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l. Introduction

Atrendia Streaming Techniques (AST) is an effective method of working that gives you a great amount of control and
accuracy while reducing stress. This quick-start guide will help you keep on track. For a more complete guide, please go
to www.atrendia.com/support or click on the Atrendia AST add-in button on your Toolbar.

The objective of AST is to stream through your work by removing obstacles and being efficient by focusing on
completing the two steps of prioritizing and planning your e-mails before getting into the details of each individual mail.
In the long run, this set of techniques can more than double your efficiency while greatly diminishing your stress related
to e-mail.

Il. New stuff

A. The AST Toolbar

B. The AST InstantArchiving Button

C. The AST Archive

D. The AST New and Due and AST All E-mails Inbox Views
E. The AST inbox fields

A. The AST Toolbar

i O Atrendia AST add-in (@) O @ =" €) AST Prioritize (2) € AST Plan (2) AST All E-mails o

From left to right:

Feature Function

Atrendia AST Add-in Access to the support page at Atrendia.com

Black button Sends mail to the deleted items folder

Green button Assigns the selected mail a normal priority

Red button Assigns the selected mail a high priority

InstantArchive™ button Opens the full category list, and after selecting one or more categories, sends the

mail to the AST Archive

Categories button Opens the full category list in order to categorize a mail without archiving it
Collapse all groups button Collapses all mail groupings
1 Prioritize button Filters out all mails that have not been prioritized, leaving mails that can be deleted,

archived or prioritized. The number of mails that need prioritizing is shown in the
parenthesis. l.e. (2) two mails have yet to be prioritized.

2 Plan button Filters out all mails that have not been assigned Next actions and due dates. The
number of mails that need planning is shown in the parenthesis. l.e. (2) two mails
have yet to be planned.

AST New and Due/All E-mails Toggles between the AST New and Due view (mails that are new or are due for
action) and AST All E-mails view (Every e-mail in your inbox)
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B. The AST InstantArchiving Button

1. Select a mail to be archived and then click on the InstantArchive Button

> Atrendia AST Add-In | §

2. Choose one or more categories
3. Click OK. The mail is transferred automatically into the AST Archive
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C. The AST Archive [ AST Archive

Rather than distributing mails into folders and sub-folders and sub-sub-folders, all mails to be archived are stored in the
AST Archive. Folders are replaced by the ability to sort mails by category. You can choose one or several categories for
each mail. When sorting the AST Archive folder by category, the same mail will appear under each category you have
assigned to it. If you delete the mail, it will be deleted from each category as well.

Notice how the same e-mail can be found by looking for it in the Internal as well as the IT categories below:

=] categories: Internal {1 item)

" 18-09 15:01 Michael Hoffman - Atrendia.com Worlcinﬁ with e-mail can be fun!
ﬁtegories: IST - Development (3 items)

ies: IST - Module (1 item)
=l Ccateg 2 IT {6 items)

(=3 t 18-09 15:01

Michael Hoffman - Atrendia.com Working with e-mail can be fun!
[ i3 H FR_N= o a L= i i i i

Sort by any field:

Sort by Category I

=) @ categoris: ccourting (12 tems = Categories: Internal (1item) [+] From: Batbara Cliford [1 item) | Date: Tuesday
1= () Categaries: Ade-in (31 items) 1809 1501

[+ [.._..) Categaries: Admin [6 items]

|+| From: BILLEThet,dk [1item) [+] Date: Last Week

1+] From: Bjorke, &nnette [1 item] |#] Date: Twro Weeks Ago

] D Categories: Advertising (1 item)
12 [_) Categaries: A5T- Dev [2 items)
] D Categaries: AST Dev [1 item)
3| ‘ Categories: Auto [T items)

[+] From: Bo Andersen [1item) |+] Date: Three Weeks Ago

[*] From: Boe Larsen [1 item) |+l Date: Last Month

£l Date: Older

[#] From: C4G1236 [1 item]

[+ . Categaries: Banking [1 item) > | ti 18-09 15:01

: Camilla Knudsen [1 item)

AST Quicistart guide© 2010 Atrendia form PT45%43-78 4


















