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If you’re looking for a way to more effectively manage your inbox, your email program’s built-in filtering
tools can do a lot of the heavy lifting—and this short book by social media expert Alexandra Samuel shows
you how to set them up. Samuel walks you through tools and tips for:

• Using your email program’s filing and rules capabilities to allow you to focus on the messages that matter
most right away while automatically storing others you want to read and respond to later
• Creating a daily process for checking your email that works for you—and eliminates the temptation to
respond to every message as it comes in
• Working through a backlog of messages that have already accumulated.

By reducing the amount of time you spend on email, you’ll be able to focus your time and attention on the
work that matters most to you.

The book also includes a 30-minute quick guide to setting up your first email filter, getting you on your way
to a cleaner, more manageable inbox.

Interested in learning more about how social media can help you get ahead of your daily work—and get
ahead in your career? Look for more in this series of short, digital books from Harvard Business Review
Press and social media expert Alexandra Samuel. Other installments provide the best tips and tricks for
using tools like Evernote, Twitter, HootSuite, and Gmail to get organized and improve your performance on
the job.
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From reader reviews:

Janice Oconnell:

The book Work Smarter, Rule Your Email gives you the sense of being enjoy for your spare time. You can
utilize to make your capable considerably more increase. Book can to become your best friend when you
getting stress or having big problem along with your subject. If you can make examining a book Work
Smarter, Rule Your Email for being your habit, you can get more advantages, like add your capable, increase
your knowledge about a number of or all subjects. You may know everything if you like open up and read a
publication Work Smarter, Rule Your Email. Kinds of book are several. It means that, science guide or
encyclopedia or other individuals. So , how do you think about this reserve?

Brittany Belliveau:

The book Work Smarter, Rule Your Email can give more knowledge and also the precise product
information about everything you want. So why must we leave a very important thing like a book Work
Smarter, Rule Your Email? A number of you have a different opinion about publication. But one aim that
book can give many details for us. It is absolutely right. Right now, try to closer with your book. Knowledge
or info that you take for that, you can give for each other; you can share all of these. Book Work Smarter,
Rule Your Email has simple shape nevertheless, you know: it has great and large function for you. You can
appearance the enormous world by start and read a reserve. So it is very wonderful.

Royce Britton:

Reading a reserve can be one of a lot of pastime that everyone in the world enjoys. Do you like reading book
consequently. There are a lot of reasons why people fantastic. First reading a publication will give you a lot
of new details. When you read a publication you will get new information because book is one of several
ways to share the information or maybe their idea. Second, reading through a book will make you actually
more imaginative. When you studying a book especially fiction book the author will bring you to imagine
the story how the characters do it anything. Third, you could share your knowledge to other people. When
you read this Work Smarter, Rule Your Email, you can tells your family, friends and also soon about yours
e-book. Your knowledge can inspire others, make them reading a reserve.

David Johnston:

Work Smarter, Rule Your Email can be one of your beginner books that are good idea. All of us recommend
that straight away because this book has good vocabulary that will increase your knowledge in words, easy
to understand, bit entertaining but nonetheless delivering the information. The author giving his/her effort to
set every word into enjoyment arrangement in writing Work Smarter, Rule Your Email nevertheless doesn't
forget the main point, giving the reader the hottest and based confirm resource information that maybe you
can be among it. This great information can drawn you into brand new stage of crucial pondering.
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