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MANAGING YOUR EMAIL INFORMATION

1. Organize your reference systems
2. Schedule uninterrupted time
3. Work your Inbox
4. Use the “Four D’s” for decision making 
5. Do it daily
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1. ORGANIZE YOUR REFERENCE SYSTEMS

 Create a meaningful email folder hierarchy
 Repeat this hierarchy anywhere reference material is 

t d ( hi )stored (e.g. archives)
 Keep it simple and take advantage of search tools

id h h Decide where to store attachments
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EXAMPLE: REFERENCE SYSTEM FOLDER STRUCTURE
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EXAMPLE: SEARCH TOOLS
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EXAMPLE: DOWNLOADING ATTACHMENTS
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2. SCHEDULE UNINTERRUPTED TIME

 Schedule 15 minutes per day for every 25‐30 new email 
messages you receive 
S h d l it t th ti ( ) h d Schedule it at the same time(s) each day

 Don’t answer the phone or take interruptions
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EXAMPLE: RECURRING APPOINTMENT
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3. WORK YOUR INBOX

 Sort it in a logical order
 Start at the top
 Process one item at a time
 Touch each email message only once
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EXAMPLE: SORTED INBOX
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WHAT IF I HAVE TOO MANY MESSAGES IN MY INBOX?

 Reduce the number over multiple sessions or
 Create an Archive folder and start fresh
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EXAMPLE: CREATE AN INBOX ARCHIVE FOLDER
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WHAT ABOUT THE SENT FOLDER?

 Periodically archive sent messages or
 “Work your Sent folder” or
 Don’t save sent messages, instead cc: yourself
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EXAMPLE: CC: VS. SENT FOLDER
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4. USE THE “FOUR D’S” FOR DECISION MAKING

 Delete it
 Do it
 Delegate it
 Defer it
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DELETE IT

• Does the message relate to an objective you are 
currently working on? 

h f ( ’ f d• Is the information unique (e.g., you can’t find it 
elsewhere)? 
Will f h i f i i hi h i• Will you refer to the information within the next six 
months? 
A i d t k th i f ti ?• Are you required to keep the information? 
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EXAMPLE: DELETE IT ‐MAIL FILTERS
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EXAMPLE: DELETE IT – DOWNLOAD & DELETE
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DO IT

 There is no point deferring an email if you can complete 
it in less than 2 minutes. 
St ti ti ll b t thi d f il Statistically about one third of your email message can 
be completed in less than two minutes. 

 Once the email is complete it should be moved to a Once the email is complete, it should be moved to a 
reference system (filed), delegated, or deleted.
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EXAMPLE: MOVE MESSAGES TO A REFERENCE FOLDER

2020



EXAMPLE: FILTER MESSAGES TO A REFERENCE FOLDER
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DELEGATE IT

 If you can delegate it, do it right away. 
 You should be able to compose and send the delegating 

i b t t i tmessage in about two minutes. 
 Once you delegate the action, the email should be 
moved to a reference system or deletedmoved to a reference system or deleted.
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EXAMPLE: DELEGATE IT – REPLYING VS. FORWARDING
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EXAMPLE: DELEGATE IT ‐ FOLLOW UP FLAGS
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DEFER IT

 Turn it into an actionable task
 Schedule it as calendar appointment
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EXAMPLE: DEFER IT – EMAIL FOLLOW UP/TASK LIST
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EXAMPLE: DEFER IT ‐ CALENDAR ENTRY
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5. DO IT DAILY

 50% can be deleted or filed
 30% can be delegated or completed in less than 2 

i tminutes
 20% can be deferred to your Task List or Calendar to 
complete latercomplete later
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QUESTIONS?

 For questions about managing your email
 Contact: Kathy Robertson 

E il k b t 1@ i h d Email: krobertso1@emich.edu
 Phone: 734.487.2666

 For questions about how to use EagleMail For questions about how to use EagleMail
 Contact: IT Help Desk
 Email: it.helpdesk@emich.eduEmail: it.helpdesk@emich.edu
 Phone: 734.487.212

 For  instructions on how to use EagleMailg
 http://www.emich.edu/training/email
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