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Reminding Others to Action Your Emails

With Monica Seeley
WWW.MEeSMO.CO.UK
We will begin at the top of the hour.

‘ MiCI‘OSOﬂ MiCI‘OSOﬂZ MelissaEsquibel.com

Clarity for a CERTIFIE D] Office Specialist Master
ClOUdy World Trainer


https://www.mesmo.co.uk/

T

The Challenge

A60+ emails a day
ATime poor
ACall for action
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What You will Learn Today

4AWhat to avoid
ASubject line

N 4Polite reminder
LA[;(VEA\CTIUN I  4dReminder flag

4 s ATurn email red after near due
AGetting agreement
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Don’t Shout at Me

ARead Receipt
APriority Marker
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Subject line

The Training Budget — Action needed by 15 May
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The Follow-up Email Reminder

Annoying phrase

Most hated by

Not sure if you saw my last email...

Per my last email...

Per our conversation...
Any updates on this?
Sorry for the double email.
Please advise.

As previously stated...

As discussed...

Re-attaching for convenience.

Adobe 2018
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AShort
AAssume recipient busy

ARemind them about the
content and urgency

ARe-attach relevant files
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Reminder Flag

1. Open a new emG”. P8 Follow Up ~
f8 Today

This Week

2. From the Tags menu click Follow Up
and select Custom.

fo

fo

o Next Week
M@ NoDate

FU Custom...

[l Add Reminder..

Clear Flag

3. In the Custom dialogue box, click on

the Flag for Recipients. Click on
Reminder and set the date and time 3
you want the recipient to be reminded. o
Flag to [Follow up [~]
Startdate |09 May 2020 [~]
. Duedate |09 May 2020
4. Set a reminder for yourself too. Dot [y m = =
[ Fiag for Recipients
Flag to Follow up
:hg [ZReminder |09 May 2020 [v] p2:00 [~]
Conce
CONSULTANCY
SEMINARS managing email smartly

maximises opportunities



W Lo
SEMINARS

Getting Agreement
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Thank You
Questions

Questions after the session: Post in
Mesmo Consultancy on Facebook or LinkedIn

Visit SawbuckSeminars.com and Mesmo.co.uk
for more programs and resources
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Next week!

Working with Your Executives to Communicate "Urgent"

With
Melissa Esquibel and Monica Seeley

Click here to reqister
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https://us02web.zoom.us/webinar/register/WN_GbzQNeJFSYW6HAoY9VN0Qg

