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Processing with the Four D’s (work through each email answering the questions below), remember to “Turn it into What it is” if more appropriate.

	1. Delete It
· Does it pertain to a goal or project you are currently working on?
· Can the Information be found somewhere else? (i.e. company library, internet, etc.)
· Will I need to refer back to it in the next 3 months?
· Am I required to keep it? (HR legal, financial)

	2. Do IT
· Can it be completed in 2 minutes or less?
· Can it be scanned in 2 minutes or less to see what is needed?
· If neither, move to step 3


	3. Delegate It
· If you can delegate over the phone or via email in 2 minutes or less, delegate it now.
· If you need to provide additional instructions for someone to complete the task, file the original message and add that Task onto your Task List.
· Plan a due date agreeable to both parties to follow up after the delegated activity has been assigned and should be completed.
	4. Defer It
· Prepare to do the actual work at a later time.
· Break the job into small tasks if it is a large project.
· Add the task(s) to your Task List and then designate a date/time or create a timeline to complete each task.



How to “Turn it into What it is”

· Turn an Email into an Appointment
· Turn an Email into a Task with Attachment
· Turn an Email into a Contact

1. Right click on Email and drag it into one of the 3 pertinent areas on your left bar (Calendar, Task or Contact)
2. Be sure to edit the appointment or task to invite attendees (if needed) or to set the appropriate due date for completion or follow-up.

How to Create Email Rules to Minimize What shows Up in Your Inbox

· Create Rule to Delete
· Create Rule to File

1. Right click on Email to Create Rule.  Pick either Deleted Items Folder or another folder to filing mails.
2. Run the rule on current items in your Inbox for immediate clean-up.

Resources:
1. Microsoft support online:
a. Go to http://office.microsoft.com and then click on Support.
b. Scroll down to Free Training link (available topics include Excel, Outlook, PowerPoint, Word, Access, Project, etc.)
2. Your company
a. Some companies offer free online Microsoft courses as part of overall IT package – check with your Help Desk or IT Dept.
3. Your local library
a. (Non-Fiction, Dewey Decimal area 005)
i. Take Back Your Life (Using Microsoft Outlook to Get Organized) by Sally McGhee
ii. Dummies Series (Outlook for Dummies, etc.)
