5 Tips for Email
Management

Welcome to the road to productivity!



1. Allocate
Specific Times

for Email
Management




2. Use Labels, Folders, and Categories

To be efficient in your email management, you should have familiarity with labels, folders, and
categories on any email server. It all depends on the activity you are involved in-and the importance of
the emails.

The more refined this process is, the easier it will be to locate important and specific emails when they
are needed.



3. Apply the Pareto

Principle




4. Rely on the OHIO Method to Email
Management




5. Flag the Emails
that Need “More”
Attention




