Cheat Sheet - LeanMail Shared Inbox
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Delete - Same as functionality delete from your keyboard

How to use Shared Inbox

With Manager oversight

e Manager:
1.Filter mails by All unassigned, Shared Inbox All and delete, archive or assign a
Responsible, and possibly a Customer priority, Next Action and When date to
each email. This can also be delegated to the responsible.
2.Filter by All assigned and review workload, making any changes you like and using
drag and drop to redistribute responsibles.

e Team member:

1.Filter by “Just me".

2.Add Next Actions and When dates where incomplete.
3.Filter by Shared Inbox Today to see all emails due today.

Without manager oversight

e Team member:
1.Filter mails by Unassigned.
2.Delete, archive or assign the appropriate emails to yourself as you review them
(and to others if possible.)
3.Assign customer priorities, Next actions and due dates.
4.Filter by Shared Inbox Today and complete your tasks.
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