SAMPLE PROJECT - DEMO INBOX

Inbox Cleanup: From 20 Unread to 6 That
Matter

Labels, filters, and saved replies set up in Gmail for a busy small business owner

20 7 5 6

Unsorted emails in the inbox Color-coded labels created Filters that sort new email Emails left in the inbox: only
automatically what needs action today

The task

A busy owner's inbox mixes everything together: new client inquiries, urgent repair requests, appointment changes,
invoices, client documents, vendor notices, and newsletters. Important messages get buried, and replies are slow. | set
up a demo Gmail inbox with 20 realistic emails and organized it the way | would for a client.

Labels | created Filters that run automatically
Label What goes there Subject contains Action
@ Urgent Emergencies that need action now invoice OR payment Label Invoices &
. . . Payments
® New Inquiries Possible new clients
®A intment Bookin nd chan newsletter OR offer OR Label Newsletters, skip
ppol ents 0oKIngs and changes webinar OR "market update" the inbox

® Invoices & Payments  Bills, receipts, reminders e ey ST Label New Inquiries,

Client Documents W-2s, leases, document follow-ups star it

Vendors Supplier notices urgent Label Urgent, mark as
. important

Newsletters Promotions and updates

appointment OR reschedule Label Appointments



o- ¢ i 1-200f20 < >

/ Compose
& Primary ©  Promotions 2, Social
& Inbox —
¥ Starred * Hud Jamalul New inquiry from website contact form - Name: Kevin. Message: Interested in a consultation. Please call me back T17AM
@  snoozed * Hud Jamalul (CIEREBEEIRETE) Re: Re: Re: still waiting on documents - Following up again, have you received the documents | sent last week? 16AM
B> Sent N . . . . 3
Hud Jamalul Vendors' Vendor price update for April - Our prices will increase by 5% starting April 1. 116 AM
[ Drafts
Hud Jamalul Newsletters Webinar invitation: Tax season prep - Join our free webinar next Tuesday at 7 PM. 115AM
£ Purchases
v More Hud Jamalul Newsletters  Special offer: 20% off office supplies - Limited time only! Shop now and save 20%. 115AM
Hud Jamalul Newsletters Your Monthly Business Tips Newsletter - 5 ways to grow your small business this month. 115AM
Labels +
Hud Jamalul Newsletters Weekly Real Estate Market Update - This week's market trends, new listings, and mortgage rates. 114AM
B  Appointments 2
B  Client Documents g Hud Jamalul (GIERIBEEIMENS) Signed lease agreement - Unit 3B - Attached is the signed lease for Unit 3B. - Grace 114AM
©  Invoices & Payments 4 Hud Jamalul Missing 1099 - will send tomorrow - Sorry, | still haven't received my 1099. I'll send it as soon as | get it. 113AM
g ¥ Y 9
®  Newinquiries ? Hud Jamalul (ERFEBSERERE) W-2 attached for my tax return - Hi, here is my W-2 for this year. Let me know if you need anything else. TH13AM
Newsletters )
Hud Jamalul (fWGicesEPajments) Payment reminder: invoice overdue - This is a reminder that invoice #0987 is now 5 days overdue. 112AM
B  Urgent 1
s 1 Hud Jamalul (iGicssEPajiments) Payment received — thank you - We received your payment of $1850. Thank you! 1AM
Hud Jamalul (WGicsEPaments) Invoice #1043 — Comfort HVAC Co. - Invoice #1043 for $240 is attached. Thank you for your business. 110AM
Hud Jamalul (IfGiees EPaments) Invoice #1042 — Bright Path Plumbing - Please find attached invoice #1042 for $185. Due in 15 days. 1:09AM
Hud Jamalul Appointment confirmation needed - Just checking that my appointment on Monday at 10 AM is still on. 1:09AM
* Hud Jamalul Appointments {01 Thursday's i - Something came up. Can we move my Thursday 2 PM appointment to Friday? 1:08AM
* Hud Jamalul URGENT: water leaking from ceiling - Water is coming through the ceiling in unit 2A. Please send someone today! 1:08AM
* Hud Jamalul Question about your services - Hello, do you offer weekend appointments? Thanks, Maria 1:07 AM
% B HudJamalul Quote request - leaking kitchen sink - Hi, can you send me a quote to fix a leaking kitchen sink? I'm free this week. - Daniel 1:06 AM

o Every email labeled and color-coded. The 6 that need a reply today are starred.
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/ Compose °
& Primary ©  Promotions 2, Social
K Inbox
% Starred * Hud Jamalul New inquiry from website contact form - Name: Kevin. Message: Interested in a consultation. Please call me back. T17AM
®  snoozed * Hud Jamalul (CIERUBBENMERE) Re: Re: Re: still waiting on documents - Following up again, have you received the documents | sent last week? H16AM
B Sent B . .
* Hud Jamalul Canl Thursday’s - Something came up. Can we move my Thursday 2 PM appointment to Friday? 1:08AM
[ Drafts
a1 Puch * Hud Jamalul URGENT: water leaking from ceiling - Water is coming through the ceiling in unit 2A. Please send someone today! 1:08AM
urchases
v More * Hud Jamalul LERETEES) Question about your services - Hello, do you offer weekend appointments? Thanks, Maria 1:07 AM
% B Hud Jamalul LELETEES) Quote request — leaking kitchen sink - Hi, can you send me a quote to fix a leaking kitchen sink? I'm free this week. - Daniel 1:06AM
Labels +

e Clean inbox. 14 emails archived into their labels. Only the 6 that need action today remain: 3 new inquiries, 1 urgent repair, 1
reschedule, and 1 client waiting on documents.

= M Gmail Q  label:client-documents X 3= @ & + Upgrade
/ Compose [ From ~ ] [ Any time ¥ ] [ Has attachment ] [ Is unread ] Advanced search
= o- c 1-40f4 < >
Inbox
* Hud Jamalul Inbox Re: Re: Re: still waiting on documents - Following up again, have you received the documents | sent last week? 116AM
¢ Starred g g up ag i
©  snoozed Hud Jamalul Inbox Signed lease agreement - Unit 3B - Attached is the signed lease for Unit 3B. - Grace 114AM
B Sent - ; ; )
Hud Jamalul Inbox Missing 1099 — will send tomorrow - Sorry, | still haven't received my 1099. I'll send it as soon as | get it. T13AM
[ Drafts
2 mm Hud Jamalul inbox W-2 attached for my tax return - Hi, here is my W-2 for this year. Let me know if you need anything else. £13AM
urchases

o Everything is easy to find. Open a label to see every related email in one place, like all 4 client document emails.

4 @EED Settings

General Labels Inbox AccountsandImport Filters and Blocked Addresses Forwarding and POP/IMAP Add-ons Chatand Meet Advanced Offline Themes
B Inbox L N N N B

The following filters are applied to all incoming mail:
¥ Starred

Matches: subject:(invoice OR payment) ’

©  snoozed o Do this: Apply label "Invoices & Payments” edit delete
B> Sent

o Matches: subject:(newsletter OR offer OR webinar OR "market update”) dit  delet

O Drafts Do this: Skip Inbox, Apply label "Newsletters” edit delete
p pply
1 Purchases
Matches: subject:(quote OR question OR inquiry) y
v More u Do this: Star it, Apply label “New Inquiries” edit - delete
Matches: subj i OR
Labels i
+ o Do this: Apply label "Appointments” edit - delete
B  Appointments 2 .

o Matches: subject:urgent dit  delet
® ClientDocuments 4 Do this: Apply label “Urgent’, Mark it as important edit delete
©  Invoices & Payments 4 Select: All, None
B New Inquiries 3 Export

o 5 filters sort new email automatically, so the inbox stays organized every day, not just once.
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Quote request - leaking kitchen sink nbox x ConverttoPDF & [
Daniel <client@example.com=> T06AM (Fhoursaga) K @ 6
tome v

Hi, can you send me a quote to fix a leaking kitchen sink? I'm free this week. — Daniel

o 4+~ Daniel (client@example.com) Draft saved [=

m'Aaﬂc-:'@@Qﬁ7=- o

Y Plain text mode

& Print

A, spell check

B Templates v INSERT TEMPLATE

B setupatimetomeet ® » New inquiry reply
[¥] Save draft as template »
T Delete template »

o Saved reply templates. Common replies, like answering a new inquiry, are saved in Gmail and inserted in one click.

< O U = & cote <
Quote request - leaking kitchen sink inbox x ConverttoPDF & [
Daniel <client@example.com> 106AM (Fhoursage) K & €

tome v

Hi, can you send me a quote to fix a leaking kitchen sink? I'm free this week — Daniel

0 “ + Daniel (client@example.com) =

Hi [Client name],
Thank you for reaching out about [the issue]. We'd be happy to help

\We have openings on [day and time option 1] or [day and time option 2]. Just reply with the time that works best, and we'll confirm right away.
If water is spreading or you can'ttumn it off, please call us at (555) 010-2244 for same-day help.

Best regards,
Hud, on behalf of Bright Path Plumbing

m'Aaaca@@mﬁys' o

o A fast, consistent reply to a new client. The template fills in instantly; only the client's details need to be added before
sending.

The result

The owner opens the inbox and sees only the 6 emails that need action today, with the urgent repair impossible to
miss. Everything else is sorted, searchable, and organized by filters as new email arrives. Common replies take
seconds instead of minutes.

As your VA, | can set up the same system in your inbox, check it throughout the day, flag what's urgent, and reply to
routine messages for you.

About this sample. This is a sample project for my portfolio, built in a demo Gmail account with 20 fictional emails. Names,
amounts, and email addresses are made up.

Hud Jamalul - Virtual Assistant - Zamboanga City, Philippines - hud-jamalul.vercel.app



