The Stack Method' Crall Setup Guide

This guide includes everything you need to set up Gmail for the Stack Method™.

n SET UP YOUR ENVIRONMENT

O Turn off all notifications.

Notifications distract your thinking and limit your
@ & .:~ Y g y

potential .
Quick settings % Turn your notifications off on your phone, desktop
and other devices so you can focus on the work at
See all settings hand.
Settings —_

General Labels Inbox Accounts Filters and Blocked Addresses Forwarding and POP/IMAP

Add-ons Chatand Meet Advanced Offline Themes Keyboard Shortcuts

Desktop (O New mail notifications on - Notify me when any new message arrives in my inbox or
notifications: (O Important mail notifications on - Notify me only when an important message arrive:
(allows Double @ Mail notifications off

Gemini Mail to

display popup

notifications on

your desktop when

new email

messages arrive)

Learn more

O Enable Keyboard Shortcuts.

Scroll down further on th? Keyboard shortcuts: O Keyboard shortcuts off
General settings page untilyousee | | earn more @ Keyboard shortcuts on

“Keyboard shortcuts”, then select

“Keyboard shortcuts on.” Remember to click on “Save Changes” at the bottom.
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a ENABLE YOUR READING PANE

O Set up your Reading Pane.

If you like the way that Outlook allows for an
email preview panel,and would like to have that

Quick settings X
feature in Gmail - now you can.
The reading pane makes it easier to view and See all settings
respond to messages.
S
We recommend that you turn your reading
pane on to make it easier to process your
emails. (O starred first

1. Click on settings (you may need to go

Priority Inbox
back to your inbox first). O

Customize
2. Scrolldown on the side panel until you

see the Reading Pane section. Multiple Inboxes

3. Select the option you prefer for now
(you canalways change it later.)

Customize

4. Close your settings window by clicking

READING PANE
on the Xand marvel at your new layout.

O No split

@® Right of inbox

(O Below inbox

EMAIL THREADING

Conversation view (?)
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B CREATE YOUR FOLDERS

(O Create your action folders.

It’s time to create your action folders. Do not feel like you need to use our recommended set - feel

free to experiment as you go along.

Inyour Gmail sidebar, click the plus next to Labels to add new labels. You can then create your

action folders, we do recommend that you have at least Do and Remind folders and you number

them. Then click the three dots next to your labels and choose your label colors.

M Gmail

N\

Compose

Inbox
Sent

Drafts

< VO

More

Labels

® 1Reply (Quick Resp...
® 2 Do (Schedule Work)
® 3 Meet

4 Remind

5 Forward (Delegate)

I 6 Review (CC)
» 7 When

» Booked

v More

DG

-+

Q_ Searchin mail

O~ c

(] mes

Please Review: St
Hi Anya, Here's a

me 6
FYI: Workshop Te
Hi Anya, Here's a

me 5
Please Reply: Me:
Hi Anya, Here's a

© Label color )

In label list
v Show
Show if unread

Hide

In message list
v/ Show
Hide

Edit
Remove label

Add sublabel
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(O Create your When folders.

When folders are for active projects or topics that you want to quickly and easily reference.

Try to limit your When folders to just the most important folders you need.

M Gmail

Compose

Inbox
Sent

Drafts 16

<pVvVEe N

More

Labels +

® 1Reply (Quick Resp...
® 2 Do (Schedule Work).
B 3Meet

4 Remind
[ 5Forward (Delegate)
B 6 Review (CC)

» 7When
» Booked
v  More

Q  Search in mail

Start by moving folders you currently

use to the When section or create new

Oo- c¢
ones for things you know you need.
] mes
Please Review: S¢
Hi Anya, Here's a Edit label X
Label name:
me 6 Creating October Presentation

FYI: Workshop Te

Nest label under:

(7 When

¢

Hi Anya, Here's a

me 5
Please Reply: Me

~ Hora'

Creating October Pr...
| Need Windows Short...
KYC From Bank X

Legal Hold X

Pulse Workshop 4
Renewing Subscriptions
Tech Newsletters
Traveling to Asia Sept ...

Writing Paper on X
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© Copyright 2019 Double Gemini LLC. All rights reserved.

Ca ncel

(Don’t use numbers to
start the name of the
folder).

Do this by clicking the
three dots to the right of
afolder name to move it.

When moving or
creating folders, make
sure to check the boxand
select your When folder
toplaceitintheright
location.

www.doublegemini.com



The Stack Method' Crall Setup Guide

ﬂ SCHEDULE STACKING TIME

(O Create recurring calendar entries.

Blocking out time to Stack helps you build the habit and ensures that you email when it’s time to
email,and do your other work when it’s time to do that work. To set up recurring calendar sessions,
follow the steps below:

1. Click on your calendar 2. Title your calendar entry
It’s easiest if you click onthe We recommend you label your longer session as “Stack: Folders”
date andtime (or and your shorter sessions as “Stack: Inbox”.

approximate time) you ”Stack: Folders” will be your time slot to empty your inbox into

would like to create an your action folders and work through your action folders. This

S will typically be alonger 1 hour session.

”Stack: Inbox” will be a shorter time slot to work through your
inboxand answer emails directly out of your inbox.

These fields are located under the main menu bar on the left
side. Save the calendar entry.

3. Set your event to recur
Double-click the calendar entry. Below the date and time, click on “Does not repeat”. In the drop
down menu, set it to recur by selecting “Every weekday (Monday to Friday).”

Stack: Folders

Does not repeat

Jun 25, 2020 10:00 to 11:00 Jun25,2020 Time zone Daily
(O Allday Weekly on Thursday

Monthly on the fourth Thursday

4. Admire your calendar! Monthly on the last Thursday

Thisisalsoagood time to checkand make sure you saved Annually on June 25

the correct date/time. If you notice that the date or timeis
. . . [Every weekday (Monday to Friday)]
incorrect,you can clickand drag this block to the correct

date and time, or you can edit this by double clicking on Custom...
the entry.
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B PRACTICE SCHEDULING DO'S

(O Schedule your effort emails in your calendar.

Scheduling “Do’s” (effort emails) will help you process the remainder of your emails much faster
and reduces the feeling of overwhelm by helping you proactively deal with these types of actions.

From ~ Any time Has attachment To = Advanced search
O & O @ 2] O & D 1-30f 3 <
. Mark as unread
[[] Charlie Tysse Aug 12
Status Update: TOPIC Mark as important
Hi Anya, Here's a quick status update on using ... Y
Add star
Please Forward: Scope of Work ) _
Hi Stack, Could you please forward Scope of W... Filter messages like these
DO: Status Update: TOPIC Start by selecting the message you
want to schedule time for, then click

Sep 2, 2022 12:00pm to 1:00pm  Sep2,2022 Time zone

the three dots onthe menu barand

then select Create event. From there,

Evont Detaile Find o Time add the words “DO” at the beginning

- ofthe Event name and select the time
and date usingthe “Finda Time”

o ' section.

[ Allday Does not repeat ~

Today < > Friday, September 2, 2022 Day ~  Allguests - ®

Once done, add a “Booked” label to
note thatit’s scheduled.
From Any time Has attachment To « Advanced search
O R © w 2B O @« D 1-3 of 3 ¢ >y =~ mm~
Label as:
[} Charlie Tysse Aug 12 abel as
Status Update: TOPIC Book Q
Hi Anya, Here's a quick status ... D¢
Booked
Kenny Smith Jul 29
Please Forward: Scope of Work f

"Book" (create new)
Hi Stack, Could you please forward Scop...

NITEVAVENPN
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E IT'S TIME TO ARCHIVE

O Clear old emails out of your inbox.

A clutteredinboxwill lead to a cluttered mind!

To start out on the best foot, you’llwant to archive all emails older than three weeks. The best way
to clear old emails out of your inbox in Gmail is to archive them ayear at atime. These emails can
always be found in your “All Mail” folder.

Gotothe Gmail search barand enter “before: YYYY/MM/DD after: YYYY/MM/DD”.

Replace the “YYYY/MM/DD” with the dates for the emails you want to archive. See image below as

anexample.
Q, : before:2019/03/17 after:2019/03/01 X -
- a 0 i (*] o E » 1-100 of many

All 100 conversations on this page are selected. Select all conversations that match this search

Inthe example above, we've selected three months worth of emails for a given year as Gmail can
have trouble archiving too many emails at once.
We recommend archiving no more than one year of emails at a time.

Onceyou hit the enter key, all of your emails within the requested time frame will appear. Above
your list of emails, there will be a checkbox. Select this to highlight all emails on your screen and you
willthen see the image below appear above your list of emails:

All 100 conversations on this page are selected. : Select all conversations that match this search

Click on “Select all conversations that match this search”, then click on the Archive button to the
right of the checkbox:

- 8: 0 8§ ~w 0 ¢ O =

Remember,archiving means you can still search and find these emails by using the search bar,
except they will no longer be taking up space in your inbox.
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n CLEAN UP YOUR LABELS

(O Remove unnecessary labels.

Unnecessary labels on your sidebar clutter your mind and distract you from focusing on the things
that matter. We recommend keepinga very clean and simple sidebar by hiding anything you don’t
need.

To edit or hide your current labels, click on the cogicon in the top right of your inbox, then click on
the “See all settings” button.

LT @ &8 i pouszcavm DG
Sent
1 Reply

2 Do (54) Quick settings X

9 99 VO

3 Meet .
See all settings

4 Remind

S Forward Oncein Settings, click on Labels to view your full list of

6 Review labels.

> B 7 When Settings m -

v More
General “Labels Inbox Accounts

From here,you can showand hide System labels :::"” in label
labels easily by clicking on “hide” for o
nobox
the labels you don’t want to see.
Starred show hide
Hiding labels won’t delete the label
: ’ Snoozed show hide
orany of your emails with that
specific label, it will put them under Important show hide
the “More” menu on the left sidebar Sent show hide
(asseenininthefirstimage above). chow hide
Scheduled

show if unread
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n PRACTICE SETTING UP FILTERS

O Set upyourfilters.

Filters keep unwanted emails out of your inbox. We highly recommend you use this feature to
get at least your newsletters, receipts, and other unwanted emails out of your way and into your
Review folder, orarchive.

Select an email you want to filter, then click the three dots and choose the option Filter
messages like these. Adjust any additional filter criteriaand then hit “Create Filter.” Choose
options appropriate to your situation then hit Create Filter.

O 88 © w 2 O & B O 1-400f40 < 3

Mark as unread

[[] Goodreads Sep 1
Welcome Stack. Here are 3 Ways to Read More...

Goodreads is here to make your reading life be... Y%

Add star [

Create event

Catherine Kim Jul 28 Filter messages like these

Checking In ;

Hi Prasanth, Checking in to see how you are d... Mute

From no-reply@mail.goodreads.com
&  Whenamessageisanexactr 10
[0 Skip the Inbox (Archive it) Subject
(] Markas read Has the words
O starit Doesn't have
[0 Apply the label: Choose label  size greater than v MB M
[[] Forwardit  Add forwarding [ Has attachment
[J Deleteit
Create filter

[J Never send it to Spam
O Send template: Choose template...
[0 Always mark it as important
[ Never mark it as important
[ Categorize as: Choose category... ~

so a ter to 2 matching conversations.
[ Also apply fil 2 hing i
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