Control your Inbox

By Martha Nelson
Digital Literacy Specialist



How much Is Too much?@

When you:

1.

2.

Can't find anything easily
Miss important notifications
Ignore the whole mess and

want to create a new email
account.
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Worst US companies for spam
(2015 data):

Groupon - 388 emails sent on avg per user
LivingSocial - 363 emails sent on avg per user
Facebook - 310 emails sent on avg per user
Meetup - 199 emails sent on avg per user

J. Crew - 175 emails sent on avg per user

Twitter - 173 emails sent on avg per user

Victoria's Secret - 160 emails sent on avg per user
LinkedIn - 157 emails sent on avg per user

Gilt - 155 emails sent on avg per user

Kohls - 154 emails sent on avg per user

Banana Republic - 145 emails sent on avg per user
Gap - 139 emails sent on avg per user

Old Navy - 137 emails sent on avg per user

Bed Bath & Beyond - 135 emails sent on avg per user
Target - 120 emails sent on avg per user
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Unsubscribe as much as possible

Unsubscribe from all Cornell Lab electronic communications




Turn off app nofifications,
especially Facebook and games.

Notifications Settings
h On Facebook

Email

To turn off a specific email nofification, just click the unsubscribe link at the bottom of the email

NVHAT YOU'LL RECEIVE

All notifications, except the ones you unsubscribe from
Important notifications about you or activity you've missed

® Only notifications about your account, security and privacy

LIVE VIDEO SETTINGS

¢ Turn off email notifications about comments added to your live video conversations

Turn on email notifications about comments added to your live video conversations

OFFER SETTINGS

¢ Turn off email notifications about offers you have saved

Turn on email notifications about offers you have saved

NOTIFICATIONS YOU'VE TURNED OFF

Messages



“Star’” the most critical emails
you know you must keep:

e Resumes
« Alrplane tickets
¢ Job offers

» Skokie Public Libra.
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Divide your Gmall into :

Primary

Social

Promotions
Forums

Q, Search mail

- ¢C

J Primary
Google
Google
Google
Google

1-50 of 55 >

es Social m ® Promotions Em

Your password changed - Your password changedHi Martha,The password for y.
Your password changed - Your password changedHi Martha, The password fory.

Your password changed - Your password changedHi Martha, The password for y...

Improvements to our Privacy Policy and Privacy Controls - mnelson5215@gma.

:
)

E- 0 3]
9:20 AM
Sep 25
Sep 20
+
May 12



Jse folders, files, tags, and rules
to sort automatically important
emails

Settings

General Labels Inbox Accounts Filters and Blocked Addresses Forwarding and POP/IMAP Add-ons

Chat Advanced Offline Themes

Updates show hide show hide
Forums show hide show hide
Promotions show hide show hide
Labels Show in label Show in .
. ) Actions
list message list

Create new label



Become an emall search
NiNja

Q. category:updates label:unread



Keep in mind:

Some of these strategies work better
with different email providers. Or
browsers.

Email providers update often.
Features improve and become more
powerful.
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Manage yourself

 Reduce distraction - check email only
at specific times

e |f the emall takes less than 2 minutes
to reply, reply immediately.

« |f it requires careful reading, put it on
your to-do list.




Manage yourself

File your emaill:
« Action ltems

« Waiting
« Reference

e Archives



Thank You

Want a copy of this presentation?

Visit www .skokielibrary.info/handouts
where this presentation will be available
for four weeks.



