
5 Gmail Inbox Hacks to help you dominate your Inbox 
With as many people that are saying email is "dead," it sure seems like the average inbox is 
looking fuller than ever. 

Around 10% of people receive over 100 emails a day, and business-related email accounts 
see over three times amount of emails than personal ones do.  

Learning how to tackle your inbox and boost your productivity is a big part of the modern 
business world. Communication effectively is one of the most important skills for entrepreneurs, 
sales teams, and conscious individuals who wish to expand their success.  

It's known that 75 percent of Gmail users access their accounts on mobile devices and that Gmail 
now has 900 million users, so getting your inbox under control will allow you to collaborate 
better with other users and business entities. 

Gmelius is a supportive tool to customize the look and feel of your inbox, protect your privacy, 
and boost your productivity.  

To become a "zeroist" when it comes to your inbox, we've got you covered with 5 genius email 
inbox hacks that will turn you into a pro when it comes to productivity and communication. 

Why getting your inbox to zero should be a goal 

1. You will get caught up 
 
By setting aside time to get through your backlog of emails, you will suddenly find 
yourself getting caught up with all the tasks you have been ignoring or putting off. 

2. You get the chance to organize 
 
As you're going through your inbox, it's important to make sure that you're deleting the 
messages that can be deleted, but also that you're taking the time to organize what you do 
have.  
 
Are you waiting for a response? Does a specific message require more research? Create 
folders and tasks that will help you organize your inbox domination.  

3. You can prioritize daily 
 
Getting your inbox down from the thousands and into the single digits will allow you to 
prioritize your day without the chaos of an overloaded inbox weighing you down. You 
will be able to see which messages need to be answered quickly, and which should carry 
over into your daily projects.  
 
As your inbox gets dwindled down, it will be easier to see that your workload can come 



into perspective a bit easier. Suddenly, those few hours you spent clearing your inbox 
have freed up more time in the long run as you only tackle the handful of new messages 
you receive daily. 

Since many people reportedly spend 28% of their day, or 6.3 hours a day for the average US 
worker, managing their email, you can see how getting your inbox under control is beneficial. 

5 Email Inbox Hacks to Dominate Your Inbox 

Now that we've received the top 3 reasons getting your inbox under control can help with your 
productivity, here are our top 5 hacks to getting your email inbox under control! 

1. Use an email management tool 
 
When it comes to Gmail and business, managing your inbox and account is key to your 
productivity. Being able to tag, defer, snooze, and organize your messages through a 
user-friendly interface is almost a necessity.  
 
If you're someone who lives in their inbox, imagine the benefits of seeing read receipts 
and being able to set up follow-up reminders to help you keep in touch with your 
contacts. 
 
Gmelius allows you to focus on productivity with our customizable email management 
system. Instead of using emails in your inbox as reminders to tackle a project or problem 
later, you can set up reminders and create "to do" lists that help minimize stress and 
wasted time.  
 

2. Unsubscribe 
 
Hitting the "unsubscribe" button may feel like the final nail in a coffin, but it's a more 
positive move than you might initially think.  
 
By unsubscribing from workplace email threads that don't involve you, listservs, and 
those flash sale emails from department stores, you are saving yourself time. 
 
These emails are usually the same ones that you quickly delete once they appear on your 
screen, so unsubscribing is a straight-forward way to remove these messages from your 
radar and inbox. 
 
To make things a bit faster, Gmelius has a tool that allows for a faster, one-click 
unsubscription that saves you time and effort! 
 

3. Follow the "one click" rule 
 



If you have been guilty of opening an email, reading through the message, and closing 
out of the email to "come back to it later," you may be aware that it's quite easy to 
procrastinate on getting back to that person.  
 
In the case where an email presents a complex problem, or is time sensitive, clicking out 
of the message with the plan to deal with it later isn't the best solution. Instead, follow the 
"one-click" rule. 
 
Once an email is opened, you have three options: respond, forward, or delete.  
 
Each of these options gives you "one-click" to deal with the email. By limiting yourself 
to these options, you are sure to conquer your inbox with efficiency and avoid being a 
late responder to an important conversation.  

4. Communicate more effectively 
 
So you've gotten your inbox under control as far as numbers go, but ensure your 
productivity and success by composing emails that are effective. 
 
Some say that if an email requires more than three sentences, you should turn that into an 
opportunity for a personal conversation into a long email. Since about 40% of all 
emails are opened on a smartphone, long messages will only cause a communication 
mishap.  
 
It's also important to remain mindful of your wording. Keeping your emails short is a 
good technique to maintain, but cutting down on undermining words like "sorry" and 
"just" will allow your email improve your efficiency. 

5. Schedule your emails 
 
Imagine receiving an email about a one-day breakfast special at 10am on that day. 
Sometimes, timing really is everything and being able to schedule your message to send 
at a specific time that you know will work best is an option Gmelius provides to you. 
 
Not only does sending a message at a specific time offer a higher likelihood of the 
message being opened, scheduling will remove some of the bulk from your inbox. 
Instead of saving multiple drafts, you can follow that "one-click" rule to communicate 
effectively without needing to put that email off until the right time. 
 
Another added perk of email scheduling is that you can continue your business upkeep 
during the weekends without extending the hours that you are expected to be available for 
your contacts. Have some spare time on a Saturday afternoon? Reply to some emails and 
schedule them to send out on Monday morning! 

 



To dominate your inbox and increase your productivity, don't hesitate to try out Gmelius and 
watch your business develop.  

 

 
 


