
EXCELLING @ EMAIL 

  
Jean Anderson 

South Central Library System 



SOME NUMBERS 

 

 

 294,000,000,000 

 2,800,000 

 90,000,000,000,000 (I think that’s enough 0’s) 

 90% 

 1,900,000,000 

 3,100,000,000 

 

 
 http://email.about.com/od/emailtrivia/f/emails_per_day.htm 

 http://www.radicati.com/?p=7269 

http://email.about.com/od/emailtrivia/f/emails_per_day.htm
http://www.radicati.com/?p=7269


  

http://pewinternet.org/Reports/2011/Search-and-
email/Report.aspx 

http://pewinternet.org/Reports/2011/Search-and-email/Report.aspx
http://pewinternet.org/Reports/2011/Search-and-email/Report.aspx
http://pewinternet.org/Reports/2011/Search-and-email/Report.aspx
http://pewinternet.org/Reports/2011/Search-and-email/Report.aspx
http://pewinternet.org/Reports/2011/Search-and-email/Report.aspx


QUESTIONS FOR YOU 

 

 

 Do any of you have a clean (zero) in box – and 

maintain it? 

 What’s your secret? Please share your tips! 

 Do you leave your email program open while at 

work? 

 How many email accounts do you have – 

including both personal and work? 

 

 



http://www.cbsnews.com/8301-505143_162-
28650390/10-ways-to-crush-e-mail-overload/ 
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SCHEDULE TIME FOR EMAIL  

 

 

 “I only process email once per day, in the early 

afternoon. If you need immediate contact, please 

use the number above. Thanks for your patience!” 

 “I check email at 11 a.m. and 4 p.m. If you need a 

reply sooner, please contact me at this number.” 



INBOX ZERO APPROACH 

 Create “Old Messages” folder or label 

 Move your Inbox messages here 

 Enjoy the relief of an empty inbox (briefly) 

 Process your “Old Messages” 

 When empty, delete this folder or label 

 Keep it up – and empty that inbox! 

 



PROCESSING TIPS 

 Delete 

 Respond 

 Action Required 

 Waiting 

 Archive 



Notice the 
numbers – a 
sorting 
mechanism 



Some of my 
labels in Gmail 

Note the ability to  
“Nest” folders 



MORE QUESTIONS  

 

 

Which email program do you use at 

work? 

At home? 
 



TIME SAVING FEATURES: SIGNATURE  

 Custom Signature Example 
 Jean Anderson 

Continuing Education/Multitype Coordinator 

South Central Library System 

jfanders@scls.lib.wi.us 

IM: sclsjean (MSN/Yahoo/AIM/Google Talk) 

http://twitter.com/pandalibrarian 

608-246-5613 

608-246-7958 (Fax) 

 

Helping our 53 member libraries provide the best possible service to the public. 

 

Currently reading: The Spirit Catches You and You Fall Down by Anne Fadiman 

Currently listening to: A Trick of the Light by Louise Penny 

Currently reading on my Nook: Tea Time for the Traditionally Built by Alexander McCall Smith 

 Visit General Mail Settings in Gmail to update or 

change your signature 

 Thunderbird 

 Outlook 

 

 

mailto:jfanders@scls.lib.wi.us
http://twitter.com/pandalibrarian
http://kb.mozillazine.org/Signatures_(Thunderbird)
http://office.microsoft.com/en-us/outlook-help/create-and-add-an-e-mail-message-signature-HP005242746.aspx


FILTERS 

 Gmail: General Mail Settings: Filters 

 



FEATURES: FILTERS & MORE 

 

 Thunderbird filters 

 Outlooks Rules 

 

 Priority Inbox (Gmail) 

 Important and Unread 

 Starred 

 Important 

 Everything Else 

http://kb.mozillazine.org/Filters_%28Thunderbird%29
http://kb.mozillazine.org/Filters_%28Thunderbird%29
http://office.microsoft.com/en-us/outlook-help/create-a-rule-HP005242897.aspx


FEATURES: LABELS, TAGS & FOLDERS 

 Gmail: Labels 

 Thunderbird: Tags 

 Outlook: Folders 

 

http://support.google.com/mail/bin/answer.py?hl=en&answer=118708
http://kb.mozillazine.org/Tags
http://office.microsoft.com/en-us/outlook-help/quick-reference-card-RZ102685240.aspx?CTT=1&section=5&mode=print




FEATURES: KEYBOARD SHORTCUTS & 

MORE 

 Gmail (turn on in Settings) 

 Thunderbird 

 Outlook 

 

 Gmail: Labs 

 Auto Advance 

 Canned Responses 

 Nested Labels 

 Gmail: Settings 

 Stars (for a Priority Inbox) 

 

http://support.google.com/mail/bin/answer.py?hl=en&answer=6594
http://support.mozillamessaging.com/en-US/kb/keyboard-shortcuts?s=folders&as=s
http://office.microsoft.com/en-us/outlook-help/keyboard-shortcuts-HP003084223.aspx


QUESTIONS? 

Thank you! 
 
Jean Anderson 
 
jfanders@scls.lib.wi.us 
 

mailto:jfanders@scls.lib.wi.us

