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Email Management

Gmail by Google

MS Outlook
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INBOX READING ORGANISE –
LABELS/ FOLDERS

SEARCH RULES AND ALERTS ARCHIVE & HOUSE 
KEEPING



• First Impression is lasting impression

• Configure your Inbox for look that you prefer to read
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Inbox



• First Impression is lasting impression

• Configure your Inbox
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Inbox



• First Impression is lasting impression

• Configure your Inbox
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Inbox
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Inbox
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Inbox



• Read the Subject and Sender

• Open email, ONLY at appropriate time

• Open email and convert it to Actionable point –
assign/ forward, convert to task/ appointment/  
reminder, park/ label
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Reading



• Emails can be organised using Label

• Each Label can be viewed as Folder

• Filters can be created to automat Labeling Email on receipt

• Plus+ address to automate Label (Gmail.com users ONLY)

• Flag for Follow-up 
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Organise
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Organise
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Organise
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Organise



11/18/2019 Email Management - Gmail 15

Organise
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Organise
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Organise
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Organise using folders
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Organise using Filter
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Organise using Filter



• Organise using Colours, 

• Colour code on basis of “From - Sender”
• Colour code on basis of “To – Receipient”

• Organise in Folders and sub-folders
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Organise
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Organise using Colours



• Plus+ address to automate Label (Gmail.com users ONLY)

amitabh@gmail.com

amitabh+jaya@gmail.com

• Email account being amitabh@gmail.com, all emails to 
amitabh+jaya@gmail.com can be auto-labeled to family, 
forwarded to another account and or marked for future
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Organise
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Flag for Follow-up



• Outlook offers Rules and Alerts to Organise data, events, 
tasks

• Alerts – Email from a particular id 

• Rules – offer wide spectrum option to Manage

• Rule to file Email to pre-defined Folder

• Rule to auto-forward 

• Rule to Schedule/ flag for follow-up
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Rules and Alerts



11/18/2019 Email Management - Outlook 27

Rules and Alerts
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Rules and Alerts
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Rules and Alerts
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Rules and Alerts
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Rules and Alerts



• Random Search

• Advance Search

• Key words based Search
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Search
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Search
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Advance Search
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Key words based Search
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Search
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Advance Search
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Archive
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Archive



11/18/2019 Email Management - Outlook 40

Archive - Folder



11/18/2019 Email Management - Gmail 41

Advance Settings
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Add-ons



• Inbox – Design Inbox of your preference

• Reading - Read email to convert it into actionable point

• Writing - Write email with proper subject

• Auto-advance

• Keyboard Shortcuts

• Organise using Label and Folder

• Automate Organising

• Plus Addressing
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Take Away



• Flag for follow-up

• Shutdown - Desktop Notification

• Use - Rules and Alert

• Search

• Key Word based Search

• Archive and Housekeeping

• Add-ons
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Take Away
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Security Management describes controls that 

an organization

needs to implement

to ensure that it is sensibly protecting the 

confidentiality, availability, and integrity of assets 

from 

threats and vulnerabilities

What is Security Management



Importance of IT personnel

Avoid Storing Payment Data on Your Servers

Treat Email like a Postcard, Not an Envelope

Use a firewall

Enforce safe password practices

Regularly back up all data

Install anti-malware software

Plan for mobile devices

Two factor authentication

Education to Employees

Don't Leave Loose Ends

Tips for Security in Office
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Document 
Management
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• It is a common understanding that “a document can either be represented in electronic 
form (i.e. Word document, Spreadsheet file, Movie file, Sound clip, etc.) or as a traditional 

hardcopy”.

Letters, Representations, Presentations – Reports

Financial Statements, Workings papers, etc…
Convert quite a lot to PDF

IT

GST

MCA

E-COMs

Audios, Videos, Pictures

Email conversations, 

Downloads files from 

emails

Scan Documents and generate 

files as PDF or Images Installing Apps, their 

setup files exists

Installation Files, 

APKs, Exes

Various kinds of files that we generate almost daily

Document





3 second tip to achieve this 

magical transformation

It can either be a desktop, document, downloads folder

Document Management – Goals



Document management is a process/action taken with document within an organization, with 

respect to the creation, distribution and deletion of documents.

There are six basic components of DMS:

• Capture of documents for bringing them into the system 

• Storing and archiving methods 

• Indexing and retrieving tools for document search

• Distribution for exporting documents from the systems

• Security to protect documents from authorized access

• Audit trails

Document Management – Key components

Document Management



Document Management – Personal Computing or Businesses



 Drives >> Folders >> Files

 Folders in logical hierarchy

 Folder nested in Folders

 Naming Convention of Folders and 

Files to be followed

 If versions are created, specify version 

conventions

Have a policy framework in place, so that all in the organization follow 

the same naming convention, folder mechanism

Organize – Standalone or Collaborative



Good File Management Makes Finding What You Want Easy

 Identify the clutter. Excel > Data > Getdata > Fromfile > Fromfolder > Load.

 Document naming and storing policy. Clientcode_Documenttype_Date_Version

 Categorize. Business, Personal, Others >> Branch out >> Nodes. Others (A/B/C, Dates etc.)

 FOGO. File on the Go. The moment you create the files, save them in the logical folder, with 

proper naming convention. There should be no isolated, standalone file. No desktop, downloads 

or documents.

 Use Tags intelligently for faster retrieval. Right click >> Properties >> Details >> Tags

 Use _ instead of spaces for faster searches

 Unsure of documents you need currently >> Use zz folders and regularly clean the folder

 Favorites / frequently used folders/files. Folder >> Right click >> Pin to quick access

 Can use tools like Total commander, Dropbox, google drive, One drive etc. for real-time 

document management (cloud sync aps) (Update >> Access >> Back-up)

Document Management - Tips



 Google-drive tips/Dropbox:

• G-drive tips – convert pdf to word. G-drive >> Right click >> Open with Google docs

• G-drive Browsing and saving tips – Chrome extensions >> Save to Google drive >> Open 

with G-docs

• G-drive – Use explore functionality. Click and drag images, articles etc. in the document you 

working on

• Review deleted files, restore if required. 

• Review access controls 

 Back up your files regularly. Whether you're copying your files onto another drive or onto tape, 

it's important to set up and follow a regular back up routine

 Magic Trick

Good File Management Makes Finding What You Want Easy

Document Management - Tips





Document Management – Flow at corporates



CA Mayur Jain

Email: mayurmunot@gmail.com

Mobile: +91 97697 80978



Backup 
Management

CA Alok R Jajodia



I am a small Business... Do I Need a 
back up and recovery plan?

My computer is synced with Cloud... 
Do I still need a back up plan?

What do I need to backup?

What kind of backup should I use?

How to handle data recovery?



Hardware Failure

Software/Application Failure

Virus Attacks

Human Errors/Factors

Natural Disasters

Why is Back up required?



Contents of backup

Frequency & Scheduling

Backup Techniques – Full/Incremental/Cumulative

Retention

Redundancy

Storage Devices

Location

Cloud Backups

Custody

Test Restore

How do I restore

Software

Data / Files

Considerations while taking Backup
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Calendar 
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Events

Meetings

Reminders

Due dates

Tasks

Consolidate – Productivity is the key



• Real time sync

• Quick add tasks

• Set themes

• Sync multiple 

calendars

Create a routine – use mobile calendar



• Invite options (m/o)

• Pre-book conf. rooms

• Color code meeting

• Attach agenda, notes, 

documents for pre-read

Click Home > New meeting, appointment, tasks > Insert > attach files
Click Home > New meeting, appointment, tasks > Response options > Request responses

Create an effective meeting invite



• Statutory due dates

• Credit card due 

dates

• Review meetings

• Internal calls

Click Home > New meeting, appointment, tasks > Recurrence

Recurrence feature under events



• Avoid double 

booking, conflicts

• Pre-check schedule, 

bookings

• Share your schedule 

   
mayur.jain@mondialconsultants.com 

Wednesday, November 13, 2019 – Tuesday, November 19, 2019 

Time zone: (UTC+05:30) Chennai, Kolkata, Mumbai, New Delhi  

 
November 2019 

  Su Mo Tu We Th Fr Sa   

 

            1  2    

  3  4  5  6  7  8  9    

  10  11  12  13  14  15  16    

  17  18  19  20  21  22  23    

  24  25  26  27  28  29  30    

  
 

 

Busy 
 

Tentative 
 

Free 

 

Out of Office 
 

Working Elsewhere 
 

Outside of Working Hours 

  

 November 2019 

 
  

 

Wed, Nov 13  
 

 

Before 8:00 AM  Free 

 
 

8:00 AM – 5:00 PM  Free 

 
 

After 5:00 PM  Free 

 
  

 

Thu, Nov 14  
 

 

Before 8:00 AM  Free 

 
 

8:00 AM – 3:00 PM  Free 

 
 

3:00 PM – 5:00 PM  Tentative 

 
 

5:00 PM – 11:30 PM  Tentative 

 
 

After 11:30 PM  Free 

 
  

 

Fri, Nov 15  
 

 

Before 8:00 AM  Free 

 
 

8:00 AM – 5:00 PM  Free 

 
 

After 5:00 PM  Free 

 
  

 

Sat, Nov 16 – Sun, Nov 17   
 

 

All Day   Free 

 
  

 

Mon, Nov 18 – Tue, Nov 19   

Mayur Jain Calendar 
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Request and share calendars



• Business, personal, 

fitness

• Overlay views

• De-clutter your tasks, 

events, schedule

Click Home > Open Calendar > Create new blank calendar

Create multiple calendars



• Export Google calendar 

and import (ical)

Import / Export calendars



• Drag mails onto calendar

• Define quick actions to 

collaborate 

• Create reminders, 

recurrence etc.

Convert mails to tasks quickly



• Multi select days/dates –
workshops etc.

• Add meeting location –
weather forecasts

• Search within calendars

Other useful features – effective meetings



 Consolidate – Productivity is the key

 Create a routine – use mobile calendar

 Create an effective meeting invite

 Recurrence feature under events

 Request and share calendars

 Create multiple calendars

 Import / export calendars

 Convert mails to tasks quickly

 Other useful features – effective meetings

Tips in the nutshell
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