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Easy Tips for Getting Your Email under Control 
 

For most of us, email has become a part of our daily routine.  It is very convenient and an easy way to 
communicate creating an “electronic trail” of a particular project or topic of discussion.  However, unless you 
have good controls over your electronic inbox, email can quickly get out of hand and become overwhelming.  
Moreover, you can get hopelessly behind on your responses to important messages because they get lost in 
the shuffle. 
 
Here are some quick and easy tips for managing email: 
 

1. Install a strong spam filter.  There are many good programs out there, and if you work for a large 
company, they may have a spam filter that is used company-wide.  In any case, getting something in 
place that allows you to mark messages from certain senders and/or domains as spam will cut down 
enormously on the time you spend on your incoming email.   Periodically, you can look through the 
items that have gone into your spam folder and if you find mail you want, you can add the sender or 
the domain to your spam filter’s “safe senders” list. 

2. Think of your email inbox the same way you think of your mail box at home.  This means that mail does 
not sit in the box; the inbox is just the point of entry for messages.  

3. Create folders within your email account to store messages you need to keep.  These folders should be 
named just like you would name a file folder in a cabinet, because you will need to be able to go back 
to them to retrieve messages as needed.  

4. If a message is informational or is something you need to keep relative to a particular subject, file it 
immediately in the appropriate folder. 

5. Immediately delete messages that are not necessary to keep.  These could be informational messages 
that you don’t need to file for future reference or they could be junk mail that slipped through your 
spam filter.  

6. Respond to any message that will only take a minute or so of your time immediately.  Waiting until 
later to write a short response will waste more time than just responding right away.  

7. For messages that you need to reply to but that will take longer than a minute, either use a “To Do” 
folder that you will periodically clean out OR “flag” the messages for follow up.  If you use Outlook, it 
allows you to use different flags depending on the urgency of the response needed.  You can flag them 
for “Today” or “Tomorrow” or you can simply use a “no date” flag.  When you sort your inbox by the 
flag field, all these flagged messages will sort to the top so you can reply to them.  

8. When you send an email to someone else and you need a response by a certain time, put your own 
email address in the BCC field.  When the message arrives in your in box, file it in a folder called 
“Response needed” or “Follow Up”.  By periodically checking this folder, you will be reminded of what 
messages you are still waiting to hear back on.  If you’ve received a response, you can delete the 
message. 

9. Finally, don’t be a slave to email.  You don’t have to check your email every 5 minutes or turn on a 
chime to ding every time a message comes in.  Set a couple of times during the day when you can 
spend a short block of time on your in box.   

10. Always remember that the goal is to trash, file, respond or flag for follow up.   
 


