REI"'VAULT

Email Relief

www.REIVault.com



Email problem and solution

* EMAIL OVERLOAD

* Things falling through the cracks

* You can’t use email effectively since it’s completely unusable for you (so you
revert to text or other means of communication)

» Stressed because your email is out of control

* EMAIL SOLUTION

* Gmail vs other email accounts

* Prune and remove the non essential

e Claim back your inbox and your attention
 Start using email the best way it was intended



Two emails

* PRIMARY EMAIL
* Work email — project management software
* Personal contacts
* Primary bank email (fraud alerts, balance alerts, etc)

* SECONDARY EMAIL
* Subscribing to newsletters and email distribution lists
* Marketing list
* Use this email for financial transactions: amazon, bills, etc

* Check this email every few days

* | check this email via http://www.postbox.com since it would allow me to
filter by sender and see what I’'m looking to remove myself from (if there are

too many emails)



http://www.postbox.com/

How | process my inbox
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This is the search here that I'm constantly asking: 1)
does this need a lable 2) should this be going to my
inbox
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| look at this and am always pruning these types of
emails that perhaps should be in my secondary email
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’ll then pick an email and click on the label
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Your Direct Mail Campaign was sent. Campaign: Presell Offer Letters-CO  inbox = E / = B

| Search for all messages with label Motifications

No-Reply (Mail Sent) REIvault
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This is an automated email. Please do not reply to this email.

Y our campaign was processed and sent via the USPS. A separate email will be sent shortly when charged.

Campaign Name Sent Total Cost to be Charge Total Pieces Sent Date

|
Pieces In the Campaign Series Mail:
Piece # 1 2 3 4 5 6 T 8 8 10
Sent: 2 0 0 0 D0 0 O 0O 0O 0

Mote: Refer to your Campaign Plan for the total # of times the same property is mailed (typically 51o 8 times). The piece # above (1 thru 10} refers to which time the
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When | click on the label it will give me the label on the
search bar as you see here.
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| then add the additional search parameter:
“label:inbox” that will only show the emails that are in
my inbox at this moment in time (unprocessed)

label-notifications label-inbox n

& More 1-6 of 6
Smartsheet Motificati. (2) Inb Motificatio
Protection 1 In Motificatio
Evemnote Reminders In Motificatio
Protection 1 In Motificatio
Mo-Reply (Mail Sent) REI In Motificatio
Mo-Reply (Mail Sent) REI. In Maotificatio




You can go through each email individually or just

simply archive them all
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At the end I'm left with ONLY the starred emails that
I’'m going to come back to
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First Step — Setting up your filters



Sample filters (note the word “OR”

LI | E 1

Matches: from:(mssharon@summitquesta.com OR no-reply@taskrabbit.com OR noreply@yo
utube.com OR feedbacki@slack.com OR payments-messages{@amazon.com OR digital-no-
reply@amazon.com OR ship-confirm{@amazon.com OR auto-confirmi@amazon.com OR
onlinebanking@ealerts.bankofamerica.com OR notifications@alarm.com OR westernuni
onresponse@westernunion.com)

Do this: Apply label "Motifications”, Mever send it to Spam

edit delete

Matches: from:(no-reply@globiflow.com OR no-reply@evernote.com OR auto-confirmi@amazon.
com OR service@paypal.com OR help@workflowy.com OR supportigiturbobridge.com OR
maxemail-bounce@maxemail.com OR reply@globiflow.com)

Do this: Apply label "Motifications”, Mever send it to Spam

edit delete




from:(mssharon@summitquesta.com OR no-reply@taskr n

Filter X
From D of many
|| :om OR no-reply@taskrabbit.com OR nnreplﬂ
+o me: Pal
me: The
Subject me: Pal
co Yol
Has the words
co Yol
Doesn't have { update

| Has attachment
| Don't include chats

me: Pal
Size greaterthan = MEBE 3
me: Pai
. me: Pai
“ Cancel Continue »
me: Pai
(=) » e Fl EEREEEEE A seTIR ST B (=1

T
|
T
e
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Filter settings

7:07 an
4:42 an
from: mitquesta.com OR no-reply@taskr “
« back to search options x
When a message arrives that matches this search: 0 L
L1 Skip the Inbox (Archive it}
5|
) Mark as read
L Starit g
! Apply the label: Notifications = 5|
cc 1A
L) Forward it to: Choose an address... 5 add forwarding address
CcC 13
L Delete it l
L 16
¥ Never send it to Spam
Ul [
Send canned response:  No canned responses 5
m
L Always mark it as important
L Never mark it as important "
| Categorize as: Choose category... = m
m
Cancel L Also apply filter to matching m
conversations.
uil
Learn more
Mote: filter will not be applied to old conversations in Spam or Trash m
Protection 1 [lgtificaions" CRISTINO's Hom




Other Settings



Under setting select this to get this starred up
at the top

Settings

zeneral Labels Inbox Accounts Filters and Blocked Addresses

Forwarding and POP/IMAP Chat Labs Offline Themes

Inbox type: Starred first ¥
Default

Inbox sections: Important first Options =
Unread first i

Starred first
Friority Inbox

« Mo markers

Importance markers: Show a marker () by messages marked as important.

Crischico.com Mail analyzes your new incoming messages to predict what's impaortant, considering things like how yo
similar messages inthe past, how directly the message is addressed to you, and many other factors. Learn more

» Use my past actions to predict which messages are important to me.
Don't use my past actions to predict which messages are important.
Mate: this will erase action history and will likely reduce the accuracy of importance predictions.

Filtered mail:

Owerride filters - Include important messages in the inbox that may have been filtered out.
= Don't override filters

| Save Changes | | Cancel |

T8.1 GB [(59%) of 131 GB used Program Paolicies
Mansge

Powered by GD Q|E )




Settings

General Labels Inbox Accounts Filters and Blocked Addresses Forwarding and POP/IIMAP  Chat

Search for a lak:

| Save Changes | | Cancel |

e.g. search, gadaget, preview

Labs

Enabled Labs

After archiving, deleting, r
“ Go to the next (newer)
' Go to the previous (old
' Go back to the threadli

Refer to documentation
Status report template
FAQ

Today (Tue, Jul 29)

9a Dr. Appointment
1:30p Lunch w friends
4p Pick up Eli at SFO

(+) Google Voice
b 00:01 ®

 Reply =¥ Forward

eed right here. Customize Clid

ete I Mark as read ||lu1ure_
rirred. Unstarred

1]

I||Il||||||||

Auto-advance
by Bruce D

Automatically shows the next conversation instead of
your inbox after you delete, archive, or mute a
conversation. You can select whether to advance to the
next or previous conversation in the "General” Settings

page.

Canned Responses
by Chad P

Email for the truly lazy. Save and then send your
commaon messages using a button next to the compose
form. Also automatically send emails using filters.

Google Calendar gadget
by Ben K and Garry B

Adds a box inthe left column which shows your Google
Calendar. See upcoming events, locations, and details.

Google Voice player in mail
by Robert D

Lets you play voicemails left on your Google Voice
account right from the email notification.

Mark as Read Button
by Mark K

Tired of spending all that effort to click on the more
actions menu every time you want to mark messages as
read without reading them? Mow just enable this lab and
that is just a button click away!

Preview Pane
by FPeter B & Michael K

Provides a preview pane to read mail right next to your
list of conversations, making mail reading faster and
adding more context.

» Enable
Disable

Send feedback

= Enable
Disable

Send feedback

= Enable
Disable

Send feedback

= Enable
Disable

Send feedback

= Enable
Disable

Send feedback

= Enable
Disable

Send feedback

Offline  Themes

Ena
sett

oled Lab




Language:

Phone numbers:

Maximum page size:

Crischico.com Mail display language: | English (US) ¥ | Change language settings for other Google prg
« Enable input tools - Use various text input tools to type in the language of your choice - Edit tools - Learn mare

» Right-to-left editing support off
Right-to-left editing support on

Default country code: | United States ¥

Show | 100 v | conversations per page
Show | 250 ¥ contacts per page

Images: = Always display external images - Learn more
Ask before displaying extermal images
Auto-advance: After archiving, deleting, muting, etc. a conversation:
= (50 to the next (newer) conversation
Go to the previous (older) conversation
5o back to the threadlist
Default reply behavior: Reply
Learn more = Reply all
Default text style:
{Usa e "Remaove Formatiing’ bution an ihe joalar io resel e defaui e styis) Sans Serif - T - | A . _?:-t

This is what your body text will look like.

Conversation View:
{s=is wihaihar amalls of ihe sams fopic ane groupad logeinarn

= Conversation view on
Conversation view off

Send and Archive:

= Show "Send & Archive" button in reply

Learn more Hide "Send & Archive" button in reply
Undo Send: ¢ Enable Undo Send
Send cancellation period: | 10 ¥ | seconds
Preview Pane: Mark a conversation as read: | After 3 seconds v
Stars: Drag the stars between the lists. The stars will rotate in the order shown below when you click successively. To learn the name of a star
Presets: 1star 4stars all stars
In use:
Motinusee % % % % % W = ! = ]
Desktop Notifications: Mew mail notifications on - Notify me when any new message arrives in my inbox or primary tab

(alows Crischico.com Mall to dispiay popup nolificatians an your desiiop wihan new emal

M2s53ges amive)
L earn maore

Impaortant mail notifications on - Notify me only when an important message arrives in my inbox
= Mail notifications off

Keyboard shortcuts:
Learn more

Keyboard shortcuts off
= Keyboard shortcuts on

Other
settings



Additional tools



’ \ BOOMERAMNG FOR GMAIL ISHIRING! HELP PRICING INSTALL

Schedule an email to be sent later. Easy email reminders.

Boomerang for Gmail lets you take control of

Add this to your Gmail!

when you send and receive email messages.

"Seriously in love with Boomerang f mail!
= foucanschedule emails to be sen Tytime." = > =Y
Holly Mever = & W

Boomerang (Return to Inbox Later)
Send Later
don't want
Recurring Messages messages?
ssaEEs out
Read Receipts ually nesd
rang button
. en, and
Boomera ng Mobile Zain. Q) Howto Send an Email Later
UF FEssage.
message. We'll take it from there. At the time you choose, we'll bring it o

Lool.s L Lomd Al

Boomerang for
gmail is a great

tool

More ™

= Add

» " Boomerang

Return Conversation to Inbox:
Only if nobody responds

In 1 hour
In 2 hours
In 4 hours

Tomorrow maorning
Toemeorrow afternoceon

In 2 days
In 4 days
In 1 week
In 2 weeks
In 1 month

At a specific time:
Examples: Mondsy Fam”, Dec 237

[Z &

(10152015 3:00 AVE] conirm |

Thu, Oct 15, 2015 8:00 AM

Random time «

4o 4




Here is how your email should show up

ID * ~  Sergiu Andreca (SalesTeamLive LLC) (tw.13.7400690.450@replies.teamwork.com)

Sans Serif - - B F U A- E-I=E=EE®D T

Send + A Send A b & $ M oo @

Send Later Boomerang this in 2 days ™|  if no reply *//

TE.1 GB [59%) of 131 GB used Program Policies
Manage
Powerad by Gl:ln Q|E,' )

Lasta




Unroll.Me - e

Clean up your inbox

Save time on email with Unroll.Me & Watch our video

B By Rollup'for ;I.0/21/2013

B Busisens

0
@ Deats & Rewardy J
—=— FabtromFabcom
B Shwation > Fab. Celebeate Cape Yown Af Worl Design Capltat 2014 With The (]

P Entertainent

% Fnanciol

Utintyle . Best By from lesthay com

a = h Dl of the Diry: S3ve v 10 47% o Mamory Card, HOTV, Camers

-
e E P

Unsubscribe with one click.
@ Groupon Deals




PASSWORD MANAGER FEATURES ENTERPRISE SUPPORT

Make Your Life Easier with the Top Rated
Password Manager

You'll never need to remember or type Discover why millions of people

your passwords again - all for Free. ove) F49%koForm

NP

V. Download
A4 RoboForm Now

s ey ‘A
8 @ 1US

Can be uninstalled anytime

"There are many good password managers out there, but Siber

¥3%AY Systems' free RoboForm app goes one step further. This secure
password manager is also a smart form filler that can save you

TECH time while browsing the Web."

L& 8 & & ¢

Extra: keep track
of passwords
securely (not in
your browser

data)



How to delegate via email

* Use template email for all “Action” items that you’re going to give

someone

* ACTION — [NAME] — DESCRIPTION — (when due)
e Example: ACTION — GARY — could you review this doc and approve (due

tomorrow)

* Then set up filter that automatically puts that into a label that you

check 2-3 times a
* You can also use t

e Ask that anyone t
or question that t
completed)

week looking for loose ends
ne word “QUESTION” also in this filter
nat you send an email asking them to for an action

ney reply (or let you know when the action is



How to set up this filter

from:( 1) subject:(ACTION OR QUESTION)
Filter "
From — your main gmail address L

|
To

Subject

ACTION OR QUESTION =

Has the words
Doesn't have

! Has attachment
= Don't include chats

Size  greater than 2%

R e T

PR

MB

4k

« back to search options
When a message arrives that matches this search:

1 Skip the Inbox (Archive it)
“ Mark as read
L Starit

¥ Apply the label: 00-Delegated-Review =

! Forward it to. Choose an address... % add forwarding address

L Delete ji
¥ Never send it to Spam

Send canned response.  No canned responses 2

= Always mark it as important
O Mever mark it as important

L Categorize as. Choose category... *

Update filter Cancel L Also apply filter to matching conversations.

Learn moaore
Mote: filter will not be applied to old conversations in Spam or Trash

5/
ur
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2|
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Final Tips



‘est which view you like best for your emai

Google o X
i| = - [+ ] B Mark as read i Teamwork ~ ¥ ¥ More ~ ™ Boomerang - 7 hod
al o} ” [

No Split

v Starred 1-40f4 (Wordpress - Web Pages) Re: Task: http:/fefa Vertifal Spli ert
ca (SalesTea. 6:29 am admin/ inbex x Horizontal Split

lgl,:l;fr:d \Web Pages) Re: -admin/ Sefgiu Anareca (saleslea...

Important | ca (SalesTea. Oct 12 (SalesTeamLive LLC) <application? alid to circles 8:15 PM (14 hd

Sent Mail Web Pages) Re: ‘operty.com/wp-admin/ to me |= = -

Drafts SalesToamLiv Oct 12 ==—— WRITE YOUR REPLY ABOVE THIS LINE ===—= .

All Mail ollateral & Copyy page and supporting p... Shou details

Spam (2,143) ca (SalesTea. Oct 12

Qg
00-Delegated-Review T i - - t k
01-Action (7) Web Pages) - T: duplicate - http:/fwww.ma.. l“ ea mwo r

email-cris@crischic. ..
Notifications (1,103)
Notifications-server ...
Opt-in's-all (194)
REl-Deals (3,440)
teamwork (116) | |

Google Calendar *




| prefer to use the standard view

Google

Mail ~

COMPOSE

Inbox (1)

Starred

Important

Sent Mail

Drafts

All Mail

Spam (2,530)
00-Delegated-Review
01-Action (8)

err

err

N mmemim = oy

Notifications-server ..

Opt-in's-all {213)
REI-Deals (3,489)
teamwork (118)

zen-flipanywhere (5...

zen-reivault (151)
More »

- C More

- Starred

- Everything else

78.15 GB (59%) of 131 GB used
Manage

delegated

2of2 ] [ v [ x

LIS Lol see
=em

- - > B

1-30f3 I+

Program Polic
Powered by (50O

YuUTyre
Mail ~

Inbox (1)

Starred

Important

Sent Mail

Drafts

All Mail

Spam (2,530)
00-Delegated-Review
01-Action (8)
email-c

email-d
Notifications (1,134)

Notifications-server ...

Opt-in's-all (213)
REI-Deals (3,489)
teamwork (118)

zen-flipanywhere (5...

zen-reivault (151)
More -

- a 0 [ ] il Teamwork ~

Inbox  x

.- -

People x = '

a 2:27 PM (28 minutes ago) & |

:E Click here to Reply or Forward

78.15 GB (59%) 01131 GB used Program Policies
Manage

Fowered by GO g|e )

Last account activity: 0 minutes ago
Details

CITS

>

More =

v
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What about emails that you cannot do
anything about right now or are referrence

* Send back to yourself with a better subject line so that you can search
for it later

* Evernote (via plug in or via sending an email to your evernote
address)

* Boomerang to come back later to your inbox at a predetermined time



Descriptive subject lines

e Use subject lines that are very descriptive to the nature of the email
that you’re sending out

* If you’'ve got an email with a variety of unrelated topics then separate
them into different email threads so that you can keep track of them

* Easier to find something later if you follow this method

* EXTRA TIP: you can send yourself files / emails and then archive them
so that you can find them later (changing the subject line to be very
descriptive)



Sending yourself emails

* | use a label called “01-Action” that is placed on emails that | send
myself so that | can sort them out quickly

* You can find apps to help you quickly send emails to yourself
* Use “note to self” on google now application
* On google play search for “email to self” (search for this in itunes app store)

‘, Google Play | a |

e e [t e e

GGGGGG




Additional tips

e Use keyboard shortcuts:
e “e” for archive

o, .7

* “v” remove label

o3

* “j” or “k” to move forward and backwards on email

* DON’'T DELETE

* Archive emails
* Allows you to search later on
* Remove them from your view but they are still there



TNTOME WeD Store T TSI 3

'@ - KeyRocket for Gmail™ e

Games *kokkd (143)  Productivity 41,856
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The best way to learn keyboard
shortcuts while you work in Gmail™ -
by http://www.keyrocket.com.

earn
Keyboard
shortcuts

KeyRocket for Gmail™ is the fastest way to
learn keyboard shortcuts for Gmail™ and
Google Apps™ email accounts. It
recommends keyboard shortcuts while your
work where it matters. KeyRocket informs
you, via a subtle notification, when you could
have used a keyboard shortcut instead of a
series of mouse clicks.

To download KeyRocket for Microsoft Excel,
Word, PowerPoint or Outiook, go to
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Questions?



