MAIN HEAD Managing e-mail

DECK HEAD As we get increasingly overrun with e-mail, Ewan Robinson, projects engineer with maritime communications company Easylink Services in Cardiff, Wales, comes up with some ideas to make things better

BODY

You come into work, get the coffee, turn on the computer and start the communications software on your machine and a mass groan is heard by all.

The computer groans under the torrent of emails, faxes and telexes that are pouring into your system. You groan knowing that a deluge of messages has just swamped plans for an ordered and productive day.

So how do we stop the groaning and drowning in the message flow that threatens to drown you every day?

Rules.

Like it or loath it, Rules help.

SUBHEAD 

Why Rule?

The setting up of rule based filtering will help you by:

Setting certain email senders with a higher priority; conforming to abusive or offensive email policies; preventing wasted time sorting emails and reducing the risk of virus infection. 

Whilst some of these reasons may seem apparently obvious others such as the abusive or offensive email policy may not, but they would become rapidly apparent if somebody took action against you for racially or sexually abusive emails in the work place. 

There are two ways in which you can rule your inbox. Setting the filtering locally on your email system, or server, or by outsourcing the problem to a provider.

SUBHEAD

Filter rules 

Most E-mail clients and server systems have methods by which to filter and route messages. The most basic email client can filter messages and save them to various trays, or just delete them unread.

Netscape, Outlook Express and Outlook all have in built filtering that can be implemented. How you set the filtering entirely depends upon your needs and how you prioritise the messages that come in. 

Filtering can be performed on: The From Line, To line, Subject, Body text, Message Size, Contains attachment.

The way you define the triggers for each of these depends upon the level of importance you have for different senders or subjects.

If you have your own email server then you will have the technical resources to set up filtering and administration rules.

SUBHEAD

Out sourced solutions

Mail filtering by an external provider will resolve some, but not all of the problems faced by the over burdened inbox.  

Most out sourced email filtering will stop virus messages and SPAM, but they will not prioritise your email for you.

Some providers will host your email, so you can collect it via your email client or access it via a web mail interface, such as emailfilter ( www.emailfiltering.co.uk/ . 

Other providers will become an invisible middleman. They will check your email for SPAM, viruses and offensive words, phrases or attachments before sending it to your email server, an example of which is EasyLink Services MailWatch. 

If you are looking for a life raft in the information flow then have a look at the following information and vendor sites:

http://www.newbie.org/reference/email04i.html

http://www.ufaq.org/mac_filtering_spam.html

www.emailfiltering.co.uk/
www.easylinkservices.com
www.port995.com
