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White Paper

Outlook 2007: Processing e-mails

31/03/2010

This is my take on how Microsoft® Office Outlook® 2007 (Outlook®)
can be setup and used to process dozens of e-mails effectively.

David Allen’s article
(http.//www.qtdig.com/media/pdf/Getting%20Email%20under%20
control.pdf) provides the backdrop to managing e-mail with Outlook
and also provides suggestions on handling larger volumes.

Enjoy,
Brad Allen

! Microsoft and Microsoft Office Outlook are registered marks of Microsoft Corporation.
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The “Zeroing” process
Once you have Outlook setup (below), your 'zeroing' activity will generally follow these steps:
1. Start with your list manager next to you, open at the "At Computer" page (you
may need to flick to other next action contexts and also Waiting For, but in the . |
most part, | suggest your next actions will be taken "At Computer"). ”h

2. Use the GTD workflow and start working your Inbox (or "In-Basket" if you are using the “Advanced Setup”).

For example:
U if the e-mail has no meaning, delete it;

Or if you need it for reference later, click the “Categories” column to tag as @DONE, then drag the e-mail

into a reference or project folder;

then drag it to a folder or delete it;

u
U Orifit takes less than 2 minutes to process (i.e. a quick read and simple reply), do that, tag as @DONE and
u

Or, i.e. for all e-mails that are not ‘done’, write a next action in your "At Computer" list and then drag the
e-mail to a folder. Note: Don't tag as @DONE so it shows up in your ACTION SUPPORT search folder.

Mail « | A In- required, Click
i pon : Category column cell to
£ bn-Basket [T E n "
B Ak i quickset "@DONE
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i Digitat Content 4 moreply@tec.. Allen, Brad Techweorld - Welto Tu
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Weed 1002
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Urag over to project

Size  Categorses |InFoldes

2. Regardless,

or reference folder.

3. After you have 'zeroed', you can now use your "At Computer" list. When you come across a next action item
relating to a new e-mail you'll find it in the ACTION SUPPORT search folder. After you have finished the next action
associated with the e-mail, tag is as @DONE and it will disappear from the ACTION SUPPORT search folder.
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Outlook Setup (Basic)
PART A: Create your folder structure

1. In the Mail folders area, right click on ‘Mailbox — Mail Folders A
name’ and choose ‘New Folder...’ ‘;j,q” Mail Items -
2. Create a set of folders that represent your active = €5 Mailbox - Allen, Brac
projects and the start of your reference system (see E3 @ACTION W
image) =3 [J @PROJECTS
Note — Use “@” symbol if you want them to L3 Project ABC
appear at the top of the list of folders. 3 Project xx¥Z
= [ @Reference
[ Topicl
You will now drag all your e-mails to these folders. ""' p.
. . . .3 Topic 2
Clearly anything related to a project is dragged to a sub R Topic 3
folder of “@PROJECTS” and anything that is reference @ Bioletad fiss 3
‘ e =
material is dragged to “@Reference”. The @ACTION (3 Drafts 2]
folder is for items you need to think about more, i.e. (23 Inbox 11
you're note sure if it is a project or not. B Jurik E-nai
When dealing with new project items, just create the [ Outbox
project sub folder immediately and don’t get too worried LE) RSS Feeds
about the name as you can always rename it later. L[5 Sent ltems
3 LG Search Folders
O Categorized M 8
O Large Mail
Ll.i'\-r'fi'l-"l' ."..';'d-l_'.' w

PART B: Configure your ‘@DONE’ category

The ‘@DONE’ category is a simple way to manage e-mails that need no further attention. This can include e-
mails that you have read, forwarded or replied to, but want to keep. Anything that you don’t need should be
deleted.

1. Inany e-mail folder, from the Actions | Help
‘Actions’ menu choose ‘Categorize >/, 3 New Mail Message ctri=N B cang/meceive - o | [GY Search address
in the sub menu, choose ‘All - i —
Categories...’ Mew Mail Message Using 3 j jﬁ ‘i, "
¥ Follow Up o “'{
E.'J-:: Categorize L4 Clear All Categaories E
Junk E-mail b |G Create Category Search Falder.., F
i Reply Ctri=R [:] Blue Category 1
Lﬁ Reply to All Ctri=Shift=R [:] Green Categary
iz, Forward Ctri-F [:] Orange Category [
[ld Forward as Attachment  Ctri-Alt=F [:] Purple Category
Shortout Q Fed Category
E] Yellow Category
E;_—_, All Categories...
Set Quick Click..,
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2. In the Color Categories dialog, choose
‘New...’, and in the Add New Category
Dialog, type ‘@DONE’ (use upper
case), set the Color as GREY, and the

To assign Color Categories to the currently selected items, use the checkboxes next to each
category. To edit a category, select the category name and use the commands to the right.

Iame Shartcut key Mew...
Shortcut key to something that you [ (@ Blus Category
aren’t using, i.e. CTRL-F12. Click Ok to [ (D) Green Caipgg
close the Add New Category dialog E% :urra;:e; Adkd Hew Category
and click Ok again to close the ‘Color O] @ Red Cated ™ |eDone || color:
Categories’ dialog. O] () ellow cof Color: ShortcutKey: | @ v
Shortout Key:
[ oK | [ Cancel ] |L[’\]Dne)—v|
[ QK ] [ Cancel
3. Inany e-mail folder, from the | Actions | Help
‘Actions’ menu choose ‘Categorize >, &1 Hew Mail Message Cti=N B cand/Receive - (& | [4] Search addresst
in the sub menu choose ‘Set Quick i Hidhil Ml Wisscage omg A EE
Click...” g ¥ Follow Up =
= BE catzgorize 4 Clear All Categories -
? lunk E-mail » [[@ Create Categary Search Folder... F
E = Reply Ctrl+R Q Blue Category 4
Eﬁ Reply ta All Ctrl=5hift=R E] Green Categaory
“ igh Forward Ctrl=F D Orange Category r
L@]_] Eorward as Attachment  Ctri-Alt-F Q Purple Category
Copy Shortcut @ Red Category
C] Yellow Category
|51 All Categories...
Set Quick Click...

4. In the ‘Set Quick Click’ dialog, choose

‘@DONE’ and click Ok.

Set Quick Click

When single-clicking on the Categories
column, add the following category:

|

Copyright (C) 2010 TPAssist Limited (Ireland)
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PART C: Create your search folders

White Paper

Search Folders are a clever way to see manage your e-mail across all your folders. We'll use the search
folders capability to create the main work areas.

H H “« PR LJ Inbox 71}
1. Right click on the “Search Folder” listing — Junk E-mail
d choose “New Search Folder...” e
anae L& Cutbox

L) RSS Feeds
L= sent ltems
i= L0 search F

Led o

0 Cale
O Larg

O Uirretm

L3l Mew Search Folder..
Process All Marked Headers

b Mail

2. In the “New Search Folder” screen, choose
“Create a custom Search Folder” and click
“Choose...”.

Mew Search Folder

Select a Search Folder:

Mail sent directly to me

Mail sent to distribution lists
Organizing Mail

Categorized mail

Large mail

Old mail

Mail with attachments

Mail with specific words
Custom
i Create a custom Search Folder

m

Customize Search Folder:
To specify criteria, dick Choose,

|

[ o ][ caneel

3. Give your new search folder a name of
“ACTION SUPPORT”, then click “Browse...”
to select the folders.

4

Custom Search Folder

PS5

g Name: | ACTION SUPPORT]

Select "Criteria” to spedfy what items this Search

Folder contains,

Mail from these folders will be induded in this Search Folder:

Local Folders

Browse...

L Ok J [ Cancel l .

Copyright (C) 2010 TPAssist Limited (Ireland)
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4. In the “Select Folder(s)” dialog, uncheck
“Mailbox —xxx”, and check “@ACTIONS”,
“@PROJECTS” and “@Reference”. Leave
the checkbox on “Search subfolders”.

Select Folder(s)

Folders:

White Paper

RIX

3 [84 Maibox - Allen, Brad

Wl @ACTION

B M@ EPROFECTS

s v Cr
[1fa] Deleted Items
(1A prafts [1]
LSy nbox
T 1[C8 Junk E-mail
L= Outbox
C1LE) RSS Feeds
[1l=3 sent Ttems

Search subfolders

Searching in 3 folders:
SACTION; @PROJECTS; BReferance

Cancel

duld

Clear Al

5. Click “Ok”

6. Now in the “Custom Search Folder” dialog,
click on “Criteria”:

Customn Search Folder |. @-lﬁ

g Name: | ACTION SUPPORT

Select "Criteria” to specify what items this Search
Folder contains.

Mail from these folders will be included in this Search Folder:
@ACTION; BPROJECTS; @BReference

|

Cancel

l________IU'K]

7. Inthe Search Folder Criteria dialog, select
the “Advanced” tab, then add a search
criteria: Use the “Field” pulldown, expand
“Frequently Used Fields” and choose
“Categorises”; now change the “Condition”
to “doesn’t contain” and then type
“@DONE” in the value; now press “Add to

F: O
Search Folder Criteria

E.

| Messages | More Choices | Advanced |

Find items that match these diteria:
<hAdd criteria from below to this list=

s g Remove
List”. Define more criteria:
Condition: Value:
Categories doesn't contain lz‘ | @DoNE| |
'
|More Advanced...
Ok H Cancel ” Clear Al ]
. m.
8. Now click Ok three times to create your
search folder.
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9. Finally, add your search folder to your
favourites: By right-clicking on the new
seach folder (i.e. “ACTION SUPPORT”) and
choosing “Add to Favorite Folders”.

& Open
Open in New Window

48l Customize this Search Folder...
[ Delete "ACTION SUPPORT"
dle  Rename "ACTION SUPPORT™...
3 New Search Folder...
Add to Favonte Folders
Mark All as Read

Process All Marked Headers
%' Properties

10. Finally, you want to change the behavoir of
the message counter: Right click on the
“ACTION SUPPORT” search folder again,
choose properties

Right Click

Open in New Window
lidl  Customize this Search Folder..,
(54 Delete "ACTION SUPPORT"
de Rename "ACTION SUPPORT"...
il Mew Search Folder..,

Add to Favorite Folders

Mark All as Read

Process All Marked Headers

11. Now in the ACTION SUPPORT properties,
change the option to “Show total number
of items” and click Ok.

| =0 Search Folde e |
L% Open

() Show number of unread items
(@ Show total number of items

‘When posting to this folder, use:

| automatically generate Microsoft Exchange views

%7 Properties
ACTION SUPPORT Properties I?IE!
General
‘ i |acTIoN supPoRT
Type: Folder containing Mail and Post Items
Location: Local Folders
Description:

[ Ok ]l Cancel H

Apply

Copyright (C) 2010 TPAssist Limited (Ireland)
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PART D: Add your InBox to your Favourite Folders

Favourite Folders are a clever way to get in and out of your key areas quickly.

.
1. Right Click on your InBox and choose “Add to [ Inbox. (11 [
. ” 3 Junk{ & Open

Favorite Folders & out
[E) Rss
=3 sent| 'y
. ‘S;aé [ Copy ‘Tnbox"...

L

&

Openin Mew Window

M3 L

ey
(4 MNew Folder..

| Mail Add to Favorite Folders

__"j Mark All as Rzad
1| Calendar
Process All Marked Headers

& open

Open in New Window

2. Now Right Click on the InBox and choose Properties:

[ Copy 'Inbox"...

ae R
4 MNew Folder...
Add to Favorite Folders
Mark All as Read
Process All Marked Headers
Process Marked Headers
%7 Properties
j Inbox Properties A=

General |Home Page ! AutoArchive I Administration | Forms i
E] Inbox

Type: Folder containing Mail and Post [tems

3. Now in the INBOX properties, change the option to
“Show total number of items” and click Ok.

Location: \\ocal Folders

Description:
Inbox folder

" Show number of unread items
@) Show total number of items

\hen posting to this folder, use: |IPM.Post [=]

[¥] Automatically generate Microsoft Exchange views

Folder Size...

[ oK JI Cancel ” Apply ]

PART E: File your existing e-mail items.

”nn

See “Getting your existing folders to “zero””.
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Outlook Setup (Advanced — Option 1)

The steps below provide ideas relating to an extension to basic setup outlined above. This advanced setup is
useful if you wish to file send items also.

PART A: Create a rule to automatically flag sent items

1. In Outlook, choose ‘Rules and Alerts...” from the Tools | Actions Plaxo Funambol H
Tools menu Send/Receive v
‘ Instant Search »

&l Address Book... Ctrl+Shift+B
S % Organize

wn
0

| u} Rules and Alerts...
E Mailbox Cleanup...
n {5 Empty "Deleted ltems" Folder

iy

Forms 3
Macro 3
. rank. Stk

2. Select “Check messages after sending”: Rules Wizard

Start from a template or from a blank rule
Step 1; Select a template

| Stay Organized

5 Move messages from someone to & folder

.,3 Move messages with specific words in the subject to a folder

Lj Move messages sent to & distribution list to a folder

}( Delete a conversation

W Flag messages from someane for fallow-up

_;3 Move RES items from & specific RES Feed to a folder
Stay Up to Date

= Display mail from someane in the Mew Item Alert Window

W) Play a sound when I get messages from someone

r; Send an alert to my mobile device when I get messages from someone
Start from a blank rule

A Check messages when they arrive

i =1 Check messages after sending

Step 2; Edit the rule description {dick an underlined valug)

Apply this rule after I send the message

3¢ Next> | [ Finish

3. Click Next>and then again click Next> (and choose yes to process every message).

Page 9 of 16
Copyright (C) 2010 TPAssist Limited (Ireland)



% Simply Organised

White Paper

4. Now define what to do: Check “assignittoa

category”

Rules Wizard

What do you want to do with the message?
Step 1: Select action{s)

X

assign it to the category category

[] maove a copy to the specified folder

[] flag message for action in & number of days
[] clear message's categories

] mark it as importance

[] stop processing more rules

[ perform & custom action

[ mark it as sensitivity

[ notify me when it is read

[ notify me when it is delivered

[ Cc the message to people or distribution list
[] defer delivery by a number of minutes

Step 2: Edit the rule description {dick an underlined value)

Apply this rule after I send the message

assign it to heEEg{é'g' oryicategory

[ Cancel ][ < Back ][ Mext =

] [ Finish

In Step 2, click the high-lighted “category” item and choose “@DONE”.

Click Next

Click Next (there are no exceptions)

O N o,

Name it “Categorise Sent Items as @DONE”

Rules Wizard

Finish rule setup.

Step 1: Specify a name for this rule

3

Categorise Sent Items as @DONE

Step 2: Setup rule options
[JRun this rule now on messages already in "ACTION”

Turn on this rule

Step 3: Review rule description {click an underlined value to edit)

Apply this rule after I send the message
assign it to the @DOME category

[ Cancel ] [ < Back

Copyright (C) 2010 TPAssist Limited (Ireland)

Page 10 of 16



% Simply Organised

PART B: Add your “Send Items” to your favourites.

White Paper

1. Right-click on Sent Items, and choose “Add to
Favorite Folders”.

S ———— i
=] Sent Pase .
3 0@ Searc [ Qpen
LA A Open in New Window

|~} Maait |4 Copy “Sent ltems”...
[ Caenaany| W Deicte Sentitems

—;3]‘7' Rename “Sent Eems
H Contacts

] Tasks

4 MNew Folder...

Add to Favorite Folders

2. Right Click on the Sent Items folder and choose

“Show total number of items”:

Sent ltems Properties

__Administration | _Forms
General i

|  Permissions
1

Home Page

. Synchronization

3

AutoArchive

Li.] iSent Items

Type: Folder containing Mail and Post Items
Location: VMailbox - allen, Brad

Description:

() Show number of unread items
(®show total number of items:

When posting to this folder, use: |IPI'~1.Post

Automatically generate Microsoft Exchange views

[ Folder Size... ] [ Clear Offline Items

] [ Cancel

PART C: File your existing sent items.

”nn

See “Getting your existing folders to “zero””.

Copyright (C) 2010 TPAssist Limited (Ireland)
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Outlook Setup (Advanced — Option 2)

The steps below provide ideas relating to an extension to basic setup outlined above. This advanced setup is
useful if you wish to process (i.e. file) received items and send items together and at the same time.

PART A: Create a custom search folder.

1. Create a search folder (as outlined in the Basic
setup), called it “In-Basket”.

Customize "In-Basket”

g Mame: EIn-Easket

1)
Select "Criteria” to change what items this Search
Folder contains. —
Mail from these folders will be induded in this Search Folder:

i inm:_Sent Items i Browse...

2. When configuring the folders, choose “Inbox” and

“Sent Items”.

Note: There are no search criteria; you just want to see

everything.

Select Folder(s) 3
Folders:
= :It(;ﬁ Mailbox - Alen, Brad oK
O3 @acTion
7 (I3 @PROECTS
3 [JCA @Reference
[15) Deleted Items
[OLF prafts [1]
C2l8E] 1nbox J88
& Junk E-mail
LS outbox

g Rrss Feeds
v -} Sent Items [1]

E]iearch subfolders

Searching in 2 folders:
Inbox; Sent Items

PART B: Customise the search folder so that it groups by date.

1. In the In-Basket search folder, click the
“Received” column heading/title.

A In-Basket ~
$ % [0 From Subject Received ge Catege

=) Date: Today Sort by: Received

Copyright (C) 2010 TPAssist Limited (Ireland)
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PART C: Add the new search folder to your favourites and remove Inbox and Sent Items.

i

Qpen

e
[ In-Bash
| e

1. Right-click on Sent Items, and choose “Add to g
Favorite Folders”. LB Unread e in New Window

R

il @1 Customize this Search Folder...
e LA Delete ‘In-Basket’
afe  Pename ‘In-Baskat'...
o L Mew Search Folder.,
ks Add to Favorite Folders
Mark All as Read
—_— Process All Marked Headers

Zf Properties

2. Right Click on the In-Basket folder and choose iiBaskel Aopheaties

General |

“ H ”, -
Show total number of items”: _
¥ 8 [In-Basket ]
Type: Folder containing Mail and Post Ttems
Location: Mailbox - Allen, Brad
Description:

O show pumber of unread items

When posting to this foder, use: |

Clear Offine Itemg

o J[ cance ][ ooy ]

3. Now instead of using your Inbox, you use the In-

Basket.
Although, best practice with Outlook is NOT to have (Goncne [z s |
the “Inbox” as your start-up page, i.e. it should be your | Sent
. , . |Preferences |Mail Setup I Mail Format | Spelling | Other | ik
calendar, if you aren’t using your calendar; you could T
. . . .. eneral - -
configure it to be your new processing place. This is 1 [F]Empty the Deleted Items fokder upon exing
done by choosing “Options” from the tools menu, L) @] Make Outiook the defauit program for E-mail, Con : 7
changing to the “Other” tab, clicking “Advanced Default programs. .| [ Advanced options... |')
Options” and changing the “Startup in this folder” AutoArchive Sl
= -
option: “i=o Manages| Advanced Options ; @I&J
and by di
General settings Click Here
Outiook Panes —3 Startup in this folder: .Calendar
Customiz [¥]Warn before permanently deleting items
[T Provide feedback with sound
[¥] show Paste Options buttons
@ Use Unicode Message Format when saving messages
| Enable logging (troubleshooting)
Person Names —— n E-M; 1
F_ . il

Page 13 of 16
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Getting your existing folders to “zero”

Now that you system is configured, you need to get your folders to “zero”. Depending on the volume of
e-mail, you might need to give this a good chunk of time and also employ a few tricks. Here is what is
generally considered best practice for getting your e-mail to a manageable place.

PART A: Cleanse your e-mail.

Before you start, you should clean out rubbish e-mails.

& Inbox - Microsoft Outlook .

“w 2
1. Inyour “InBox”, sort by sender, then browse T TR

through and delete everything that really isn’t
needed.

| 3 New ~ Lf Reply 3 Reply to All i} Forward = o - Send/Receive ~ =
(%8 | @Back @ A (& | 9 |F) | Messages i=F= R
Folder List « || 2 Inbox

All Folders « |[*2E [ @ From Subject
£ an outiook items

=] From: Brad Allen (14 items)

= €6 Mailbox - Brad Allen -
:a Calendar -
85 Contacts
@ Deleted Items
L7 Drafts
H [ Inbox
\éﬁ]aumal
L g Junk E-Mail
| Motes
(3 Outbox
® LE) RSS Feeds
[ sent Items
= 3 SyncIssues
53 Conflicts
L# Local Failures
A il

ST T E

1
1
1
1
1
1
e - 15 mmaieeg sl Bomd sl Cosggng
1
1
1
1
Y

PART B: Mark everything “done” (for now).

Before you move e-mail to your action, project or reference folders, you want to minimise the amount of
“processing” you need to do.

“« ” . . [ Inbox [search Inbax R
1. Open the “Inbox” folder, click CTRL-A and click the = :
4 155 [0 From Subject Received Size Categories e he
“” H 2 H
Categories” column to all e-mail tag as @DONE N [onoroc ]
““““““ u Brad Allen Fr 130372610 12, 15 KB @DOHE v
= Brad Allen - Fri12/03/201012... 34 KB @DONE \l\f
- Brad Allen e Fri12/03/201011.. 8KB @DONE
= Brad Allen -y ‘Wed 10/03/2010 ... 6 KB @DONE
= Brad Allen - L ‘Wed 10/03/2010 ... 6 KB @DONE
~3 Brad Allen LA LT Mon 22/02/2010 ... SKB @DONE
= Brad Allen - . - " Sat 20/02/20101... SKB @DONE
) Brad Allen A R . Fri 0502201011 7 KB @DONE
i Brad Allen - ] ‘Wed 20/01/2010 ... 6 KB @DONE
;‘ﬂ Brad Allen . Fri15/01/201013... 8 KB @DONE
= Brad Allen 5at09/01/20101... 6KB @DONE
=] Brad Allen - = o Thu 07/01/20101... 7KB @DONE
e T TN p— Moo 4ad1A000 T e e = il
) . == 5
2. Ifyou plan to file your sent items (as per the ‘= SentItems 2 '||"
1O 0T Subject Sent Size Categaries v |-
“u ” «“ ” b4 ) )
Advanced” setup, repeat step 1 for “Send ltems”. !
= To: Brad Allen (2 items) Laft Click =
P—— . - Fril2/03/2010.,9KE  @DOI |
vam ) inas waw Fri 12/03/2010 ... 6 KB @DON
=
F el s ‘Wed 03/02/20... 9KB @DONE
=
1 - Syt ” Fri 12/03/2010 .., 14 KB @DONE
=2
—————— Fri 12/03/2010 ... 6 KB @DONE
T g e Thu11/03/201... 6KB @DONE
1
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PART C: Defer older e-mails.

If you have hundreds of e-mails, it may be unwise to attempt to process them all right now. A good ideaisto
create a temporary folder, move older e-mails there and then give yourself a next action to process them
later.

1. Create a new folder under “Projects”, call it, “To Create New Folder PIx

Process — from before GTD”. hame: B
|00 To Process - from before ] i

Folder contains:

[Mail and Post Ttems |

Select where to place the folder:

2 %5 Mailbox - Allen, Brad A
[3 @ACTION E
# 3 @PROJECTS
# (3 @Reference
ﬁ Calendar
85 Contacts
& (& Deleted Ttems
|.(Z| Drafts [1]
] Inbox [5]
8 Jourmal

[t Junk E-mail

v

2. Now go to your “InBox”, sort by date (so the oldest
item is at the bottom).

3. Click the last e-mail, now hold the SHIFT key down
and click the UP ARROW. Keep going up until you
start to see e-mails that grab your attention (i.e. you
might have some outstanding action) — at this point
release the UP ARROW and the SHIFT key.

4, With the older e-mails now selected, choose Move
to Folder (from the Edit menu) and pick the folder
you created in step 1.

5. Ifyou are filing your sent items, repeat steps 2 to 4
for your “Sent Items” folder.
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PART D: Use grouping to eliminate urgent processing.

A further trick to reduce your processing time is to group your e-mails by sender and see if you can bulk
move items relating to HR policies or IT notices to “reference” for example.

1. Inyour “InBox”, sort by sender, then browse
through the groups, find “reference” items and
create reference folder for these, then move the T T T o
related groups of e-mails to these reference folders. S ——— e ——

Becenta ]

2. Inyour “InBox”, sort by sender, then browse
through the groups, find groups of items related to
the same project. Now create a project folder for
these, and then move the related groups of e-mails
to this project folder.

3. Inyour “InBox”, sort by subject, then browse | Inbox CHck Hors
$ii D0 From Subyea
through the groups, find “reference” items and ;

create reference folder for these, then move the
related groups of e-mails to these reference folders. : R T

4. Inyour “InBox”, sort by subject, then browse
through the groups, find groups of items related to
the same project. Now create a project folder for "
these (if it doesn’t exist), and then move the related '
groups of e-mails to this project folder.

PART E: Process the rest of your e-mails.

By now you should have a manageable amount of email. The steps to process each are as below.

Tnbox £

1. Review the e-mail. If itis “done”, delete or move it  —— S = o lorwew  Nlo
to a project or reference folder. F

2. If the e-mail is “not done”, clear the category
column (removing the “@DONE” category), record
the next action in your list manager and then move
the item to a project folder. Note: By removing the
@Done category, this e-mail will now appear in your
“Action Support” search folder so you can easily find
it.
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