
Day 1. SET ASIDE SOME TIME

Not something we have a lot of these days but if
you’re going to get in control of your inbox you
will need to set aside some time. All I’m asking
here is for you set aside 15 minutes each day for
the next 4 days to allow you to take some action.

5 STEPS TO MANAGING
YOUR INBOX

I F  Y O U ' R E  S U F F E R I N G  F R O M
I N B O X  O V E R W H E L M  A N D
L O O K I N G  T O  D E C L U T T E R  Y O U R
I N B O X ,  T H E N  T R Y  T H E S E  F I V E
S I M P L E  S T E P S  O V E R  5  D A Y S
T O  G A I N  M O R E  I N B O X
C L A R I T Y .
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Day 2. DELETE UNREAD EMAILS

Be warned, I am not going easy on
you, day 2 is the hardest day of the
week, but it’s also the one with the
most reward!

How old are the emails in your
inbox? Do they go back months &
years? I’m sure they do and even I
have 1 email in my personal inbox
from last year that I haven’t dealt
with yet, so I am far from perfect.
Did someone say pension???

The thing is, if you have hundreds, or
thousands even, of unread emails
that are over a year old, are these of
any value? If you’re like me, you
generally read or at least open the
important ones, which you either act
on or think…I’ll do that later. Either
way it becomes ‘read’. That means
that most, if not all, of those unread
emails are pointless & unnecessary,
they’re clogging up your inbox &
making you feel anxious &
overwhelmed.

With this layout's easy-to-follow
structure and design, creating content
for your employees will be as easy as
ever. Make sure you use the space
wisely by using pictures and captions.

Time to GET RID.

As much as I’d like to say delete any unread email from before April 2019 (start of the
last UK tax year) & it’s something that I absolutely would do & have done myself – you
have to do what is right for you.

That said…what is right for you isn’t ignoring it, it isn’t saying ‘but they’re all important’
because trust me, they are not. Those sales, offer, update emails from 2018 are
meaningless, the offers have passed, the updates have been updated - they are of no
value to you & the mental load of seeing that number on your emails is costing you. It
may not feel like it, but I promise you will feel lighter for it.

My last point is this – if it’s a really REALLY important email from 2 years ago, in all
likelihood the situation has been resolved. You did the work, you submitted your tax
return, you didn’t lose the client, you did lose the client. It’s happened, it’s gone, don’t
keep holding onto it.
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Day 3. TURN OFF SOCIAL
NOTIFICATIONS

We’re easing up – today’s task is an
easy one. It’s a case of turning off
those annoying notifications you get
that say Joe Bloggs shared a photo
(Facebook), it’s someone’s work
anniversary (LinkedIn), someone
exciting has just started a livestream
(Insta), your brother just retweeted
this really offensive tweet – it nearly
ALWAYS is your brother that does it,
sorry I meant MY brother!! Those are
the notifications that don’t even
have much impact on you or your
business, so then add in the direct
notifications about who
commented, liked or shared your
post. It can quickly reach into
double figures on every platform, on
any given day.

With this layout's easy-to-follow
structure and design, creating content
for your employees will be as easy as
ever. Make sure you use the space
wisely by using pictures and captions.
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Facebook > Settings > Notifications – under each category turn email to off – we’ll
worry about push & SMS notifications another day or you can just switch them all
off.· 
Instagram > Profile > Settings > Notifications – uncheck alllll the boxes!· 
Twitter > More > Settings & Privacy > Notifications – select Email & you can switch
them off at the top with one click.
LinkedIn > Me > Settings & Privacy > Scroll across to Communications > Email –
select each category in turn & turn them off.

Turning off email notifications doesn’t mean you will miss the notifications
themselves. If you’re anything like me & most of us who have access to modern
technology, you’ll be checking your social daily if not more often. That means you’ll
pick up on those messages, shares, likes, comments and so on. This will also enable
you to set some boundaries with clients & potential clients. As a small business
owner, I often feel duty bound to be available ALL the time, this isn’t realistic or
healthy. So now that you’ve turned off your notifications, I’d recommend you set
aside a set amount of time daily (may be twice a day) to check in on social – it’s
another time saver TRUST ME!

Here’s a handy guide on how to turn off your notifications on each of the most
popular platforms:



Day 4. UNSUBSCRIBE

Today I want you to tackle at least
yesterday’s subscriptions. I’m hesitant to
use the term junk mail as it’s the emails
that you have signed up for, knowingly or
not. Supermarket offers, newsletters,
notifications that your energy bill is ready
to view, and do you remember all those
pdf’s you downloaded for ‘free’ by
agreeing to subscribe to a mailing list?
Well how can you forget because you’re
still getting the emails but not taking
them up on the offer.

When I say yesterday’s subscriptions, I
mean all those emails that came into
your inbox yesterday that you know you
won’t ever look at, you just skip past –
THEM! Open them & find the unsubscribe
button then delete that email. I would
encourage you to continue
unsubscribing from irrelevant emails as
they come in.

With this layout's easy-to-follow
structure and design, creating content
for your employees will be as easy as
ever. Make sure you use the space
wisely by using pictures and captions.
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Word of warning here, some businesses are fantastic at making their unsubscribe
button obvious, others have it in the tiniest writing & you have to jump through
hoops to get off the list. Jump through the hoops – it shouldn’t be that hard to
unsubscribe to an email & anyone who makes it that difficult doesn’t deserve to be in
your inbox.

Day 5. DO

It’s the final day – hurrah!

You’ve done some great prep work this week, but you are going to have to get to
those emails at some point! Today I want you to start tackling your emails.

In our minds we often think we should start with the oldest emails first, but I
disagree, especially if they are dating back to January 2019! Most of those emails will
have resolved themselves & either need deleting or filing. Instead focus on what has
come in this week that you need to address, from your clients, suppliers, the school,
your boss, your colleague. You need to think about prioritising & responding to these
emails or taking the action.

There is so much more I could share with you, but my final words of wisdom are: YOU
are still in control of YOUR inbox - you get to decide how to prioritise. If the email
from your colleague/supplier is more important than the one from your boss/client
then do that first.


