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BACKGROUND

- NNNOR-ALL
* NOR-FACULTY
* NOR-PT-FACULTY

- NOR-STAFF




PAIN POINTS

« NNClutter

* NEmalls delivered to the
wrong audience

 NHard to manage




OBJECTIVE

« NNGive employees power and control over which emails
they receive

«  Permit flexibility in changing email list serve subscriptions
on demand

« Reduce the number of received emails (if one chooses to
do so)
e Ensure access of Information




TIPS FOR EMAIL MANAGEMENT

1. If you receive an email (from NOR-ALL, for
example) which could continue as a conversation
that spans over multiple emails, you can click
Ignore from the Home tab of your Microsoft
Outlook e R EBee BR YD

Home Send / Receive Folder View

; ?‘D [—Ignnre x |_| L(_

%% Clean Up
New New Delete Archive Reply
Email ltems ~ g Junk ~
Mew Delete
4 Favorites Ignore Conversation (Ctrl+Del)

Inbox Move current and future messages '
in the selected conversation to the
Sentltems | Deleted Items folder. AC
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2. You could also create a rule on certain emails by
right-clicking the email, click Rules, and either
clicking "Always Move Messages..” (.From or ..To)..

1= Rules 4 h Always Move Messages From: nor-all

Always Move Messages To: nor-a

‘=1 Create Rule..

[
» | ¥z Manage Rules & Alerts...
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.or by right-clicking the email, click Rules, and clicking
"‘Create Rule...’

. st call to have Zero Cost Textbook

EEI Copy - E

'FEP Quick Print

2 Reply

L._.(_ nepy A-Way of 2019 Tue %32 AM

2 Reply A the right? (First Picture?) Angel Hello

l‘_:j Forward HJJ As \.rue

availa

Mark as Unread ':’:I}" of 2019 Tue 3:28 AM Depar

- ling the start of the start of the Fall ]

g Categorize ¥ reviev

[ Foliow Up 3 and v

D Find Related * | carlson Thu 8/13 Please
Quick Steps y ks for being a great partner here

4 Set Quick Actions.. First

;=7 Rules 4 Always Move Messages From: nor-all 7

2 We h:
Move » Always Move Messages To: nor-a

f-lki lgnaore =1 Create Rule... % !

] e K 2

» B vianage Rules & Alé

& Junk = - Create Rule

X Delete Create a rule based on the sender

=] Archive.. Carlson or recipients of this message to

is you. Thank you for promot,  always move mail to a specified
<% Convert to Adobe PDF folder.
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Then, from the box that appears, check the option(s) under
"When | get email with all of the selected conditions’ that
specifies what type of emails you want to delete..

Create Rule X

---and SeleCt the When | get il with all of the selected conditi
aCtiOn that you [ ]From nor-all

tp f d [] Subject contains | Great Chair Give-A-Way
want performe s v
under "Do the
followi ng " [ Display in the New ftem Alert window
[Iplay a selected sound: ~  Windows Notify Ema | » | | m Browse...

Move the item to folder: | Junk Email Select Folder...

QK Cancel Advanced Options...
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3. Organize your inbox with labels, folders and
categories

4 Favorites <
Search Class Adds/Changes/Requests
Inbox
Sent ltems All Unread
Drafts [2] s Today
Deleted Items Owashi, Katie
19FAL - Added Classes / Room Change
Accounts / Licenses / Comput... Hello
Requests

Karrer, Debra
Class Adds/Changes/Reque... Correction on Course number 19FAL Instructor

Colleague - CSAR - CSPU Hello, The course number should be ECO-7-3

Helpdesk / Issues / Questions Karrer, Debra
HR 19FAL Instructor addition
Hello, The following Instructor has been adde
Jobs / Transfers
Acosta, Cynthia
19FAL Instructor and day change

Events / Meetings Hello,

Miscellaneous

Staff Professional Developme... 4 Monda



TIPS FOR EMAIL MANAGEMENT

4. ChecRk your email reqularly. | know this sounds
redundant, but checking your email regularly
during the day can be an effective way to keep
your inbox at manageable levels. One strategy you
can use Is to check email only at set points during
the day. For instance, you may decide that you'll
only check your email first thing in the morning,

before lunch, and at the end of the day.




TIPS FOR EMAIL MANAGEMENT

5

Remove unwanted emails from external senders.
Unsubscribe from receiving messages from specific
senders If you no longer want to receive their messages
or don't have the time to read them. To make the
unsubscribe process quick and painless, search your
inbox for the term “unsubscribe.” If it is a message from
an external sender with an unusual request of you, it
could be a phishing emalil. Forward it to SPAM@rccd.edu.




Lenny Riley
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