Skills for the Busy Faculty Member:
Time Management and Organization

UW SOM Office of Faculty Affairs
Jan 9, 2025

Michelle “Mimi” T. Cabrera, MD
Professor, Ophthalmology, UW SOM

Puneet Bhargava, MD
Professor, Radiology, UW SOM



Schedule: Time Management &

Organization

9-9:05am Introduction — Mimi Cabrera, MD

9:05-9:50am Getting Stuff Done — Puneet Bhargava, MD
9:50-10:00am Q&A

10:00-10:05am Break

10:05-10:40am Email tips: Inbox Zero — Mimi Cabrera, MD
10:40-11am Final Q&A



Disclosures

Today’s speakers have no financial relationships with an ineligible
company relevant to this presentation to disclose.

None of the planners have relevant financial relationship(s) to
disclose with ineligible companies whose primary business is

producing, marketing, selling, re-selling, or distributing healthcare
products used by or on patients

*All relevant financial relationships have been mitigated*



Who is in the room?

Type into the chat:

1. Where do you work?
2. What do you do?



Who is in the room?

Type into the chat:

What are you most interested in learning today?



CME Text Attendance

For CME credit, please text the email address used in your

CME registration to 833-394-7078

Then text activity code 11024
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Cleaning

Monthly

Yearly/Biannual

Mon
Duty
breakfast + drop off

pickup from piano
hyc practice
communicate with Ivonne regarding schedule

prep dinner
make lunches
pack snack/water bottle

wash dishes/load dishwasher
clean kitchen/table

Duty

Vacation planning/booking
communicating with gardener/tree
arrange payments for zoe activities
arrange payments for homeowners club

Taxes
arranging smoke alarm change x2
arranging Zoe's summer camps
arranging Zoe's school year activities x2
arrange family photos

arrange and distribute holiday card
arrange birthday party

school registration

look into financial investments x2-3

Tues
Current State _Future State Duty Current State

breakfast + drop off
meet at home after bus s
brainquest/homework
piano

hyc practice

prep dinner
make lunches
pack snack/water bottle

wash dishes/load dishwa:
clean kitchen/table

Current State Future State

Alvin

Alvin

Current State _Future State

\Avin

Future State Duty

breakfast + drop off

pick up from HYC choir

communicate with ivonne re N

prep dinner
make lunches
pack snack/water bottle

wash dishes/load dishwasher]
clean kitchen/table
bring in trash/recycling bins | AIVInZ

Thurs

Current State  Future State Duty

breakfast + drop off
piano
brainquest/homework
hyc practice

prep dinner
make lunches
pack snack/water bottl

wash dishes/load dishy
clean kitchen/table

Current State Future State

Fri

Duty Current State Future State Duty

breakfast + drop off AN
meet at home after [AIin
piano Alvin
brainquest/homewolAlVin

wash dishes/load di
clean kitchen/table

prep dinner

piano
brainquest/homework
drop off gymnastics
pick up gymnastics
afternoon with Zoe
pay lvonne




Yearly/Biannual

REEL

Tues
Current State _Future State Duty Current State  Future State Duty

R o< fast + drop off breakfast + drop off
meet at home after bus |
homework/enrichment
piano pick up from HYC choir
hye practice
communicate with lvonne reg UMM
prep dinner
[ANIR N I make lunches
pack snack/water bottle
_wash dishes/load dishwa wash dishes/load dishwasher
clean kitchen/table clean kitchen/table
JANRIATGAIIN Monitor car charging bring in trash/recycling bins

Monitor car charging

Mon
Duty
breakfast + drop off

Current State Future State

pickup from piano
communicate with lvonne regarding schedule

prep dinner
make lunches
pack snack/water bottle

prep dinner
make lunches

pack snack/water bottle
wash dishes/load dishwasher
clean kitchen/table

Monitor car charging

Duty Current State Future State
Vacation planning/booking

communicating with gardener

arrange payments for zoe activities

arrange payments for homeowners club

review credit card statements for fraud

Current State _Future State
Taxes
auto license/registration
arranging smoke alarm change x2
arranging Zoe's summer camps
arranging Zoe's school year activities x2
arrange family photos
arrange and distribute holiday card
arrange birthday party
school registration
Dependent Care Savings Account
Health Savings Account
look into financial investments x2-3
communicating w;/ arborist and neighbors @ t;
communicating w/ handyman about changing
coordinating plumbing, electrical repairs
coordinating biannual gutter cleaning
coordinating biannual window washing
coordinating patio staining/repair (every 2-3 y¢A
coordinating HVAC/heat pump maintenance
coordinating fireplace maintenance
coordinating generator maintenance
coordinating annual backflow assembly testing /A
salting driveway, shoveling steps

plumber, electrician

Sheet1

ﬁ Accessibility: Investigate

Thurs
Duty

breakfast + drop off
piano
homework/enrichment
hyc practice

Current State Future State

prep dinner
make lunches

pack snack/water botti{AliRL S A

wash dishes/load dishy
clean kitchen/table
Monitor car charging

Fri

Duty

breakfast + drop off
meet at home after

sat
Current State Future State Duty
breakfast
piano
hyc practice
homework/enrichment
drop off gymnastics
pick up gymnastics
afternoon with Zoe
evening with Zoe

AARII « =tch zoe whie Mimi s

pay Ivonne

piano
homework/enrichm

prep dinner

wash dishes/load di
clean kitchen/table
Monitor car charging; Moniitor car charging

+ 100%




INBOX ZERO




Objectives




Inbox Count

Mail

Favorite Folders

Mail Mainframe Data Discovery - shoutthese ads [<][>]
Contacts -
Tashs B v Archive  Spam 501-600 of 12654) ¢ » Mail Folders
[T Amazon.com Inbox i i Aug 11 ,»A All Mail Items
™ Julianna M. Czum Aug 11
= aln =
:;bm »q.nzs; e P g i lallL OX
e e a; Deleted Items (137}
Im Aug 11 —
portant | Y
Sent Mail Unopened S . Rl
Drafts biclis Aug 11
Spam (3) i ] T
Trash . = = :
ug 1 ‘ g e
09 app W @ Junk E-mail 3

~ Cutbox
me, Katherine, Toni Aug 11 + _!ﬁ RSS Feeds

me, Anne (2 Aug 11

2010 shoob eval ®
2010 thank you notes [l

-
-
|| Jennis, me (2) 0.0 Aug 11
-

ACR DXIT 8 He



Do you feel present?




Marie Kondo: Decluttering focuses
yvour life on what matters




DELETE!
Delegate
Defer

Ble

INBOX ZERO




= » YouTube Search Q

7= & *
I
Trash/
Incubate/

Reference

Time for review

DO IT NOW!

© SEATTLE
Getting Things Done (GTD) by David Allen - Animated Book Review and my approach

1,502 views - Feb 22, 2021 s 32 GJ DISLIKE > SHARE =+ SAVE

@ P LI L ANALYTICS | EDIT VIDEO
391 subscribers



Achieving Inbox “Nirvana”




Tips to manage your inbox

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

¢ Block

e Set up Rules and if using Outlook

e Top to bottom

e <2-minute task? DO IT NOW!

e Delete most

e Save a few to folders or archive
* SNOOZE

* Delegate



Inbox Zero is Not a
Perfect System

It’s a state of mind



Type into chat

What email strategies have worked for you?



e




Use most updated desktop
or web-based Outlook

M Inbox (9) - mimitcabrera@gr X l Mail - Cabrers, Michelle - O
« G % outlook.office.com/mailinboxf TCINGQYZS050D

Google @ NewTab  \ Wikipedia, the fro.. % Bookmarks W Catalyst WebQ—.. &3 (14) Ba

@ seattachicrons  ouoo R

OPH Facul

* Snooze function

Fllbe in the office tomorrow, | am stllout on vacation

Jenvifer; Huang, Laura

Normal his helps. If not please feel free to contact me tor
Marh, Vivian; &

My Workday Uw

My Workday UW

Mekellop, Andr

Stalworth, Jesnnette; Kelly Karen

o Leo-Nkooh, David

carwalk Courtney & Francs




You can reconfigure your
toolbar in Outlook

Outlook File Edit View sage Format  Profi
AutoSave aAB 9O InboxZero12_24_24 — Saved to my Mac &
Home Insert Draw Design Transitions  Animations  SlideShow Record Review View  Acrobat @Record () Comments [ Share v
[ L S
2
(X X} Q search S o

& New Mal W Delete 5 Archive g Move X Flag v/ Mark Unread () Sync

> Favorites
Other Meet Luke and Tucker

mi -abrera@seattlech. day Adam Levy <executvedirector@
To

& Inbox W January OPH On Call Schedule Yostarday Cabrera, Michelle
S aen Dear all, Please find attached January's On Call Sc
& Archive
Vincent, Jennifer
D £DA MedWatch - One Lot of Systan CAUTION: This email outside of this organization.
Fyi jenn From: U.S. Food and Drug Administration <u.

Deborah Chesky If you're having trouble viewing W email, you can see it o
Spreading Light and Hope This Holiday... Ye
CAUTION: This email originate
B3 Acceliion Outbox Tews, Lyndsey 1 %20Communication%20-%20No%20Bold%200r%20Color.png
B Advances in Pediatric Retina "
£ Ana Mari Cauce
B Avery Weiss

B Benefits

Elaine Tran

applicant site Dear Michelle,
B kaina CAUTION: This email originated outside of this organ
= ) I want to introduce you to Luke and his pal Tucker, who personally wrote us a
B carmel Mercado @ Moore, Joyce X

= A . ot communication Voot letter and allowed me to share it. When | read Luke's letter, it moved me to my
B Carmel Mercado replacement .. on

= d morning Dr Baran, We would like to follow-up. core — what an amazing example of humanity at its kindest, its most pure. It's

o Russell Van Galder MD PHD @ 5 e a reminder of the joy in the world and how even children who have been
iidren's OR c

[Ehikiron's Orientation Draft) Avery Weiss memorial Yesterday through so much retain that joy.

Hi Mimi, | think that's a great idea, and venue seems |
China

Chris Chambers Kelly Waters

Tucker, however couldn't write, since Tucker is a cow born with cleft
According to Luke:




You can reconfigure your
toolbar in Outlook

Outiook File Edit View Message Format Prof indow Help
AutoSave QAB2C - InboxZero12_24_24 — Saved to my Mac 2
Home Insert Draw Design Transitions  Animations SlideShow Record Review View Acrobat @Record () Comments @ Share v

w Achive g Read/Unread Report

Favorites
Drag items into your toolbar to customize

mimi.cabrera il Option

Reply Sync

Categorize ‘6 Forward as Attachment Undo Redo

Create an Appointment = sign polic

Reset Toolbar Show Labels Alway




You can reconfigure your
toolbar in Outlook

Outlook File Edit View Message Format Profiles Tools Window Help
AutoSave P ¢ InboxZero12_24_24 — Saved to my Mac

Home Insert Draw Design  Transitions Animations Slide Show Record Review View  Acrobat @ Record  (J) Comments & share v

W Delete T Archive £ Move E Flag & Read/Unread & sync @ Report & Block

Favorites . . .
Drag items into your toolbar to customize

mimi.cabrera@seat| . Options

@ Delete Archive Flag Pin/Unp

S Read/Unread Reply Reply All Forward Sync

Categorize %8 Forward as Attachment

Mark All as Read Report QX Ignore Conversation < Create a Meeting

Create an Appointment Snooze = Rules &“ Assign policy

Create or apply rules to always move messages
to a different folder

Reset Toolbar Show Labels Always




Turn Off Notifications

e Stop being reactive
e Stay focused

PUSH NOTIFICATIONS (€9




Outlook

Turn off notifications in Outlook

File Edit View

About Outlook

Legacy Outlook

Settings...

Work Offline
Turn Off Reminders

Services

childr...
14
84

Hide Others

Quit Outlook

-
]
]
i
i
i
i
i
i
i
i
i
i
i)
i)
]
]
]
]
]
]
]
]
]
]
]
]
]
i
im]
im]

AAMG
Accellion Outbox

Advances in Pediatric Retina
Ana Mari Cauce

Avery Weiss

Benefits

Bob Kalina

Carmel Mercado 2
Carmel Mercado replaceme... 2
CCTR 39
Children's OR 20
Children's Orientation

China

Chris Chambers

clinic

CMFA

Conversation History

Covid 19

credentialing Valley

CUMG

Debarshi

Denmark 2022

deployment

Diversity

endophthalmitis

EPIC

Fellowship

flag and move

Francine Baran

Hallerman Streiff

InHouse

Message

Format

@ Delete

Focused

Yesterday

>
°

Profiles Tools Window Help

T Archive Bg Move X Flag v

Other

Ophthalmology 2
Cynthia Guerrero Yesterday
From: Mayra Fuentes <fm09251989@gmail.com> Se...

Yvette Kieu 2
Cabrera: Gift Account Update and Re...
Hi Dr. Cabrera, We are reaching out to provide you wi

Yesterday

Mayhan, Mae
Michelle Cabrera sent you an Amazon... Yesterday
Hello Mimi, Thank you so much for the gift card! @ .

Courtney E Francis 1 2
Courtney/Mimi/Grace: UW Data pull m... Yesterday
Mimi and Grace, Here is an excel spreadsheet of the...

Courtney E Francis
racial disparities in strab surgery data... Yesterday
Mimi and Tammy, | am reviewing the data points in th..

Tsuboi, Joanna
Draft March 2025 On Call Yesterday
Dear all, Here is my draft On call schedule for March...

Mustafi, Debarshi
Acct 52831725 - Seattle Children's Hos... Yesterday
Hi Mimi it is definitely odd. | have been ordering from..

Wood, Paula M
The Whole Physician Yesterday
CAUTION: This email originated outside of this organ.

UWHR Benefits
Washington Apple Health for Adults a... Yesterday
You may qualify for coverage View the web version o

Shnorhavorian, Margarett 1
Can you please send me the JAMA art... Yesterday
Thank you! Compelling data Margarett Shnorhavorian...

Erin Cousins via OphthalmologyFaculty 2
January 2025 Resident On-Call Schedule Yesterday
Hello, Attached is the resident on-call schedule for t

Kelly Waters 1
Interfolio Applicant: Hashimi Yesterday
Hi Dr Cabrera, Yes, Jared and | would work together t...

Phillips, James 1
call for small grant proposals! Yesterday
Hi: Thanks. When are the reviews due? | want to be s...

B ® O 4 3 ® Q B8 @® FriDec20 6:31AM

& Mark Unread () Sync & Proofpoint for Outlook Adobe Acrobat Adobe Acrobat

FW: Cynthia Guerrero

Ophtt y

To: O Cabrera, Michelle

IMG_6828.jpeg IMG_6829.jpeg
9 MB

1.9 } 2MB

Download All Preview All

@ Internal

From: Mayra Fuentes <fm09251989@gmail.com>
Sent: Thursday, December 19, 2024 5:08 PM

To: O ens.org>
Subject: Cynthia Guerrero

CAUTION: This email originated outside of this organization.



Turn off notifications in Outlook

> Favorites

cabrera@seattlechildr...
Inbox
Archive
Drafts
Sent

Snoozed

5EVN@O 2

G

Deleted Items

AAMC

Accellion Outbox
Advances in Pediatric Retina
Ana Mari Cauce
Avery Weiss

Benefits

Bob Kalina

Carmel Mercado
Carmel Mercado replaceme...
CCTR

Children's OR
Children's Orientation
China

Chris Chambers
clinic

CMFA

Conversation History
Covid 19
credentialing Valley
cumMG

Debarshi

Denmark 2022
deployment

Diversity
endophthalmitis

EPIC

Fellowship

flag and move
Francine Baran

Hallerman Streiff

i
i
i
]
i
im]
i
im]
i
]
im]
]
]
i)
]
]
]
]
&
]
&
im]
&
im]
&
i
&
im]
&
im]
5]

InHouse

T Delete

5 Archive g Move X Flag v

Outlook Settings

Focused  Other

Personal Settings

5] [y
Ophthalmol = .
Cynthia Guer General Profiles
From: Mayra f

Yvette Kiev Email

Cabrera: Gif|
Hi Dr. Cabrera
Reading Composing
Mayhan, M
Michelle Cak

Hello Mimi, Tt Oter

Courtney E
Courtney/Mi Calendar
Mimi and Gra¢

Courtney E Francis
racial disparities in strab surgery data... Yesterday
Mimi and Tammy, | am reviewing the data points in th...

Tsuboi, Joanna
Draft March 2025 On Call Yesterday
Dear all, Here is my draft On call schedule for March...

Mustafi, Debarshi
Acct 52831725 - Seattle Children's Hos... Yesterday
Hi Mimi it is definitely odd. | have been ordering from

Wood, Paula M
The Whole Physician Yesterday
CAUTION: This email originated outside of this organ...

UWHR Benefits
Washington Apple Health for Adults a... Yesterday
You may qualify for coverage View the web version o.

Shnorhavorian, Margarett 1
Can you please send me the JAMA art... Yesterday
Thank you! Compelling data Margarett Shnorhavorian.

Erin Cousins via OphthalmologyFaculty 2
January 2025 Resident On-Call Schedule Yesterday
Hello, Attached is the resident on-call schedule for t

Kelly Waters 1
Interfolio Applicant: Hashimi Yesterday
Hi Dr Cabrera, Yes, Jared and | would work together t.

Phillips, James 1
call for small grant proposals! Yesterday
Hi: Thanks. When are the reviews due? | want to be s.

& Mark Unread () Sync

[ |
| ]

Accounts Notifications Categories
&Sounds

>

Y 4

Signatures

. Q

Privacy Search

Proofpoint for Outlook

show Al [Q }

v

AutoCorrect Spelling &
Grammar

CAUTION: This email originated outside of this organization.

Adobe Acrobat

Adobe Acrobat




Turn off notifications in Outlook

@ New Mail Delete 3 Archive g Move [ Flag v & MarkUnread () Sync 4 Proofpoint for Outlook Adobe Acrobat Adobe Acrobat

i Notifications and Sounds
PRFavorites Focused  Other

Y mimi.cabrera@seattlechildr...  vesterday For new messages:  Display an alert on my desktop

> 4 Inbox Ophthalmol
Archive Cynthia Guer
Drafts From: Mayra F

3 Bounce Outlook icon in Desktoj
Sent Yvette Kiet P

Snoozed Cabrera: Gif!

Hi Dr. Cabrera
Deleted Items inders: @ Show Event Reminders

AAMC Mayhan, M
Michelle Cak Event Reminder Style:  Outlook Built-in e
Hello Mimi, Tk

Accellion Outbox

Advances in Pediatric Retina
Courtney E
Courtney/Mi
Mimi and Gra¢

Ana Mari Cauce Sounds: > New Message > Mailbox sync error

Avery Weiss
[> @ Message sent] No new messages
Benefits

Courtney E
Bob Kalina racial dispar > © Reminder elcome inated outside of this organization.

Carmel Mercado Mimi and Tam
Carmel Mercado replaceme... 3

Tsuboi, Joz Badge Count: For all accounts, include all unr
CCTR Draft March

© For accounts that have Focused InBginclude only Focused messages
Children's OR Dear all, Here

Include delegate inboxes
Children's Orientation Mustafi, De
China Acct 528317,
Chris Chambers Hi Mimi it is dy Alerts:  Clear all "Don't show this message again” check boxes

clinic Wood, Paul Reset Alerts
CMFA The Whole P

CAUTION: This emailoriginated outside on this organs:
Conversation History

Covid 19 UWHR Benefits
Washington Apple Health for Adults a... Yesterday

credentialing Valley
You may qualify for coverage View the web version o.

CUuMG

™% Shnorhavorian, Margarett 1
Can you please send me the JAMA art... Yesterday
Thank you! Compelling data Margarett Shnorhavorian

Debarshi
Denmark 2022
deployment X o
Erin Cousins via OphthalmologyFaculty 2
January 2025 Resident On-Call Schedule Yesterday
endophthalmitis Hello, Attached is the resident on-call schedule for t.
EPIC

Diversity

Kelly Waters 1
Interfolio Applicant: Hashimi Yesterday
flag and move Hi Dr Cabrera, Yes, Jared and | would work together t...

Fellowship

Francine Baran Phillips, James 1
Hallerman Streiff call for small grant proposals! Yesterday
Hi: Thanks. When are the reviews due? | want to be s,

=)
74
B
]
W
(i}
&
ia]
(i}
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(i}
(i}
(i}
(i}
(i}
&
ia]
(i}
(i}
(i}
(i}
(i}
(i}
(i}
(i}
(ia]
(i}
(i}
(i}
&
(i}
&
]
(i}
[ia]
(i)

InHouse




Kee 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




& New M:

> Favorites

v mimi.cabrera@seattlechildr...

> & Inbox

3 Archive

7’ Drafts

B> sent

@© snoozed

W Deleted items
AAMC
Accellion Outbox
Advances in Pediatric Retina
Ana Mari Cauce
Avery Weiss
Benefits
Bob Kalina
Carmel Mercado
Carmel Mercado replaceme
CCTR
Children's OR
Children's Orientation
China
Chris Chambers
clinic
CMFA
Conversation History
Covid 19
credentialing Valley
cume
Debarshi
Denmark 2022
deployment
Diversity
endophthalmitis
EPIC
Fellowship
flag and move
Francine Baran
Hallerman Streiff

InHouse

14

Block in Outlook

T/ Delete 5 Archive

Focused  Other

Yesterday

Ophthalmology
Cynthia Guerrero

F Flag v

2

Yesterday

From: Mayra Fuentes <fm09251989@gmail.com> Se.

Yvette Kieu

Cabrera: Gift Account Update and Re...

Hi Dr.

Mayhan, Mae

Michelle Cabrera sent you an Amazon.
Hello Mimi, Thank you so much for the gift card!

Courtney E Francis 1
Courtney/Mimi/Grace: UW
Mimi and Grace, Here is an ex

Courtney E Francis
racial disparities in strab sl
Mimi and Tammy, | am reviewi

Tsuboi, Joanna
Draft March 2025 On Call
Dear all, Here is my draft On ¢

Mustafi, Debarshi
Acct 52831725 - Seattle Ch
Hi Mimi it is definitely odd. | h

Wood, PaulaM
The Whole Physician
CAUTION: This email originat¢

UWHR Benefits
Washington Apple Health
You may qualify for coverage

> Shnorhavorian, Margare
. Can you please send me th
Thank you! Compelling data N

Erin Cousins via Ophthal
January 2025 Resident On-
Hello, Attached is the residen

Kelly Waters 1
Interfolio Applicant: Hashi
Hi Dr Cabrera, Yes, Jared and

> Phillips, James 1
. call for small grant proposi
Hi: Thanks. When are the revi

2

Yesterday

Cabrera, We are reaching out to provide you wi

Yesterday
o

Open

Print...

Reply

Reply All

Forward

Forward as Attachment

Create
Mark as Read
Snooze

Find Related
Sender

Move to Other
Always Move to Other

Flag
Pin
Categorize

Block

Rules
Move

View Source
Assign policy

Ignore Conversation
Delete
Archive

Q_ search

& Mark Read (:) Sync A Proofpoint for Outlook Adobe Acrobat Adobe Acrobat

The Whole Physician © «

Yesterday a

« o~

Wood, Paula M <Paula.Wood@providence.org> 3:06PM

() To protect your privacy, some external images in this message were not downloaded. Download external images Go to Settings

CAUTION: This email originated outside of this organization.
The practitioner wellbeing committee is excited to offer the "Wellness 911" wellbeing course from The Whole Physician for a second year.

The course is self-paced, each module takes about 30-60 minutes. You receive CME for each module you complete. | completed the course
last year and earned 12.5 hours of CME. The course has recently been redone: you will have access to the new and improved version with
the option of individualized coaching sessions (first 30 minutes free, see below. Further sessions are discounted and paid for by the
enrollee).

Is enroll more of your colleagues. The Whole Physician has offered a special discount if you take advantage of a free 30 minute
ling session and filling out a short end-of-course survey. Our cost is cut in half. That would allow our dollars to stretch further,
access to even more of the med staff.

bigelow@northsoundem.c

nave questions about the course, | am happy to answer them (Suzanne Bigelow, m)
1tly, we have space for 30 people. Please email Paula Wood at: paula.wood@providence.org to receive your enrollment code and

'k on Wellness 911

sgards,
ellbeing Committee

{/www.thewholephysician.com/

Physician
Wellness | The
Whole Physician

Physician burnout and
wellness solutions based on
proven methods for success
Get relief from exhaustion,
frustration, and other burnout
symptoms without

medicine. It's possible,

we'll show you how

www thewholephysician com

he website:
udy 10,000+ hours on how to take care of others, but we aren't taught jack about how to care for ourselves while working in
iine.

kes sense why you might be feeling crispy. You've been working in the dumpster fire of a broken medical system. Along the way,

you pick up negative p

that it's time to ditch. Imagine



Block in Outlook

o™

Block sender?

This message will be deleted and all
future messages from the sender will be
moved to the Junk Email folder.

Cancel
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> Favorites

mimi.cabrera@seattlechildr...
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(im]
&
(i)
(i)
(i)
&
&
(i)
&
(i)
(i)
(i)
(i)
(]

Inbox
Archive

Drafts

Sent

Snoozed

Deleted Items

AAMC

Accellion Outbox
Advances in Pediatric Retina
Ana Mari Cauce
Avery Weiss

Benefits

Bob Kalina

Carmel Mercado
Carmel Mercado replacement j.
CCTR

Children's OR
Children's Orientation
China

Chris Chambers
clinic

CMFA

Conversation History
Covid 19
credentialing Valley
cumMG

Debarshi

Denmark 2022
deployment

Diversity
endophthalmitis

EPIC

Fellowship

flag and move
Francine Baran
Hallerman Streiff

InHouse

Rules in Outlook

W Delete & Archive  Bg Move

Focused  Other

Yesterday

Seattle Children's r
Additional Manager Evaluation Reminder  Yesterday
This is a reminder that you have a request to provide.

This Week

> Najma Adan, Cabrera, Michelle x
DSM Manuscript JAAPOS Reviewer Com... 12/24/24
Hi Dr. Cabrera, Yes, will make sure to add those edits...

UWSOM Student Research =
[TRIPLE I] Please Complete: Faculty Men... 12/23/24
Good Evening, | hope you are doing well and enjoying...

Adam Levy
Meet Luke and Tucker: A Story of Joy an... 12/23/24
CAUTION: This email originated outside of this organ.

= Flag v~ & Mark Unread

Q_search

© Snooze

Create or apply rules to always move messages
to a different folder

(:) Sync Rules

& Block

Meet Luke and Tucker: A Story of Joy and Generosity

© Adam Levy <executivedirector@acpacares.org>
To: @ Cabrera, Michelle

CAUTION: This email originated outside of this organization.

If you're having trouble viewing this email, you can see it online.

Official%20Communication%20-%20N0%20Bold%200r%20Color.png

Dear Michelle,

I want to introduce you to Luke and his pal Tucker, who personally wrote us a
letter and allowed me to share it. When | read Luke’s letter, it moved me to my
core — what an amazing example of humanity at its kindest, its most pure. It's
a reminder of the joy in the world and how even children who have been
through so much retain that joy.

Tucker, however couldn’t write, since Tucker is a cow born with cleft.
According to Luke:

“Tucker is extra special to me as we both

were born with a birth defect. While my

birth defect has been corrected and not

outwardly visible, Tucker's cleft lip was a topic of conversation
everywhere we went this past year. In honor of Tucker, | am donating
$500 from the sale of him to help support the ACPA. | hope this donation
will help educate and assist the families of the 7,000 children born in the
US each year with a cleft lip and/or palate.

As you can see in the enclosed photo, Tucker's cleft lip did not slow him
down eating as he weighed 1,485 pounds at my county fair. It was neat
to watch him adapt to be able to eat, and especially drink as he would
submerge his whole nose in his water bucket. Sometimes he would
even blow bubbles!

Again, | hope this donation helps support your organization and the
families.”
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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, need to follow up

Snooze to: 1. before deadlines 2. when you know you have
time 3. when you want to follow up

Forget about it

It will return to your inbox at the desired date



[ New Mai

Favorites

mimi.cabrera@seattlechildr...

(v
5]
74
B
O
W
(i)
(i)
(i)
(i)
(i)
(i)
(i)
(i)
(]
(i)
(i)
(i)
(i)
(i)
(i)
(im]
(i)
(im]
(i)
(i)
(i)
(i)
(i)
(i)
(i)
(i)
(i)
(i)
(i)
(i)
(i)

Inbox 14
Archive 84
Drafts 456
sent

Snoozed

Deleted Items

AAMC

Accellion Outbox

Advances in Pediatric Retina
Ana Mari Cauce

Avery Weiss

Benefits

Bob Kalina

Carmel Mercado 2
Carmel Mercado replaceme... 2
CcCTR 39
Children's OR 20
Children's Orientation

China

Chris Chambers

clinic >
CMFA

Conversation History

Covid 19

credentialing Valley

cume

Debarshi

Denmark 2022

deployment
>

Diversity .

endophthalmitis
EPIC

Fellowship

flag and move
Francine Baran
Hallerman Streiff

InHouse

i/ Delete

Focused

Yesterday

SNOOZE

& Archive g Move [X Flag v

Other

Elfwwal, Mennatullah
foveal maturity gpen

Hi Teng, Thank
Print...

Ophthalmolc
Cynthia Guerr(
From: Mayra Fu  Reply All

Forward

Reply

Yvette Kieu
Cabrera: Gift
Hi Dr. Cabrera,

Forward as Attachment

Create
Mayhan, Ma
Michelle Cabr
Hello Mimi, Tha_ gnooze

Mark as Unread

Find Related

ender

Move to Other
Always Move to Other

and Tamm
Flag

Pin
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Ignore Conversation
Delete

Archive

Shnorhavorian, margarett 1

Can you please send me the JAMA art... Yesterday
Thank you! Compelling data Margarett Shnorhavorian.

Erin Cousins via OphthalmologyFaculty 2
January 2025 Resident On-Call Schedule Yesterday
Hello, Attached is the resident on-call schedule for t.

Kelly Waters 1
Interfolio Applicant: Hashimi Yesterday
Hi Dr Cabrera, Yes, Jared and | would work together t

& Mark Unread

Q_ search

(:) Sync 4 Proofpoint for Outlook Adobe Acrobat Adobe Acrobat

Re: foveal maturity © S « ~

@ ® Elfwwal, Mennatullah <Mennatullah.Elfwwal@seattlechildrens.org> Yesterday at 6:42PM
To:

TengLiu; Ce: © Cabrera, Michelle

@ Internal

HiTeng,

Thank you so much for offering to help us. | have the segmentation code and the Image) tutorial, but | feel | might not fully excel in
that area on my own. Given your limited availability and your kind offer to meet with us once, | would prefer to wait for Claire. If
possible, we could arrange a meeting for all three of us so that you can walk us through some examples and answer any
questions we might have. we can arrange a meeting after the holidays on your convenience.

In the meantime, | have two questions:

-My understanding is that if we only need to modify the analysis to use the 3mm area instead of the 6mm area, we can use the
flat B scans you already got from the MATLAB and use those flat scans directly on Image) . Are those flat scans there or will we
need to re-do each of them?

-lmage! fiji is the correct software | need to have/download, right?

Best regards,
Menna

From: Mimi Trager Cabrera <mimitcabrera@gmail.com>
Sent: Tuesday, December 17, 2024 8:17 AM

To: Teng Liu <tengl7 @uw.edu>

Ce: Elfwwal, Mennatullah <Mennatullah. Elfwwal @seattlechildrens.org>
Subject: Re: foveal maturity

CAUTION: This email originated outside of this
organization.
Thank you, Teng!
I'll defer to Menna to arrange the tutorial and obtain the code from you if she thinks that is necessary. she may already have
obtained the code from Emily.

We were going to get Claire involved but she won't be available until after the second week of january since she is out of the
country. | assume you can meet a little sooner than that.

Menna if you don't feel comfortable running this program, we can wait for Claire, who has already downloaded all these software
and has some experience with these programs.

Mimi

Michelle T. Cabrera, MD
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SNOOZE can be your new To Do List



SNOOZE is healthy procrastination






OUTLOOK ON SMARTPHONE

Assignment Co n: 2024 Workplace

uwmedims@uw.edu
To cabreram@uw.edu

Dear Michelle Cabrera,

You have been assigned the following training:
2024 Workplace Violence Prevention Training

Due Date: 12/31/2024

The 2024 Workplace Violence Prevention Training is
part of the annual trainings required of all
workforce members for the 2024 calendar year. The
content is updated annually to meet regulatory
requirements, highlight important issues and
explain any changes in policies and procedures.

To access this online training module, go to your
local Learning Management System:

Valley Medical Center learners: To access
Percipio LMS (Learning Management System),
go to the Percipio landing page/login page via
MyValley (Learn) or via the AccessBar

Reply to All




OUTLOOK ON SMARTPHONE
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Print Conversation
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Mark as Unread
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Create a Task

Valley Medical Center learners: To access
Percipio LMS (Learning Management System),
go to the Percipio landing page/login page via
MyValley (Learn) or via the AccessBar
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Marie Kondo: Decluttering focuses
yvour life on what matters




DO NOT FEAR DELETE!

After reading/completing task

Delete 70% of emails — only archive critical emails
Saves time

Declutters

Makes search functions functional

You can track down lost information



WHAT ABOUT GMAIL?
WHAT ABOUT EPIC INBOX/INBASKET?

* Use the same principles
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Email is Just a Medium




Email is Just a Medium

Managing Email Means:

* Convert important things into
action items

* Eliminate the rest







Inbox Zero Take Home Points

Eliminate Spam
2- Minute Rule
DELETE
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" R
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