The Stack Method" Outlook Setup Guide

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

Create your folders (labels)

(O create your Action and When folders

The first step is to create the set of folders diagrammed below. Right click on your inbox and select
“New Folder.” This will allow you to create your Action folders. Remember to use the number in the

folder name itself, so the folders show up in the correct order.

E1 REPLY
EZ DO (5+)

When folders are active, they can be nested under the main “7 WHEN" folder. This is to minimize
side folders and reduce distraction when processing your inbox. These folders are best for storing
information you are certain you will need to reference again. Here are a few examples of “When”

folders:

e Arranging Thanksgiving Dinner
¢ Shopping online

e Filing Taxes

If you have any questions about the Stack Method™ or the set up process, please reach out to us
at hello@doublegemini.com.
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Set up your environment

O Turn off your notifications

Email notifications are distracting, are tempting to click on, and they destroy your concentration. To
turn off your notifications, click on the “File” menu then click on the “Options” button on the left
toolbar. You'll get a pop-up window. Click on “Mail” in the left navigation, then scroll down until you

see the “Message Arrival” section.

Message arrival Uncheck all boxes in this section.
"'B Y“ZTJZ"ZL"UTT“’ e It should look like this image.

[7] Briefly change the mouse pointer

- o Click “OK” to ensure all your
Show an envelope icon in the taskbar

[C] Display a Desktop Alert changes remain.

Enable preview for Rights Protected messages (May impact performance.

O Create your Quick Steps

1. Locate the “Quick Steps” on your ribbon. It should be on the Schedule
“Home” tab and look like the image on the right. Click on the ¥ 3 Meet N
arrow in the bottom right corner to open your Quick Steps. Y o Dposs <
2. Click “New” and select “Move to Folder” to create a new Quick Quick Steps
Step.

o 3. Name your First Time Setup roX

Move to Folder L QUiCk Step USiﬂg :\Ifrtztr:r::;j:;u;ep is created, you do not have to enter this information again.

P> Flag and Move the same name as Y uam
19 New email to: your Action folder. ations
| 3 Forward to: I Move to folder <

22 New Meeting with: Mark as read
fl "% Custom

Options Finish Cancel

4. After assigning the folder the messages will move to, click on “Optional” at the bottom of the
window, and then select the shortcut key. You'll want to use a key that references the folder
name. For example, to move a message to your “1 Reply” folder, set up the keyboard shortcut as
“CTRL+SHIFT+1".

Optional Follow the steps above to create

Shortcut key: Quick Steps for all of your folders.

Tooltip text:  This text will show up when the mouse hovers over the quick step.
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Archive your old emails

O Clear old emails out of your inbox

To start out on the best foot, you'll want to archive all emails older than three weeks. Individually
select emails while holding down the CTRL button, or by selecting an entire string of emails by

clicking the email at the top, holding the Shift key, and selecting the email at the bottom.

While you're doing this, limit archiving to = L " L\S\< x D
o . . . o
between 500-1000 emails at time to avoid Py >

crashing Outlook. v

New New ° Delete |Archive

Email ltems~- | &~

Once you've selected a substantial group of

emails, hit the Outlook Archive button. New Delete

Remember, this will not delete your messages. It will simply move them from your inbox to your
archive folder - you can still search for these old emails if you need to find them in the future.

Continue this process until your inbox is clear of all old emails.

O Archive any unused folders

This is a great time to clean up any archive or storage folders you created before applying the Stack
Method™. You'll want to review the messages in these folders and archive them following the
same process above. Once these folders have been emptied, archive or delete the folder to

remove it from your sidebar.

This will ensure you’re working with your Action, Archive, and Active folders, and no longer relying

on a complicated storage folder system.
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Schedule Stacking time

(O create recurring calendar entries

Blocking out time to Stack helps you build the habit and ensures 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:

H H i O 0 ;
1. Click on your calendar and create a new appointment. This & “% 7
is located in the upper left-hand corner of your calendar. Naw Naw - New
Appointment Meeting Items ~

2. Title your calendar entry. We recommend you title your longer session as "Stack: Folders" and

your shorter sessions as "Stack: Inbox.”

u . :
Stack: Folders" will be the - st - AerimE
time slot to empty messages Insert Format Text Review Help Q Tell me what you want to do
from your inbox into your x E‘_m = E .: 22 show Ac: [l Busy O ' Private ()
o = High |
action folders, and work Delete CopytoMy (| . | Appointment Invite Reminder 15 minutes < Recurrence | 7 IR IMPOTECE e
.. Calendar Attendees : ¥ Low Importance
through those folders. This is Actions Show Attendees Options Tags Voice
typically a longer session, Subject
about 1 hour. Location hd
Starttime | Wed 6/24/2020 7 130PM v | [] All day event

Endtime  Wed 6/24/2020 [ 200PM -
“Stack: Inbox" will be a

shorter time slot (30
minutes) to work through
your inbox and answer
emails directly out of it. Make

sure to save the calendar

entries!

3. Set your event to recur.

Recurrence pattern

O Daiy Recurevery |1 | week(s)on: Find the “Recurrence” link, right above “Options,” and schedule
® Weekly [Jsunday Monday  [ATuesday  [lwednesday | YOUF calendar entries to recur every weekday. You can create

O Monthly MThursday A Friday [saturday multiple entries in one day to ensure you have the right number
O Yearly of Stacking sessions for you. Make sure to save all entries!

4. Admire your calendar! This is also a good time to check and make sure you saved the correct
date/time. If you notice that the date or time is incorrect, you can click and drag the block to the

correct date and time, or you can edit it by double clicking on the entry.
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