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Look Familiar?




Known to Save Lives - Hmm...

(D
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What’s In It For Me?

RESPONSIVE

EFFECTIVE

EFFICIENT




Workflow — 3 Steps




Workflow - Optimized

More Production
= Better Result “’ Automatic In

Email = Inbox

Batch of Email = Triage

Chusie’S :



Input Categories
What Is This Thing?

OPEN ?
CLOSED?
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Using Outlook




Using Outlook - Right Click Operation

Search Inbox (Ctrl+E) 3]

1% [ @ From Subject Received ¥ |%¥

4 Date: Today

[~ Law Firm Manageme... 3 Tips to Communicate With Confidence Mon 5/4/2015...

-4 Professional Develo... GenerationZ = Mon 5/4/2015...
=3 Copy

@ Quick Print

k_4. Reply
@ Reply Al

Right Click on
Each Email

Forward

v &

Mark as Unread

[ . >
( Follow Up » )

]
(@]

45

2 Find Related  »
7} Quick Steps »
S Ry »
3 Move »
iy Ignore

Junk >
>( Delete )




Using Outlook - Right Click Operation

|Search Inbox (Ctrl=E) pl
1% )| @] From Subject |Received ¥ |¥ |~

Copy

Quick Print

Reply All

Forward

Mark as Unread

Delete the
Trash

Categorize »

Follow Up 4

Quick Steps 4
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Rules »

Move »

Ignore

Junk »
X Delete




Using Outlook - Right Click Operation

Search Inbox (Ctrl=E)
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Using Outlook - Right Click Operation
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Using Outlook - Tasks View
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What Haven’t You Told Me?

Working in
Tasks View

Frequency of
Inbox Checks

Work Becomes
Trash or Filing

Clearing Backlog

Updating
Flagged Email
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Let’s Do This!
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