Keeping your inbox under control isn’t just about deleting emails —
it’s about creating a system that saves time, reduces stress, and
helps you stay focused on what matters most.

Here are three powerful strategies to transform your inbox into a
productivity tool:

1. Create Folders & Labels That Work for You
Your inbox shouldn’t feel like a junk drawer. Organize it with folders or labels tailored to your needs:

e Clients: Keep conversations with each client in their own folder.

e Projects: Group all emails related to a specific project together.

e Priorities: Use labels like “Urgent,” “Follow-Up,” or “Reference” so you can find things at a
glance.

Pro tip: Keep it simple. Too many folders can be overwhelming—choose categories that truly make
your workflow easier.

2. Use Rules & Filters to Automate Sorting

Stop wasting time manually moving emails. Set up rules or filters so messages automatically go
where they belong:

e Newsletters — Newsletter folder (review later).
e Client emails - Direct to their folder.
e Invoices/receipts — Finance folder.

This automation ensures you see what'’s urgent right away, while less critical emails wait patiently
until you're ready.



3. Schedule Inbox Time

Constantly checking your inbox = productivity Killer. Instead, set aside 2—3 dedicated times a day to
check and process emails:

e Morning check: Clear out urgent items.
e Midday check: Respond to key emails.
e End-of-day check: Wrap up and set priorities for tomorrow.

Pro tip: Turn off notifications so you're not tempted to peek between scheduled times.

Remember: A well-organized inbox is more than just tidy—it’s a tool that helps you stay
focused, efficient, and in control.

Want more productivity tips or support with systems that actually work? Let’s chat!

Book a free 30-minute call



https://www.coastaledgecollective.com/booking-calendar/book-a-30-minute-call?referral=service_list_widget
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