WHY I WROTE THIS GUIDE

Look at the number of emails in your inbox. How many of them are unread? If
you are like most people, the number is probably at least somewhere in the
hundreds, possibly more. Now ask yourself how often you have forgotten to
respond to someone’s request for information because it gets buried. Ot, how often
have you sent a request to a coworker or customer and never heard back, then
torgot to follow-up with them and the ball was dropped. Lastly, how much time
do you spend each week searching for emails or attachments in those emails? No
doubt it is significantl

Not everyone has time to read a 300-page book on how the best use of a software
application. Because of this, I wrote this guide to quickly enable the set up and use
of Outlook to most effectively organize the daily deluge of emails that are sent and
received. This guide will show you the simple, yet extremely effective methods that
I have developed over the last 15 years to ensure you are using this tool to its fullest
potential. Other guides contain hundreds of pages, and cover every detail of the
software, taking hours to read. In contrast, this guide attempts to succinctly cover
the simplest, yet most effective customizations. After all, this is about efficiency!

As technology becomes more pervasive in the workplace, efficiency improves
only if we learn to embrace it. So often I see people using tools so ineffectively that
little is gained from them. For many companies, Microsoft Outlook continues to be
a staple of workplace technology, however after 15 years in my professional career
I have rarely seen it used to its full potential. This handbook is intended for those
who heavily rely on Outlook yet have not taken the time to learn how it can greatly
improve your productivity, making you more efficient and more accountable to
yourself and those around you. I believe the phrase, “the whole is greater than the



sum of its parts” applies to this handbook. Implementing and perfecting each topic
discussed will greatly increase your efficiency, specifically if you fully employ each
one. I hope you enjoy it

The references and images included in this handbook are referencing Outlook
365 versions 2002 to 2010 on a Windows Operating System, so if you are using a
different version some references may differ slightly, specifically on Mac OS.
However, the principles in this guide have been applicable for over 15 years, so 1
presume they will not drastically change in the future. That said, I will continue to
revise this handbook as necessary to stay current.

vi



CONTENTS

WHY | WROTE THIS GUIDE........uiiiiiieieeeitie ettt ettt sttt st e e v
GOALS OF THIS GUIDE ...ttt sttt et et s sn e e 9
SECTION 1: SETTING UP AND ORGANIZING QUICKLY....ccueiiiiiiiiiiiiiiiiiiiciiee i 11
SECTION 2: TRACKING OPEN ACTIONS USING OUTLOOK FLAGS ......ccevvieriieeieenieenne 21
Section 2A — Setting UP flags .uuveeeiiee i 22
Section 2B — Utilizing Flags within Task VIEW ........cccoovviiiiiiiiiniiiiieiee e 24
SECTION 3: FILING SENT AND RECEIVED EMAILS ...c.uoiiiiiiiiiieiiieciee e 27
SECTION 4: CREATING FAVORITE FOLDERS ......ccoitiiiiieeitee sttt 29
SECTION 5: AUTOMATIC FORMATTING OF RECEIVED EMAILS ....ccccvviiiiiiniieeieeeieeene 31
SECTION 6: CUSTOMIZATION AND SHORTCUTS....coiiitiiiieenireeeiteenie et 35
Section 6A — Customizing Cat@GOrIeS .ceuvuurireeiiieieeee e e e e e 35
Section 6B — Adding Macros to simplify the process .......cccccceeeeeeeeeeeeccccciicrrrenneee, 36
Macro 1 —Save SeNt ITeM . ... 40
Macro 2 — Show Categories BUTTON.......cccuvvviiiiiiiiiieeeee st 42
Section 6C - Assigning keyboard/mouse shortCuts ..........cccceeeeeieeeeeiieeeeeceeeeecreeen, 44
SECTION 7: MANAGING INCOMING EMAILS AND USING POSTS .....oooeiiieniieenieeeieenne 51

Section 7A — INCOMING EMailS..cceeiiiiiiiiiiieeeece e 51



SECLION 7B — OULIOOK POSES...enieeeeeeeeeee ettt e et e e et eeeeeeeeseesnaeaens 52

SECTION 8: VIEWING EMAILS IN CONVERSATION VIEW ....ccovvviiiiiiiiiiiiiiiiiieieeeee 55
SECTION 9: MANAGING OUTGOING EMAILS.......ccoiiiiiiiiiiiiiiiiirn 57
SECTION 10: CUSTOMIZING TASK VIEW AS A DASHBOARD. .......cccceviiiiiiiieiiiiiiee, 59
SECTION 11: USING OUTLOOK’S SEARCH FUNCTIONS ......coictiiiiiiiiieeeeesrecceee e 67
SECTION 12: THE HOLY GRAIL, “INBOX ZERO” .....oeiiiiiieeeiieee ettt 77
KEYBOARD SHORTCUTS ...ttt e e e 79

TABLE OF FIGURES .....coiiiiiiiitnn e 81



GOALS OF THIS GUIDE

Throughout this guide, you will learn the following topics:

e Quickly organize an existing mailbox Section 1

e Effectively track all open actions for both sent and Sections 2, 3, & 9
received emails by flagging, categorizing, and filing
items quickly and effectively

e Organize your folder structure, mail view, and create ~ Sections 1, 3, 8, & 11
dynamic search folders

e Automatically format incoming emails based on Section 5
senders and content

e C(reate macros to simplify the process of flagging, Section 6
categorizing, and filing emails for follow-up

e Modify Task View to show actionable items in an Section 10
organized way

e Use keyboard shortcuts and/or set up mouse Section 6
shortcuts to increase efficiency

e Create Outlook Posts to capture tasks not contained Section 7
in emails

e [Effectively using the Outlook search function to Section 11

easily find emails

e Get in the habit of easily ending each day with all Section 12
actions tracked and no emails in your inbox






SECTION 1: SETTING UP AND
ORGANIZING QUICKLY

If you are like many people, you have probably already been using Outlook for
years. Because of this, you likely have countless emails in your inbox, many of these
being unattended to. You also may have overdue emails you have flagged from that
time you decided to try using them, but eventually gave up. Maybe your emails are
spread across a collection of folders that are generally useful, but still not how you
would like them. The purpose of this section is to help you quickly parse these
emails without losing the important items, as well as setting up your layout such
that it will be most productive as we move through the following sections.

The first step in reducing the bulk of emails you have is to filter out those that
are likely unimportant. This may sound simple at first but sifting through thousands
of emails to end up with something that is easily reviewed and acted upon can
quickly become very time consuming, which is why you have not done it yet. As a
first step, it is mostly likely that emails you are copied on, and not a direct recipient
of, are the best candidates to be archived. To easily narrow in on these, we will
create a rule to move all the emails that meet these criteria to a separate folder. We
can then optionally apply some additional rules to further narrow in on emails to
archive.

Under the Home tab of the ribbon, click on “Rules” and then “Manage Rules &
Alerts.” See Figure 1. Ensure that your mailbox is selected in, “Apply changes to
this folder:” and then click “New Rule.” Below the “Start from a blank rule” section,
select “Apply rule on messages I receive,” see Figure 2. Click “Next” to display the
“Rules Wizard.
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Fl [ Email Rules Manage Alerts

. Apply changes to this folder:  Inbox [jeff@dysonsphereco.com] ~
Assign
e = Rule.. Chg
Palicy ~ S <Y
Rule (applied in

Start from a template or from a blank rule
Step 1: Select a template
Stay Organized
EL] Move messages from someone to a folder

Manage Rules & Alerts...

El] Move messages with specific words in the subject to a folder

Erl Move messages sent to a public group to a folder
FU Flag messages from someone for follow-up

Flgure 1 . Creatlng a ru1€ El] Move RSS items from a specific RSS Feed to a folder
| stayUptoDate
Rule description (clic} E_:' Display mail from someone in the New Item Alert Window

) Play a sound when | get messages from someone

D Send an alert to my mobile device when | get messages from someone
Start from a blank rule

5] Apply rule on messages | receive

B Apply rule on messages | send

I TFnable riles on all

Step 2: Edit the rule description (click an underlined value)

Apply this rule after the message arrives

Cancel Back Next > Finish

Figure 2. Creating a rule for received emails

Next, select “where my name is in the Cc box™ as well as the “where my name
is not in the To box™ and click “Next.” The next option is to choose what to do
with emails that meet the criteria. In this case, we will choose to move these emails
to a separate folder, so choose “move it to a specified folder.” See Figure 3 and
Figure 4 below.
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Rules Wizard o Rules Wizard x
Which condition(s) do you want to check? What do you want 1o do with the message?
Step 1! Select gonditian(s) Step 1: Select agtion(s)
| where my name is not in the To box A | Imave it to the spedified folder A
v where my name is in the Cc box assign it to the category category
from pe public groug delete it
with spec 5 in the subject permanently delete it

through the cified acoount move a copy to the specified folder

sent only to me forward it to peop FaLp

where my name is in the To box forward it t ip a5 an attachment
marked as i - redirect it to pe P

marked as have server reply using a ity

flagged for action reply using a sg

where my name i< in the To or Cc box flag message for f
sent to people or public group clear the Message Flag
the body clear message's categories
in the subject or body mark it as importance

5 in the message header print it A

: in the recipient's address play  sound

with specifi in the sender’s address mark it as read
assigned to categaory category b stop processing more rules b
Step 2: Edit the rule description (click an underfined value) Step 2: Edit the rule description (click an underfined value)
Apply this rule after the message arrives Apply this rule after the message arrives
where my name is in the Cc box where my name is in the Cc box
and where my name is not in the To box and where my name is not in the To box
move it to the specified folder move it to the specified folder
Cancel < Back Next = Finish Caniesl < Back Next > Firilsh
Figure 3. Choosing rule conditions Figure 4. Choosing what to do with

emails that meet the selected conditions

After choosing, “move it to a specified folder,” you need to ensure that you
choose a folder by clicking the blue underlined “specified” text shown in the bottom
of the dialog box. This will display your current folder list as shown in the left
navigation pane within Outlook. Create a new folder called “Copied Only.” To do
this, click “New.” In the “Create New Folder” dialog box, enter the new folder
name, then be sure that the root mailbox name is selected,
“jeff@dysonsphereco.com” in my case. This will ensute that the new folder does
not get placed in a subfolder. See Figure 5. Click “Ok,” then be sure that the new
“Copied Only” folder is shown in blue text. Click “Ok,” then click “Finish.”
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Bitles Wirard
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What do you want to do with the message?

Step 1 Select action| . oate Bew Folder e
/| move it to the

| assignittot] | Name:
| delete it | Copied Only
~1 permanenthy
move & copyl o
] forward it wi Ealder contains:
| forward it to| Mail and Post ttems v ||
| redirect it lol
| have server { | | Select where to place the folder:
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] fiag messain [ inbox (1)
clear the Mq D \nzecnal
{
) :H:L r:easssa'_ [ customers
Hoaen M [ suppliers
print it [‘b D e
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mark it as rej D Sent items
| stop process| E Deleted items
4 D Archive
Step 2: Edit the r N E Calendar
Appty this ule) R= Contacts
where my "Ial'l‘! L | s P71 Fonusrsation Histans =
and where my...

Cancel < Back DNext = Finish

Figure 5. Creating a "Copied Only"
Folder

Rules Wizard it

What do you want to do with the message?
Step 1: Select action(s)
\w| move it to the specified "
assign it to the category category
| delete it
| permanently delete it
move a copy to the = ed folder
| forward it 1o pe
| forward it to
redirect it to
"1 have server 1
1 reply using 3 specif
flag message for { time
| elear the Message Flag
| clear message’s categories
mark it as impoiance

1 printit
_| play asound
mark it as read
| stop processing more rules w

Step 2 Edit the rule description (dick an underlined value)

Apply this rule after the message arrives
where my name is in the Cc box

and where my name is not in the To box
move it to the|Copied Only!folder

Cancel < Back Hext > Finish

Figure 6. Completed rules parameters

The last step is to manually run the new rule to apply it to all existing emails.
You can do this by clicking, “Run rules Now” in the “Rules and Alerts” dialog box.
See Figure 7. In the “Run Rules Now” dialog box, select the “where my name is in
the Cc box” and optionally select “Include subfolders” then click “Run Now” as

shown in Figure 8.
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Rules and Alerts

Email Rules Manage Alerts
Apply changes to this folder:  Inbox [jeff@dysonsphereco.com]
T yNew Rule.. Change Rule=

02 Copy.. X Delete | &+ JHun Rules Now.J Options
Rule (applied in the order shown)
where my name is in the Cc box

Adtions

K

fule description (click an underlined value to edit):
Apply this rule after the message arrives

where my name is in the Cc box
and where my name is not in the To box

move it to the Copied Dnly folder

[ Tnahle niles on all messanes downlnaded from RSS Feerds

ok Cancel Apply
: : 113 5
Figure 7. Selecting “Run Rules Now
Rule ris X
Email Rules Manage Alerts Run Rules Now X
Apply changes to this folder. | Inbox (jeff@dyl ceject rules to run:
7 bew Rule.. Change Rule~ B3 Copy.. 1] where my name s in the Ce box.

| Rule (applied In the order shown)
where my name is in the Cc box

Select All Unselect All

Rule Description

Apply to message
where my name is in the Cc box

Rule description (click an underlined value to

Apply this rule after the message arrives
where my name is in the Cc box

and where my name is not in the To box
move it to the Copied Only folder

"I Fnahle niles on all messanes downlnaded

and where my name is not in the To box
move it to the “Copied Only” folder

Figure 8. “Run

Run in Folder: | |nbox B 3
[indude subfolders
Apply rules toc | o) Messages ~
=

Rules Now” dialog box
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You will now see that all the emails which you are only copied on will be moved
to the new “Copied Only” folder, and your inbox will be left with only emails in
which you are at least one of the recipients in the “To:” line.

This may be enough to effectively archive the emails in the Copied Only folder,
however I will now introduce a couple more ways to sort and filter this folder to
further narrow down emails to archive. The first, and easiest, option is to archive
mail that was received before a certain date. This can be done by using the search
box to search for emails that are older than a specific date. I will explain in greater
detail how to effectively use the search box in SECTION 11: USING
OUTLOOK’S SEARCH FUNCTIONS, but for now you can click in the search
box, then type, received<‘mm/dd/yyyy” as shown in Figure 9. Note that you should
match “mm/dd/yyyy” with computet’s date format, for instance often times the
date format for European countries is “dd-mm-yyyy.” Ensure that “Current
Folder” is selected to the left of the search field, which will ensure only emails within
the current folder are shown. Now, only the emails before the chosen date will be
shown. If you would like to select all of these for archive you can click on one of
the emails, then press the Ctrl+A key combination to select all the emails, followed
by the “Archive” button in the ribbon under the “Home” tab. If you would rather
not archive all the emails shown and instead pick certain emails, you can select
multiple emails for archival by either pressing the Ctrl key and selecting emails with
the mouse, or holding down the Shift key and selecting two emails, in which case
these two emails and all those shown in between will be selected.

17

Current Folder ~ 2~ received<"8/4/2020"

Figure 9. Using search to show emails before a certain
date

It is important to note that archiving does not mean that your emails will be
deleted, however this may be dependent on the version of Outlook you are using
and the settings of your system and organization. Microsoft has done a good job
making sure that archived emails are available for retrieval if needed. If you are using
Oftice 365, the archive folder is shown by default and cannot be deleted. The
contents can be deleted, but unless your mailbox size does not permit it, it is
recommended to keep archived emails for potential future needs.

You are now left with an inbox that contains emails where you are in the “To:”
line and were received after a chosen date. This might still be unmanageable, so next
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we would like to show emails where you are the only person in the “T'o:” line. This
will allow you to focus on just those emails that were sent to you and no one else,
even if others were copied. To do this, we will utilize the “Search Folders” feature
in Outlook, which has the benefit of being re-useable once set up. To set up this
folder, right-click on the “Search Folders” folder shown in your navigation pane
and select “New Search Folder,” see Figure 10. In the list that is shown under
“Select a Search Folder,” scroll towards the bottom and select, “Create a custom
Search Folder” as shown in Figure 11.

v jeff@dysonsphereco.com Mew Search Folder b4

Copied Only Select a Search Folder:

Inbox Mail from specific people A
Mail sent directly to me

Internal 4 Bz

Mail sent to public groups

Customers Organizing Mail
Suppliers Categorized mail
DAt Large mail

ra 4

Cid mail
Sent ltems Mail with attachments
Deleted Items Mail with specific words
Custom
Archive Create a custom Search Folder
v

Conversation History
Junk Email Customize Search Folder:

To specify criteria, click Chocse,

Outbox

Choose...
RSS Feeds

Search Folders

D Mew Search Folder... Cancel
Figure 10. Creating a Figure 11. New Search Folder
custom search folder dialog box

Click on the “Choose” box in the bottom right corner of the dialog box, and
select a name for the new search folder, in this case we will call it, “To Me Only.”
Click on the “Browse” button below “Mail from these folders will be included in
this Search Folder.” For our current purpose, we will only select “Inbox,” however
you may want to expand this search to other folders depending on your situation.
You can also choose to leave “Search subfolders” selected if you would like to
include these in the search. See Figure 12.
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._3 Mame: To Me Only

Select "Criteria” to specify what items this Search aciia
) v 4 Criteria_
Folder contains.

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

jeff@dysonsphereco.com Browse_

oK Cancel

Custom

Create a customn Search Folder

Customize Search Folder:

To specify criteria, dick Choose.

oK

Figure 12. Selecting folders to be included in a search

Select Folder(s)

Folders:
v (3R jeff@dysonsphereco.com

[~ | Copied Only
[ |internal

D Customers
D Suppliers

[—:* Drafts

I='"I Sent ltems

L

]E Deleted Items

D Archive

D Conversation History
F”“ Junk Email

E:l Outbox

ET\' RSS Feeds

r;_ Search subfolders

Searching in 1 folder(s):
Inbox

peerpe e

ol

o]

Cancel

Clear All

Click “Ok” in the “Select Folder(s)” box and then click “Criteria.” In the
“Messages” tab, select the box next to “Where I am” and then ensure that “the only
person on the To line” is selected, see Figure 13. Click “Ok” until you have closed
all the open dialog boxes. This search folder now shows emails from your Inbox in
which only you are the recipient. Note that these emails have not been moved to
this search folder, they are simply filtered and shown here, and you can interact with
them the same as other emails. This difference with this folder is that the contents
are dynamic, meaning that they will change based on how many emails are in your
inbox that meet the criteria. This is a powerful feature, and there are several other
ways we can put this to great use. We will cover more of this in SECTION 11:
USING OUTLOOK’S SEARCH FUNCTIONS.
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Search Folder Criteria *

Messages  More Choices Advanced

Search for the word(s): w
In: | subject field only v
From...
Sent To...
Where lam: the only person on the To line I
Time: | none w ||| Anytime

Cancel Clear All

Figure 13. Setting search folder criteria

To this point, we have covered the essential steps to separate out emails which
are likely important, and those which can be archived. This is only the first step!
The rest of this handbook provides a deeper dive into effective use of Outlook
teatures you are probably already familiar with as well as some you have never seen
but are extremely useful for productivity and efficiency. Use of these tools to
organize not only your existing emails, but also those you send and receive in the
tuture, will result in an easily maintained and managed Outlook experience.
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