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Public Workshop 
 
Workshop Outline 

If you do not have control of your Inbox, you feel under pressure from the amount of emails you 

receive or you want to have a clear strategy for dealing with emails now and well in to the future 

then Taming Your Inbox is for you. After a short time with us you should have your Inbox empty 

and be able to keep it there.  

What happens on the day? 

The first part of the day is a 1 ½ to 2 hour classroom based session with a maximum of 10 

delegates. Those using laptops, bring them to the session, but don’t switch them on. 

Following the initial 2 hours we will guide you through implementing the new Outlook strategy.  

We will then spend time with each delegate coaching them in the Taming Your Inbox approach 

answering any questions and providing email hints, tips and little known features. 

What you need to bring 

Please bring a laptop or tablet running Outlook 2010 or 2013 desktop version. Alternatively if you 

do not have either but use Office 365 let us know and you can use one of our laptops. If you are 

unsure then feel free to contact us. 

Who should attend? 

Anyone using email throughout their working day, from Senior Management Team to those just 

starting out. 

What you’ll learn 

A cohesive time saving strategy for dealing with emails 

 How to reduce the amount of emails you receive 

 Understand the difference between actions and interruptions  

 How you can control email, rather than it control you 

 How to find emails in seconds 

What you need 

Acceptance that a different approach to using Email is required to save you time and reduce email 

overload. 

 


