Annihilate

Email Agony

(+ putting it all together)




Housekeeping

Be comfortable (without falling asleep!)
use headset, speaker, or whatever you use that’s hands free

I’'m recording this

Q&A box to send message to me during class.
Chat box to send message to other participants.

Mute yourself, please.




Open Office
Assisted Implementation

Friday 11am - 12pm




Notes from last week

Did you:
1.Highlight what you’'d like to implement.

2.Pick the top 3 (and write them on the

Action System subject page)

3.Focus on the Top 1 (for the week)




Notes from last week

the muy importantes

1. RAP Session.

2. Daily Preview.




3%

~our playing field

No more “Doing” email.
- System for Email peace

Overview of the Whole Enchilada




CEQO Avatar




Emalil, peace at last

It doesn’t have to

Nurt.




Feel 1t. VWnats yvour
ooay teling you'?







Lean
Mean

Email
Machine

1. NLUs
L. SoMe

3. Lol Resources
y,




-

Jedi Mind lools

Containers

Boundaries




Email Provider / Fimail Client

e gives your email address

¢ handles the backend receiving and delivery
of your emails

® gives you access to a server to store your
emails

e Not a prominent player in your flow

e for ex. Gmalil, Yahoo, YourWebsite.com




cmail Provider / Email Client

® |S your program, or interface, to receive and
deliver emails

e for ex. Gmail, Yahoo, Outlook, Mac’s Mail.app
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POP / VAP

® one-way data sync




r—— /' 3xn

Y0P/ IMAP

e two-way data sync

e preferred, esp. if you use multiple devices for
accessing emalil
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Rules / Hilters

e Simple coding instructing your email client to
handle a certain type of email automatically.

e (Called “Rules” in most email clients. Gmaill
calls them “Filters”




Lean
Mean

Email
Machine

1. NLUs
L. SoMe

3. Lol Resources
y,




THE Perspective Shilt




THE Perspective Shilt




[HE Perspective Shift

" *“Zap Email”

* Manage Work
. “DoWork |




Lean
Mean

Email
Machine

L. SoMe

2, Local Resources
o




Lean
Mean

Email
Machine

2, Local Resources -{V:‘
L AR P




Email --> Time Container

Type/sender of email Mindset/Time Folder/Label Frequency When/Where
Container

Facebook SoMe SoMe alerts 30 win/day end of day/after Busy Time
NewsSlettevs online Reading | To Read 60 wvvin/week ' at cafe

nwdustry updates Ownline Reading ; updates lo win/day aftev Focus Tiwe

ownline ovders Busy Time Ovders-Receipts , 10 min/week , Monddy Busy Time

Suver important & timely , Focus Time Actiown (§lagged) . 6o wiin/day avound 4 ov & pw

Natural Professional .com 2013




Lean
Mean

Email
Machine

s

1. NLs
L. SoMe

2, Local Resources
o

Natural Professional .com 2013



Reference System

Which do you need
Info Parking Spots for?

Location

[ Articles to share

[ Biz Resources

[ Books

[ Gift ideas

] Health & wellness

[ Local resources

[ Marketing ideas/examples
[ Movies
] Passwords

[ Pet resources

[ Receipts/Order confirmations

[ spiritual-inspirational
[ Travel ideas

These are part of your action system

* To Do * To Read
*  Pending * Project List
*  To Get * 1:1 (agendas)

0 U\\

Others relevant to you + location:

OO0 00g0googagad

‘ Pass- . ?
fending Chom (\;‘Jﬁfs
e

\\\ ‘
\ | /
\ | /
\
| ‘ //

Natural Professional .com 2013
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® Mail File Edit View Mailbox Message

Format Window Help

Inbox — Natural Professional (6 messages, 1 unread)

€ & > e

[¥] Hide Inbox (18) ¥ Sent(2) ¥ Drafts (34) v Flagged

Sort by Date v

Chase 5:46 AM
Your credit card statement is available o...
E-mail Security Information. Dear SHAWN &858
S TUTTLE : We're writing to let you know...

PaperBackSwap Librarian 3:48 AM

PaperBackSwap NewsWire - October 2013

\? Flagged
PaperBackSwap NewsWire October, 2013

» [ Drafts
v ,_'-0 Sent Home Search for Books Shawn's Account Te... 1

'7-67 ® OO0 Find a fun book for flight to Thailand on Paperbackswap

MAILBOXES
v () Inbox

) Gmail (17

== Natural Professio... g

N
2

PaperBackSwap Librarian <librarian@paperbackswap.com>
To: shawn@ projectsimplify.com

Reply-To: librarian@paperbackswap.com

PaperBackSwap NewsWire - October 2013

el A=) EJ

i1 L=

(e Y A, il o, 3 B N P AR AN .41 9 g e St 8w

r B T

To:

gQueues <shawn.tnp_wiggh@gqueues.appspotmail.com>

Home‘Search for Books ] Shawn's

e

Dear Members,

Bcc:

;lt's amazing how much things change, isn’
before the Internet. How about sending f

Subject: Find a fun book for flight to Thailand on Paperbackswap

phones? Some of us even recall the time

channels, and "rabbit ears" on top of the

| =v | From:| Shawn Tuttle <shawn@nat... * |

Signature: | None

Nowadays most of us carry computers in o

Begin forwarded message:

The Lifeboat by Charlotte Rogan. In the summer of
1914, Grace Winter, 22, is both a newlywed and a
widow, castaway in a lifeboat, which the survivors
quickly realize is over capacity. For any to live, some
must die. The Lifeboat is a page-turning novel of hard
choices and survival, narrated by a woman as
unforgettable and complex as the events she describes

Hardcover Retail Price: $24-99
In the PBS Market: $3.39+1 credit (save 86%) or §7.29
(save 70%)

globe in split seconds, and our children h:
thing that really hasn't changed much in :
American communities, Halloween night |
ago: as night falls, neighborhoods fill with
house to house. Some are in home-made
Candy is dropped into bags or plastic buck
year, there are always plenty of witches i
on your front step.

It's easy to be cynical, in these difficult ti
different the world is, into which our chil
Halloween seem so special - it's a simple €
decades. It's still a night of fun, candy an
small.

- . ma
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File Edit View Mailbox Message

Format Window Help

[¥] Hide

Inbox — Natural Professional (6 messages, 1 unread)

€ & > e

Inbox (18) ¥ Sent(2) v Drafts (34) v Flagged

MAILBOXES
v () Inbox

) Gmail

== Natural Professio... g

Sort by Date v

Chase 5:46 AM
Your credit card statement is available o...
E-mail Security Information. Dear SHAWN &858
S TUTTLE : We're writing to let you know...

17,

\? Flagged
» [ Drafts

v 3/ Sent

= ® OO0

i1 L=

PaperBackSwap Librarian 3:48 AM
PaperBackSwap NewsWire - October 2013

PaperBackSwap NewsWire October, 2013
Home Search for Books Shawn's Account Te...

N
2

|

Find a fun book for flight to Thailand on Paperbackswap

PaperBackSwap Librarian <librarian@paperbackswap.com>
To: shawn@ projectsimplify.com

Reply-To: librarian@paperbackswap.com

PaperBackSwap NewsWire - October 2013

el A=) EJ

r B T

(e Y A, il o, 3 B N P AR AN .41 9 g e St 8w

To:

gQueues <shawn.tnp_wiggh@gqueues.appspotmail.com>

Home‘Search for Books ] Shawn's

e

Dear Members,

Bcc:

;lt's amazing how much things change, isn’
before the Internet. How about sending f

Subject: | Find a fun book for flight to Thailand on Paperbacks

¢ |phones? Some of us even recall the time

“

From:| Shawn Tuttle <shawn@nat... + |

=]

Signature: | None

channels, and "rabbit ears" on top of the
Nowadays most of us carry computers in o

Begin forwarded message:

The Lifeboat by Charlotte Rogan. In the summer of
1914, Grace Winter, 22, is both a newlywed and a
widow, castaway in a lifeboat, which the survivors
quickly realize is over capacity. For any to live, some
must die. The Lifeboat is a page-turning novel of hard
choices and survival, narrated by a woman as
unforgettable and complex as the events she describes

Hardcover Retail Price: $24-99
In the PBS Market: $3.39+1 credit (save 86%) or §7.29
(save 70%)

globe in split seconds, and our children h:
thing that really hasn't changed much in :
American communities, Halloween night |
ago: as night falls, neighborhoods fill with
house to house. Some are in home-made
Candy is dropped into bags or plastic buck
year, there are always plenty of witches i
on your front step.

It's easy to be cynical, in these difficult ti
different the world is, into which our chil
Halloween seem so special - it's a simple €
decades. It's still a night of fun, candy an
small.

- . ma



Action System in email client

Today = TODAY (keep it clean!)

High = within 2-3 days

Medium = this week

Low = on the radar for the next
few weeks




Action System in email client

Today = TODAY (keep it clean!)
High = within 2-3 days

Medium = this week

Low = on the radar for the next | [EJLEZ] LS LLe @ 2 LLP )

few weeks

—— ——————————————
— 3 - \ w

Sortby Flags v
> [ Drafts (1 Chase T* 5:46 AM

v 53/ Sent Your credit card statement is available o...

Q Gmail E-mail Security Information. Dear SHAWN
S TUTTLE : We're writing to let you know...

5/ Natural Professional 3
» & Trash

» B Archive o

SMART MAILBOXES PaperBackSwap Librarian 3:48 AM
.. PaperBackSwap NewsWire - October 2013

ON MY MAC PaperBackSwap NewsWire October, 2013
(L] ACTION Home Search for Books Shawn's Account Te...

(] Certain Person
(] Undeliverable

GMAIL
(L] Sent Mail (11 ]
(] Trash (21 )

NATURAL PROFESSIONAL
B ACTION

(L] To READ B

Women Entrepreneurship Ret... 802 AM §
We.aRe 2014 now set




Action System in email client




L1

Pick up one item at a fime! T

Then ask:

1. Whatis ite
2. What do | need to
do with this?¢

Action

HOT !

Take
Action




-

Integration

1. Scheduling
2. Time Containers

3. Routines




OGS

Overview

aka The Whole Enchilada




The Core of Walk Tall

ToDo Mgr Project list

TOOLS
10 KEEP CLEAN

Processes

RAP Session @ Daily Preview

Contacts

Calendar

List storage Guiding INTENTIONS

Email client

Zapping J Clean ToDos

Don’t use head as a
Password Mgr storage space

Core SKILLS
Office Org %

Backup Frontload
Mindset Avatar

File org/naming Let my systems HatLE
conventions do the work Y,

Natural Professional .com 2013
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',2'\1'2;’9 CLEAN

ToDo Mgr Project list
Processes

RAP Session  Daily Preview

Guiding INTENTIONS ‘ '
g e J cleanToDosJ

Don't use head as a )
A — Core SKILLS

S

Frontload
' Mindset Avatar
Let my systems S
do the work




G ueues

Quick Add

E VYt A7

| Assignments (0)

B TODAY

B Overdue

B Due Today

" | Due in a Week

B All Tasks
Pending

w My Queues
v B Thailand

B Travel Prep (8)

B Network (8)

. Wrap up life here (4)
B Work Indy (3)

» BB Walk Tall

© T00LS

|| ToDoMgr | Projectlist

' TO KEEP CLEAN




November 2013

Sun 27
@ Mtg with SS
@ Buffer
@ Call w/ Michele
@ Goto Folks and lead c...

1 @ Call w/ Michele

1
@ Drop off receipts to TH
@ Return travel book 1o KF
@ Call w/ Michele

Tue 29

@ Walk Tall
@ Mtg with Kathy

@ Walk Tall
@ Bday Dinner!

@ Walk Tall
@ To bay area

Wed 30
@ Wah 12:30 PT (confir...

6
@ Gyno-Dr Goddard 2:10 = @ WDS Mastermind

13 | 14 |
O O T Tl Ol T | ——————————

@ Departure Beijing

.
‘ TO KEEP CLEAN
\~—

—d




G(ueues

Quick Add > lnbox

w Smart Queues

" Inbox (0)
Assignments (0)

There are no active tasks in this queue

s '\ ToDo Mgr Pro]ectlist‘

Processes

RAP Session  Daily Preview |

‘ Gu”mg r— m
Don't use as ag

Core SKILLS

Fontioad |
Let my systems | awareness
do the work




Google

Gmail ~

= E SiEm T P g b

Matthias Schossig (Google+ Halley from Evolve, Todd He MieagePlus Shopping. HARO

Inbox
Starred
Sent Mail

Drafts (8) Your primary tab is empty.
All Mail Nothing to see here.

~ Categories
‘=~ Soclal (318)

ToDo Mgr | Project list

Processes

RAP Session  Daily Preview

List storage Guiding INTENTIONS Clean ToDos
Email client s

Don'tuse head as a
Password Mgr storage space Core SKILLS

Office Org
Backup

File org/naming
conventions




G(ueues

e aas Tag: *High
v 1ays
B ‘15min
B '30min ° Get Ticket!
B ‘5min  *High |
B '60min
I *High . Arrange place to stay upon arrival (airbnb)

Thailand :: Travel Prep

B “Low *High
B *Medium
B +BusyTime Apply for Thai Visa

B +FocusTime . | *High

B @Amazon
B @Errand
B @Errand-SB
B @Offiine
B @Online
B @REI

B Drugstore
B Pending

B TODAY

Vaccinations

. Guiding INTENTIONS ‘ o )‘ MWJ
N N

Don’t use head as a




October 13 - 19, 2013
all-day | 13 Sunday | 14 Monday
|
O e SE—
[
9 AM
oam | |
— |
Noon |




Apply for Thai Visa
“High

Email PDFs of flight conf. and airbnb host info to gmail
ED

M print flight confirmation -- Biz Center

print address of airbnb host -- Biz Center

get SASE -- priority mail -- Post Office

Enter a note here... | |
mm
get Money Order 2x$40 -- Post Office '

payable to the Royal Thai Consulate of Los Angeles | “ Daily Preview |




Tag: *High

Schedule with Passport Health

Parents: Vaccinations

smin I “+ioh Il +BusyTime

Arrange place to stay upon arrival (airbnb)
3omin [l igh

Apply for Thai Visa - schedule day to go to Consulate
“High

Thailand :: Network

Connect with Kristen m]g?:sm' Project list I

Walk Tall :: Content ‘ ey ’

Bstorm overview

Parents: Module 05 Overview

" Guiding INTENTIONS

Update outline T i

storage space
Darambe: Madida NE Cranlil Maskhina v




Tag: *Medium

Thailand :: Travel Prep

M Get more Passport PHotos
*Medium |

iThailand :: Travel Prep

Get Travel Insurance

Thailand :: Network (e 4
e | ToDOMgr | Project list |
stay connected with Rick : | 3

Thailand :: Wrap up life here " |
Schedule with JV

Parents: House

I e

' Guiding INTENTIONS |

 Don'tuse head as a %
storage space | 1’




Tag: TODAY

Arrange place to stay upon arrival (airbnb)
“3omin Jll *High

Apply for Thai Visa - schedule day to go to Consulate
ED D

Thailand :: Network

Connect with Kristen
“5min’

Thailand :: Work Indy | , :
Reschedule time with Michele Rl ,,’ Project list I

Parents: Scheduling - 7?77 &
15min [l ‘Modium processes

v

Walk Tall :: Content RAP Session | Daily Preview

Bstorm overview

Parents: Module 05 Overview l' Guiding INTENTIONS ]l

15min N “vign J TODAY

Don‘’t use head as a
storage space

Update outline




G(Jueues

Quick Add » TODAY-Focus time

w Smart Queues Walk Tall :: Content

B Inbox (1) . Update outline

:l ignments (0) Parents: Module 05 Email Machine

-comin [l +ign Il +Focustime [l TODAY

B TODAY-Focus...
0] TODAY-Busy ... Make slides

B ToDAY somin [ “High [l +FocusTime

B Overdue
B Due Today Think through Zapping exercise

. Due in a Week Parents: Module 05 Email Machine
B Al Toscs somn R o

Pending

Review content from Annihilate course ‘ | "
w My Queues Parents: Module 05 Email Machine TOOLS ToDo Mor i Prohct list ’

- B Thaiand some Wi Rl ocosTime L

B Travel Prep (10) Bst i
storm overview
B Network (5)
Parents: Module 05 Overview

B virap up ife here (4 15min [ “High’

B work Indy (3)

" Guiding INTENTIONS

Don't use head as a




G(ueues

Quick Add

w Smart Queues

B Inbox (1)
© | Assignments (0)

[ TODAY-Focus ...

| TODAY-Busy ...

[l Topay

Bl Overdue

B Due Today

| Due in a Week

B Al Tasks
Pending

w My Queues

v I Thailand
B Travel Prep (10)
B Network (5)
. Wrap up life here (4)
B Work Indy (3)
Privacy TermsofUse @ 2013 GQueues

Grou

» TODAY-Busy Mindset

Thailand :: Travel Prep

Arrange place to stay upon arrival (airbnb)
30min [l +igh

Get more Passport PHotos

"30min Jll “Modium [l +BusyTime Jll TODAY.

Apply for Thai Visa - schedule day to go to Consulate
5min +BusyTime.

Get Ticket!

30min [ “Hion I +5usyTime Il ToDAY

Schedule with Passport Health
Parents: Vaccnations

Thailand :: Network

oI00LS  ToDo Mgr \ Project list ]

r -

|

i |
\ A

Connect with Kristen
Ell K

" Guiding INTENTIONS

R )

Don’t use head as a ‘ A
storage space 4

Let my systems
do the work




October 27 - November 2, 5012

"

T Vewwives




All Contacts

- Q thailand

3 Found ©)

Rick Harmon
Audrey Reynolds
Amy Scott

 TOKEEP CLEAN

TooLs '|| ToDo Mgr | Project list |

Processes

y
4

./- A\'- ./- .\-
,\; </‘. ._\» -_,'

. Guiding INTENTIONS ‘ J‘ u....m)
@ . Y

Don't use head as a




1Password

ToDo Mgr  Project list

Processes

RAP Session  Daily Preview

Guiding INTENTIONS

Don't use head as a

storage space




M 'A-WalkTall 4 . | 01 hang

.. Email Course = L 01 Info
. fonts doc e 01-Infg
... Images 02 Avat
02 Avat
02 Con
02 Con
02 Subj
02 Subj
02-Wal
03 Self
03 Se ,,Tgsm’ | ToDo Mgr | Project list
03 Sel , _

03 Se , e

03 Sh: RAP Session  Daily Preview
03 Sh: gen _m | :

 Uststorage | | Guiding INTENTIONS |

ECECECREEEEDL

Don'tuse head as a




® Evernote File Edit View Note Format Window Help
® 0o Evernote

4 p ‘ Shawn Tuttle v {} a‘ | == New Note in Travel resources v J dJ.; h notes

All Notes Travel resources

ks Royal Thai Consulat...

bk Thailand Travel Visa

b Books
y Managing Footage |...
ging ¢

b Cough remedies - n...

Tips for Visiting the , Thailand Visa

Temples of Angkor

10/13/13 Cambodia, wat

Home Portfolio About Co...

Application - Here's...
10/11/13 Thailand Visa
Application (Click here to...

Royal Thai Consulate
- General Los Angeles

10/11/13 Monday through
Friday Thai Visa Walk-In...

-

‘ . —
B Notes ! ) Battambang
; . City
u Notebooks

& Inbox Visiting a Thailand

Affiiate Program ideas Embassy to get you...

Archive 10/11/13 when you didn‘t
get an outgoing ticket and
they require one. Get

BIZ Modeils online and buy a cheap

Blog Post Ideas ticket through airasia.com

Thailand Travel Visa

10/11/13 'Royal Thali

A= Embassy' Chiang Mai Do...

The same goes with an
onward flight or border c...

ToDo Mgr Project list

Interview Project How to get hotel Thorn Tree - Lonley
Marketing deals ideas Planets Forum

Contacts

Calendar

Guiding INTENTIONS
Emall client
Password Mgr storage space

Don*t use head as a

Office Org
Backup Frontload
File org/ Let my systems
naming
u
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Ihe Point

1. your success
2. your well-being

3. your presence




Iwo Paths

The Contrast of it all...

ProjectSimplify.com




You are the master
of your Universe.

Get in the driver’s seat.




Implementation Support

1. Group
2.7 on
3. Email support series 545

www.nhaturalprofessional.com/implementation-support/



http://www.naturalprofessional.com/implementation-support/
http://www.naturalprofessional.com/implementation-support/

Catch ya at the Open Office
call on Friday!




e it be easy.




the Mﬁu)wf/ profesmonol

fthe e of disorganization |

Resources at
www.NaturalProfessional.com/walktall



http://www.NaturalProfessional.com
http://www.NaturalProfessional.com

