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Agenda
Organizing Outlook

1. Basic Principles and Techniques
2. What these Techniques enable
3. More Advanced Techniques

4. Greater Sophistication — when you have a LOT on the go
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Organizing Outlook

1. Basic Principles and Techniques



Organizing information - "

Cognitive Span - 7 plus or minus 2 "

1. Must be easy to grasp

2. Average person can instantly scan and engage with a list of about
5, few can manage more than 9 items

3. If work with a list every day CAN learn a much more complex list
but it is significantly sub-optimal, particularly when others have

to use your list

4. The cognitive span fundamentally drives hierarchy - it is easier to
navigate a logically structured hierarchy of 7 +/- 2 than a long

list




Critical principle - constraint and '.

opportunity -- cognitive span "

<5 =too few > 10 = too many

5 TO 10 SLICES OPTIMUM

ABSTRACT THINKING / MANAGEMENT

The average person can manage 7 plus or minus 2 distinct areas or
concepts

Design the information structure accordingly at every level




Drill down '.

A function of the content "

HIERARCHICAL DATA ENQUIRY Design all

Lo it i 43 components with five
I to ten items per level

PROGRESSIVE
ANALYSIS OF ITEMS
MAKING UP ITEM "M"

DRILL

DOWN

TO

DETAIL
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Organizing information - '
List prioritization .

1. We naturally engage the top of a list first

2. Attention dilutes as we work down the list

3. Put the MOST important categories at the top of the list -
different for different organizations and people



Organizing information - .
List prioritization .

1. Example of Inbox Headline Logic and structure - covers
everything - in use for 23 years

1 Personnel and Administration
2_Information and Marketing

3 Corporate and Legal

4 Logistics

5_Accounting and Financial
6_Research and Development

7 _Business Relationships

8 Personal -- Family Domestic etc
9 _Ministry



Organizing information -
Creating the headlines "
(and the child items) "

1. Brainstorm a list
2. Write 1 to 9 in the left hand margin of an A4 sheet

3. Write down the major categories in YOUR situation or for your
organization if you want to develop a broader standard

4. A set of categories that cover EVERYTHING possible

5. The things that are most important at the top
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Organizing information - "

Organizing your favorites "

1. Inbox, Outbox and selected other folders at the top
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Organizing information -
Adding folders

1. Splitting the Inbox up into folders for different topics

2. The beginnings of a potentially highly sophisticated and powerful
filing system

13
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Another example — my actual Inbox - level 1
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Organizing information - '
Basic Inbox Rules .

1. File automatically based on the origin of the email - sender email
address or words in subject line

2. A simple example

3. Do this for EVERY email in your top level inbox that you want to
keep

4. Once you have done it once the rule is applied automatically from
then on

5. After a while you will get to the point where your top level inbox

contains only new correspondence and junk which you can easily
delete
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Rules and Alerts
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Rules and Alerts
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Create Rule
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Organizing information -
Associating emails out with emails in
Set-up
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Organizing information -
Associating emails out with emails in

1. Adopt conventions to ensure that outgoing emails are always
stored with incoming emails

2. Putting new outgoing emails in the same folder — always reply to
an existing email and delete the contents - that way the new
email is in the same folder

3. Create one complete picture
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Outlook Options e — ) —— R g P o)

General - ; ing wi
[L] General options for working with Outlook.

Calendar User Interface options
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Enable Live Preview ()

Color scheme: Silver n
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Search
Personalize your copy of Microsoft Office
Mobile
L User name: |JARA UK Seminars 2
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Initials:
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Customize Ribbon L opim

Cluick Access Toolbar Make Cutlook the default program for E-mail, Contacts, and Calendar Cefault Brograms...

Add-Ins

Trust Center

| ok || cancel
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Cutlook Options - - — M
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=t |:| Preface comments with: |James at JARA UK Seminars
Mail
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Contacts -y -
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| ok || cancel




p R - .
Outlook Options - — — i
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Organizing information -
Associating emails out with emails in
How it works - routine way of working

File Home send / Receive Folder Wiew Add-Ins Muance POF
f] = i Ignore : . 5 .7 S by P (N~
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Mew TeamViewer Delete Respond Quick Steps u Move
4 Favorites 4
e Search 0_Projects [Ctr
=] Inbox T _ : _
I:El e ! 1| From | Subject Received

fa] Deleted ems

4 James at JARA UK Seminars

4 Date: Today

.-_ﬂ James at JARA U.., Demonstration Message relating to Projects Mon 9/9/2013 &:

4[ 3 nbox
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3 1_Personnel and Administration
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= RE: Demonstration Message relating to Projects - Message (HTML) o ™ || EWees
EEE Message Insert Options Format Text Review Add-Ins Muance PDF & 9
ﬁ o Calibri Boch + 11 <[ AT A7 [iE -4 | ® (4 @ g P Qr Eoemmdle: Q
Ey copy _ : ¥ High Importance
W Pafte dFormat Painter e = - é N EE F §’§ ﬁgg:ﬁ?s rfl::;c:; Af:ti?:h ﬁt:;cf Slgnfture B LowImportance coom
[ Clipboard u Basic Text ru Mames | Include | Tags fa| Zoom ‘

" |ﬁ |James@UK—5eminars—at—Jm,m |
= T —
:Epend ! Cc. | |

Subject: |RE: Demonstration Message relating to Projects

[ &

From: James at JARA UK Seminars [mailto:James@UK-Seminars-at-JARA. com]
Sent: Monday, September 09, 2013 6:37 PM

To: James@UK-5eminars-at-JARA.com

Subject: Demonstration Message relating to Projects

Example message to set inbox rule

o See more about: Microsoft Outlook. IE -~




P E—
- _—

- - - . : 2 e T —
EEHD & 27 RE: Demonstration Message relating to Projects - Message (HTML])
: Message | Insert Options Format Text Review Add-Ins Muance PDF
s Cut T L R | ﬂ ¥ Follow Up ~ ]
'\ﬁ L 111 - A A = 5: ﬁ?l} 33 @ Q x_,@ @ (4 _\1
53 Copy ¥ High Importance
Paste X F U@ A = = = | iE iF | Address Check | Attach Attach Signature Zoom
= # Format Painter Book  Names File Rem~ = I LowImportance
Clipboard Ma | Basic Text MNames Include Tags fe | Zoom

| James@UK-Seminars-at-JARA.com

From: James at JARA UK Seminars [mailto:James@UK-Seminars-at-JARA.com]
Sent: Monday, September 09, 2013 6:37 PM

To: James@UK-5eminars-at-JARA.Ccom

Subject: Demonstration Message relating to Projects

Example message to set inbox rule




- 3
Home Send / Receive Folder View

Add-Ins Muance PDI5

Task List

_{l —»ﬁ‘ﬂ _“5 EMeeting J \T\

\f' Today

Jext Week | [BE T v
X Next Week HE Categories Start Date Due Date
W Tomorrow W Mo Date

Open Reply Reply Forward B pqore Mark  Remove s [ Folder %T}[pe t Importance [—| | Move OneNote | Cate
All - Complete from List X This Week W Custom ) ) o
Open | Respond | Manage Task | Follow Up | Arrangement Actions |
4 Favorites %
|Search 0_Projects [t
[ Inbox
'|£l| D|@|Frnm |Su|:|ject |Recei1.red =]

(=4 Sent tems
@ Deleted Items

4 James at JARA UK Seminars

4 E Inbox
[ 0_Projects
3 1_Personnel and Administration
3 2 Information and Marketing
[ 3_Corporate and Legal
CA 4 _Logistics
[[d 5_Accounting and Financial
[ 6_Research and Development
[ 7_Business Relationships
[ &_Personal -- Family Domestic etc

James at JARA ... RE: Demonstration Save in Sending Folder

im Microsoft Outlo.. Microsoft Outlook Test Message

Mon 9/9/2013

Mon 9/9/2013



Receive

-
Send / Receive

Home Folder View Add-Ins Muance PDF Task List
| P . aday i W EE _
3 i k| A Ehwﬂing J i : ?Tjda‘f \ NI Ny EE Catggories Y Start Date r Due Date -\N] |rq_| =
¢ - = _ A ¥ Tomarrow W Mo Date S =4 .
Cpen Reply Reply Forward B pore Mark  Remove BT 03 Folder % Type ' Importance |— tMove OneMote | Cab
Al 5 Complete from List | % This Week W' Custom . B}
Open | Respond | Manage Task | Faollow Up [ Arrangement | Actions |
4 Favorites 4
Search O_Projects |
(5 Inbox
1 ™ : c -
[ Sent ltems | i | | |L|I,I| From Subject |Recewed
'@ Deleted Items

4 James at JARA LK Seminars

4 E Inbox
__d 0_Projects (1]
[ 1_Personnel and Administration
[ 2 Information and Marketing
[ 3_Corporate and Legal
CA 4_Logistics
[ 5_Accounting and Financial
[ 6_Research and Development
[ 7_Business Relationships

4  [Date: Tod

=] James at JARA ...
[ JamesatJaRAU..

RE: Demonstration Save in Sending Folder
RE: Demonstration Save in Sending Folder

Mon 9797201
Mon 9/9/2013

g Microsoft Outlo... Microsoft Outlook Test Message

Mon 9/9/2013



Agenda
Organizing Outlook

1.

2. What these Techniques enable
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What these techniques enable --

the appropriate folder

Ease of navigation — go directly to "

V.

Ease of navigation
Know exactly where to find things
Over time you build the hierarchy that works for you

OR you set a corporate standard and invest time in setting up
standards for the whole enterprise

43



4 [ Business Relationships
I Ll ABCDEF
> ] GHLKLM
[» [ NOPQRS
> Ol TUNWXYZ

4 [ 7_Relationships
I .Partnerships
4 [ Business Relationships

I Ol ABCDEF
[» O3 GHLUKLM
4 | NOPQRS
LEF N
i o]
e i
FCAR
LEF S
I Tl TUNWYYZ

4 [ 7_Relationships
[> C3 .Partnerships
4 [ Business Relationships
- ©°J ABCDEF
& £ GHUKLM
473 NOPQRS
PEAN
Ll o
434 P
[ Patrick Cooke
[> [ Paul du Toit
Cd Paul Leigh
[ Perry Beverage (1]
» £ Peter Carruthers (1]
[ Peter Laburn
[Cd Peter Madldowie
[ Peter Terbrugge
AR
PEAS
i £ TUVWXYZ



ACQ 7
4 | 7B Business Relationships

Long alphabetlc 3 7C_Corporate
IlStS -- NOT the [ Adolph Kaestner

. [ Adrian Gore
rlg ht Way [ Aagrippa Damba
3 Alain Willem
[ Alan Mackelwarth
[ Alan Sparks
[ Alastair Walker
3 Amanda Visser Business Day
[ Andre le Roux
[ Andrew Horton
[ Andrew Robertson
3 Andrew Smith
>[4 Angelo Kehayas
[ Anko Griffioen
[ Anne Pratt
3 Anne Trusler
[ Annie Coetzee
[ Annie Greeff
[ Arno Greyling
3 Arthur Piercy
[ Aubrey van Aswegan
[ Awryl Baldwin
[ Belinda Maclachlan
3 Ben Jacobs Mamibia
3 Bernard Koch
[_J Bernard Scop
[ Bert Roefs
[_J Brad Abbott
[ Bram Meyerson
[ Brian Hattingh
[ EBritehouse
[_J Bryan Lever
@ Cal Downs
A Carl Schultz
[_J Carlo Pagani
[ Carlos Schleich
[ Caroline Rampton



Page down

L IS WidLLooy
A Chris Boshoff
[ Chris Edeling

1 Chris Holden

A Chris Job

A Chris Kehayas

A Chris Reay

d Chris Williams
 Chris Yelland

4 Claudius van Wyk
A Clem Sunter

A Clive Kangisser
[ Clive Kaplan

1 Cobus Valentine
1 Colette Symanowitz
3 Colleen Larsen
4 Cynthia Schoeman
d Dale Rosenburg
[ Dan Poynter

1 Dan Remenyi

1 Daniel Yar Hamidi
4 Dave Campbell
4 Dave Evans

[ Dave Harraway
1 David Graham
1 David Jordaan
1 Dawie Botha

4 Dean McCleland

[ Debbie Dickson ABSA
[ Dennis Mansfield

4 Dennis 5

d Denton van Miekerk
_d Deon Govender
4 Deonvan Zyl

[ Diane Norton

_d Dolf Kaestner

M= Maoen | asthar

8 x to find the

LA Duncan Mcleod

= Frir Adasvarc

right folder



What these techniques enable --
Ease of navigation

4 ) Business Relationships
» Ll ABCDEF
» Ll GHLIKLM
» L NOPGRS
» Ll TUVWXYZ



4 [ 7_Relationships
I> CJ .Partnerships
4 [ Business Relationships

i CJ ABCDEF
I O3 GHLUKLM
4| NOPQRS
S
EF O
FCAP
FCAR
e
> Ol TUNWXYZ



4 [ 7_Relationships
[ CJ .Partnerships
4 [ Business Relationships
i L ABCDEF
i 3 GHUKLM
4[] NOPQRS
EE N
Ll o
44 P
[ Patrick Cooke
I> C@ Paul du Toit
[ Paul Leigh
[d Perry Beverage (1)
» £ Peter Carruthers (1]
[ Peter Laburn
[ Peter Maclldowie
[ Peter Terbrugge
FCAR
A i
& £ TUVWXYZ



4 [ 7_Relationships
[> C3 .Partnerships
4 [ Business Relationships
- ©°J ABCDEF
& £ GHUKLM
473 NOPQRS
A
CJ O
434 P
[ Patrick Cooke
I> [ Paul du Toit
[Cd Paul Leigh
[ Perry Beverage (1]
4 [ Peter Carruthers (1)
[ Petes Weekly
[ Peter Laburn
[ Peter Maclld owie
[ Peter Terbrugge
FCAR
A B
& £ TUVWXYZ



4 [ Institutions
> Ll ECSA
[ eSpeakers
3 GIBS
C3 IMCSA
3 PPS
[ L PSASA
> Ol SAICE
£ SAIMM (1)
> £ Saint Stithians Old Boys Association (1)



4 [ 4 Logistics
[» [ Ewvent Services
[» [ Hardware
- T Services
[» [J Software
[ L3 Suppliers
[» [ Telecommunications
[ Transport
I» L3 Travel
I L3 Venues
4 [ 5 Accounting and Financial
> [ Accounting
[ 3l Banks
[ [J Book keeping
I L3 Creditors
> Insurance
[ [ Payment Portals
I C3 Tax
[» [ Venture Capital



& CF R114
& CJ RI116
&L RA1T
- CJ RA18



What these techniques enable --

Complete record of ALL "
correspondence in ONE folder "

1. All emails sent out in designated folder — your discipline
2. All emails received in same folder — inbox rules
3. All replies in same folder — automatic

4. The complete record in ONE place ALWAYS
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BN | Home send / Receive Folder View Add-Ins Muance PDF
DB G S X G e S G (30 M (O
Eeddi f=y Clean Up ~ @IM x ,:;] Team E-mail q’ Done Ld J
Epien:m Itg:—,?- MI::ﬁg %Junk > Deteie Bel RiTlly Enmad E‘é Maore = a Reply & Delete “F Create Mew = MEUE RU‘I,ES Emc Mols Ugreiadc
MNew TeamViewer Delete Respond Quick Steps (P hove
4 Favorites s
(5 nbox ) o
(3 outbox [1] !5 O] From |Subject
Ea Junk E-mail [Z] % Sherman Read: NexF steps with regard to the definition of customization to fit Transport Hold
) i Dr James 505 Solution
W e HH Dr James Concerns with regard to Project Management
(3 Undelivered tH Dr James Mext steps with regard to the definition of customization to fit Transport Holdings
(5] sent Items {4 0 DrJames FW: The Power of an Executive with a Blank Sheet of Paper
"""""""""""""""""""""""""""""""""""""""""""""""""""""" L:ﬂ 0 Dr James FW: Case 5tudies regarding Strategic Value
4 DrJames Robertson UK = (4 Drlames Sessions with further third parties
F] @ Inbox (5] E| a i Or James The Power of an Executive with a Blank Sheet of Paper
> 4 .Undelivered Q 10 Dr James Case Studies regarding Strategic Value
43 R #E Sherman Read: Chart of Accounts export fro transport Holdings
- O RU116 [y James @ RE: Tyre Management Systems
43 RH17 ¥ L’.'i il James @ FW: Tyre Management Systems
-3 RA172 4 DrJames RE: SPAR Sundry Charges [Transport Holdings)
- C3 RA176 Orr James RE: SPAR Sundry Charges (Transport Holdings)
4[] RN1T77 Leo Gove RE: SPAR Sundry Charges (Transport Holdings)

[J Cape Union Mart
[[d Forge Group
4[| RI17763 T 2
[J Pending
[ value Add
[ RH17781_Umgeni Water
[[3 Sasol Gordon Johnstone
3 wits Business School
£ RI18
4 " 0 Courses Webinars Newsletter etc
I [ Pulse Measurement
[ @ RSA Seminars

M PEPDE

.L
g
:
:
3

Wilhelm
Dr James
Dr James
Dr James
Dr James

4
DDDBE |

Cir lamas

L

Accepted: Weekly project meeting Anthony, Shem, Reggie, Tersia and Wilhelm -- by (
SPAR Sundry Charges (Transport Holdings)

Tyre Management Systems

Accepted: Weekly project meeting Anthony, Shem, Reggie, Tersia and Wilhelm -- by €

Accepted: Weekly project meeting Anthony, Shem, Reggie, Tersia and Wilhelm -- by ¢
Weekly project meeting &nthony, Shem, Reggie, Tersia and Wilhelm -- by GoToMeeti
Feedback on debrief with Leo and Michael

FW: 5MS Tracking

FW: Driver 5tatus Reporting using cell phones as the information delivery platform

wiith Rannia
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What these techniques enable -- "

Extracting focused mailing lists "

1. Email addresses in a particular folder relate to a particular topic
2. Once the hierarchy is right the email addresses in a particular leg
of the hierarchy relate to a broader topic or interest and therefore
group of people
3. Tweak Marketing Outlook Address Extractor
i. Select exactly the folders you want
ii. Extract into Excel, clean as necessary

iii. Separate out first and last name if required

iv. Be aware of cc’'s — may be some surprises — may be a bonus
in some cases, negative in others

v. Use with Group Mail or similar for targeted mailings 56




Fﬁ TweakMarketing : Qutlook Emailﬁ.ddra...l + | —

"

| 6 & www.tweakmarketing.com/products/outlook/address_extractor.php

Email Adresses Processor 2009

1\ii'\weak

.marketing

* Products

* Support

* Price & Ordering
* Partners

* Blog & Articles

¢ Company

Overview

= Jutlook Extraction

(i.e. a single CPU), for any legal purpose, at a time.

your business

Mon-exdusive license to use this program on one computer

Solutions that work for you and

Mailbox Processing Solutions 2009

£40.05
£ 34,97

Extract email addresses from various email dient/server
databases such as MS Exchange, M5 Cutlook XP/2003
/2007, Qutook Express, Windows Mail, Thunderbird, TheBat

Email Address Processor 2009

Ermmail Address Processor 2002 v.1.62 has been released.

Update it now.

Home | Products | Cutlook Extraction Suite 2007

Outlook Address Extractor 2007

= With Outlook Address Extractor 2007 you can extract email addresses
and names from the Microsoft Outlook and Microsoft Outlook
Express folders to organize your address book,

Outlook Address Extractor is very effective and convenient decision for e-commerce
companies which want to have the lists of actual e-mail addresses. This program will help
you to make lists of your dients based on your correspondence data and export its to text
files or Microsoft Excel worksheet,

Outlook Address Extractor is a very effective and reliable toal, Using Outlook Address
Extractor considerably reduces time for processing the postal bases of in comparison with
manual or semi-automatic processing and it completely exdudes the mistakes.

Cutlook Address Extractor 2007 has the friendly araphic interface and the easy to use
wizard will help you to extract emails from the Microsoft Qutook folders by several mouse
dicks

Features:

® Sypports Microsoft Outlook and Microsoft Outlook Express

download »»

First time here?

These links can be useful for
you

" F.A.Q. section
= Online documentation

® | ooking for local
integrator/reseller?

® Want to be our partner?

Current version: 1.83
Date: 30 May 2013

a Download Erial

%rdering page




Home 5end / Receive Folder View

MessageSave ~ %
(B Schedule a GoToMeeting

Menu Commands Toolbar Commands

Add-Ins

Custom Toolbars

Muance PDF

@ GoToMeeting ~ @5 Meet Now @ Schedule Meeting

4 Favorites £

[} inbox (3)

[ Outbox [1]

[l Junk E-mail [1]
| [3 Undeliverable

3 Undelivered

L] Sent ltems

4 Dr James Robertson UK
47 Inbox 8]
> [ ..Undelivered
473 RI
I [ RIL16
403 RA1T
- CF RA172
> [l RA176
> [ RA177
3 RI1E
4 [ 0 Courses Webinars Newsletter etc
[» T4 Pulse Measurement
(> T RSA Seminars
> £ stratNews
(> 4 UK Seminars
[ L Webinars
4 [ 1_Personnel and Administration
[» L4 Administration
3 Personnel
4 [ 2_Information and Marketing
> £3 Information

B

ﬁ Calendar

[ Q D |@| From

| Subject

There are no items to show in this view.

Cutlook Address Extractor 2007 @

gs __l Addresses Extractor

utlook'

Copyright: TweakMarketing. com, 2007-2010
Version: 1.70.291
Homepage: hittp: . tweakmarketing, com/fproducts foutiook/
Support: http: ffwww. tweakmarketing. comfsupport/
—
I~ @ Dutlook Outlook Express () @

Start Wizard

|search .RJ [Ctri=E)

| Received

| Size

;Categories

http://www.tweakmarketing.com/products/outlook/address_extractor.php

| o es

100%



m Home Send / Receive Folder View

Add-Ins

Muance PDF

MessageSave - % @ GaoToMeeting - ﬂﬂ Meet Mow (;"-} Schedule Meeting

(L) Schedule a GoToMeeting

Menu Commands | Toolbar Commands | Custom Toaolbars [
4 Favorites <
[ Inbox (5]
(5 Outbox [1] 15| 00| From Subject
Ea Junk E-mail [1] There are no items to show in this

[ Undeliverable
[ Undelivered
(=3 sent ltems

4 [Or James Robertson UK

4 [ Inbox (3]
[» 4 .Undelivered
43 R
i C3 RM16
43 RA17
- L RA172
I O3 RA176
i RA17T
- O3 RA118
4 [ 0 Courses Webinars Newsletter etc
[ (3 Pulse Measurement
[ [ RSA Seminars
> StratMews
[> [ UK Seminars
I 3 Webinars
4 [ 1 Personnel and Administration
> Administration
[ Personne

aF— -y e e

.
£ Outlook Address Exr.-acm_ -
-

Select the Outlook Folder Name
Fage 2 of &

To extract e-mail addresses from Outlook messages, you should specify a "Messages
Folder Name" where the messages are stored. f you would lilke to extract the emails
addresses from the subfolders too, select "checked" an option "Process Subfolders”.

Messages Folder Name: | I I

[V] Process Subfolders
[ ] Process Only New Messages

To load existing project press a button “Load Saved Project”.

| Load Saved Project .. |

[<Back ]| Wet> | [ Cancdd | [ hHep |




hiere are no te nshow in this view,

I Select Folder

i

25 Outlook)l Select Storage: [DrJames Fobertzon LIE

Select || | =-£5f Local Storage

Fags - Converzation Action Settings
----- fa] Deleted ltems
-7 Drafts
To ex =07 Inbox
Folder =03 . Undelivered
addres -1 Undeliverable
delivered
8
=k J116
Mes -1 RJI1E3 African 5 ales Compary -
- BJ11E4 Campetiion Tribunal
=-{3 RI17
=-£3 RI1172 —
To loz

=-3 RIT17E

Q. I[ Canicel ]




.
@] Outlook Address &am_ |

Select the Outlook Folder Name
Fage 2aof 6

To extract e-mail addresses from Outlook messages, you should specify a "Messages
Folder Name" where the messages are stored. If you would lilke to extract the emails
addresses from the subfolders too, select "checked" an option "Process Subfolders”.

Messages Folder Mame:
Process Subfolders

Process Only Mew Messages

To load exsting project press a button "Load Saved Project”.

| Load Saved Project .. |

e e ] (omed | [ b




Various

Criteria

r X

Choose Email Addresses BExracting Options
Page 3of &

==

fou can extract e-mail addresses not onhy from sender’s data, but also from all message
headers or from full message’s data. Also, during processing, you can remove duplicates
based on e-mail address or name. Press "Mexdt” to start exdracting.

BEdract Addresses From: [Ful] Message

Duplicates Fitering: [Ignore Duplicated E-Mails

| <Back || MNet> || Cancel | [ Hep |

|

Choose Email Addresses Bdracting Options
Fage 3aof 6

=

You can extract e-mail addresses not only from sender’s data, but also from all message
headers or from full message’s data. Also. during processing, you can remove duplicates
based on e-mail address or name. Press "Mext™ to start extracting.

E::tlac:t Addresses From: | Sender Data

Duplicates Filtering: | lanore Duplicated E-Mails




,

Choose Email Addresses Extracting Options
Page 3of 6

fou can extract e-mail addresses not only from sender's data. but also from all message
headers or from full message’s data. Also, during processing, you can remove duplicates
based on e-mail address or name. Press "Mext" to start extracting.

Bxract Addresses From: [Semier Data

Duplicates Fittering: [Igno-re Duplicated E-Mails




# - "
(T

BExdracted Email Addresses List
Page 4 of &

Below, you can view extracted e-mail addresses with names. Press "Cancel” button to stop
the extraction. After processing will be completed you can save these results into the text
file, C5Y file or Bxcel worksheet.

E-Mail Address MName ‘m
arrthon'_fl@tlans_ Anthory Lee @
james@driames-atobertson-theem-doct... Dr.James Robertson UK

johanr@tran: Johan Rheeders

tormd Tory Davis
jamesr@dr{ames-atobertson-the-em-doct... Dr.James Robertson UK -

Folders:  jgm——— J
Messages: |




9 Outlook Address Extractor 2007

BExdracted E-mail Addresses List
Page 4 of &

Completec * (e

1482 messages were processed, 34 e-mail addresses were added to
Extracted E-Mail Addresses List.
Press "Mext” to save these addresses to file.

Below, you can view extracted e-mail addresses with names. Press "Cancel” button to stop
the 5t fte icessing will be =ted vou can save ze results i =]




|
e

Please specify an Output Fle
Page bof &

Please specify the format in which you would like to save BEdracted E-mail Addresses List.
fou can save it into the texdt file orthe M5 Excel worisheet.

(7 Save extracted e-mail addresses into the Text file
(| Save extracted e-mail addresses into the CSW file
@ Save extracted e-mail addresses into the MS Excel worksheet

[ ] Append e-mail addresses to the end of file

[ ] Custom separator symbal l:l




Haome Insert

Page Layout

d Cut Calibri

~— B3 Copy -
P'ajte ?Fnrmat Painter B £ U=
Clipboard T | Font
_ K |
A
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robertson--the-erp-doctor.com rtson UK
| Idings.com
Etanyd za

11 jamesr robertson--the-erp-doctor.com rtson UK

singa (Intl Vendor)
on

15 tersia
ﬂégrant
21 lou@si
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Import into GroupMail or similar

r..m GroupMail :: Perzonal

R

Previous

Mext

'3 Web Services

File Go Actions View Tools Help

Haome

=

Messages

Groups

&

Scheduler

Q

Tools

'?J Add-ons EE‘} Backup f‘ Email Inspector ﬁ Subscriber "'& Tweaker 4, Autoresponder

Delivery Consale

Home

@ Messages
£8 Groups
ﬁ- Scheduler

| % Tools

¥

" Related (2]
@ About

(7] Help
‘ Chedk for Updates

GroupMail

Personal Edition - v5.3.140

Messages
- Create a Mew Message
- Review Sent Items
-Use a Template

B Groups

- Create a Mew Group
- Search Groups
- Import Redpients

Scheduler
- Manage Scheduled Events

F. Tools

- Accounts

- Exclusion List

- Database Connections

- Web Services

- Add-ons

- Message Related Options

/0 About
-Help
- Check for Updates
- Upgrade Information

&

LS
Start-up complete -
=



Agenda
Organizing Outlook

1.
2.

3. More Advanced Techniques
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More advanced techniques "

Deeper hierarchies — one topic "

1. 7 +/- 2 cascading as required
2. The more consistent the structure the easier to navigate

3. Narrow down the scope of any folder - the screws in the
hardware Store analogy 4 [ Internet and Websites
» [ Domain Registrars
. . Email Signatures
4. Separate folders for enduring reference emails .= oo
- R » [ General Internet Services
4 [ Internet Service Providers
4 [ Advanced On-Line Systems
CJ ADSLSetUp
[ General (1)
[ setUp
4 [ Arvixe
3 Customer Survey
[ Mewsletter
3 sales
[d Support (5]
[ Support Passwaord

Neatly stored information in Z3etup
Dr James ERP Doctor

large num_bers of small well e —
ordered bins e T3 JARAWebn




More advanced techniqes - "

A more complex example .'

1. As you add folders the structure becomes more complex AND
more useful

2. Next level of detail of my own primary Inbox

71



Folder

% lanore
—

#=5 Clean Up -
Mew | Mew MNew Delete Reg
E-mail Ttems~|| Meeting & Junk ~
Mew | TeamWiewer Delete |
4 Favorites
(3] Inbox 7]
[ Outbox [1]

L@ Junk E-mail [1]
[ Undeliverable
[ Undelivered
E Sent Items

4 [OrJames Robertson UK
4[5 Inbox [7)
3 .Undelivered
A4 R
- CJ RH16
Ol RA17
- CJ RA18
4 [ 0 Courses Webinars Mewsletter etc
[ [J Pulse Measurement
I T RSA Seminars
[» C StratMews
I [ UK Seminars
[ CJ Webinars
4 [ 1 Personnel and Administration
I> T Administration
[ Personnel
4 [ 2 Information and Marketing
I> T Information
[>T Marketing
4 [ 3 Strategic and Legal
I C@ Legal



4 [ 3_Strategic and Legal
I [ Legal
[» [ Mational Insurance Mumber
4[] 4 Logistics
I [ Ewent Services
[> [ Hardware
I [l Services
I [ Software
[» [ Suppliers
[> [ Telecommunications
3 Transport
i L Travel
> Cd Yenues
4 [ 5_Accounting and Financial
I» J Accounting
> L Banks
I [ Book keeping
[» [J Creditors
> CJ Insurance
I [ Payment Portals
> C@ Tax
I» [J Venture Capital

I [ 6_Research and Development
4 [ 7_Relationships

I» C3 .Partnerships

I» CJ Business Relationships

I» [ Corporate Relationships

I» 3 Institutions

I» 3 Vendors and Implementers
4[] 8 Personal Mon-Business

> 3 .Erba Robertson

I C3 .Move to the UK

[» CJ Accommodation

I> [ Council and Utilities

> [ Domestic

[ L3 Family

I> L3 Friends

I> [ Health and Wellness

i L Holiday

[» CJ Loyalty etc



Project or other numerical sequence
information

4 3 R
» Ll RJ114
4[ J RI116
[l BSI
» Ll R162
» Ll RJ1163
» . Ri1le4
>l RJ1165
> Rlle6
» Ll RJ1167
» Ll RJ1168
>l RJ1169
4[ 3 RA17
» Ll RJL170
» Ll RI1171
>l R172
> Ll RA173
» Ll RJ1174
» Ll RJ175
>l RI176
> Ll RA17T
» Ll RJL178
» Ll RJI18



43 R
L3 RA14
L RA16
43 rRN17
I 3 RHA170
I CJ RH171
I CJ RA172
L RA173
43 RH174
[» [ RJM17409 Kangra Coal / EOH
[ RMH17418 Safcor Panalpina
[ RH17427 Babcock Engineering
[ RN17436_Medbank
3 RH17445 Unlocking ERP
A RI17454 Sasol Wax
> L RH17464 Insure Group
[ RN17482 Easigas
[ RM17891_Global Inst Applied Human and
4 [ RH175
[ RH17519_AdvTech
[ RN17528 Spier Wine Estate
[ RH17537_Sage Pastel
> C3 RI17546_Eqstra
3 RH17555 HWSETA
[ RN17584 Virtech
[» [ RHM17573_Autocast
> [3 RH17582_Australian Banks
[ RH17591 Kathea



Completely different structure for email
marketing

4[] Inbox
LA James
4 3 1 Replies
4 Chart of Accounts
[ Procurement Advisory
4 Pulse Measurement
1 Strategic Facilitation
4 Subscribe to StratMNews
[ Processed
_d = Mew Addresses
4 3 2 Mailshots
A Test Mails
4 1 3 Unsubscribes
4 Processed
4 3 To Process
1 00_Manually Excluded
[ 01_Unsubscribe Pulse
4 ) 4 Contacts
4 | ABCDEF
Ad[g A
[ Akiva Centner



Another different example - analyzing
bounces

4 [ Inbox (7093)

JFrom Cwn Email Addresses
James

Pulse Measurement
.Registrations

Replies

StratMews Subscription

VUV E P

Supply Information
>4 .Test Mails
4| 3 Unsubscribes
> [ Manual Unsubscribes
LA Unsub 001 -- Why ERP NOT Delivering
> Ll Unsub 002 -- Critical Factors
[ Unsubscribe StratMews
4 3 Bounces
4 [ ) Hard Bounces
> [ Delivery Failed no reason
> [ Delivery Failure Content
> [ Delivery Failures -- Rejected Reputation
> [ Invalid Address
4 Soft Bounces
> [ Information
> [ Temporary Non-Delivery
4 zOdds and Ends
4| Contacts



More advanced techniques - "

More Advanced Inbox Rules .'

1. How to have Outlook automatically move an incoming email to
the required folder — an automated filing assistant

2. Based on the origin of the email or words in the subject line or
other more sophisticated criteria

3. A more complex example
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More advanced techniques
Export to your local hard drive

1. TechHit Message Save - store as Outlook “.msg” on your local
drive

2. Careful selection and testing of settings
3. Hierarchy is maintained on your hard drive

4. Can find emails years later, even if no longer have them in
Outlook

5. Write to DVD if required
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» Screenshots
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DOWNLOAD

Download 30 DAY
RISK-FREE TRIAL.
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Prompt for custom file names
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Show a progress dialog when saving a large number of messages
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|se relative folder names
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—_————

| General | History | Logging | Custom Field | Scheduler | Naming |

Log Messagesave activity
Log Directory: D:\Dataly Mst Sv JARAUK Log D

| Open Log Directory

Enable "Log MessageSave activity” to have MessageSave keep a log
of all saved messages., The log is created in the directory vou specify
in the "Log Directory™ field, Log formatis CSV.

You can open the log file in Excel for easy viewing, by renaming the
file to ".csv" and double-dicking on it.

5, vesssgesore rvencsa opor I

| General | History | Logging | Custom Field | Scheduler | Naming |

Message History
Remember which messages have been saved

Do not save messages which have been saved befare

[ Clear Message History ]

Folder

2 This button dears the Save
[Clear aaue Coldey fsiney ] To Folder”™ dropdown list.

e

| General | History | Logging | Custom Field | Scheduler | Naming

Field order
(71 Subject - Date - Time - From - Ta

i@ Date - Time - From - To - Subject
Field separators
= Default field separator Restore Defaults

Separator between Date and Time fields
= Separator between the elements of the Date field
Separator between the elements of the Time field

Other
IUse only To' recipients for File and Subfolder naming
Limit file name length to 250 characters. {min: 50, max: 260)




The resulting folders on my local hard drive

@ijl J » Cornputer » Dell 004 Data (D:) » Data » y Msg Sv JARALK »
Organize = Include in library - Share with - Burn Mew folder
e Mame . Date moedified Type
Bl Desktop J Inbox 04,/09,/2013 23:02 File folder
4 Downloads | Sent Itemns 05/09/2013 01:43 File folder

L
= Recent Places

- Libraries
3 Documents
J‘r Music
|| Pictures

™ Videos
#4 Homegroup

1M Computer
&, Dell 004 (C:)
[l Dell 004 Data (D)

a Transcend (F:)




w -[ | » Computer » Dell004 Data (D) » Data » y Msg SvJARAUK » Inbox » q

Organize - = Open Include in library - Share with - Burn Mew folder

¢ Favorites R
Ml Desktop . WMndelivered
| & Downloads . R
“Zl Recent Places . 1 Personnel and Administration
. 2 Information and Marketing
4 Libraries || 3_Strategic and Legal
@ Documents 4 4_Logistics
J' Music . 5_Accounting and Financial
[ Pictures . 6_Research and Development
B videos | . 1_Relationships
| B_Perscnal Mon-Business
*d Homegroup . 9 Religious
. ATo Cancel - Unsubscribe
1M Computer . Email Campaigns
ﬁ Dell 004 (C:) <1 2013-04-30 - Business Insider - Dr James A Robertson - BI MOBILE INSIGHTS- iPhone Strong In U5, But A
Dell 004 Data (D) 1 2013-04-30 - CFO Webcasts - james@jar-a.com - MNew Webcast- Learn How Business Metworks Transform
o Transcend (F) -1 2013-04-30 - Emirates - james@jar-a.com - Let us inspire your next getaway

-1 2013-04-30 - jacques@jacquesdevilliers.com - James Robertson @ James A Robertson and Associates - no
?‘! Metwork =1 2013-04-30 - Jurgen Tietz - James@JamesARobertson.com - Jurgen -- [StratNews 2013.04.01] Some very d

1 2013-04-30 - Panorama Consulting Solutions - james@jar-a.com - Panorama Webinar Thursday- Busines:
'l m




jﬁ b Computer » Dell 004 Data (D:) » Data » y Msg S JARAUK » Inbox » 7_Relationships »

Organize « = Open Include in library « Share with = Burn Mew folder
* Pl Mame B Date modified Type
[ ] Desktop j Partnerships 020572013 06:29 File folder
j Downloads I | Business Relationships 28/05/2013 23:32 File folder
(E Recent Places . Corporate Relationships 05/06,/2013 20:58 File folder
. Institutions 28/05/2013 23:32 File folder
-4 Libraries . Vendors and Implementers 04,/09/2013 22:38 File folder
Documents
JF Music
[ Pictures
H Videos

#d, Homegroup

Lo Computer
&L, Dell 004 (C)
Dell 004 Data (D:)
a Transcend (F:)



g}, [ » Computer » Dell004 Data (D:) » Data » yMsgSvJARAUK » Inbox b 7 Relationships » Business Relationships »

Organize « = Open Include in library « Share with = Burn Mew folder

-~

‘;.}. Pl Mame Date modified Type Size
Bl Decktop Ju ABCDEF 04,/09/2013 22:36 File folder
LB Downloads . GHLKLM 28/05/2013 23:31 File folder
(E Recent Places [ . NOPQRS 04,/09/2013 22:38 File folder
b TUVWXYZ 04,/09/2013 22:38 File folder
- Libraries
Documents
| JF Music
[ Pictures
H Videos

#d, Homegroup

Lo Computer
&L, Dell 004 (C)
Dell 004 Data (D:)
a Transcend (F:)



- j v Computer » Dell 004 Data (D:) » Data » y Msg SvJARAUK » Inbox » 7_Relationships » Business Relationships » NOPQRS »

Organize = & Open Include in library - Share with - Burn Mew folder

-~

‘5} g Mame Date modified Type Size
Bl Desktop LN 04/09,/2013 22:38 File folder
j Downloads & O 04,/09/2013 22:38 File folder
"2l Recent Places [ kP 04,/09/2013 22:37 File folder
&R 04,/09/2013 22:37 File folder
-9 Libraries &S 04,/09/2013 22:37 File folder
Documents
Jj Music
[ Pictures
™ videos

Homegrou,
group

L] Computer
&L, Dell 004 (C)
Dell 004 Data (D:)
o Transcend (F:)



= » Computer » Dell 004 Data (D:) » Data » yMsgSvJARAUK » Inbox » 7 Relationships » Business Relationships » NOPQRS » P »

Organize = 7 Open Include in library = Share with = Burn Mew folder

s

‘;}t' Foiiii i Mame Date modified Type Size
Bl Desktop . Patrick Cooke 04,/00/2013 22:37 File folder
| _H. Downloads 1 Paul du Toeit 28/05/2013 23:31 File folder
"5l Recent Places . Paul Leigh 04,/00/2013 22:37 File folder
. Perry Beverage 02/05/2013 06:29 File folder
- Libraries [j; Peter Carruthers 12/07/2013 00:57 File folder
Docurmnents . Peter Laburn 04,/09/2013 22:37 File folder
Ji Music . Peter Maclldowie 04,/09/2013 22:37 File folder
[ Pictures . Peter Terbrugge 04,/09/2013 22:37 File folder
B videos

#d Homegroup

| Computer
&L, Dell 004 (C)
Dell 004 Data (Dx)
a Transcend (F:)



Organize = Include in library = Share with - Mew folder
‘3'-"{ Favorites il
Bl Desktop | Petes Weekly
| Downloads 1 2013-07-01 - Dr James Robertson Seminars - James@JamesARcbertson.com - [SPAM] FW- James, about

2l Recent Places

4 Libraries
@ Documents
JF Music
[=| Pictures
™ videos

#& Homegroup

L] Computer
£, Dell 004 ()
Dell 004 Data (D)
o Transcend (F:)

-1 2013-07-04 - James A Robertson - bizwarriors@gmail.com - Thank you for a most valuable interaction
=1 2013-07-09 - James A Robertson - bizwarriors@grmail.com - Thank you for a most valuable interaction
=1 2013-07-09 - Peter Carruthers - James@jamesarobertson.com - Thank you for a most valuable interactio



More advanced techniques "

More sophisticated inbox rules "

1. Extremely wide range of parameters that can be used
2. As sophisticated as you can imagine

3. Need to test carefully, can produce unexpected results and does
NOT always work right first time

4. The creation of inbox rules in Outlook is extremely flexible and
extremely powerful

5. The management of a large number of inbox rules in Oulook IS
primitive so think them out carefully and be disciplined when you
create them

6. In my experience the vast majority of inbox rules are based on
the email address of the person sending the email to you
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Add-Ins

_File Home Send / Receive Falder View
= ..

=

9
4 Ianore

; =, FEl Meetin
%= Clean Up = x _"i\li ﬁ ‘% M - i

Muance PDF

(23 J1aRAWeDR

i To Manager

Find a Contact

I_D,_] Team E-mail q/ Dane ) . [GA Address Book - .
Er:l;uav” It?r?:- Mg:t‘.;\:‘g &Junk 2 Delete Reply Ri;ljlly Forward ﬁﬁe e v;; Reply & Delete 7 Create New = M::\re Ruvles OneMote Uggeaalld_a Categorize FSIFIjo'w S esn Sirrld’;gls:jc:rl:e
Mew TeamWiewer Delete Respond Cuick Steps = Maove Find Send/Receive
4 Favorites g
: Search Inbox (Ctrl+E)
[5) Inbox (7) —
(3 Outbox [1] .! 5| [ 0| From Subject Received | size
e 1 ,-_—; Microsoft Outlook  Microsoft Outlook Test Message sun 08,/09/2013 18:12 6 KB
_.@ ) [~ Drlames Robertson Email Reputation, Email Reputation Reports - SenderScore.org sun 08,/09/2013 11:42 7KB
[ Undeliverable
Lj Undelivered 4 Date: Last Week
[ sent Items [~ Invitations at JARA ... James— Organizing Outlook - and other Online Seminars Fri 06,/09/2013 15:45 121 KB
"""""""""""""""""""""""""""""""""""""""""""""""""""" = McAfee McAfee Labs Researchers at FOCUS 13 Thu 05/09/2013 12:04 19 KB
4 DrJames Robertson UK = [=1 MikkiBush Newsletter September 2013: Speak for a Change Thu 05/09/2013 10:48 104 KB
4 [:'q Inbox (7) ,_}p i claudine@innoven.., HDSA /BEE VERIFICATION - ANGLO AMERICAN Thu 05/09/2013 10:38 293 KB
[+ [d .Undelivered = GoDaddy A message from GoDaddy CEQ Blake Irving Thu 05/09/2013 09:14 19 KB
403 R |~ Peter Carruthers PetesWeekly: a 12 Week Year? Thu 05/09/2013 06:38 23 KB
I [3 RN16 [~ Eventbrite Extra, extra, read all about it: The Eventbrite family is growing Wed 04/09/2013 17:18 54 KB
I C3 R117 [~] Director of Learning What CEOs Need to Know About Establishing an ESOP - Webinar Friday Wed 04,/09/2013 16:00 31 KB
I 3 RI18 [~ ConnectWise Keep Your Techs Booked Up, Busy and Billable Wed 04/09/2013 14:14 16 KB
4[] 0 Courses Webinars Newsletter etc =1  Drlames Robertson http://www.xldata.co.uk/ceo.htm Wed 04/09/2013 12:19 184 KB
I» (3 Pulse Measurement [~] Mokia Mare than your eyes can see Wed 04,/09/2013 04:16 34 KB
I» (3 RSA Seminars [= TEC Live Events Attend largest IT Summit: "You Ain't Seen Nothing Yet” -- Sept. 24-26, 2013, Istanbul Tue 03/09/2013 08:15 26 KB
I» [3 StratMews 4 SA% Farum 2013 Hawa vani renistarad far the SA% Izar Farum 20137 RMon N7N92013 14-40 ITKR

[ L3 UK Seminars
[ L3 Webinars
4 1 Personnel and Administration
I> [ Administration
4 Personnel sent
4 2 Information and Marketing T

P e e

Thu 05/09,/2013 06:30
James @jamesarobertson,com

>

Highlight
» Right Click
> Copy

OR

> Highlight
» Ctrl C - to copy

Peter Carruthers <editor@petesweekly.com>



Haome Send / Receive Folder View Add-Ins Muance PDF
ﬁ} a i lgnore x l :E g FEL Meeting [23 JaRAWeEDR (=) To Manager Oy N @ [ Find a Contact =
. EEEE #=5 Clean Up ~ M - (&4 Team E-mail & Done Ld d D [GA Address Book e
EI"_J;ua\t” Itl:::- MI‘::;;\:‘g &Junk 2 Delete Reply R,EL\Tlly Forward ye e a Reply & Delete 7 Create New = M::\re Ruvles Onehaote Ugr:;:jd.." Categvorlze FEIFIJO'\-\: ' Fitter E-mail + si?ldl—fslijc:rl:e
Mew TeamWiewer Delete Respond Cuick Steps P Maove Tags Find Send/Receive |
4 Favorites g
|search Inbox [Ctrl+E)
[ Inbox [7) —
(3 Outbox [1] 1| 0| @] From Subject |Received ™ | size
':a Junk E-mai [1] Q Microsoft Outlook  Microsoft Outlook Test Message sun 08,/09/2013 18:12 6 KB
) [~ Drlames Robertson Email Reputation, Email Reputation Reports - SenderScore.org sun 08,/09/2013 11:42 TKB
Cd Undeliverable
3 Undelivered 4 Date: Last Week
(S sent ftems -4 Invitations at JARA ... James— Organizing Outlook — and other Online Seminars Fri 06/09/2013 15:45 121 KB
"""""""""""""""""""""""""""""""""""""""""""""""""""" L:ﬂ McAfee McAfee Labs Researchers at FOCUS 13 Thu 05/09/2013 12:04 19 KB
4 DrJames Robertson UK = [=1 MikkiBush Newsletter Septe 104 KB
4[| Inbox (7) {24 I daudine@innoven... HDSA / BEE VERIFI > CI |Ck 298 KB
[ 4 ..Undelivered L—s GoDaddy A message from G 13 KB
403 R [J Peter Carruthers PetesWeekly: a 12 > R h t C I . k Bke
I [3 RN16 [ 4 Eventbrite Extra, extra, read a I g I C S4KE
I C3 R117 [-4 Director of Learning What CEOs Need f 31 KB
I 3 RI18 [4 ConnectWise Keep Your Techs B > Ru I es 16 KB
4 [ 0 Courses Webinars Mewsletter etc =] DrJames Robertson http://fwww.xldats 184 KB
I3 Pulse Measurement [4 Mokia More than your e > Create Ru Ie 34 KB
I» (3 RSA Seminars [4 TEC Live Events Attend largest IT 5| 26 KB
I» [3 StratMews % SAS Farum 23 Hawa o ranictarad for the SAS Lzar Forum 20137 RMon N7N92013 14-40 I2KR
LAl e PetesWeekly: a 12 Week Year?
[ L3 Webinars . .
2021 Aersanne snd Adnanatistion Peter Carruthers <editor=petesweekly.com@central-hub.net> on behalf of | ' Peter Carruthers <editor@petesweekly.com:=>
I> [ Administration @ Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message,
4 Personnel Sent: Thu 05/09/2013 06:30
4 2 Information and Marketing To James @jamesarcher tson.com




View

:. Home

Send / Receive Folder

Add-Ins

Inbox - Dr James Robertson

Muance FDF

r”':; ] E i3 Ignore x ¢ _a ._E ,\}_ E2L Meeting (23 1aRAWebN £ To Manager it R [E- Q
| g L | 3
1 o %= Clean Up ~ @IM x E*D Team E-mail gf Done
Mew  Mew Mew Delete Reply Reply Forward o Move Rules OneMote | Unreac
E-mail Hems~ | MWeeting | & junk ~ All B, More ~ | | Reply & Delete "7 Create New & - - Read
MNew | TeamViewer| Delete Respond | Quick Steps M | Move
4 Favorites <
[ nbox (3) -
(3] outbox [1] 1% | 0 ) From Subject
Eﬁ Junk E-mail [1] a Microsoft Qutlook  Microsoft Outlook Test Message
[~ Drlames Robertson Email Reputation, Email Reputation Reports - Sender5core.org
3 Undeliverable
[ Undeliverad 4 Dates Last Week
@ Sent Items L‘ﬁ Invitations at JARA ... James-- Organizing Qutlook -- and other Online Seminars
------------------------------------------------------------------------------------ [ McAfee
% : : |
E 8 a U cleitastio e i When I get e-mail with all of the selected conditions
> 4 .Undelivered [~ GoDaddy
473 R B Betaeanih From Peter Carruthers
i @ Ri116 [ Eventbrite Subject containg |Petes'|.l'u'eeldy: a 12 Week Year? |
[+ RI117 i
.3 H Director of Lear Cent o |me orly IZ“
[ RI118 [~ ConnectWise
4 [ 0 Courses Webinars Newsletter etc =] DrJames Ro Do the following
N )
[ Pulse Me-asurement l'_"-’a Mokia Display in the Mew Item Alert window
i 3 RSA Seminars [—4 TEC Live Events
i £ StratMews R Senepa o S0 [T Play a selected sound: |Winduws Motify.wav | [E [E
I 1 UK Seminars PE‘I:ESWEE'('}': al [ Move the item to folder: |II'~"ICSA | l l
[ [ Webinars
4[] 1_Personnel and Administration Peter Carruthers [ ] [ P 7 ]
I> T Administration @ Click here to downloa | i | ki Soleass pi
[ Personnel Sent:  Thu 050972013 06:
4 [ 2 Information and Marketing To James @jamesarober tson. com
I [J Information
D-'E MarkEting L - LI I 11




| Do the following
Display in the Mew Item A
3| Flay a selected sound;

i [¥|Move the item to folder:

1

[ Patrick Cooke
& A Paul du Toit
3 Paul Leigh
1 Perry Bevera
| Pete rut

|1 Petes Wee

[ Peter Maclldo
[ Peter Terbrugr ™

| 3

3

e e




CETr——

il When I get e-mail with all of the selected conditions

[T]:From Peter Carruthers

Subject contains |Petes'nﬂ.|'eeldy: a 12 Week Year?

Sent to |me only

Do the following

Digplay in the New Item Alert window

Play a selected sound: |Windnws Motify. wav | [E E]

Move the item to folder: |Pv.=_-tes Weekly | [ Select Folder... I

Ok




)

II. Which condition(s) do you want to cheds?

n Step 1: Select condition(s)

" from Peter Carruthers

[] with PetesWeekly: a 12 Week Year? in the subject

A |[] sent to James @iamesarobertson.com

[] with PeteswWeskly: a 12 Week Year? in the subject or body
[] through the spedified account

[] sent only to me

[] where my name is in the To box

[[] marked as importance

[] marked as sensitivity

[] flagged for action

[[] where my name is in the Cc box e
[] where my name is in the To ar Cc box

[] where my name is not in the To box

[] with specific words in the body

|:| wlth specific word = in the message header

[ »

m

Step 2: Edit the rule description (dick an underlined values)

Apply this rule after the message arrives
with M.ﬂm@"gﬁnder 5 address

move it to theiPetes Weekly folder
and stop processing more rules

Cancel | | <Back || MNext> | [ Finish




s

: snilnauiulljc ct
|:| sent to James @jamesarobertson,com

[] with PeteswWeskly: a 12 Week Year? in the subject or body
[] through the spedified account

[] sent only to me

[] where my name is in the To box

[[] marked as importance

[] marked as sensitivity

[] flagged for action

[[] where my name is in the Cc box

[] where my name is in the To ar Cc box

[] where my name is not in the To box

[] with specific words in the body

|:| wlth specific wcnrd = in the message header

and stop Processing more rules

| | <Back || mMext> | | Finish




Which condition(s) do you want to chedk?

Step 1: Select condition(s)

L] from Peter Carruthers

[] with PetesWeekly: a 12 Week Year? in the subject

[] sent to James @jamesarober tson.com

L] with PetesWeeldy: a 12 Week Year? in the subject or body
[[] through the specified account

[] sent only to me

SerchText ey .
Spedfy a word or phrase to search for in the: sender's | address:
|

Search list:

move it to thePetes Weekly ifolder
and stop processing more rules




spedfy @ word or phrase to search for in the : S&nder’s ady
|Peter Carruthers <editor @petesweskly.com | > Ctrl V

Search list:

Rermowve




Specify a word or phrase to search for in the ! $&Nder's agdress:

|Peter Carruthers <editor @petesweekly, com | |

Search list:

Rermowve







Specify a word or phrase to search for in the! S2N9er'S 3ddress:

dltor@petesweeldy com Add
Sear ist:

——




Specify a word or phrase to search for in the! S2N9er'S 3ddress:

dltor@petesweeldy com
Search list:

—







Specify a word or phrase to search for in the ! 58Nder's address:

|
Search list:
Peter Carruthers <editor @petesweekly.com =" or

editor @petesweekly,com” or
etesweekly. com”™




|

Which condition(s) do you want to cheds?

1 Step 1: Select condition(s)

[] from Peter Carruthers

[] with PetesWeekly: a 12 Week Year? in the subject
[] sent to James @iamesarobertson.com

[] with PeteswWeskly: a 12 Week Year? in the subject or body
[] through the spedified account

[] sent only to me

[] where my name is in the To box

[[] marked as importance

[] marked as sensitivity

[] flagged for action

[[] where my name is in the Cc box

[] where my name is in the To ar Cc box

[] where my name is not in the To box

[] with specific words in the body

[] with specific words in the message header

[] with spedific words in the redpient's address

with spedific words in the sender's address

[] assigned to cateqory category

Step 2: Edit the rule description (dick an underlined values)

specific words in the sender's addre

................................ &

mo¥ e e
and stop processing more rules




|
e I

I
I. YWhat do you want to do with the message?
| Step 1: Select action(s)

| maove it to the spedfied folder

ANl |[] assign it to the categaory category

[] delete it

[] permanently delete it

[] move a copy to the specified folder

[] forward it to people or public group

[] forward it to people or public group as an attachment
[] reply using a specific template

[] flag message for follow up at this time

[] dear the Message Flag

[] dear message's categories

[] mark it as importance

[] printit

[] play a sound e
[] start application

[ mark it as read

[] run a script -

Step 2: Edit the rule description (dick an underlined value)

Apply this rule after the message arrives
i with 'Peter Carruthers <editor @petesweekly.com =" or 'editor @petesweekly, com’
move it to the Petes Weekly folder

and stop processing more rules

< | m J b

cance ] [ <oos e ] [




F =
e )

I” Are there any exceptions?
Step 1: Select exception(s) (if necessary)

[ Jiexcept if from people or public group 1P
[] exceptif the subject contains specific words

| |[] except through the specdified account
[] exceptif sent only to me

[] except where my name is in the Tao box
[] exceptifitis marked as importance

[] exceptifitis marked as sensitivity

[] exceptifitis flagged for action

[] except where my name is in the Cc box
[] exceptif my name is in the To or Cc box
[] except where my name is not in the To box |
[] exceptif sent to people or public group

[] exceptif the body contains specific words

[] exceptif the subject or body contains specific words

[] exceptif the message header contains specific words

[] except with spedfic words in the redpient's address

[] except with spedfic words in the sender's address

[] except if assigned to cateqory category i

m

Step 2: Edit the rule description (dick an underlined value)

Apply this rule after the message arrives
with 'Peter Carruthers <editor@petesweskly. com=" or 'editor @petesweskly,com’
move it to the Petes Weekly folder

and stop processing more rules

o

o) o )




. | 3 y
]

Finish rule setup.

Step 1: Specfy a name for this rule

Run this rule now on messages already in “Inbox™

Turn on this rule

[ ] create thiz rule on all accounts

Step 3: Review rule description (dick an underlined value to edit)

Apply this rule after the message arrives
with 'Peter Carruthers <editor @petesweekly.com>" or 'editor @petesweekly, com’
move it to the Petes Weekly folder

and stop processing more rules




)

q
I. Finish rule setup.

Step 1: Specfy a name for this rule

|
1 |rs <editor @petesweekly.com =" or 'editor @petesweekly. com' or 'petesweekly, com'

Step 2: Setup rule options

Fun this rule now on messages already in “Inbaox”

Turn on this rule

[ ] create this rule on all accounts

Step 3: Review rule description (dick an underlined value to edit)

Apply this rule after the message arrives
with 'Peter Carruthers <editor @petesweekly.com=' or 'editor @petesweskly, com'
move it to the Petes Weekly folder

and stop processing more rules

Cancel | [ <Bad | wext> | [f Fiish |
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Home Send / Receive Folder View Add-Ins Muance PDF
f : E iy Ignore x y _a : E : 2 Cak Meeting (23 JaRAWebn £ To Manager 53 ““g: [E- Q
Ehddi %= Clean Up ~ @IM x |_*D Team E-mail q’ Done L‘—] ;
Mew  Mew Mew Delete Reply Reply Forward : o Move Rules OneMote | Unreac
E-mail Hems~ | MWeeting | & junk ~ All H, More ~ | | Reply & Delete i Create New & - - Read
MNew TeamViewer Delete Respond Quick Steps Fa Move
4 Favorites <
[2 Inbox (3] T E——— N
3 Outbox [1] x| [0 From | Subject
L@ Junk E-mail [1]
4  Date: Last Week
3 Undeliverable -
[~ Peter Carruthers PetesWeekly: a 12 Week Year?
[ Undeliverad
@ Sent Items 4 Date: Two Weeks Ago
""""""" "EPA L‘ﬂ Peter Carruthers PetesWeekly: Better 5ales in September
T3 Patrick Cooke u Peter Carruthers PetesWeekly: How to Mot Sign Sureties
I 3 Paul du Toit
3 Paul Leigh 4 Date: Three Weeks Ago
™ Perry Beverage (1 [—] Peter Carruthers PetesWeekly: What is the cost of signing a surety?
4 [ Peter Carruthers (1)
[ Petes Weekly 4 Date: Last Month
"3 Peter Laburn L—g il James & Robertson  RE: PetesWeekly: Life is Mot a subset of Business
3 Peter Madldowie a Peter Carruthers Petes\Weekly: Life is Mot a subset of Business
[ Peter Terbrugge
BEE R 4  Date: Older
DE 5 A S ~ L wkd
b £ TUVWXYZ PetesWeekly: a 12 Week Year?
[ Corporate Relationships Peter Carruthers <editor=petesweekly.com@central-hub.net> on behalf of ' Peter
4 3 Institutions @ Click here to download pictures, To help protect your privacy, Qutlook prevented automatic download of some pi
[ ECSA
= Sent: Thu 05/09/2013 08:30
[ eSpeakers To James@jamesarobertson, com
C3d GIBs
Cd IMCsA
- Petes\Weekl m
b 3 SAICE 24 Small Business Ideas
| S | September 5, 2013




Maintaining Inbox Rules

SEHdIReceive Folder

i .] = G 4 lonore A
=3 Clean Up ~

View

Add-Ins Muance PDF

N . 5L Meeting
——— - T SR

Mew  MNew Mew Delete Reply Reply Forward T
E-mail Items~  Meeting %-"—'”K' All =3 Mare

Mew TeamViewer Delete Respond
4 Favorites

(] Inbox (3) |

= 1™ m

(5] Outbox [1] ey )@ From

L@ Junk E-mail [2]
3 Undeliverable
[ Undelivered
IE Sent Items

4 [r James Robertson UK
4 [ Inbox (5)
4 .Undelivered
43 .RJ
I 3 RI16
43 RH17
L RA172
L3 RA176
- L3 RA177
: @ RH18

128



Home Send / Receive Folder

View Add-Ins Muance PDF

E\}, Save As

Account Information

~=— Drlames & Robertson

Wy save Attachments

n ¥ pop/sue

=P Add Account

Open - :
Print
Help @J}

Account
2] Options Settings ~
Ed Exit

Cleanup

Tools -

Manage Rules
& Alerts

Account Settings

Modify settings for this account and cenfigure additional
connections.

Mailbox Cleanup

Manage the size of your mailbox by emptying Deleted Items and
archiving.

Rules and Alerts

Use Rules and Alerts to help organize your incoming e-mail
messages, and receive updates when itemns are added, changed, or
rernoved,



(e
- —
E-mail Rules | Manage Alerts

'Peter Carruthers <editor @petesweekly.com=' or 'editor @petes...
IMCSA

Invitations at JARA Webinars

IUnable to attend Online Seminar but would like to purchase the wi...
James @V ebinars 2-at-JARA. com

SMTP2G0 Support (1)

Return Path

4

e 6 e 1
RN e Y T

Rule description {dick an underlined value to edit):

Apply this rule after the message arrives
with 'Peter Carruthers <editor @petesweskly.com=" or 'editor @petesweekly, com' or petesweekly.com' in the ¢
maove it to the Petes Weekly folder

and stop processing more rules

4| i 3

Enable rules on all messages downloaded from RSS Feeds

ok J[ cancel J[ apoy




More advanced techniques

Multiple email addresses ""

1. Separate email addresses for different major activities

2. Allows rules based on the email address to which the email is
directed

3. Projects
4. Personal / outside interests
5. Etc

6. Work through your corporate IT or use a third party service
provider like www.Arvixe.com — may need help with set-up

7. Or a free service like GMail - set-up a little more challenging
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Folder View

S5end / Receive

Add-Ins

Muance PDF

%= Clean Up ~

&.Junk*

Delete ‘

Mew Mew Mew

E-mail Items - Meeting

TeamViewer

Mew

By : &= BBl Meeti
grore x _% _,%] _$ %IM&E ing

Delete Reply Reply Forward
All iﬁ,_.'.l More ‘

Respond

4 Favorites
(2] Inbox (3)
(3 Outbox [1]
L@ Junk E-mail [2]
[ Undeliverable
[ Undelivered
@ Sent Items

4 [Or James Robertson UK

4 [ Inbox 8] H

3 .Undelivered

1| 23] 13 0] From




Home Send / Receive Folder

View Add-Ins Muance PDF

@ Save As

@g Save Attachments

Open
Print

Help

] Options

B4 Exit

Account Information

~— DrJames & Robertson

h = voprsure

5P Add Account

Cleanup
Tools ~

i

Manage Rules
& Alerts

Account Settings

Modify settings for this account and configure additional
connections.

Mailbox Cleanup

Manage the size of your mailbox by emptying Deleted Items and
archiving.

Rules and Alerts

Use Rules and Alerts to help organize your incoming e-mail
messages, and receive updates when itemns are added, changed, or
removed,



I
s

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E-mail | Data Files | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Bocks

Mame Type -
@ Dr James A Robertson POP/SMTP (send from this account by default)

James at James A Robertson and Associates PORfSMTF

Dr James Robertson POPfSMTP

James at JAR&A POPSMTP

Dr James Robertson Seminars POPSMTP

JAREA UK Seminars Mewsletter POP/SMTP

James Robertson Private POP/SMTP

Seminar Invitations from Dr James Robertson POP/SMTFP

tames Brhertean and LinkedTn POEISMTE 3

Selected account delivers new messages to the following location:

Change Folder | Dr James Robertson UK\Inbox
in data file C:YUsers\Jar&a UKL, \Outlook Files'\Dr James Robertson UK. pst




o WS GRS

|l Internet E-mail Settings
I Each of these settings are required to get your e-mail account working.

User Information Test Account Settings

Your Name: | |

| After filing out the information an this screen, we
recommend you test your account by dicking the button

E-mail Address: |James@james—a—mbertsun—an| below. (Requires network connection)

o Mt | Test Account Settings ... |

Account Type: | POP3 |E”

Nl e il s Test Account Settings by dicking the Mext button
Outgoing mail server (SMTP): M

Logon Information

User Mame: |James@tiame5—a—rnbertsun—an|

Password: | EEEEEEEEE |

Remember password

| Require | ing 5 P d Authenticati =P
quire logon wsing Secure Password Authentication (SPA) P

<Back || Mext> | [ cancel |




Agenda
Organizing Outlook

1.
2.

3.

4. Greater Sophistication — when you have a LOT on the go
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Greater sophistication

Creating a new Windows User "

In order to Archive OR for a new purpose.'

1. Keeps your old data and Outlook profile and allows you to start
afresh OR start ANOTHER profile

2. Allows you to have a completely separate Windows set-up for
different purposes e.g. one for general business and one for that
major project, or personal, or outside interest, etc — all your
Microsoft Office settings, most recent files, etc are ALL unique per
user

3. Some limited inconvenience but major advantages if you do it for
the right reasons

4. 1 prefer to multiple Outlook profiles for one Windows User
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JAREA UK

Documents

% MTM Online

Pictures
a TeamViewer & '_ .
istration --

Music

= i d
gi WinZip 17.0 mes A Robs

Computer blied to this me:
! Connect to a Projector

re to downloa
==
‘J[ Getting Started
= Devices and Printers

Control Panel 09/059/2013 13
ﬂ RegCure Pro irea
Default Programs

bndrea @avidard
B HTML-Kit g hg Ltk
biin Help and Support

&,’I System Information hat you h:

— PR Y A
Command Prompt ———

a photo to see

P  AllPrograms :
to social netw

Search programs and files Shut down m



Programs (5)

:T User Guide
'@] User Guide

E_'-‘, User Registration

Control Panel (14)

|&!‘ User Accounts
P Change User Account Control settings

istration --
mes A Robs

1™ Configure advanced user profile properties

plied to this me:
Documents (148) ere to downloa

09/09/2013 13
10 User

bndrea @avidard:
| Corel User Files

L. All Users
Music (4)

|| Maid with the Flaxen Hair
L. Sample Music
|4 Kalimba

a photo to see
p See more results

to social netw

| user




|% « User Accounts and Family Safety » User Accounts
el L 5 gl

- | +3 | | Search Control Panel

e —

Control Panel Home

Manage your credentials
Create a password reset disk
Link enline IDs

Manage your file encryption
certificates

Configure advanced user
profile properties

Change my envirenment
variables

See also

@ Parental Controls

Make changes to your user account

Change your password
Remove your password
Change your picture

@' Change your account name

@' Change your account type

Bell Manage another account

@' Change User Account Control settings

JAR&A UK
Administrator
Password protected

L e —




)

T || seorn Contpanet 9|

%« User Accounts » Manage Accounts

Choose the account you would like to change

| JAR&A UK UK Seminars T
‘! Administrator |' Administrator
Password protected Password protected

| ETI James Robertson Old
‘ fJ Adrinistrator

Adrninistrator
Password protected Password protected

m

Professional Service
Administrator
Password protected

Newsletters
Administrator
Password protected

Create a new account

What is 3 user account?

Additional things you can do
'@' Set up Parental Controls

Geo to the main User Accounts page



Name the account and choose an account type

Thiz name will appear on the Welcome screen and on the Start menu.
JARA UK Seminars 2

(7 Standard user
Standard account users can use most software and change system settings that do not affect other users or
the security of the computer,

i@ Administrator
- ave complete access to the computer and can make any desired changes. Based on

nﬂtlﬁcatlﬂn settings, administrators may be asked to provide their password or confirmation before
making changes that affect other users.

We recommend that you protect every account with a strong password.

Why is a standard account recommended?

I Create Account I [ Cancel

B I R




%« User Accounts » Manage Accounts

Choose the account you would like to change

Administrator || ,i =]
Password protected

ETI
‘ fJ Administrator

Password protected

JARA UK Seminars 2

Administrator

Create a new account

What is a user account?

Additional things you can do
'@' Set up Parental Controls

Go to the main User Accounts page

JAR&A UK e

UK Seminars
Administrator
Password protected

James Robertson Cld
Administrator
Password protected

Newsletters
Administrator
Password protected

| »

m




< User Accounts » Manage Accounts » Change an Account - || Search Control Panel 2

| e—
Make changes to JARA UK Seminars 2's account

i Change the account name
Create a password

Change the picture

JARA UK Seminars 2
Administrator

Set up Parental Controls
Change the account type

Delete the account

Manage ancther account



JARA UK Seminars 2
Administrator

You are creating a password for JARA UK Seminars 2.

If you do this, JARA UK Seminars 2 will lose all EFS-encrypted files, personal certificates and stored
passwords for Web sites or network resources.

To avoid losing data in the future, ask JARA UK Serminars 2 to make a password reset floppy disk,

Confirm new password

e password contains capital letters, they must be typed the same way every time.

How to create a strong password

m everyone who uses this computer,

What is a password hint?

Create ord Cancel
passw




Frr—

m«ﬂ% €« User Accounts » Manage Accounts » Change an Account vJ_ﬂ-H Search Control Panel
G e S Pl e e

s i

o

Make changes to JARA UK Seminars 2's account

Change the account name
Change the password

Remove the password

Change the picture
Set up Parental Controls
Change the account type

[Delete the account

Manage ancther account




! h : Address_Launcher

5 JAREA UK
pau) Adobe Reader X1

Documents
% MTN Online

Pictures
a TeamViewer 8
o Music
it WinZip 17.0

! Connect to a Projector

—

_—i’ Getting Started

Computer
Control Panel

Devices and Printers

ﬁ RegCure Pro
Default Programs
THL

HTML-Kit

Help and Support

Switch User

FShutdown | Logoff
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Stellar Phoenix Cutlock PST Repair
€& Stellar Phoenix Outlook PST Repair on the Web
E Uninstall Stellar Phoenix Cutlook PST Repair

Control Panel (27)

=1 Find out what's new in Windows 7

1 Go online to find out what's new in Windows 7
;ﬁ Sign in or out of People Mear Me

P' Choose how to report problems

@ Wiew devices and printers

@ Add a printer

Documents (3)
@ SmartMovie

& virt

@ settings

;D' See more results




Stellar Phoenix Outlook PST Repair
€& Stellar Phoenix Outlook PST Repair on the Web
E Uninstall Stellar Phoenix Cutlook PST Repair

Control Panel (27)

=1 Find out what's new in Windows 7

1 Go online to find out what's new in Windows 7
;ﬁ Sign in or out of People Mear Me

P' Choose how to report problems

@ Wiew devices and printers

@ Add a printer

Documents (3)
@ SmartMovie

& virt

@ settings

;D See more results

|DI..I't

Pin to Taskbar
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Microsoft Outlook 2010 Startup

Welcome to the Microsoft Outlook 2010 Startup Wizard, which will guide you through the
process of configuring Microsoft Qutook 2010,




¥ou can configure Outlook to connect to Internet E-mail, Microsoft Exchanae, or
other E-mail server. Would you like to configure an E-mail account?




Auto Account Setup
Click Mext to connect to the mail server and automatically configure your account settings.

@ E-mail Account

Your Name:

Example: Ellen Adams

E-mail Address: | |
Example: ellen@contoso.com

Passwaord: | |

Retype Password: | |

Type the password your Internet service provider has given you.

(71 Text Messaging (SMS)

(") Manually configure server settings or additional server types

<Back | Mext> | | Cancel




NEWAl:cuu j ——)

Auto Account Setup
Click Mext to connect to the mail server and automatically configure your account settings.

@ E-mail Account
Your Name: :James at JARA UK Seminars
Example: Ellen Adams

E-mail Address: James@UK-5eminars-at-JARA. com

Example: ellen@contoso, com

Passwurd. I N

Retype Password: |========3|

Type the password your Internet service provider has given you.
(") Text Messaging (SMS)

(7} Manually configure server settings or additional server types

< Back ][ Mext = ][ Cancel




~

Add New Account

e e T ——Ee P——

el N

Internet E-mail Settings
Each of these settings are required to get your e-mail account warking.

User Information

Your Mame:

E-mail Address:
Server Information
Account Type:

Incoming mail server:

Logon Information

User Name:

Password:

Qutgoing mail server (SMTP):

James at JARA UK Seminars

James@LIK-5eminars-at-JARA

|POP3
rrvzil, R 17

mail, N com|

si@UK-Seminars-at-JARA. com

| e

Remember password

[ Require logon using Secure Password Authentication (SPA)

Test Account Settings

After filing out the information on this screen, we
recommend you test your account by dicking the button
below, (Requires network connection)

[ Test Account Setlings ... ]

Test Account Settings by dicking the Mext button I

Deliver new messages to: |

@ New Cutlook Data File

) Exisung Uudook Da e

Browse

More Settings ... i

< Back ]L Next = ][ Cancel ]
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Home || Send/Receive | Folder View Add-Ins Nuance PDF & é
=4 ; o, ) .
./ .] [rg—“ G iy Ignore x £ _a .\__;g ,\_2 BB Meeting 23 Mave ta: 7 2 To Manager N3 P G [Eq Q Y Find a Contact
: e %= Clean Up ~ 5 Team E-mail « Done d — [ Address Book
MNew  MNew New Delete Reply Reply Forward B pore - 2o Move Rules OneMote | Unread/ Categorize Follow . " Send/Receive
E-mail Fems~ | Meeting | & Junk~ i 4 Reply & Delete "7 Create New 3 - - Read - Up~ | W Filter E-mail * |~ aj Folders
New | TeamViewer | Delete | Respond Quick Steps M | Move | Tags | Find | Send/Receive |
4 Favorites < >
[} inbox 1) [Search Inbox (Ctrl-) £ Microsoft Outlook Test Message 4 September2013  p
: |a i i SuMo TuWe Th Fr Sa
[} Sent Ttems HEENDEEAEAC e oD = Microsoft Qutlook <James@UK-Seminars-at-)JARA.com> I
256 I -3R39: 3 31
(&) Deleted Items Sent: Mone 1 2 3 4 5 6 7
4 Today To James at JARA UK Seminars SEIU 11 12 13 14
4 James at JARA UK Seminars I Microsoft Outiook GUZER : [«] 15 16 17 18 19 20 31
2 Inbox 1) icrosoftOrtioo Eie-Hhesade This is an e-mail message sent automatically by Microsoft Outlook while testing the settings 2223 24252% 21 2%
(7 Drats for vour account. LAED w2
[} Sent Items
@ Deleted Items
3 Junk E-mail
[3 outbox
@ RSS Feeds Mo upcoming appointments.
Ed Search Folders
3 Arrange By: Flag: Due Date - 5
Type a new task |
There are no items to show in this
view,
Contacts
v
] Tasks . .
Microsoft Qutlook A
bl C3 (2] - ¥ hd

Items:1  Unread:1 @ﬂ 100% (=———U—(3F)




5end / Receive

Folder View

Add-Ins

| Nuance PDF &
= Fi 5 g F i F
@ k;% 4::‘ | [0 show as Conversations %Erom @Io Categories N’ Reverse Sort '};\\ @ %
_ s ~ | =) Add Columns — - i -
Change View  Reset % Conversation Settings b o Flag: Start Date b oh Flag: Due Date [H Size Subject = Navigation Reading To-Do Reminders Open in New Close
View~ Settings View ~ | %= Expand/Collapse Pane~ Pane~ Bar~ 1 Window  Window  All tems
Current View | Conversations Arrangement Layout Window |
4 Favorites < >
[} nbox (1] Search Inbox (Ctrl -] £ Microsoft Outlook Test Message 4 September2013 )
= b dFS . o SuMo TuWe Th Fr Sa
(=] sent Items LR A I LS I Microsoft Outlook <James@UK-Seminars-at-JARA.com= e
£ LD Zf o £33 OU O
@ Deleted Items sent: None 1 2 3 4 5 7
4 Today )
........................................ To:  James at JARA UK Seminars 8[9]10 11 12 13 14
4 James at JARA UK Seminars | Microsoft Outiook L | 15 16 17 18 19 20 21
=) Inbox (1) lictosoreontioollesENe: a0E This is an e-mail message sent automatically by Microsoft Outlook while testing the settings 213243526028
S
(7| Drafts for vour account. AR R S

[} Sent Items
@ Deleted Items

3 Junk E-mail
@ Cutbox

[ RsS Feeds

E{'Zi Search Folders

[8Z] contacts

Mo upcoming appointments.

Arrange By: Flag: Due Date

-

Type a new task

view,

Microsoft Qutlook

There are no items to show in this
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X

Home 5end / Receive Falder View Add-Ins Muance PDF
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T lgnare x !\_i -\_E !\_g 5 Meeting (23 Move to: 7 £33 To Manager et Ay [E- Find a Contact
%= Clean Up ~ £ Team E-mail & Done . [G} Address Book
Mew | Mew Mew Delete | Reply Reply Forward = 128 Move Rules OneMote Unread/ Categorize Follow Send/Receive
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7| Drafts
[} SentItems
@ Deleted Items
3 Junk E-mail
[ Outbox
@ RS5 Feeds Mo upcoming appointments.
E}.‘i Search Folders
Arrange By: Flag: Due D-ate| o o
Type a new task |
There are nao items to show in this
view.
Microsoft Qutlook Test Message
Microsoft Outlook <James@UK-Seminars-at-JARA.com>
Sent: MNone
C To: James at JARA UK Seminars
=
This is an e-mail message sent automatically by Microsoft Outlook while testing the settings for your account. =
Contacts L
- w
o] Tasks i ,
"
v
Items: 1 Unread: 1 Ol 0% (= U (&

6:04 PM

9/9/2013



Send / Recejve Fold

o g oo
: HE %= CleanUp = !
Mew  New C

Mew

E-mail Hems~ | Meeting &JUHK'
MNew | TeamViewer Delete
4 Favorites <

E Inbox

(=} sent Items
@ Deleted Items

4 James at JARA UK Seminars

Cd 0_Projects

Cd 1_Persannel and Administration
[d 2 Information and Marketing
[[d 3_Corporate and Legal

Cd 4_Logistics

[J 5_Accounting and Financial

[ 6_Research and Development
[ 7_Business Relationships

3 8_Personal -- Family Domestic etc

Cd 2_Ministry

[} Sent Items
@ Deleted Items

3 Junk E-mail

@ Cutbox

[E) RSS Feeds
E}j Search Folders




Greater sophistication "

Backing up Outlook locally "

1. Backup Outlook
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| socap uteorqicyans iy |+ [

(- 0 www.backupoutlook.com v | IE' Eing P|
M

Mare Outlook tools from Wisco: m SynchPST MaoMoreDupes TaskToCal OutlookPrinter

iﬁ? Safeguard Your Outlook Data =

me Product Testimonials Download Buy now Support Contact Us

H WINDOWS 8

Protect Your Most Valuable Outlook Data!

‘Backup Outlook’ iz fully compatible

Backup all your Qutlook data and with Windows & and Outlook 2013 .
settings including Emails, Contacts,
Tasks, your Calendar, Motes, Journal Fllke 108

entries, Email accounts, Outlook rules,
Signatures and many maore. 5 TESTIMONIALS

And if you need to, restore your Outlook x
data with only a few clicks! e
Moving my Outlook data from my old

i - computer fo my new compufer was
w BUY NOW extremely  easy  becsuse  of
BackupOutlook. | made s backup of

Outtook on my old computer and
restored it on my new computer. All
email, appointments, contacts and

Better safe than sorry h Secure Checkout | GBP [=]

Sooner or later your hard drive will die. Or a system
data. Have you ever asked yourself if your business

: Products Cuantity Value
your important Outlook data?

BackupOutlook

Start automatically backing up your Outlook data rVolume discount prices)

risks.

1 27.68 GBP x

- ;' Add Wisco Backup CD to my order for only 6.37 GBP (Details)
F 4




r B
5} BackupOutlook 3.0.20 L = |
File Help

Ba Ckup 0 Ut|00k® & ? Backup your Outlook

Restore your Outlook

Verify Backup

llllll

Settings

http://www.backupoutlook.com/




avedOutlook

Target:

D:\Data\z Backup on Dell 004\Backup Ou
Last backed up:

14/06/2013 01:05

Automatic Backup:
No




Uncheck and recheck the Outlook checkbox

Create Backup entry

Step 1: Choose Outlook files

95 af 95 files selected

-] ®| Outlook
— @ Profiles
=-[WIED Outlook
E mail accounts
Outlook, Data Files [Emails, Contacts, Calendar, Tasks, Motes, Journal]
'EEE Dt James Robertzan LK, [C:5U zersbAR RS UEAD ocumentz\Outlook FilessDr James Robertzon L. pst
[l Mavigation bar customizations
@ Customized print zettings
=[] Dictionarizs
o [w] e CUSTOM.DIC
- [vl [y Signatures
[W¥]5# Options settings
Outloak today settings
[#]E=A Email settings
Mail format settings
W E] Subscribed RSS feads
@ Intermet Explarer Favorites




= Create Backup entry

Step 2: Backup file settings

SavedD utlook_2013-05-07

Compression rate

[+ Compress Backup

kinimal [fagt]

b airneann [=low]

[T Secure file with paszword
Pagzsward

Retype paszward




= Create Backup entry

Step 3: Miscellaneous

S avedOutlook,

k.eep the last Backup Files:

K.eep up ta |5 vI ald Backup Files

Ilze AutoB ackup for thiz entry

Ewery IDay j at I'IE:EIEI ;I o'clock




Greater sophistication "
Other suggestions .'

1. Backup your entire "Documents” or “"Data” folder to an external
hard drive as a direct copy using “Fast Copy” or similar

172



& @ ipmsg.org/tocls/fastcopy.html.e

If vou want to

cheer FastCopy up,

Donate_|

Top Page
FastCopv Japanese Page

FastCopy

The Fastest Copy/Delete Software on Windows.

|F:11r.t(:.'u|1:p:;-'r v2.11 download

[Executable (32bit) [from Vector

[Executable (64bit) [from Vector

|Snurce code |ﬁ0m Local

Email Blast SMTP Service
O www.imailunlimited. com/Free-Trial

Get Unlimited SMTFP Flans for Only $42%'Menth. Be, "~ .~ "o
o AdChoices [i

2004/09/28 Create
2012/06/19 Update

Version 1.60/61 has a problem. (see history)

BEBS(English) BBS(Japanese)

Warning : Oniginal document i3 written in Japanese.

1. About

FastCopy is the Fastest Copy/Delete Software on Windows_

It supports UNICODE and over MAX PATH (260 characters) file pathnames.

It automatically selects different methods according to whether

Eliminate
the T

Source and DestDir are 1in the same or different HDD.

|Ili1'f HDD |Raad1'.ng and writing are processed respectively in parallel by separate threads.

|Same HDD |R&ad1'.ﬂg 15 processed until the big buffer fills. When

the big buffer filled, wniting 1s started and processed n bulk.

Because Reading Writing are processed with no OS cache at all, other applications don't easily become slow.

o .' v E[n? P B~ 43 #

m [ »




Greater sophistication '
Fast Copy and further Online Seminar

w o
FastCopy ver2.08 Lo e e S
| File(F) JobMng()} Option(Q} Help Elevate
D:\Data -
DestDir| F:h -
Behavior changes whether th- [Diﬁ: (Size/Date) v]
|e end of DestDir character is — I
"\' or not. Please referto help gufferrme) 64 (2
|for details pushing the "?" but ot '
i (| | Full Speed I
Monstop Top
il O] verify Il
[] Estimate
MacL [ AkStream | Listing | [ Execute |
Include name Exclude name
[T Filter
L - ﬂ

1. Attend “organizing your documents” for more hints -



Summing Up

-

1. Most of these techniques are fairly easy to apply
2. Require discipline

3. Out of a clear decision to organize one’s information out of clear
understanding that it will add value

4. A challenge to do at first — learning a new approach

5. Very substantial long term sustainable benefits if you make the
effort

James A Robertson and Associates can assist you to
design and implement enterprise solutions
incorporating all these principles and techniques
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If you do not act within 48 hours you "
probably never will
Act TODAY! © Y /| 4

S

What is your single most important insight from this presentation?

What is the single most practical action that you can take tomorrow to
utilize Outlook more effectively?

James@JamesARobertson.co 176




Questions?

We will email you a Drop Box link to the hand-outs and
recording of this presentation "

e

"To Him who by wisdom made the heavens, for His mercy endures forever;"
Dr James Robertson PrEng - The ERP Doctor -- Mobile: +44-(0)-776-862-2875 or +27-(0)83-251-6644

www.JamesARobertsonandAssociates.com
James@JamesARobertson.com

LinkedIn: http://uk.LinkedIn.com/in/DrlJamesARobertsonERPDoctor
0
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