
Guide to Using Trello for Managing Your Email Inbox

Introduction

Using Trello to manage your email inbox is an effective way to organize and prioritize your emails.

1. Setting Up a Trello Account and Board

Create a Trello Account and a new board for email management.

2. Creating Lists for Email Categories

Define categories like 'To-Do', 'In Progress', and create corresponding lists.

3. Adding Emails as Cards

Manually add emails as cards or forward them to Trellos email address.

4. Organizing and Prioritizing Emails

Move cards between lists and prioritize them within each list.

5. Using Labels and Due Dates

Apply labels for visual cues and set due dates for deadlines.

6. Integrating with Email Platforms

Set up email notifications and use integrations for automated workflows.

7. Daily Management Routine
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Review and update the Trello board daily for efficient email management.

8. Advanced Tips

Utilize keyboard shortcuts and archive completed emails to stay organized.

9. Troubleshooting and Assistance

Use Trellos help center and community forums for support.


