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Technology is both a blessing and a curse. It can definitely improve your productivity, 
but having to deal with email, voicemail, the Internet, Blackberries, PDAs, cell phones, 
and pagers can make you less productive if you're not careful. Here are a few 
suggestions on how tame your technology. 
 
1. Try to reduce "information overload."  Understand that you can have too much 

information, and find a way to get rid of the excess. Get off mailing lists, learn 
computer shortcuts, narrow your web searches, cancel subscriptions, and use 
filtering rules to reduce electronic junk.  

 
2. Use proper netiquette. Among other things, DON'T SHOUT, don't be sloppy, and 

keep your messages brief and to the point. Make it easy for other people to respond, 
and most importantly, don't waste their time with your email use. 

 
3. Leave effective voicemail messages. Plan your messages ahead of time, and make 

them brief. Don't mumble, don't ramble, watch your tone, and leave more than just 
your name and number. Above all, avoid playing telephone tag. 

 
4. Use your phone as an effective productivity tool. Unless you've got a pressing 

deadline, pick up the phone when it rings and take care of the issue right then. Get 
to the point quickly, and stay focused. Plus, use a wireless handset -- it lets you 
handle phone calls anywhere in your home or office. 

 
5. Keep your computer files well organized, so you can find them easily. Use 

directories and subdirectories effectively, give your project files logical, easy-to- 
remember names, and always save them where they're supposed to go.  

 
6. Know the available productivity features of your email program. Keep your inbox 

clean by reading, replying, and deleting every email ASAP, if possible; otherwise, 
organize and store important emails in logically-named folders. Learn to use your 
email program's Calendar feature, too. 

 
7. Run regular maintenance routines on your computer. This will ensure high 

performance and help protect your data. Do regular system scans with antivirus 
software, run complete backups regularly, and purge your old files frequently. 

 
8. Understand the features and purposes of electronic and paper systems. Decide 

which systems work best for you in specific circumstances, and know when to use 
each. 

 



9. Eliminate email spam. Use pop-up blockers and email filters, and don't read or 
reply to spam at all. If you need to provide personal information online, use an 
email address you signed up for using fake information. 

 
10. Remember that you control your technology; it doesn't control you. The most 

useful tool on your phone, computer, Blackberry, PDA or pager is the OFF button. 
Do you even know where it is? Remember that you can turn your technology off, 
and you can respond to it when you're ready -- not when everyone thinks you 
should.  

 
It's amazing how useful technological tools can be -- but it's equally amazing just how 
distracting they can be, especially when they're not properly used. Instead of responding 
mindlessly to that hunk of plastic and electronics when it bleeps at you, learn to put it 
to work for you in an effective and organized manner. Understand what to avoid, what 
to take advantage of, and just as importantly, where the OFF button is -- and how use it.  
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