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Email Processing Tips
Add a TO DO Column to Your Inbox

In your Inbox view

Click View

Click View Settings

Click Columns

Click New Column

Name action field To Do, Action...

Click OK

Click Move Up to move To Do to the top of the list

. Click OK

10.Go to Other Settings

11.In Column Headings and Rows section, check “allow in-
cell editing”

12.Click OK twice
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Create a “Quick Step” for Shortcut to Repeated Actions
Quick steps can be used to standardize responses, set appts...

. On the Home menu

. Click Quick Steps

. Click New

. Click Custom

. Type a Name for the our Quick Step

. Click Choose an Action, i.e. New Message for manager
. Browse the TO field and select your manager’s name

. Explore the Show Options section for added features

. Click Finish

. Click OK
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Use Voting Buttons for Quick “Track-able” Responses

Open a new Email message

Click Options button from toolbar

Click Use Voting button

Select from drop down menu or select Custom
Separate each Custom Vote Option with a semi-colon ;
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Email Processing Tips

Color Code Incoming Emails Messages

On the View, in the Current View, click View Settings
Click Conditional Formatting

To add a Click Add

Enter a name for the rule

Click Font

Under Color, click Red or other color

Click OK

Click Condition

Double Click the From box click person’s name

. Click OK,OK, OK

Add an Agenda or Template as a Signature

Select File in Outlook

Select Options

Select Mail

Select Signatures

Name new signature, i.e. Meeting Template

Copy this chart or create a similar one

Click OK

To insert in email, click Insert, Signature, select dropdown

Meeting Name

TOPIC Owner Time from | Timeto | I/A/D
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Use Rule Wizard to Process Low Hanging Fruit

Right click an Email to be “Rule Wizard”
Click “Create a Rule”
Check which When | get an Email select conditions
e from, or Subject contains, or Sent to
Check “Do the following” as appropriate
Move to a folder (can be any folder or create a new one)
Select OK
Select Run this Rule Now, Select OK

This reference guide has been compiled by Shawn Kershaw, Inc. for your personal use.
Visit ShawnKershaw.com for this and other free downloadable resources. Copyright 2017, all rights reserved.
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Email Processing Tips
Sort by Conversation

In your Inbox

Click View

Check Sort by Conversations

Click “This Folder”

Each arrow indicates an email thread
Open up the threads, view conversations
Then Uncheck Sort by Conversations

Calendar Tips

Open Outlook into Calendar not Inbox

. Open Outlook

. Go to Files

. Options

. Advanced

. Locate Start and Exit Outlook in

. Browse to Calendar, Click OK twice

Color Code Appointments to Add Recognition

. Open an appointment and select the Category box

. Select a category or

. Create a new one in the All Categories (at the bottom)

. Click New

. Or Rename an existing color

. Typical categories: Conf. Calls, 1:1 w/Manger, Must Attend

Color Code Appointments from the Same Person or Same Type
for Recognition

In Calendar

Click View Settings

Click Conditional Formatting

Click Add

Name “condition”

Select the Color pallet

Select Color

Click Condition

. Enter “condition” into search word (s),

10 Click OK twice
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Calendar Techniques
View your Week Starting on Monday

Click File in Outlook main menu

Click Options

Click Calendar

In First day of Week field, select Monday from menu, OK

Mark an Appointment as Private

Within an apt, select Lock Icon on the Options Ribbon
Save and close, viewers can’t see appointment details

Contact Techniques

Create a Contact Via Email

Select Email with the left click and drag to Contact icon
Outlook will populate contact’s name, Email address, and
File as fields

For individuals with signature information, highlight info
and drag to appropriate field (no need to cut and paste)

Create a Distribution List

In Contacts, select New Contact Group

Name the list, i.e. Team, Chapter Presidents...
Click Add Members

This will take you to your contact list,

Click From Outlook Contacts

Search for 1st name,

Double click name once located

Clear search and add 2nd name

. Double click name once located,

10 The members’ names will appear in the Members field at

the bottom of the screen

11.Click OK to save
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Track Birthdays for Contacts

Open a contact

On the main Contact Ribbon, select the Details tab
Enter birthday or special day in the anniversary field
Click Save and Close




