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1. REDUCE DISTRACTION



Rule #1

Turn off email
when doing work
that requires
uninterrupted
focus.

¥

] Inbox

Mavigation Pane

B¢ 2% 0 @ From Subject
=l Categories: (none) (45 items, 36 unread)
| Moore, Heather E Thank You :)

| @ Finnerty, Diane L

=

Johnson, William T

¢ @ Van Alien-Shalash, Evalyn O

&=

Online Classroom

| @ Sondgeroth, Tracy N

R E W R EE R R R E S E R E

John Pappajohn Entrepreneurial Center
Snetselaar, Linda G

Snetselaar, Linda G

Polumbaum, Judy

Daily POEMs

- Michael Kenzle

Physician's First Watch

Campus Technology Webinars
SonoSite

Radisson Hotels & Resorts

SAS Events
chris@gooseeducationalmedia.com
MYTimes.com

DacGuide

FW: Suggested revisions to the L&D invitation to new employee orient...
RE: Final reminder re: the Mandatory Drug Survey

COUNCIL OF DEANS AGENDA: this moming, 9:00 - 10:30 am, UCC Boar...

Five effective ways to improve online instruction

St. Patrick Day / Maggie pics (1 am not quite sure why her eyes glow)
Don't Forget to Register for the MidWestOne Lecture Series!

Request

Question

Re: Ida Beam decisions?

Daily POEM: Preventing mastoiditis not a good antibiotic rationale
miyCards

Swine Flu / Physician Experience & ICD Implantation

Next Weelc Mass Notifications Solutions for Higher Education

Your Patients Are Counting On You

Your recent stay at Radisson Hotel Reagan Mational Airport

SAS to Present a New Track at ThinkTank 09

The Goose, April 22nd - Have ~Jack-like-passion”

Today's Headlings: In Adopting Harsh Tactics, No Inguiry Into Their Past ...
DocGuide Weekly (General Medicine)

KCRG-PersonalPinpointFuturecast@subs.my... Your Personal Pinpoint Futurecast

E R B R ERAE 2 — E O wm EE



Rule #2

Stop “checking”
your email.

Instead, work on it.

Checking email less frequently reduces stress @CwssMark

Kostadin Kushlev *, Elizabeth W. Dunn

University of British Columbia, Vancouver, Canada

ARTICLE INFO ABSTRACT
Artide histor}{: Using email is one of the most common online activities in the world today. Yet, very little experimental
Available online 22 November 2014 research has examined the effect of email on well-being. Utilizing a within-subjects design, we investi-

gated how the frequency of checking email affects well-being over a period of two weeks. During one




2. STORAGE FOLDER IDEAS



_ j:' Search

File Home Send / Recejve View

v susan@susanrjohnson.onmicrosoft...

» Inbox
Drafts
» Sent ltems [1]
[> @ wr | 1]
» @Calendar Event associated messages

>
» @F’rcﬂecﬁ associated Imessages >

» Deleted ltems [21]
I Archive I
I @O ptional reading I

Clutter

» Conversation History

Junk Email

£

Add-ins Help

2} show Focused Inbox "_\9 Change View ~ '{@} Current View ~

All  Unread

=(R

Tl 4,5 Use Tighter Spacing ]

D|lEI |Fr-:-n1

| subject

We didn't find anything to show here



4 susan-johnson@uiowa.edu
I Inbox 10

Inbox messages before July 21, 2017
I @ Calendar Tickler

I @ Waiting For _[3]
@ Projects associated messages

@ Optional reading
[ 5ent [tems [4]

4 @ Projects associated messages
[+ = [watchinglist]
= Cross-Cohort Collaboration Consortium decision
= fall 20017 inperson meeting agenda planning
= Manette: Glycated albumin in SWAN
= Mational Death Index proposal (Carrie)
= repository proposal votes

= swan decision making (sioban) 1

[ = SWAN V| preconcept proposal - input from MIH on format and budget imfo to...
[ = SWAN VI Aims & pitches draft &




4 susan-johnson@uiowa.edu
I Inbox 10
Inbox messages before July 21, 2017
I @ Calendar event associated messages
I @ Warting For _ [3]

I @Projects support material
@ Optional reading
[» Sent [tems [4]

4 @ Calendar event associated messages

2017.07.14-19 EWIM with wisit to Jane's in Portland 2
2017.07.21 Perniodontics retreat: email productivity
2017.07.24 SWAN EC call

2017.07.28 swan cancer adjudication call

2017.08.07 Peds Dentistry time managment session
2017.08.29-30 WUSTL keynote

2017.09.00 nursing grad student session




3. TRY FOCUSED INBOX (ONLY IN OL 365)



Focused Inbox

To Enable Focused Inbox
* Qutlook Windows desktop, select the View tab, click icon in ribbon to “on”

* Outlook Mac desktop: select the Organize tab, lick icon in ribbon to “on”
* Web app: Select Settings (“gear” icon in upper right-hand corner) & toggle Focused Inbox “on’

)

File Home Send / Receive Folder View Add-ins Help

Ll = = & & oo - Tl
. [=] @ Date H From H To OO0 Categories

S &Y = Bogors | 1!
Change View  Reset - Show Focused | Message fB Flag Status fu Flag: Start Date fo Flag: Due Date [ Size = g
View~ Settings View Inbax Preview ~

Current View Messages Focused Inbox Arrangement
£
) i Focused Othe

vsusan@susanrjohnson.onmlcrosoﬂ.com

— (25] Dii@ | From Subject

~ [none) 2 item(s

Drafts [ ) =

3 Sent ltems The University of lowa COVID-19 campus update: Working remotely update, CARES Act inf
@ WF 2] @j Rick Reis [External] TP Msg. #1791 Feedback: The Foundation of Kind Leader:

Focused: the OL algorithm thinks you will want to see first (addressed just to you;
from your contacts, etc)

Other: the OL algorithm thinks you won’t want to see first (mass email, list serves,
advertisers, etc)

You then “train” the algorithm to individualize your preferences (next slide...)




To “train” the algorithm in Windows
Desktop:

1. Right-click on the message your want to be in the
other list.

2. Click on “Always move....” to permanently redirect
all future messages from that sender to the other
location

That is, you can redirect messages in Focused to Other,
or, Other to Focused

(You can also do a one time move message although |
don’t use this very often)

[ Archive & @ WF

Focused Other

Other: New message (1)

The New York T . "
'3 File In

& (D o |l

Vv (none): 2 item(s), {3 Snoozelt

. @™ copy
£8 Quick Print
€ Reply
& Reply All
—> Forward
) Mark as Read
Eg Categorize
P Follow Up
[2 Assign Policy
1 Find Related
£  Quick Steps
@ Set Quick Actions...

) Rules

8 Move

OneNote

57 Move to Other

{55 Ahnays Move to %her
TS Ignore

5 lunk

EE @ Optional -... v 8 Unread/ Read EE o Fﬁl * F’g v

Search People @

Jlifying the NSF Grant Propesal Process, Conflict Management Strategies, and More

n, Learn How to Address and Preveni t Medical E

e clickion Always move to,other,

Wed 4/14/202])
Wed 4/14/2021)

o right click:on the message your
"~ \wantitoreclassify




4. A process for staying on top of email



File Home send / Receive View Add-ins Help

@ Show Focused Inbox

v susan@susanrjohnson.onmicrosoft.... -

¥ Imbox
Drafts

» Sent ltems

> @ WF

'f% Change View ~ {@} Current View ~ EL - Tl L= Use Tighter Spacing [0 | Layout~ |
<
All Unread
I__“||lEI |Fr-:|n1 |Suh_iect Ret

[1]
[1]

» @Calendar Event associated messages

» @Projects associated messages

» Deleted ltems
Archive
@O ptional reading
Clutter

» Conversation History

Junk Email

o _

[21]

We didn't find anything to show here,



My “full processing” method

Part 1.

I run through all new messages, and delete the ones | can without opening the message

(if | see something that looks truly urgent, | open and take care of)

Pass 2:
| go to the newest message (or you could start with the oldest)

| open each message in turn, without skipping, and follow the action checklist to the end



The action checklist:

** For each message, | decide what action | will take the first
time I read it:

U Delete

O File only: Archive

U File only: Topic specific folder

J Read: Optional

 Forward to delegate or hand off

O Message needs a reply
0 Message is sending me new work (task or project)



For messages that require a reply or work:

Reply required

O | ask: would phone or in person better? (reply: “Let’s talk + proposed plan for
doing so)
O | reply immediately to as many as | can

QO For the rest, | designate them as “deferred to later”

New work to do:

O | complete immediately as many tasks as | can
O For the remaining tasks, and all the projects, | add to my to-do list system...
O If | now have a new calendared event or project, | create the email folders to store related

messages



Options for storing deferred messages

Emails that contain new work / tasks:
Add to your to do list system or task manager app

Create a time block on your calendar to complete the needed work.

Emails that need a reply: 2] All Outiook Items

= :j} Mailbox - Johnson, Susan R

# |_J @ Waiting For _ [154]
L_éj Calendar (17)

4 ;57 Contacts
{a) Deleted Items
../7| Drafts

4 U] Inbox (16}
_J Inbox - Emails that require action ]

1. Store in a folder

2. Keep in the inbox, but “segregate” from unprocessed messages
with a flag or category



How to copy messages to create a calendar time block

Junk Email L
Dk, W g
> RSS Subscriptions
Synchn;mizaﬁon Failures
2 Search Folders
» Groups

. [External] Today’s Headlines: Bide
[External] Susan, you have one m
[External] Your Al roadmap
[External] [ “Symptoms of anxiet
[External] Breaking News: The LS,
[External] Dreaking News: A House
[External] Thrombotic Thrombocyt
[Extelmal] New BP grant opportuni

1= hl“‘l I
BN e

y Janmmfﬂ

o Left-click drag message to the calendar icon, and “drop it”

[External] The Mew England Journ:

(The original email will remain in the inbox)

Source for calender instructions:
https://kb.parkland.edu/page.php?id=55562#:~:text
=Step%201%3A%20Select%20and%20highlight,Calen
dar%22%20in%20the%20navigation%20bar.

12/

[External] ACIP on J& Vaccine / Psychedelic for Depression? / Better Way to Assess Health)

Fle  Appointment  Scheduling Assistant  Insert  FormatText  Review  Help @ Tell me what you want to do
m =] Calendar @ @ ;)Jr i showas [Busy . O EE £ Private \g
2 = | High Import:
Delete _y ot v Skype Mesting mite | perider [None Recurtence | Categorize © 0 PO " | Dicta
Meeting Notes Attendees : v Low Importance
Actions Skype Meeting | Meeting Notes | Attendees Options Tags Voic
Title [External] ACIP on J&J Vaccine / Psychedelic for Depression? / Better Way to Ass¢
Save &
Close Start time Thu 4/15/2021 (5| 1230PM ~|| Central ime (US & Cana | [ Allday @& Time zones
End time Thu 471572021 || toopm w|| Central Time (US & Cane w| <3 Make Recurring
Location
From: Physician's First Watch <FirstWatch@jwatch.org>
Sent: Wednesday, April 14, 2021 6:13 PM
To: Johnson, Susan R
Subject: [External] ACIP on J&) Vaccine / Psychedelic for Depression? / Better Way to Assess Health Status in HF

To ensure you receive Physician's First Watch, add FirstWatch@jwatch.org to your address book.
If there are display problems with this message, click here to view it in a browser:
hitp://response.jwatch.ora/dm?id=AFA036A2AAB263F 16D11CAB8912DECFCD2BT71D9A9SFA21D3

A new appointment or task dialogue box
will open.

Modify the subject, date and time as
needed


https://kb.parkland.edu/page.php?id=55562#:%7E:text=Step%201%3A%20Select%20and%20highlight,Calendar%22%20in%20the%20navigation%20bar

Defer using a flag:

B4 | (Y u@| From

i B i WP

Daufeldt, Michelle D
Johnson, Susan R
Jlahnson, Susan R
Johnson, Susan R
Johnson, Susan R
its-helpdesk@uiowa.edu

B | (@ From

L B D B e

lohnson, Susan R
Johnson, S5usan R
Daufeldt, Michelle D
Johnson, Susan R
lohnson, Susan R

its-helpdeski@uiowa.edu

Search All Cutlook Items (Ctrl+E)

Subject
look up Michelle's phone nubmer
call John to see if he is ineterested int hei program

= > djow shirts
=== (heck Out The February...

upcoming Spatlights

Alert: Your backup is 3 weeks overdue

sample

Change to your University of Iowa E-mail Address

Sort on “flag”

Search All Qutlook Ttems [(Cirl+E)

Subject

= call John to see if he is ineterested int hei program
sample

= |ook up Michelle's phone nubmer
upcoming Spotlights

Alert: Your backup is 3 weeks overdue
Change to your University of Iowa E-mail Address

== djow shirts

Received

Tue 3/20/2012 1:36 PM
Thu 2/23/2012 5:26 AM
Thu 2/23/2012 5:26 AM
Thu 2/2/2012 4:43 PM
Wed 2/1/2012 2:456 PM
Tue 1/31/2012 252 PM

Received

> = > Check Out The February... Thu 2/23/2012 8:26 AM

Wed 2/1/2012 2:46 PM
Tue 3/20/2012 1:36 PM
Thu 2/23,/2012 8:26 AM
Thu 2/2/2012 4:43 PM

Tue 1,531/2012 2:52 PM

<4<



Prep 1 : Create the
categories you want to use

Prep 2: Set sort to “by
categories”

Method:

* Add the appropriate category to deferred messages:

B4 |1

» (none): 19 item(s), 15 unread

[ |m |Follow Up Flag | Subject

> I 1-Process: 2 item(s), 1 unread

W I 2-TODAY: 1 item(s), 1 unread

Defer using categories:

File Home
=

Mew  MNew

Send / Receive Folder Wiew Help

i =

Delete Archive

[FS lgnore
% Clean Up ~

Email Items ~ £ Junk~ Il
Mew Delete Respond
<
+Favorites Focused Other
Inbox - susan@susanrjohnson.on... 1] From &
£
Focused Other
Cij@w |' |From Subject
shnsan....
Duio.. [1]

I [DDDEQ-MEMO] lowa Hawk Shop and University Bookstore Transition

> I 3-Action required: 1 item(s), 1 unread

@ @ E El\-ﬂee‘ting

Reply ReApI},r Forward Ethrev

EE @ Action - Cate... — Evernote forward
<2 Reply & Delete

oo -
oo @ Optional - ca..
Create an appoi... ~ Done

-E; Create New =

Quick Steps

Subject

We didn't find anything to show here.

1 = ol

Mowve Rules

2 Move

= aE

|:l:| %f Mew Groug

%‘f Erowse Gre

Send to Assign  Unread/l| Categorize JFollow
OneMote  Policy~  Read e Up ~
Groups
By Categories v |
red Categor...|%

4 Bon Maria [via Google Sheets)

Bon Maria (via Google Sheets)
Kernel-Elags - Invitation to view _
I've shared an item with you: Kernel-Blogs E@

2
Bon Maria (via Google Sheets)
Mucleus-Blogs - Invitation to view Ei
I've shared an item with you: Nucleus-Elogs .

=]
Bon Maria (via Google Sheets) =]

Kernel-Content-Team - Invitation to edit
I've shared an item with you: Kernel-Content-Ti

4 ¢Panel on lepide.com Ll
cPanel on lepide.com
[lepide.com] Email configuration settings for 'm D
Email configuration settings for

4 Google

Google ¥

Copy

Quick Print
Reply

Reply All
Forward
Mark as Unread
Categorize
Follow Up
Find Related
Quick Steps
Rules

Move

EEEEN

Right cIick‘on message
to access categories

Clear All Categories
Blue Category
Green Category
COrange Category
Purple Category

Red Category



Suson R. Johnson

srj.susanjohnson@gmail.com

Contact me -I-h - -
anytime with rIVIng
‘questions or amidst chaos
~.comments, and,
~get articles on my

“website

www.thrivingamidstchaos.com
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