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“What is Email Management and Administration (EMA)?

mail Management and Admin-

istration is a specific field of

communications management
for managing high volumes of inbound
electronic mail received by organizations.
It is an extremely important topic because
in today’s world, business is won and lost
through email. Direct mail has taken a
back seat, and it is much more efficient to
communicate through short messages
online. Email now accounts for the ma-
jority of communication between compa-
nies and their customers. With so many
messages being exchanged during one
business day, there has to be some sort of
order to control the flow of the incoming
and outgoing mailings.

Email management and administration
tools integrate with your email clients and
is used to route, track, report on, and ar-

chive your corporate asset email
communication sent to such group
inboxes as: info@company.com,
sales@company.com, and sup-
port@company.com. With customi-
zable rules and rights, a complete
communication history, and a report-
ing engine, your email service can
become efficient as possible, elimi-
nating wasted time rummaging
through emails. With this accounta-
bility, emails can’t be lost, avoided,
forgotten, or mismanaged, which
enables you to continue to operate
and not get jumbled up in the pro-
cess.

Poorly managed email represents
significant corporate risk and poten-
tial liability through crippling mal-
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See What The World Is Saying:

“Email Administration is the best solution fo
email overload! Simple, flexible, | could never
go back to the old technology”

- Tony Robbins

“When you look at the capabilities, the price
per user, and the opportunity costs of support-
ing on-premises servers infernally, we are confi-
dent that Office 365 and their email manage-
ment solution is the right decision for our busi-
ness.” - Patagonia

(Office 365 User)

ware, spyware, and ransomware
(CryptoLocker). Email management and
administration tools can ensure effective
measures to securely store, manage, and
retrieve your organization’s email con-
tent. With email ticketing systems, re-
ceipt modules, data enhancement mod-
ules, and intelligent analysis modules, a
management system handles different
phases of the email management process.
These tools enable companies to com-
municate with their customers at a pro-
found rate, simplifying the communica-
tion process and shortening sales cycles
and response times. Administering your
company’s email flow and setting the
rules and rights is becoming more and
more popular because it gives you total
control.

Start with a Plan,
Finish with Success.
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“How Can EMA Improve My Business?”

Email Management and Administration stream-
lines the inbound messaging process, utilizing
servers in the cloud to filter through spam, sort
and distribute mail in a productive way, and
automate the delivery process. These methods
open up the communication channels that direct-
ly affect your business in the following ways:

Accelerate Customer Service — With more effi-

cient ways to distribute large volumes of email
data, EMA helps you provide consistent and
timely email response to your customers with
easy-to-learn and time-saving features.

Handle Large Volumes — You can set rules and
regulations that categorize messages that send

email files to particular folders, reducing the
main inbox and alleviating the burden of
daunting amounts of email.

Knowing Customer History — Through archiv-
ing and sorting, customer emails and messages
can be stored so you know the latest infor-
mation in your clients custom folder. With
this method, you can impress customers by
knowing in advance some of the challenges
they are encountering.

Internal Collaboration — You are able to add

internal notes to email conversations for easy
reference, so that your whole team is on the
same page. Add instructions for follow-ups
and reassign email to another team member.
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“How Does EMA Work?”

EMA

mail Management and Admin-

istration uses different rules and

commands to determine the im-

portance of each email and file it
into a specific folder. Most EMA solutions
are based on four major components that
were mentioned earlier.

First, there is the email sorting
system that allocates reference numbers to
all incoming emails which is known as tick-
eting. All later emails relating to one matter
can then be grouped under the same refer-
ence. This method allows user to track their
relevance in a more time effective way.

Second, EMA solutions use an email receipt
module that filters out SPAM and unwanted

mail Management and Ad-
ministration services are very
affordable for any sized busi-
ness. Microsoft’s Office 365
solution provides EMA in the
package and is extremely price friend-
ly. Office 365 for Small Businesses is
$5.00 user/month for up to 25 users.
Small Business Premium (Office Ap-
plications included) is $12.50 user/
month for up to 25 users and the
Midsize Business Package is $15.00
user/month for up to 300 users.

While this solution is ex-
tremely affordable, there are many oth-
er solutions out there that provide
Email Management and Administration

content to a separate location. After
this task is performed, it then assigns
unique ticket numbers based on certain
conditions and rules. This method is
usually referenced as email filtering,
which is the processing of email to
organize it according to specified crite-
ria.

Third, the EMA solutions use a data
enhancement module. This module
adds tags to each email for further pro-
cessing and includes the ability to con-
nect to remote databases and retrieve
specific information about the person
who wrote the email. They also auto-
mate the process that examines the
authors past communication with the

“What’s My Investment In EMA?”

organization to more accurately sort and
distribute the email properly.

Lastly, these systems use intelligent analy-
sis modules that scan the wording of the
document. It reads the subject, message,
and attachments and the tags that were
added in the previous step in an attempt to
understand the subject matter of the email.
All of this data processing happens in the
blink of an eye.

capabilities for inboxes already es-
tablished in your environment. The
benefits to using EMA greatly out-
weigh the costs.

With the steady influx of
new malware, spyware, and ransom-
ware, organizations need to take eve-
ry step to ensure their email is fil-
tered in the cloud and never able to
show up on a physical machine.
When the process is automated in the
cloud, it takes away the possibility of
human error when people click on
corrupted links sent with spam email.
If you take the proper precautions
from step one, it can eliminate poten-
tial problems in the future.
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Contact Tim Steinour at

TimSteinour@E-SafeTech.com today!




