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To make your email easier to manage, sort it as quickly as possible when received.



Having some type of an organized system of folders helps to separate the informational, temporary and permanent records and helps to ensure that important records are not accidentally  lost or misplaced.



Use multiple folders, use colors, flags—whatever helps you organize your files



Don’t let emails accumulate in your in box!



Storage of email should NOT be on your “C” drive.










