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Turn Off Notifications

Select the File menu and choose Options

¢ Inthe left area that lists the various categories, select Mail

e Inthe Message Arrival section, beneath When new items arrive in my Inbox,

uncheck all the checkboxes (no sounds, no notifications, no alerts!)

e Save

Effective Outlook Notification and Reminder Settings Video Tutorial >

Conversation View

View - Conversations - Show as Conversations

Marcey Rader

ACTION M contradt DO 11 A

Marcey Rader
Tha 15 30 emall 1 ceate s

Commect 19 the uerver 10 view tem

ACTION: NI contract DD 1/1/21

Marcey Rader

Productivity Performance Speaker, Coach, Author
484-455-4122 £ST

Schedule a meeting here.

WorkWellPlayMore.com is experiencing an exciting shift. My new email address is
warcey@helloraderco.com. More to come in 20211

Conversation and From Views for Cleaner Inboxes Video Tutorial >
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Working Offline

e Working offline is a great way to focus on what's in your inbox without getting
distracted by incoming messages.

e When you wish to sync and send, select work offline, let your emails sync, send,
and download, then select work offline again to focus on the emails that are in

your inbox.

oy e T

g

v Favoritet - he Hbacy § ACTION: NI contract DD 1/1/21

Tovben v Tods s B . - 4 N
. °,_,_,4,,.,_ marcey@heliorndercoc ’ R odey
ar

Marcey Rader

Productivity Performance Speaker, Coach, Author
484-455-4122 ST

Schedule a meeting here,

WorkWellPlayMore.com is experiencing an exciting shift. My new email address is
marceyshelloraderco.com. More to come in 20211

v Grougn

Folder Structure

Consolidating folders

To consolidate folders, open a folder, click Control A to highlight all items, and then

right click to Move to the new folder.

Favorite folders

To keep your most-used folders at the top of your list, right click on them and Add to
Favorites. When you are no longer using that folder because the projectisn’t active,

remove it from your favorites.
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Rules
Use Rules to auto-filter notifications or updates you don't need to see, but want
access.

e Right click on an email.

e Click Create Rule

e Select From and type in the name or a subject for the message.

e Select the folder you want it to go to — Archives, Trash, Client Name,
etc.

e Click Create Rule.

e Don'tclick Ok yet! Select Run this rule now on messages already in

Inbox.

Rules for Auto Filing Video Tutorial >
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Automating emails from a specific sender into a folder

1.  Open the email from the sender

2. Right click and select Rules - Move - Always Move Messages
From (SENDER)

3. Highlight the desired target folder

4. Click Ok.
v Today
Marcey Rader <marcey@helloraderco.com>
» Contractor1; Marcey... 9 | To Contractorl
This is an email to create a ... 11:54 AM
Test email
= Open

Marcey Rader | [ Copy

ACTION: NI contract C . .
- Marcey Rader % Quick Print

Marcey Rader

—> Forward =%
Marcey Rader Productivity Performance Speaker, Coach, A
This is an email to cre 8 Mark as Read 184-455-4122 EST
- Marcey Rader 1 Markas Upread Schedule a meeting here.
There are moreitemsin|{ B Categorize > WorkWellPlayMore.com is experiencing an €
Click here to view more. [ Follow Up , marcey@helloraderco.com. More to come in
& Quick Steps >
{5p Set Quick Actions...
_’ % Ruleg > Always Move Megfages From: Contractorl
Y Move > Always Mov ssages To: Marcey Rader
7 Moye to Other 2 CreateRule...
Ignore s Manage Rules 8 Alerts...

Clean Up Conversation

[] Delete
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1AM

JAM

hange

‘ When | get email with all of the selected conditio
—_? [ From Contractort
at

€ Reply % Re
Marcey Rader <marcey@helloraderco.com> d s
To Contractorl

-

| Create Rule Optiona| X 7

| IZ Subject contains | This is an email to create a rule
48 | [Jsentto |Marcey Rader @
Sch pothe following

| D Display in the New Item Alert window

. My new email
ma, D Play a selected sound: Windows Notify Em ) [ ] Browse...
Move the item to folder: | Reports [ Select Folder... l
oK Cancel Advanced Options...

In the mail window, select a folder (or Inbox), click the View tab,
and then click View Settings in the Current Settings group.
Click Conditional Formatting in the resulting Advanced View Settings dialog

box.
Click Add and give the new "rule" a name - such as The Boss.

Click the Font button, choose a color from the Color dropdown (pick one that

is easy on the eyes), and click OK.

Click Condition and then click From.

Find the contact, double-click it to add it to the From condition, and
click OK four times. (If creating a rule for messages sent, make sure

you add the name to the Sent To control.)

Outlook will display existing messages from the designated contactin
the assigned color. It will also show new incoming messages in that color

as they arrive.
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If the contactisn'tin your Address Book, you can enter the contact's

email address.

The name you're matching must exactly match the name Outlook displays
in the From.

You can't use the same rule to assign a color to messages from and

sent, even though the dialogs offer both options and will even let you

specify both in the same rule.

Conditional formatting rules apply only to the current folder, but you
can add the same rule to multiple folders. Always start by selecting the

right mail folder (#1).

Only add colors for 2-3 people or projects, or you will get too many colors and
will ignore them.

Otmer semmings Fenty nt etmer Tatie view emngs ¥ new email address is
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[ i
Advanced Vi Conditional Formatting X
Description) Rules for this view:
[ cq [ Unread group headers N Subjedt, ...
1 [ submitted but not sent
| [ Expired email T Detes |
T [ Overdue email
Messages in other folders
Site Mailbox document pending uploa Move Up
1 The Boss
7 Marcey Rader v Move Down
\ Properties of selected rule
Oth Name: Iﬁarc_ey Rader *——‘\
Condition VFont... 11 pt. Segoe Ul
Forma | Condition...
Reseg; oK | Cancel LCancel
[ Font X B
I
Font: Font style: Size:
Segoe Ul Regular Normal [ oK l
~| T | e
- . fr— Cancel
Segoe Ul Emoji |ltalic Big
Segoe Ul Historic ‘Semibold Bigger
Segoe Ul Symbol |Semibold Italic
SHOWCARD GOTHI v | Bold v
Effects Sample
[ strikeout
AaBbYyZz
[Junderline «
Color:
Red v Script:
[Westem v
—
s
Focused Other ByDatev | T
v Today
» Contractor1; Marcey... S q
This is an email to create a .., 11:54 AM
Test email
Marcey Rader
ACTION: NI contract DD 1/1... 9:39 AM
-- Marcey Rader -
Mai
Marcey Rader Pro
This is an email to create a ... 9:38 AM 48«
-~ Marcey Rader Sct
There are more items in this foider on the server Wo
Connect to the server to view them ma

Creating a Rule for Color Video Tutorial >
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Ignoring Conversations

When you get stuck on an email chain of congratulations, announcements, or
anything else you don't want, choose to ignore the thread by selecting the
email and clicking Ignore. Future emails from that thread will go to your

deleted folder rather than clutter up your inbox.

If you change your mind, you can go to the email in your Deleted Items folder,

select it and click the /gnore button again to disable it.

FILE Home Send / Receive

E] [j (T Ignore

a6 CleanUp ~
New New g Delete
Email ltems~ &g Junk~

New Delete

Ignoring Conversation Video Tutorial >
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Tasking

Quick Step for Tasking

Don't use your inbox as your task list! You can't prioritize, and you have to look

at what you need to do repeatedly. For team projects, | recommend using a

project management task system like Planner, Asana, or ClickUp, and not

delegating through email You can use Planner, ToDoist, or the native Outlook

for personal tasks if you have simple tasking to perform. | do not recommend

creating flags. Again, you can't prioritize by date, it stays in the Inbox, and

most people end up having hundreds of red flags they never clear out.

ed Other

actor1; Marcey...
an email to create a ..,
1ail

2y Rader
{: NI contract DD 1/1.,
cey Rader

2y Rader
an email to create a ..,
ey Rader

more items in this fol

: to view more on Mic

n_onos

@

S

A

@ #7E QO L

EROECE

=

s

5

Copy
Quick Print

D Reply

) Reply All

Forward

Mark as Read

Mark as Unread
Categorize

Follow Up

Find Related

Quick Steps

Set Quick Actions...
Rules

Move

OneNote

Move to Other

Always Move to Other
Ignore

Junk

Delete

Archive...

Conyert to Adobe PDF

Append to Adobe PDF

‘s is an email to create a rule in color

€ Reply
Marcey Rader <marcey@helloraderco.com> I

To Contractorl

zey Rader

luctivity Performance Speaker, Coach, Author
-455-4122 EST

:dule a meeting here.

kWellPlayMore.com is experiencing an exciting shift. M
o AR o 1. More to come in 2021!

[‘i?l Task
4

=

Reports

To Manager

Team Email
/ Done

€ Reply & Delete

-

¥ (Create New [ Move to Folder...
New Quick Step > BB Categorize & Move...
& Manage Quick Steps... f3 Flag & Move...
2 New E-mail To...
—> Forward To...
rﬁ New Meeting...

wt

> 7 Custom...

All folder
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Et] : —> To Manager MRS & Follow Up ~

? Forward

OneNote Read ‘ v Filter Email ~
Respond « > = Find
£ Edit Quick Step ? X
ByDatev |
N Name:
v Task & Reply Al
<—) Add actions below that will be performed when this quick step is dicked on.
11:54 AM
Actions
Create a task with attachment [+ @
9:39 AM .
4] Move to folder v |
Always ask for folder [ v
9:38 AM
Add Action
ier on the server r new email a

rosoft Exchange

LSO CTRL-SHIFT+ 1 |Ro

Tooltip text: | This text will show up when the mouse hovers over the quick step

You can take extra action to delete the message. If you like to put everythingin files,
select Always ask for folder, to it is saved in your task list and your selected folder.

Tasking from Email Video Tutorial >

How to add tasks to an Outlook calendar

1. Onyour calendar screen, click View

2. Click Daily Task List

3. Click Normal.

4. Dragand drop a task into a calendar item for a specific time.

RADER CO. | www.helloraderco.com
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Meeting Request

Turn off meeting request responses.

In a new meeting request, do the following:

1. On the Meeting tab, in the Attendees group, click Responses.
NOTE: For recurring meetings, the Meeting tab appears as the Recurring

Meeting tab.

2. Click Request Responses to clear the Request Responses and

Allow New Time Proposal checkboxes.

oRg W <y @
_§ &_{—“ - 7% g/
i:?_;ilﬁfponses : 8’$é

"1‘ v | Regquest Responses £
vV ink Allows News Time Proposals f

NOTE: If you turn off the Request Responses option, you will not be able to track
whether attendees have accepted, tentatively accepted, or declined. For
instance, when you open the meeting in your calendar, click the Meeting tab, and
then click Tracking in the Show group, the Response column will display None for
all of the attendees. Instead, you could create a rule that meeting responses go

directly to your archives, trash, or another folder.

Turn off responses after you send the meeting request.

Even if you don't turn off the response option when you initially send the meeting

request, you can change the option at any time.
1. Open the meeting.

2. Onthe Meeting tab, in the Attendees group, click Responses.
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NOTE: For recurring meetings, the Meeting tab appears as the Recurring
Meeting tab.

3. Click Request Responses to clear the Request Responses and
Allow New Time Proposal checkboxes.

4. Click Send Update, so the meeting request updates in Outlook for all meeting

attendees.

Search folder

There is no reason to scroll up and down your inbox to find an email anymore. If
you are doing this, you got into the habit with older versions of Outlook. You
can streamline your searching by going to the Search Folders on the left and
creating a new Search Folder. Examples could be all your Unread or Follow Up

or Unread from NAME.

How to Search All Folders in Outlook

This step is only necessary for older versions of Outlook. Create an Outlook Search
Folder that will search through all of your mail in one step. It will not search inside any

archived .PST files.

Create an All Mail Search Folder in Outlook

. = iDraft] Peter
pSearch Folders
New Search Folder...
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In the folder Navigation list, right click the header that says Search Folders and then

select New Search Folder.

New Search Folder X

Select a Search Folder:
Mail from and to specific people A

Mail frem specific people

Mail sent directly to me

Mail sent to public groups
Organizing Mail

Categorized mail

Large mail

Old mail

Mail with attachments

Mail with specific words
Custom

Create a custom Search Folder

Customize Search Folder:

To specify critenia, click Choose.

oK Cance!

Scroll to the bottom of the window and double click where it says Create a custom

search folder.

Custom Search Folder X

9 Name: All Mail Search Folder

Select "Criteria" to specify what items this Search
Folder contains.

Criteria...

Mail from these folders will be included in this Search Folder:

.Lookeen Blog;Drafts;Junk-E-Mail;Lookeen 10;sicbhai || Browse..

OK Cancel

Another window called the Custom Search Folder will open up. Type All Mail Search

Folder in the Name field box, then click Browse.
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> = QOther
Peter
[,*_,/:I Search subfolders

Searching in 8 folder(s):
.Lookeen Bloq; .Responses; To Do; Website; Lookeen 10; Lookeen Free

Now select which folders you want to include in your All Mail Search folder. Uncheck

the first item, and then check all of the folders you store your most important mail in.

This will probably be your Inbox, the Sent ltems folder, and any others you need to
include in a global search. Check the box that says Search Subfolders at the bottom.

Now click OK.

Microsoft Cutlook X

You have not specified any criteria for this Search Folder. All messages in the folders you have selected will appear in this Search Folder,

Do you want to continue?

Click OK. A box will show up saying that you have not specified any criteria.
Click Yes at this error because you don’t want to create any requirements for

this.

4 | pSearch Folders

...............................................................................

HAll Mail Search Folder 450

pUnread Mail

Now click OK again, and you should now see the All Mail Search folder in the
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Search Folder List. It may take some time to load the first time. After it has

loaded, arrange the folder by Date.
Search All Folders by Default in Outlook 2010 and 2013

Set up Outlook to search the items within All Folders by default.

Click File and then select Options.

In the Outlook Options window, click Search, choose the All mailboxes option.

Yasks Results

Search - Include results only from:

Language = O Current folder

Advanced O Current folder. Current mailbox when searching from the inbox
() Current mailbox

® All mailboxes

Customize Ribbon
Quick Access Toolbar

[ Include messages from the Deleted items folder in each data file when searching in All Items

Al [4 When possible, display results as the query is typed

Click OK. You will now search all folders by default in Outlook 2010 and 2013.

All/Unread vs. Focused/Other

With Focused and Other, you will only get emails from within your organization

in the focused mailbox and newsletters and emails outside the organization in
your Other mailbox. This method works well if you mostly communicate

internally.

Message Templates

Creating an email message template

1. New group - New E-mail.
2. Inthe message body, enter the content that you want.

3. File tab.

RADER CO. | www.helloraderco.com
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4. Click Save As.

5. Inthe Save as box, click Outlook Template in the Save as type list (do not
save it to My Documents or some other folder). Type a name for your

template, and then click Save.

Sending an email message from a template

. Select New Items (upper left corner) > More Items > Choose Form.

2. Look In, click User Templates in File System.

3. The default templates folder is opened
c:\users\username\appdata\roaming\microsoft\templates. If your template
is saved in a different folder, click Browse, and find it.

4. Select the template, and click Open.

5. You can make changes to the subject and message body.

Note - Changes made aren’t saved to the template. It will create a draft of your

current message if you save but won't update the template.

Delay or Schedule Sending Email Messages

You can delay the delivery of an individual message or you can use rules to delay
the delivery of all messages by having them held in the Outbox for a specified time

after you click Send.

Delay the delivery of the message

1. While composing a message, select the More options arrow from the Tags

group in the Ribbon.
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% FU Follow Up ~

R | High Importance
Policy ~ J, Low Importance
Tags i 2 [P

2. Under Delivery options, select the Do not deliver before check box, and

then click the delivery date and time you want.

Deltvery options
¥ [_|Have replies sentto Select Names_

v | 500 PM

3. Click Close.

4. When you're done composing your email message, select Send.
After you click Send, the message remains in the Outbox folder until the delivery
time.
If you decide later that you want to send the message immediately, do the
following:

1. Switch to the Outbox folder.

2. Open the delayed message.

3. Select the More options arrow from the Tags group in the Ribbon.

P] Follow Up ~
! High Importance

™

Assign
Policy ~ \l, Low Importance

Tags e  IF

4. Under Delivery options, clear the Do not deliver before check box.

5. Click Close and send.

Note: Outlook must be online and connected for this feature to work.

Delay the delivery of all messages
You can delay the delivery of all messages by up to two hours by creating a rule.

1. Click File.

2. Click Manage Rules & Alerts.
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3. Click New Rule.

4. Inthe Step 1: Select a template box, under Start from a Blank Rule, click

Apply rule on messages | send, and then click Next.

5. Inthe Step 1: Select condition(s) list, select the check boxes for any
options that you want, and then click Next.
If you do not select any check boxes, a confirmation dialog box appears. If
you click Yes, the rule that you are creating is applied to all messages that

you send.

6. Inthe Step 1: Select action(s) list, select the defer delivery by a number

of minutes check box.

7. Inthe Step 2: Edit the rule description (click an underlined value) box,
click the underlined phrase a number of and enter the number of minutes
for which you want the messages to be held before it is sent.

Delivery can be delayed up to 120 minutes.
8. Click OK, and then click Next.
9. Select the check boxes for any exceptions that you want.
10. Click Next.
1. In the Step 1: Specify a name for this rule box, type a name for the rule.
12. Select the Turn on this rule check box.

13. Click Finish.

After you click Send, each message remains in the Outbox folder for the time

that you specified.

Recall or replace an email message.

With message recall, a message you sent is retrieved from the recipients who haven't

yet opened it from the mailboxes. You can also substitute a replacement message.
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For example, suppose you forgot to include an attachment. In that case, you can
attempt to retract the message and then send a replacement message with the

attachment.

Message recall is available after you click Send and is available only if both you and
the recipient have a Microsoft 365 or Microsoft Exchange email account in the same

organization.

Newer versions

1. Inthe folder pane on the left of the Outlook window, choose the Sent
Items folder.

2. Open the message that you want to recall. You must double-click to open the
message. Selecting the message, so it appears in the reading pane, won't allow
you to recall the message.

3. From the Message tab, select Actions > Recall This Message.

RE: This is an amail 10 creste & rule - Massage (HTML)

lem RE: This is an email to create a rule

help

This will recall a message from your sent lolder if the recipient hasn't opened it
e From: Contractorl
spec Sent: Fnday, December 18, 2020 11:54 AM
1 | To: Marcey Rader <marcey@helloraderco.com>
Subject: RE: This is an email to create a rule

e Test emal

From: Marcey Rader <marcey@helioraderco.com>
| sent: Friday, Dece
To: Contractor] <

| subject: This is an

RADER CO. | www.helloraderco.com 22



Recall This Message X
Some recipients may have already read this message.

Message recall can delete or replace copies of this message in recipient
Inboxes, if they have not yet read this message,

Are you sure you want to

@ Delete unread copies of this message
O Delete unread copies and replace with a new message

E]Ten me if recall succeeds or fails for each recipient

Notes:

e If you don't see the Recall This Message command, you probably don't

have an Exchange account, or the feature isn't available within your

organization.

e You cannot recall a message that's protected by Azure Information

Protection.

e You cannotrecall a message in Outlook on the web.

4. Click Delete unread copies of this message or Delete unread copies and replace
with a new message, and then click OK.
5. If you're sending a replacement message, compose the message, and then

click Send.

To Enable or Disable Notifications of Completed Print Jobs

1. Click Start, and then click Printers and Faxes.
2. On the File menu, click Server Properties.
3. Onthe Advanced, click the options you want to apply:
a. Show informational notifications for local printers. This option notifies
users when a job is printed on a printer that is attached to this

computer.

RADER CO. | www.helloraderco.com 23



b. Show informational notifications for network printers. This option
informs users of this computer when a job is printed on a remote
computer.

4. For client computers that are running versions of Windows earlier
than Microsoft Windows 2000 that access the printers on this
computer, there are additional configuration options to choose
from:

a. Notify when remote documents are printed. This option
sends a message to the user who sent a job to a printer
attached to this computer.

b. Notify computer, not user, when remote documents are
printed. This option sends a message to the computer from
which the print job was sent, regardless of which computer

the sending user is currently logged on.

RADER CO. | www.helloraderco.com

24



Publishing a Calendar for External Viewing

Suppose you don't have a scheduling system like Acuity, Book Like a Boss, or
Calendly, and often have meetings with external clients or vendors. In that case, you
can publish your calendar for external viewing. To make it easy for people to schedule
with you, provide a hyperlink to your calendar in your signature line, or provide it when

scheduling meetings.
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Speed Reading

To read your email faster in Reading Pane view, you can use the space bar to
move down the message and then go to the next message. Go into Options -
Mail — Outlook Pane - check Single key reading using space bar. Only do this if

your current way of reading isn't working for you.
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This Outlook Go-To Guide is designed to help you set up your email for maximum
efficiency and only the beginning of what Outlook can provide. However, the best
systems and tools mean nothing when the behaviors aren't effective. Start with the

system and follow with the actions.

need help with that?

We're here for you for private and team coaching.

Contact us at hello@helloraderco.com.

~+ raderco.

~ <N REVITALIZING PRODUCTIVITY
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