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Linda’s Organizing Tip for December 2008:

Beating Back the Inbox, Part 1

Do you open up your e-mail and find countless new messages? If you belong to a few list
serves or online groups, the daily chatter can sometimes be overwhelming. Also, if you
shop online, the websites you visit will to fill your box up with lots of advertisements and
sales.

An easy way to deal with those pile ups is to set up folders to receive the messages
according to sender and to create a "rule" to automatically place incoming messages into
the appropriate folder so you can deal with them later. If you have one person who
constantly sends you jokes or other forwarded messages, you can create a rule for
messages from that person and you can review these message when/if you have time.

Here is a screen shot of my folders that | set up in my Inbox. | use Microsoft Outlook
2007.
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Shown are folders for several list serves/groups that | belong to, and a category | created
for Shopping Offers/Newsletters and other stuff (non-urgent items which | can review and
discard in bulk at a later time). The messages that remain in my inbox are primarily work
and family related and can be dealt with fairly quickly and easily.

Here are the basics on how to do it, using Outlook 2007. This information was obtained
from the following link on www.office.microsoft.com . If you follow the link, you will see
additional information on other variations of creating rules.
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How to Create a rule from a message in Outlook

You can create a rule directly from a message. For example, you can create a rule to
move messages from someone to a specific folder.

1. Right-click the message that you want to base the rule on, and then click Create
Rule on the shortcut menu.

In the Create Rule dialog box, select the check boxes for the options that are
already filled in with information from your selected message.

Select the Move the item to folder check box.

3. Click an existing folder or click New to create a new folder to store the messages.
4. To add more conditions, actions, or exceptions to the rule, click Advanced
Options, and then follow the rest of the instructions in the Rules and Alerts
Wizard.

N

Tip To run the rule as soon as you create it, select the Run this rule now on the
messages already in folder check box on the last page of the Rules and Alerts
Wizard.

All the messages in your Inbox, or any folder that you choose, that meet the
conditions and exceptions associated with the rule are moved to the specified
folder. To test your new rule, open your new folder. Were the correct messages
moved?

Using Google G-mail? G-mail uses labels instead of folders, and filters instead of Rules.
Click to learn about Labels and Filters.

Using Yahoo Mail? Click here to learn about Filters.

| also create folders for items that | need to keep or follow up on and manually move
messages into them. | will expand on those folder uses next month.

Wishing you all a Healthy Winter Holiday Seasonand a Happy New Yeatr!

If you need help with organizing, simply call Linda.

These tips are for sharing!
Please forward to others interested in organizing ideas.

| welcome all feedback about these articles. Please feel free to e-mail me anytime.
Unsubscribe by sending me an e-mail with “Please remove from list” in the subject line.
Previous month’s tips can be viewed at www.simplybacktobasics.com and at www.simplybacktobasics.blogspot.com .

This article may be reprinted or reposted on a non-exclusive basis
provided Linda Groat's name and contact information is included.
Thank you.
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