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Control your Inbox



How much is too much?

When you:

1. Can’t find anything easily

2. Miss important notifications

3. Ignore the whole mess and 

want to create a new email 

account. 



You are not alone

281 billion emails sent every day in the US 

49.7% of email is spam

2.3% of emails have a malicious attachment 



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



Let’s fix this!

Identify what to keep

Identify what to filter, delete, file or archive

Unsubscribe as much as possible



Unsubscribe as much as possible



Turn off app notifications, 

especially Facebook and games.



“Star” the most critical emails 

you know you must keep:

• Resumes

• Airplane tickets

• Job offers



Divide your Gmail into :

• Primary

• Social

• Promotions

• Forums



Use folders, files, tags, and rules 

to sort automatically important 

emails



Become an email search 

ninja



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.  





Manage yourself

• Reduce distraction - check email only 

at specific times

• If the email takes less than 2 minutes 

to reply, reply immediately.

• If it requires careful reading, put it on 

your to-do list. 



Manage yourself

File your email:

• Action Items

• Waiting

• Reference

• Archives



Want a copy of this presentation?

Visit www.skokielibrary.info/handouts 

where this presentation will be available 

for four weeks.

Thank You


