APSEA Southern Chapter: MINI -TRAINING SESSION
 September, 2011 Monthly Meeting 

 Topic: Ways to Tame your E-mail Inbox      
        (condensed and modified from Working World Mag)
1.  Avoid getting inundated with incoming e-mail.  Statistics reveal that most employees receive from 90 to 190 email messages daily.  Although approximately

20% of the messages received are spam, it still takes time and effort to sort and read it.

2.  Schedule specific time to check your incoming messages.  Use your calendar and schedule specific times of the day to review your messages.  Allow yourself 15 minutes to stay focused on the task at hand and not get diverted with other interests introduced by others.
3. Decide the next step or action required for each message.  Instead of skimming through all of the messages first and then returning to deal with individual messages later, get in the habit of taking care of business as you read it.  Create action steps to help move your work forward instead of reading and reading the same message again. Time consuming.
4.  Establish a way to highlight important communications.  Microsoft Outlook allows you to flag important items as well as develop rules for incoming messages so that selected incoming messages are automatically routed from the inbox to a selected folder.  This can help you stay on top of more urgent communications.
5.  Consider an Alternate email address for non-work related messages.   Some people agree that MySpace updates, FaceBook Posts, and Twitter tweets usually have little to do with your job and end up cluttering your inbox.  This sometimes distracts you from your job related functions.  Using an “off site” account will keep you more focused on your job.
6.  Know Your System.  Whether you are a Mac user or work on a PC, take some time to learn your system.  Most people use less than 20 % of their program’s features and are missing out on some key ways to be more productive.  Depending on your learning style, read through a manual, take an online tutorial or find a local class where you can learn how to best use your system.  If you work for a larger company, ask HR about having an expert come in-house to teach everyone how to use the applications more efficiently.   
7.  Be a more valued, responsive and productive worker by practicing this tips which will help you to be more effective in handling your incoming email messages.
See you at our Next APSEA meeting where we will discuss our Mini-Trng Sessions and let’s stay connected and remember, “Choosing Happiness is Contagious”.  
PP 
