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Communication Management
Processes

o Identify Stakeholders
o Plan Communications
1 Distribute Information
1 Manage Stakeholder Expectations

1 Report Performance



Communication Management
Processes

1 ID Stakeholders

=1 E-mail groups

1 Plan Communications
01 Set-up tasks/reminder e-mails

21 Do not deliver before option



Communication Management
Processes

11 Outlook Rules and Alerts can help with
Distribute information
Manage Stakeholder Expectations

Report Performance



Rules and Alerts
I

71 Rules fall into two general categories:
o1 Notification

m Send alerts to self or others

o1 Organization

® Move or flag



Rules and Alerts - Create Rule

Inbox - Microsoft Outlook
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Rules and Alerts - Create Rule

Rules and Alerts

E-mail Rules | manage alerts

21X

hathige Rule = 53 Copy... }(Qelete | r % RunRules Maw,,, Qptions

Rule {applied in the order shown)
Metrics (client-only)
Clear categories on mail (recommended) (client-onky)

Rules need the following defined:
Conditions
Actions
Exceptions

Sckions

1?"




Create Rule - Select Template
o

Rules Wizard

{(¥)5kark creating a rule from a kemplate:
() Start from a blank rule

Step 1: Select a template

Stay Organized

e to a Falder

-.:_'5 Move messages with specific words in the subject to a Folder
L'} Maove messages sent to a distribution list to a folder
;’( Delete a conversation
¥ Flag messages from someone with a colored flag
Stay Up to Date
= Display mail from someone in the Mew Tkem Alert Window
il Play a sound when I get messages from someone
a Send an alert ko my mobile device when I get messages from someone

Step 2: Edit the rule description (click an underlined value)

Apply this rule after the message arrives
from people or diskribukion lisk
mowe it to the specified Folder

Example: Move mail from my manager to my High Importance folder

< Back Mext = ] [ Finish




Create Rule - Conditions

Rules Wizard

Which condition{s) do wou want ko check?
Step 1: Select condition(s)
from people or diskribukion
T S .
[ through the specified account

[ ] sent only ko me

[ ] where my name is in the To box

[ ] marked as importance

[ | marked as sensitivity

[ flagged For action

[ ] where my name is in the Cc box

[ | where myv name is in the To or Cc box
[ ] where my name is not in the To box
[ ] sent to people or diskribution lisk

[ with specific words in the body

Skep 2: Edit the rule description (click an underlined value)

apply this rule after the message arrives
From people or distribution list
Flag message with a colored Flag

Cancel ] [

Finish




Create Rule - Actions
—

Rules Wizard

hat do you wank ko do with the message?
Step 1 Select action(s)

[ ] delete it

[ ] permanently delete it

[ ] move a copy to the specified Folder

[ ] Forward it to pecple or distribution list

[ farward it to people or distribution lisk as an attachment
[ redirect it to people or distribution lisk

[ have server reply using a specific message

[ ] reply using a specific kemplate

[ flag message For action in a number of days

[ clear the Message Flag

Skep 21 Edit the rule description (click an underlined walue)

apply this rule after the message arrives
From Inouve, Juliane or Iwamoto, Carrie
Flag message with Purple

Finish




Create Rule - Exceptions
L

Rules Wizard

Are there any excepkions?
Step 1 Select exception(s) (if necessary)

[(*

[ ] except through the specified account
[] except if sent only to me

[[] except where my name is in the To bo
[] except if it is marked as imporkance

[] except i it is marked as sensitivity =
[] except i it is Flagged For ackion

[] except where my name is in the Cc box

[ ] except if my name is in the To or Cc box

[[] except where my name is nat in the To box

[] except if sent bo people or distribution list
[ ] except if the body contains specific words

Step 2: Edit the rule description {click an ur@erlined value

apply this rule after the message arrives
from Inouye, Juliane or Iwamoko, Carrie
flag message with Purple

Cancel ][ < Back ] Finish




Create Rule — Finish
N

Rules Wizard

Skep 21 Setup rule options

[ ] Fun this rule now on messages already in "Inbox"

Turn on this rule

Create this rule on all accounts

Skep 3: Review rule description (click an undetlined value to edit)

apply this rule after the message arrives
From Inouwe, Juliane or Twarmobo, Carrie
flag message with Purple

Cancel ] [ < Back Mext = I




Rules and Alerts - Results

EEX

Help Twpe a question for help =

Inouye, Julia... RE: Test e-mail Mon 4,/28/2008 10:0... 2KB
Iwamoto, Car... RE: Test e-mail Mon 4,/28/2008 10:0... 2KB

[NI=ITE ST TLN RN S T L L [RTETN iy PSS TS TR Sty o TR

=] Date: Last Week
= : — -




Examples

Move project related e-mail to a folder to review
ds d group

Flag e-mails sent only to you (or where you are just
cc’d)

Create an alert for e-mails from your boss with the
word URGENT in them

Forward or redirect messages to delegated staff or
team members



Discussion
I

What rules do you use, or think you could use, to
organize your inbox?¢



Rule Set-up Shortcut

Inbox - Microsoft Outlook
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=] Date: Yesterday

Subject

Harada, Irene
Doke, Alan
Stuller, Rick,
Eugene Young
Taclan, Alicia O,
Harada, Irene
McCarter, Les
areq Mishihira
Harada, Irene
areq Mishihira

=] Date: Tuesday

RE: Microsoft lzarr
Helpdesk coverags
RE: balanced scor
RE: Thank wou
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Rule Set-up Shortcut
L

Create Rule

When I get e-mail with all of the selected conditions

| |From Tobara, Bryce

|:| Subject contains | Current Remedy Maintenance costs

[ ]5ent to |me anly "

Do the Following

|| Display in the Mew Item Alert windaw
[ ]Play a selected sound: | 'Windows %P Makify,w [B E] | Browse. . |

[ |Maove e-mail ko Folder: | Select Folder. .. |

[

QK | Zancel




Additional Notes

Client Only rules vs. Server Rules
Cannot be combined

Forward and Redirect

Limit depends on complexity



Additional Notes

Multiple conditions and exceptions

All items in In-box are messages
Delivery Receipts
Read Receipts

Voting Responses

Out of Office Notices



Bonus Tools and Tips
I

01 Linking to tasks/appointments

11 Color coding messages



Effective E-mail Reminders

Subject lines are headlines
Make one point per e-mail
Specify the response you want
Be a good correspondent

Use simple English

Formatting and font matter



Final Tools and Tips

Commit to new rules and behavior
Turn off your e-mail pop-ups

List of Conditions, Exceptions and Actions



Final Thoughts

Use tools to free up time for other communication
needed

Involve team member to establish norms and
expectations

Helps you distribute information proactively
Need active management of messages

Revisit rules and alerts throughout project and when
changes occur



Resources

PMI PMBOK — 4t edition, 2008

Take Back Your Life! Using Microsoft Outlook to Get

Organized and Stay Organized, by Sally McGhee,
Microsoft Press, 2005



Resources (continued)

Effective E-mail — How to communicate powerfully
by e-mail,

Tips for writing effective e-mail,

Microsoft Outlook on-line help at:



Questions and Answers
D —

Stephanie Lum
Project Manager/
Business Solutions Analyst

stephanie(@centuryc.com

808-585-0444

ﬁ CENTURYcomputers

Professional IT solutions since 1982

www.centuryc.com




