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Do you feel present




Marie Kondo: Decluttering focuses
vour life on what matters
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Achieving Inbox “Nirvana”




Tips to manage your inbox

¢ >3 months or whatever you are confortable with
* Move to a separate folder

¢ Block

e Set up Rules and if using Outlook learn the Sweep function

e Top to bottom

e <2-minute task? DO IT NOW!
e Delete most

e Save a few to folders

* SNOOZE

* Delegate



Inbox Zero is Not a
Perfect System

It’s a state of mind



Audience Response

 What time management tools have you
found most useful?
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Turn Off Notifications

e Stop being reactive
e Stay focused

PUSH NOTIFICATIONS (€9




Turn off notifications in Outlook
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Turn off notifications in Outlook
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Keep Email Closed
Unless you are acting on it




Spam
/spam/

def: Unwanted and unsolicited email
sent by automatic messaging software
on the internet.



Block Sender

e Cutdown on
unwanted email
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SWEEP in Outlook
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SWEEP in Outlook
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Rules in Outloo
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Rules in Outlook
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Pitfalls of Rules

AAMC Folder
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“The things that
get scheduled
are the things
that get done”

- Robin Sharma



SNOOZE




How to use SNOOZE

What: >2 minutes task

Snooze to: 1. before deadlines 2. when you know you have
time

Forget about it

It will return to your inbox at the desired date



SNOOZE
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SNOOZE can be your new To Do List



SNOOZE is healthy procrastination



2 MIN RULE
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Marie Kondo: Decluttering focuses
vour life on what matters




DO NOT FEAR DELETE!

After reading/completing task

Delete 95% of emails — only save critical emails to folder
Saves time

Declutters
Makes search functions functional
You can track down lost information



Email is Just a Medium




Email is Just a Medium

Managing Email Means:

* Convert important things into
action items

* Eliminate the rest
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Inbox Zero Take Home Points

Eliminate Spam
2- Minute Rule
DELETE

Use SNOOZE

" R

https://www.youtube.com/watch?v=s74-mXXvJsM


https://www.youtube.com/watch?v=s74-mXXvJsM

Thank you!




Audience Response

 What time management technique do
you plan on adopting?



cabreram@uw.edu
bhargp@uw.edu

Questions?


mailto:cabreram@uw.edu
mailto:bhargp@uw.edu

Please submit your E-val!
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