Inbox Zero: Roadmap To A
Calmer Mind

Luigi Benetton
Technology and Business Writer
www. LuigiB enetton.com

Luigi Benetton Communications
clarity out of complexity

2016-05-25

Next steps

#MWVrite the following:
A project you’re working on
#MThe nextstepyouneed to take toadvance that project

#MAnybody feel calmer?
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Current inbox status

#MHow many emails are in yourinbox right now?
™Zero
#™1-10
#M10-50
#M50-100
#MDating from the Paleolithic era
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Current inbox status

#MHow many people have empty email inboxes?
MWhy?
#M\Where is all the information from those messages?
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Current inbox status

M¥your inbox contains
#Ma jumble of next steps
#Mmixed with thingsthat ook like next steps but aren’t
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Current inbox status

MO ther “inboxes” containing things to deal with
#Mphone messages
Mtexts
#Msocial media messages
MNotebook
#MNotes
#temporary filing
#MSnail mail

Luigi Benetton Communications
clarity out of complexity




2016-05-25

Snail mail
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Inbox Zero

#MThere are no emails inyour inbox at the end of your
workday
#Msame with otherinboxes that contain next steps

MWMinimize
Mphysical clutter
#psychological turbulence
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Inbox Zero is...

. a process driven by habits

. NOT a specific technology

. often a lengthy process the first time you do it
. easier to tackle if you have agame plan

IXT

Luigi Benetton Communications
clarity out of complexity

Your presentation notes

MDuring this presentation, please record:
#Mnext steps
Mquestions
WMideas
Mfurther research
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Setting expectations

#MThe more emails you have in your inbox right now,
the more time you'll need to spend to get to Inbox
Zero

wsilver lining:

#MThe work you do up front can become good habits
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Email newsletters (and spam)

#MUnsubscribe from newsletters you don’t:
#read
™value

#MENo unsubscribe? Mark as spam

#MPut the rest somewhere beside your inbox
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Email newsletters (and spam)

#MVrite the name of one newsletter that you don’t
want to receive anymore
MSet intention to:

#Munsubscribe .
#Mdelete all copiesinyourinbox |z
| [
o=
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Getting email out of the inbox

#MTwo choices
#MDelete it (self-explanatory)
MFile it
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Filing email

#MUse folders in email software
#mutility bills
#Mclient correspondence
#Mtax information

WMSeparate business from personal
#Mmsubfolders
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Filing email

#MVrite name of oneclient

#MVrite name of one or more projectsfor that dient

MSet intention to create folder and subfolder(s) inyour
email software

i
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Email rules

#MAutomate actions you want done on emails
Mexcellent for filing

MExamples
Mnewsletters
#Mproject comespondence
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Email rules

MMy favorite rule
#M\Write topic insubject line of email (e.g. update on
“Project X”)
#MCreate rule to file emails having topic words (“Project
X”)in subject line in proper folder

#MWhy it works reliably?
#MFew people change subject lines in emails
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Email rules

MPick a criterion

#Msender (e.g. client name, or domain
“@companyname.com” without person’s name)

Msubject (e.g. project name)

#MChoose an action %:
Mfile email infolder a—
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Email rules

Run AppleScript

Stop evaiuating rules
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Email rules

#Minbox and Sent Items folder
#MmSelect all
#MRight-click in the sentitems list and click "Apply Rules"
(or the equivalent)

MResults
#MCorrespondence moves to right folders
¥ eftover messages — delete or file
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“Two-minute tasks”

s it faster to do than to planfor?
Must do it
#MDelete or file the email

Luigi Benetton Communications
clarity out of complexity

“Two-minute tasks”

WMWrite a two-minute task waiting for you in your
inbox

]3]
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Appointments

#MCalendar, not inbox

Msave the text of the emailinthe Notes field - dl the
information available in one place

Mnvite other meeting attendees to the appointmenrt

MNext steps?
™file it
Mdelete it
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Appointments

#MVrite one appointment from your inbox that you
need to put inyour calendar
#work or non-work

|i'
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Contact information

MContact list, not inbox

MSave text of emailinthe Notes field- all the information
available in one place

#M_inkedIn connection?
MNext steps?

mfile it

Mdelete it
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Contact information

#MVrite the name of one person whose contact
information you get from an email signature
MSet the intention to add him/her to your contact list

Ll
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Tasks

#MTask list, not inbox

% Save text of email in the Notes field - all the information
available in one place

#MTasks aren’t calendar appointments
#Mto be done bya giventime, but not at a given time or
date
#Mdiscuss article outline with client on phone
#calendar appointment
MWwrite article outline
WMtask
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Tasks

M Vrite a task sitting in your inbox to be done by a
certain date
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L

Luigi Benetton Communications
clarity out of complexity

Inbox Zero—Luigi Benetton

Reading list

#MSpecialized lists (maybe it’sjust me)

#MRecommended reading task list, notinbox
Mtag such tasks as “Recommendedreading”
#Mmakes them easier to find
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Reading list

#MNrite name of one book somebody
recommended to you via email

OO
PR
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Other email tips- alerts

#Turn off email derts
#Mcheck email 2-3 times per day
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Other email tips - threads

#MTurn on threads/conversations
#Mceeps emails on a specific topic grouped together
WMeasier to glean meaning of conversations
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Other email tips — spam “false
positives”

MM essages that aren’t spam can get caught by spam
filters

#Memails from friends
#Mnotices about events you care about
#Minquiries about new business
#MCheck your spam filters every day
Measier to catch false positives if spam doesn’t pile up
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Other email tips — one system to rule

them all

#MOne email system can handle multiple email
addresses

Msaves time
#helps ensure you see all important messages
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Inbox Zero objective

#¥Transfer information from your inbox to whereit
belongs
M Calendar
#MContacts
WMTask list
#Folders (rules)
#MTrash/Spam
#M™Other?
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My favorite productivity book

MCetting Things Done: The Art of Stress-Free
Productivity
#David Allen
#M“clearing the runway”
#Msource of many ideas in this presentation
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Productivity blogging

#MSearch www.LuigiBenetton.com for following titles:
MEffectively filtering junk mail

MOne rule to rule themall
M(learing the sent items email folder
#MEmail and healthy skepticism
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Practice healthy skepticism

#MTry a productivity habit fora week
MAs long as it takes to get past initial discomfort
#Mf it doesn’t work, move on
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Thanks for listening!

#_uigi Benetton

Mwww.LuigiBenetton.com
#Mhttp://www.linkedin.com/in/luigibenetton

#MQuestions?
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