£edd Action

= Shoncutkey: | Chonse a shoreut| >

Tooktiptext | Use for replies to Cs

-l ]
=

Subject  |RE <subjeat>

Flag: Nalsg ~

Importance: | o Change

Text Thank you for your informatian! Your quaifications have sparked

our interest, Phease et us know when you are svailable for 8 phone
i week.

3|
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Mail Merge

ASending the same message to multiple people in
Outlook

AWhat about Gmaile

Google

mail merge add ons for gmail X

Q Al [ Images [ Videos B News < Shopping i More

About 376,000 results (0.62 seconds)

gsuite.google.com » marketplace » app » mail_merge_... ¥

@ Mail Merge with Attachments - G Suite Marketplace

Settings

Go to the Google Sheet > Add-ons > Mail Merge with Attachments > Show Email Quota to

know your daily ...
3 days ago - % % %k k * Rating: 4.3 - 2,571 votes

gsuite.google.com » marketplace » app » yet_another_ma...

@ Yet Another Mail Merge (YAMM) - G Suite Marketplace
The best and easiest mail merge tool for Gmail. ... To get started, simply: » install the add-on
from the G Suite ...

Aug 31, 2020 - % % % % * Rating: 4.8 - 18,170 votes

Mail Merge in Outlook

Contacts.

L T ' 1

Fields to merge =

[ permanent file:

To save this contact data for future use or reference, specify a file name.

ge opti
Document type:
Form Letters
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Merge to:
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imsert  Draw  Design  Loyout  FReferences  Mailing:
= [ —i — R [ Rues ~ “»
E B B BB AN
Ewelopes Labels | StartMail  Select Edit Highlight  Address Greeting Insert Merge Preview
Merge ~ Recipients » Recipient List | Merge Fields Block  Lne | Flsldw L E Resuts
Mail Merge Contacts e S sl e w8 3
- o

z

Calback
(®) All contacts in current view (@) All contact fields i .-
ar Phone
() @nly selected contacts () Contact fields in current yiew
Categaris
To filter contacts or to change the columns in the current view, on the View tab, point to Current View, and Children
then choose a command. : .
Document file
(®) New document Hello, «First_Name»!
() isting d . COmPAT) 1 cort Mad Merge Field
i ment .
e ‘ | Browse_ | - It was a pleasure to meet you and y¢  computer Network Narne
Contact data file

Business_Phone 2 Al
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Conditional Formatting Steps

4View tab, Current View group, View Settings button
4AConditional Formatting button

4AAdd
oName it
oSpecify format

Rules for this view:

] Unread group headers ~ add
| 2] submitted but nor sent \
. . | Expired emai
oSpecify conditions o e ||
1 vl in other folders |
] Site Maill i
) Sie bl documert peming piond Move Up
i 2] paypal i - -
% v
: o Filter X
Advanced View Settings: By Category x Properties of selected rule
Descririon Mame: Margaret Messages More Choices Advanced
o impartance, Reminder, ko, Atachment From Sukject infalde- | | | pom. | |16BT. SHOWCARD GOTHIC Search for the word(s): | =
Grou By. Conversatian (ascending) In: | subject field only -
- cversaton sscen condi
Sart. Received (descending) ! From.. margaret@ nfinitebusinesssolutions.com
1 oK SentTo..
Eoer of
——————— [ wwhere  am: the only person an the To line
Other Settings.. Fonts and other Table View setlings
Time: | none | [anytime
Conditional Farmatti User defined fonts an each message
Format Columns.. | Specify the display formats for each field
Reset Currert View ox cancel
Fle  Home  Send/Receive  Folder  View  Add-ns  Help
C {é} Ié/) T ;\/ T Reverse Sort [] Folder Pane ~ L) Reminders Window
B Add Columns. N [ Reading Pane~ | [ 10pen in New Window
Change View Reset Show Message Arrange Use Tighter

2, Conversation Settings ~

View v Settings View Focused Inbox

Current View

Messages Focused Inbox

Preview~ Byv T Expand/Collapse ¥

Arrangement.

Spacing [T To-Do Bar ~

Layout

IE Close All ltems

Window

B 1l bereson = w | L) R W Advanced View Settings: Compact
T [ I P —
Sy DYt oubae | € Coe st b Description
T Ty
“Favontes E ' [ ewen | " ”
i % roup By. anuersation (ascending)
. i e [T —
Ji—r w | ot ™ Sort.. Received
sert e D Momat
: or

=M R
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Importance, Reminder, Icon, Attachment, From, Subject, ...

v Other Settings...
Conditional Formatting. ..
Format Columns.

Reset Current View

Fonts and other Table View settings

User defined fonts on each message

Specify the display formats for each field
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Don't use email

4ANot everything should be an email
dinstead of email...?

Turning off Notifications in Trello

Q Monica Seeley awcoicsoor
Profile and Visibility Activity Cards. Settings Trello Gold
o] y
To make j0.t0 your Atiassian account, »
Account Details
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What you say when you say Nothing

APriorities

AWhat do you want?
AEmotional messages
AEnding the conversation

Resources

AWatch & Learn
o https://melissaesquibel.com/watch-learn
AdExecSecTech
ohttps://www.execsectech.com/
AMESMO website
ohttps://www.mesmo.co.uk/
4100 Tips to Supercharge your Productivity
AMore from the two of us
ohttps://sawbuckseminars.com/special-series-mesmo-consultancy/
AComing up on Sawbuck Seminars
ohttps://sawbuckseminars.com/services/
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Mesmo

ExecSeCTech CONSULTANCY
managing email smartly

SEMINARS Cop, maximises opportunities

Thank you!
Questions after the session: Post in
Sawbuck Seminars Q&A on Facebook or LinkedIn

Visit SawbuckSeminars.com and MESMO.co.uk
for more programs and resources
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