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Inbox Clarity: A Practical Reference for Gmail & Outlook

A few smart folders and filters can quietly organize your inbox in the background — so you
spend less time sorting and more time focusing on the work that truly matters.

Why This Is Worth 10 Minutes Today
» Fewer distractions when you open your inbox

» Important messages stay visible
* Newsletters and receipts stop piling up

* Less decision fatigue throughout your day

Gmail: Labels & Filters (Quick Setup)
Think of labels as flexible folders — one email can live in more than one place.

Create Labels (Folders):

1. Open Gmail — Left panel — More — Create new label

2. Name it (Clients, Receipts, Follow-Up)

Watch: Create and Use Folders & Labels in Gmail | Gmail Tutorial 2024
Create Filters (Automation):

1. Click the search bar arrow

2. Add a sender or keyword

3. Click Create filter — Apply a label or skip the inbox

Watch: How to Create Filters in Gmail | Gmail Automation Tutorial


https://www.youtube.com/watch?v=88l0_Lz7OZQ
https://www.youtube.com/watch?v=S6outtqiWY0

Outlook: Folders & Rules

Folders organize. Rules automate.

Create Folders:

Right-click Inbox — New Folder — Name by topic, client, or project

Watch: How to Create Folders in Outlook | Outlook Email Organization
Create Rules:
Settings — Mail — Rules — Create rule — Choose sender or keyword — Move to folder

Watch: How to Create Rules in Outlook | Outlook Automation Tutorial

A Simple Starting Point
* Client emails — Client folder

* Bills & receipts — Finance folder

» Newsletters — Skip inbox, label instead

A Quiet Shift Happens Here
When your inbox stops demanding constant attention, you gain mental space. And that space
is where clarity, focus, and momentum begin to build.
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https://www.youtube.com/watch?v=xaalnq0nxsU
https://www.youtube.com/watch?v=nEoh-dn5NPE
https://denisemaplesva.com/

