The Stack Method™" Outlook Mac Setup Cuide

This guide includes everything you need to set up Outlook for Mac for the Stack Method™.

n SET UP YOUR ENVIRONMENT
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a CREATE YOUR FOLDERS

(O Create your action folders.

It’s time to create your action folders. Do not feel like you need to use our recommended set - feel
freeto experimentasyou goalong.

Inyour Outlook sidebar, right-click on the Inbox drop down, and then select New Folder, you can
then name your action folders based on your needs. We do recommend that you have at least Do
and Remind folder. And make sure the folders have numbers!
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i Add to Favorites > Drafts 22
E ~ B Archive 5 Transfer
N Mark All as Read > £ workflow
Delete Al B> Sent E | File
Apply Rule > [I] Deleted Items
Synchronize Now 5§ Junk Email 1 I I Reschedule
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(O Create your When folders.

When folders are for active projects or topics that you want to quickly and easily reference.

Try to limit your When folders to just the most important folders you need.

~ £ Inbox
7] 1Reply (Quick Responses)
m 2 Do (Schedule)
T 3 Meet
] 4 Remind
] 5 Forward (Delegate)
7] -6 Review (CC)
w[2.].7 When
] -Time Cards
Ii] Client X

] HTRO60O - Independent Co...

] Reviewing Newsletters

E] Traveling Sept 2021

Open in New Window
New Folder

Rename Folder
Move Folder...
Copy Folder...
Add to Favorites
Delete Folder

Mark All as Read
Delete All
Apply Rule >

Synchronize Now

% Drafts Sharing Permissions...

> =] Archive Properties...
= Sent

3 @ Deleted Items 32 Start by moving folders you currently use
53 Junk Email to the When section or create new ones

for things you know you need.

(Don’t use numbers to start the name of the folder).

You can easily move your emails by clicking CTRL + SHIFT + Vand start typing the first letter of
the folder name (In this example we use Tr for Traveling Sept 2021) and click Return (Make sure
the When folder drop down is expanded.)

DG

© Copyright 2019 Double Gemini LLC. All rights reserved. 5 www.doublegemini.com



The Stack Method™" Outlook Mac Setup Cuide

B SCHEDULE STACKING TIME

(O Create recurring calendar entries.

Blocking out time to Stack helps you build the habit and ensures that you email when it’s time to
email,and do your other work when it’s time to do that work. To set up recurring calendar sessions,
follow the steps below:

1. Click on your calendar 2. Title your calendar entry

and create anew We recommend you label your longer session as “Stack: Folders”

2ERRIRUINEHt and your shorter sessions as “Stack: Inbox”.

It’s easiest if you click onthe

; ”Stack: Folders” will rtimesl m rinboxin
date and time (or Stack: Folders”will be your time slot to empty your inboxinto

approximate time) you your action folders and work through your action folders. This

) will typically be alonger 1 hour session.
would like to create an ypically &

entry. “Stack: Inbox” will be a shorter time slot to work through your
inboxand answer emails directly out of your inbox.

These fieldsare located under the main menu bar on the left
side. Save the calendar entry.
3. Set your event to recur
Double-click the calendar entry. In the top menu select Recurring, then set it to recur by selecting
“MTWTF”.

©) & g STACK: Inbox - Appointment - Calendar - stackmethod@outlook.com

4. Admire your calendar!

Appointment  Format Text @ h | d
Thisisalsoagoodtimeto
El’?‘ pi E Show As: [ Busy e O @ EE v @ m I [} g
Save s Delete Inite () i | P checkand make sureyou
Close Repeats: Weekly © Notes Templates )
e oo —— saved the correct date/time.
Losston: on: | s|mIT|WITIFs L If you notice that the date or
Duration: 1hour v All dq — ] L
Starts: | 2/17/2023[[g) [[| Storter 21772078 (L timeisincorrect,youcan
ds: | 2/17/2023|[E Enddate: By ¢ @31/2023 [ . )
e B e 1 clickand drag this block to
Start time:  8:00 AM
Endtime: | 9:00 AM the correct date and time,
puretion: theur & or you can edit this by
Cancel ) (_0k_J double clickingon the entry.
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n PRACTICE SCHEDULING DO'S

(O Schedule your effort emails in your calendar.

Scheduling “Do’s” (effort emails) will help you process the remainder of your emails much faster,
and reduces the feeling of overwhelm by helping you proactively deal with these types of actions.

l;”:' v ’:D v ? < Categories Show All
LI
: Egit Categories...
k Exchange & Microsoft Accounts Color Name ~
,I Clear A” t' Blue Category

G stackmethod@outl...

t
stackmethod@outlook.c... Ol CalEeE

Blue Category Purple Category
Orange Category @b Red Category
? Purple Category

Red Category

el ol
stV Scheduled t Cancel
s Yellow Category Al \ -

Start by creatinga
category by clicking on
Categorize inthe home +
ribbonand select Edit
Categories.

v Assign categories to messages from contacts

Clickonthe # sign and select the color and name of the category which in this case will be

Scheduled. Go to your “Do (Schedule)” folder and select the email you want to schedule, then
click on Categorize and select the Scheduled category you just created.

~ (g Please Reply: Agenda X Needed - Appointment - Calendar - stackmethod@o... YOU can Conﬁ rm |t has been
Appoiatingit & Eorai Text @ | labeled as Schedule with atag
7> ow As: us: N ) == . o
HiR @ 3O @ 2 8 @D that will show next to the email
Scal\:: Delete Invite D_. Reminder: 15 minutes C Recurrence Z-I;)i:‘:s EI Dictate M;;t;r;g Ter:iel‘:tes . )
: subjectand agreen labelinthe
Subject:  Please Reply: Agenda X Needed |
Location: = IEE) emall.
Duration: 30 minutes @ Al day event .
Starts: | 2/17/2023| (5| [12:30 AM Then,select the emallyou
Ends: | 2/17/2023|F0) | 100 AM want to scheduleand dragit to

the calendariconatthe
From: Stack Method <stackmethod@outlook.com> bOtto m |eft corne r’ th ISWI | |
Date: Tuesday, December 6, 2022 at 1:01 PM pop an appointment W| nd OW.

To: "anya@doublegemini.com" <anya@doublegemini.com>

Subject: Please Reply: Agenda X Needed .
Place the words “DO:” in front
Hi Anya,

Can you please send me... Of the SUbjeCt, edlt the tlme
and date to work on this task.
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B IT'S TIME TO ARCHIVE

O Clear old emails out of your inbox.

A cluttered inboxwill lead to a cluttered mind!

To start out on the best foot, you’ll want to archive all emails older than three weeks. The best way
to clear old emails out of your inbox in Outlook is to archive 1000 at atime. These emails can always
be found inyour “Archive”folder.

Account Start by sorting the emails by Date Received and place the
Attachments Oldest on Top.
Categories Individually select emails while holding down the CTRL

Conversations

button, or by selecting an entire string of emails by clicking

 Date Received the email at the top, holding the Shift key,and selecting the

Date Sent email at the bottom.

Flag Status Once you've selected a substantial group of emails, hit the

Folder Outlook Archive button. =

From . —_
Remember, this will not delete your messages. It will simply

AR () move them from your inbox to your archive folder - you

Priority canstill search for these old emails if you need to find them

Size inthe future. Continue this process until your inboxis clear

Status of all old emails.

Subject

To O Archive any unused folders

< Blelest en T Thisisagreattime to clean up anyarchive or storage

i ™
Newest on Top foldersyou created before applying the Stack Method™.

You’ll want to review the messages in these folders and
v Show in Groups archive them following the same process above. Once
these folders have been emptied, archive or delete the

ST A ETETRS folder to remove it fromyour sidebar.

Collapse All Groups o , , . ,
This will ensure you’re working with your Action, Archive,

Restore to Defaults
Make This the Default View storage folder system.

and Active folders,and no longer relying ona complicated
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E EMAILS WITH THREADS

O Group conversations threads.

Account
Making sure emails are connected is key to
stacking. Attachments
Categories

Let’s group our conversation threads so nothing
in our inbox s loose and lost.

Start by going to the Viewtab in the home ribbon

v Conversations

Date Received

and select the checkbox Show as Conversations. Date Sent
Once done, click Conversation Settings and then Flag Status
enable Show Messages from Other Folders and Folder
Show Senders Above the Subject. From
This will group all of your conversation threads Mentions (@)
even if you’ve moved previous messages to other o
folders. Priority
Size
Status
Subject
To

Oldest on Top
v Newest on Top

v Show in Groups

Expand All Groups
Collapse All Groups

Restore to Defaults
Make This the Default View
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n PRACTICE SETTING UP RULES

(3 Set up and customize your rules.

Rules keep unwanted emails out of your inbox. We highly recommend you use this feature to get
at least your newsletters, receipts, and other unwanted emails out of your way and into your
Review folder, orarchive.

Select Rules in the home ribbon and select Create Rule. This will take you toa pop up where you
will be able to select the criteria you want for that rule. Then, select Move the item to folder
under the “Do the following” section, and choose the folder you'd like for that criteria.

= O Ftl ? You can always select Advanced
- @ Om” ) . Optionsto add more criteriatoarule.
Move Messages from The Readdle Team... A .
In order toapply the rule you just

Move Messages to stackmethod@outlook.com... o

o « Createdtoyourcurrentemailsinyour
Crate Rule... inbox, go to the Rules section in the
Edit Rules... *  home ribbonand click on the rule you

C

[ » | justcreated.

L TA mrAtant tiAlir mriliAALl AARAA RiAtiiran in fhin ma

Rule name: The Readdle Team

When a new message arrives that meets all these conditions:

From Is O The Readdle Team o ¢
Sent To Is O stackmethod@outlook.com —A
Subject L3 Contains "Readdle launches Documents X - the super app for file action" - =+

Do the following:
Move to Folder 3 Meet (stackmethod@outlook.com) +
Except if: 4+

Do not apply other rules to messages that meet the same conditions

Enabled Cancel [ C—
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