EXCELLING @ EMAIL

‘ Jean Anderson
South Central Library System




SOME NUMBERS

© 294,000,000,000
o 2,800,000

5 90,000,000,000,000 (I think that’s enough 0’s)
o 90%

o 1,900,000,000

o 3,100,000,000

o http://email.about.com/od/emailtrivia/f/emails per day.htm

o http://www.radicati.com/?p=7269



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

Over time, search and email are most popular online
activities

% of internet users who do each activity
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Source: The Pew Research Center's Internet & American Life Project tracking surveys,
2002-2011. Social network site use not tracked prior to February, 2005. For more
activity trends, go to pewinternet.org.

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

o “TI only process email once per day, in the early
afternoon. If you need immediate contact, please
use the number above. Thanks for your patience!”

o “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

o Create “Old Messages” folder or label

» Move your Inbox messages here
o Enjoy the relief of an empty inbox (briefly)
o Process your “Old Messages”
o When empty, delete this folder or label

o Keep it up — and empty that inbox!




PROCESSING TIPS

o Delete

o Respond

o Action Required
o Waiting

o Archive

22% full
Uzing 1697 MB of your YEET MB

Gmail

Search Options

From Has the waorids
To Doesn't hawve
r
Subject Has attachment
- Date within [ 1 2 =] of
Search; | Al Mail =l &.0. today, Fridsy, Mar 26, 326104

Search Mail | Cancal |




ﬁ

Notice the
numbers — a

sorting

mechanism

In

Out

Junk
= Trash

Ctrl+1
Ctrl+0

Recent

New...

= 1personal

&= 2comp time

= above the fold
act 420
advocacy
ala
ALB
amherst
annual meeting
arpin
authentication
guto repair trial
badgerlink
basecamp staff
bookswim
budget state
buildings
career library
CE

&= cia
col co porn issue
collection development
columbia county
combined school public
CONSUMErreports.org
cottage grove
cross system MFD
csp

= dane county
database cost per search
database costs yearly mailing
database process
database renewals
databases
databases ndv libs
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MORE QUESTIONS

oWhich email program do you use at
work?

oAt home?




TIME SAVING FEATURES: SIGNATURE

o Custom Signature Example

* Jean Anderson
Continuing Education/Multitype Coordinator
South Central Library System
ifanders@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

o Visit General Mail Settings in Gmail to update or
change your signature

o Thunderbird
o 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

o Gmail: General Mail Settings: Filters

. m -w

Create a Filter Hide fite

Choose search criteria Specify the criteria you'd like 1o use for determining what to do with a message as it arives. Use "Test Search” to see which messages would have
bieen filtered using these criteria. Messages in Spam and Trash will not be searched.

From: Has the words:
To: Doesn't have:
Subject: publib I Has attachment
Show current filters Cancel | TestSearch | Mext Step »

Create a Filter

Choose action - Mow, select the action you'd like 1o take on messages that match the criteria you specified.
Wihen a mezsage amves that matches the search: subject:publib, do the following

¥ Skip the Inbax (Archive it)
[ Mark as read

[ Star i

¥ Apply the label: | Public -]

I Forward it You have no warified forearding addresses. g r fondegrdi cag
[ Delete it

™ Never send it to Spam

™ Send canned response: [Chunze canned response 3

™ Always mark it as Important

™ Never mark it as Important

Show cument filters Cancel | «Back I Lipdate Filter I ™ Also apply filter 1o 500 conversations below,




FEATURES: FILTERS & MORE

o Thunderbird filters
o Outlooks Rules

o Priority Inbox (Gmail)
o 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

o Gmail: Labels
o Thunderbird: Tags
o Outlook: Folders

Mail
Contacts
Tasks

Compose mail

Inbox {2)
Sent Mail
Drafts
Spam

Discuss (1)

Koha (1)

Multitype Libraries |
Room Requests {1)
Spams {2)

VR (1)

Wispublib (1)

178 mare +

Inhox {2)
=ent Mail
Orafts

Spam

VR (1)
Wispublib {1}
184 more »



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

Sent Mail

Drafls
Spam

Starred 77
Impartant
Chats G2
All Wail
Trash

ACT
Administrative Council
Advacacy

AFF

ALA

ALA Bus

Annual Report Yarkshop
Archivalfvare
AskAway
AckiwaySuneys
ASTD

Awiary

BlipTy
BlogPostings
Hooks

Brain Snacks
Budget

Calendar Project
Catering

CCBC

CE 2006

CE 2009

CE 201D

CE 2011

= CE General

CE 2012
Presanters

_

443 gonvasations

System labels Show in label list

Inbox

Starred sh hide

Important show hide

Chats ghog hide

Sent Mail show hide

Drafts show hide show if unread

Al feail show  hide

Spam show hide show if unread

Trazh show  hide

Labels Show in label list » Show in message list » Actions
Creats naw labsl |

ACT show  pide show IFunread show fide remore  adi
12 oo nwersatiors

Administrative Council ghow hide  show IFunread show hide remove  adit
1 oonwersations

Ahocacy show  hide show if unread show hide remove  edit
80 canwemaliofs

AFP show  hide show if unread show hide remove  edit
Qg conwemeatiore

ALA show  Bide  show IFunread show  hide rafmove  adit




FEATURES: KEYBOARD SHORTCUTS &
MORE

o Gmail (turn on 1n Settings)

o Thunderbird
o Outlook

o Gmail: Labs

» Auto Advance
» Canned Responses
» Nested Labels
o Gmalil: 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

ifanders@scls.lib.wi.us
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