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Taming Your Personal Email Monster 

Tips for Congressional Staff to Manage Their Outlook Inbox 

Interruptions 

Tip: Turn OFF your new message pop-up window to avoid unnecessary interruptions. 

Instructions: Turn On or Off New Message Alert Pop-Up Window 

Tip: Turn ON a New Item Alert Window for messages from key stakeholders (like your boss). 

Instructions: Display Mail in New Item Alert Window 

Tip: Create Custom Rules for regular content flowing into your inbox so that it’s automatically filed. 

Instructions: Create Custom Rules 

 

Separating Internal and External Stakeholders 

Tip: Separate internal and external stakeholder in the email world (just like you do in the real world). 

 Step 1: Flag internal stakeholders with flags. Instructions here. 

 Step 2: Sort Inbox by flag: 

 

 

 More information - Video: Flags and categories (5 minute YouTube) 

  

http://office.microsoft.com/client/helppreview14.aspx?AssetId=HA010355032&lcid=1033&NS=OUTLOOK&Version=14&tl=2&respos=0&CTT=1&queryid=87b71edf%2Dcd19%2D4eba%2Db72c%2D8105d5944747
http://www.howtogeek.com/239131/how-to-get-outlook-notifications-for-important-emails-only/
https://support.office.com/en-us/article/manage-email-messages-by-using-rules-c24f5dea-9465-4df4-ad17-a50704d66c59
https://support.office.com/en-us/article/flag-email-messages-for-follow-up-9d0f175f-f3e9-406d-bbf7-9c57e1f781cc
http://ms-office.wonderhowto.com/how-to/flag-and-categorize-messages-microsoft-outlook-2010-380833/


Turning Your Inbox Into Your To-Do List 

Tip: View only Unread Mail – it becomes of list of email to read, and removes distracting data from 
your view.  

 Step 1: Add or restore Unread Mail folder to Favorites. Instructions here. 

If you’ve deleted your Unread Mail folder, or it doesn’t appear, you can restore it.  

Video instructions here (1:33). 

Step 2: Click on Unread Mail folder. 

Step 3: Sort by Flag 

 

Getting People to Fulfill Their Commitments 

Tip: Create custom flags and set reminders to ensure people fulfil commitments (like setting up 
appointments). 

 Instructions: Create Custom Flags 

 

Delay the Delivery of an Email Message  

Tip: Customize the delivery time for outgoing messages. 

 Instructions for Outlook: Delay Delivery  

 Instructions for Gmail: Delay Delivery with Boomerang 

https://support.office.com/en-us/article/Add-or-remove-folders-in-Favorites-8913f2d0-b167-48cc-8983-86fa9b0d945f
http://www.shadik.com/exchange-servers/outlook-unread-mail-folder-missing/
https://support.office.com/en-us/article/flag-email-messages-for-follow-up-9d0f175f-f3e9-406d-bbf7-9c57e1f781cc
https://support.office.com/en-us/article/delay-or-schedule-sending-email-messages-026af69f-c287-490a-a72f-6c65793744ba?redirectSourcePath=%252fen-us%252farticle%252fDelay-or-schedule-sending-email-messages-253dbfd7-0db7-4f41-bcc5-9e8e68ae29bf&ui=en-US&rs=en-001&ad=US
http://www.boomeranggmail.com/

