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Cheat Sheet - LeanMail Prioritize

Normal priority - For emails that need action

High priority - For emails that need action  and very important

Personal - Personal or things to do at home

Camera button - Snowmail, print screen and help

Shows all the emails in
your inbox

All view

Prioritize Toolbar

Delete button

Prioritize Buttons

Views

LeanMail Extras

Edit the InstantThanks message in
LeanMail drop-down/Options/Prioritize tab

InstantThanks

More LeanMail info E-Learning YouTube Free Trial 

How to Prioritize

Select the Prioritize view.
Starting at the top of your inbox, assign a priority, (High, Normal), delete, or archive each email until all
emails have been processed. The view will switch to the All view once this has been completed.

1.
2.

   3. Work according to your priorities from the All view.

LeanMail Options

https://leanmail.mykajabi.com/products/instantarchive-fast-track-tutorial
https://leanmail.mykajabi.com/?preview_theme_id=1776994
https://www.youtube.com/watch?v=LT-CXV-mSJU&list=PLn4LobrR5tvoQz9LGytSn2UShxm4Tz16b
https://leanmail.mykajabi.com/products/instantarchive-fast-track-tutorial
https://www.youtube.com/watch?v=LT-CXV-mSJU&list=PLn4LobrR5tvoQz9LGytSn2UShxm4Tz16b
https://www.youtube.com/watch?v=LT-CXV-mSJU&list=PLn4LobrR5tvoQz9LGytSn2UShxm4Tz16b
https://leanmail.mykajabi.com/?preview_theme_id=1776994
https://leanmail.mykajabi.com/?preview_theme_id=1776994

