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How to Use Your Outlook Inbox 

to Get the Right Things Done… at the Right Time 

 

Many professionals who use Outlook report the same problem! 

We spend the majority of our working day at our computers. We spend busy days at work…. but end the 

day asking ourselves…   

Did we get the right work done today?  

Are there more important things that I should have worked on?  

Why do I feel like I may have wasted my day? 

Most of us have tried to follow the advice of productivity gurus to be better organised and to get things 

done.  

We've tried using the Outlook Calendar and the Outlook Tasks list…. but all the methods take too much 

will-power and discipline (I've actually stopped looking at my Outlook Task list because it makes me feel 

bad… there are now too many things in that list that I know I will never do).  

In the end…we go back to using our Inboxes as our main To-do List! 

We recently surveyed more than 30,000 Outlook users on this topic. 

 Our survey confirmed that most Outlook users were in fact using their Inboxes as their primary to-do-

lists. It also revealed a number of major short-comings of the Inbox when used in this way.  

Despite these problems, the Inbox was still the best solution, because it is so much more IN-OUR-FACE! 

We don't need to remember to go to our Inbox. Most of us find ourselves looking in our Inboxes 

automatically (usually too many times) 

Let's not fight it anymore. 

The Inbox is our To-Do list. 

Let's find a way to make it work better!  

The first step to making anything better is to work out what the problems are. We analysed the 

responses to our survey and came up with the following key problems that users need solved. 

#1. Our Inboxes are overloaded!  

Our inboxes are full of emails… and only some of these are action items. As a result, too many things 

end up NOT getting done. Emails that need our action are drowning in the ocean of emails in our 

Inboxes. 

#2: There is no way to prioritize or schedule emails in a more meaningful order.  
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Emails that we need to take action on are falling off the list. We don't necessarily want to work on 

emails in the order that they were received. We need a way to prioritize or schedule the emails in an 

order that makes more sense than the received date of the emails.  

#3:  There is no easy way to view (or adjust) your work schedule when you work from your Inbox. 

This may be another way of restating the previous point but I think it is worth stating differently. Our 

Inbox does not make it easy to see what we have planned for the day, week etc… 

#4: There is no easy way to add notes to an email to remind yourself later why you actually left the 

email in the Inbox.  

How often do you find yourself looking at an email in your Inbox and wondering why it is still there… 

what did you plan to do with it? 

#5: What about emails that I have sent that I need to follow-up on?  

An important part of getting our work done is ensuring that other people respond to emails that we 

send. We need a way of being reminded to follow-up with people if they don't respond within a certain 

time. Outlook's reminders can do this but it would be much nicer to just see it in our Inboxes. 

How have users been using the Inbox until now? 

We have been working on a solution that solves ALL the problems identified above. Before that here’s a 

summary of some things that Outlook users are currently doing to try and get around some of the 

problems identified above. 

! Keep emails marked as Unread until they need your attention: This makes the emails that still need 

your attention more visible as they have a bold font. However if you have a full Inbox, these emails can 

easily get lost by falling off the list. It is also very easy to accidentally mark them as read by clicking on 

them while reading emails. Finally there is no way to prioritize them aside from manually each time. 

! Using Flags and Reminders: It is possible to put Follow-up flags on emails and even set reminders. 

While this makes it easier to see which emails need your attention, it has similar disadvantages to 

marking emails as unread. 

! Creating and using folders for different priorities: This will only work for users who have the discipline 

to follow the system. The hard thing is not shifting emails out of the Inbox… the difficult thing is to 

remember to go and look in those folders later. 

! Using Categories and Colors: It is possible to use Outlook to set categories to indicate different 

priorities.  

! Converting emails to tasks or appointments: This is easily done by dragging emails to the Calendar or 

Tasks folder in Outlook. The problem however is that your Tasks list and Calendar can very easily get 

cluttered to the point of being almost unusable.  
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Another difficulty that many users reported (and one that I personally relate to) is that many of us are 

not in the habit of looking at our Calendar or Task folders. As a result the action emails end up sitting in 

these folders without any action being done at the required times. 

While the above solutions all work to a certain degree, they don’t fully solve all the problems identified.  

They still require too much manual work on the user’s part. 

The PERFECT Solution! 
In order to use the Inbox as a To Do List you NEED to: 

 

 Have a way of removing emails from the Inbox until they are needed. 

 Have a way of prioritizing and scheduling when you work on emails. 

 Have a way for emails to automatically come back to the Inbox when they are needed. 

 Have a way for sent mails that you need to follow-up on to come back into your Inbox at the 
right time 

  Have a way to view emails (to-dos and follow-ups) in the Inbox and in the order that you want 
to work on them. 

  Have a way to review and reprioritize emails that you have planned to work on in the future. 

 Do all this from you Inbox WITHOUT changing your setup or making you work differently! 

 

We have a solution for YOU…  that works INSIDE Outlook. 

 give you a Clean Uncluttered Inbox 

that helps you Get the Right Things Done… at the right time 

 

Defer/Snooze emails out of your Inbox  

…. until you need them 

 

Use eeminders to move emails out of your Inbox and have 

them automatically return at the actual date and time you want 

to work on them. 

 

You can even add notes to the emails to remind yourself of the 

action you want to take. 

 

Get Follow-up reminders for emails you send… in your Inbox. 
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Do you need to ensure that the appropriate action was taken on 

an email that you sent?  

 

eeminders can remind you to follow up by returning the email to 

your Inbox at your chosen time. 

 
 

 

 
 

 

 

View your Inbox with the emails that you need to work 

on at the top…. in bold. 

 

Different emails have different priorities. You probably won’t 

be working on your emails in the order that they were 

received.  

 

eeminders makes it easy to view emails in your Inbox in the 

order that you plan to work on them. 

Do more than just emails… schedule your non-email tasks in 

your Inbox too. 

 

We know that not everything you do is based on email. 

 

eeminders makes it easy to create post item eeminders in your 

Inbox for non-email tasks that you need to do. 

  
 

 

 

Use Someday lists for non-urgent emails 

 

Don’t have an exact date to work on an email? Use 

eeminders to move them out of your Inbox and into the 

Someday folder.  

 

Emails in the Someday folder can be categorised into lists such 

as Read Later, Work at Home, Phone Calls etc 
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Review and Reschedule your future email workload easily 

 

Priorities change! eeminders makes it easy to view and reschedule 

your emails as your new emails arrive and your workload changes. 

 

View all your deferred/snoozed emails ordered by your chosen 

eeminder date. View all your Someday emails grouped by 

category. 

 

  

 

Your Emails are Private & Secure  

 

eeminders is not cloud based! Every action you take occurs on 

your computer. Your emails stay inside your Outlook. 

 

eeminders does not share your email information with anyone… 

even us. 

 
  

 

TRY EEMINDERS FOR YOURSELF 

 

Download a fully-functional trial version or Watch the short demo video of eeminders for Outlook and 

see why users are calling eeminders A LIFE CHANGING UTILITY. 
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