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Saving Time With Technology
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Six New Year’s Resolutions To Increase Productivity In 2004

by Wendy Gauntt

The promise of technology sounds wonder-
ful: use your computer to work smarter, not
harder...get moredoneinlesstime...getorga
nized and stay organized.

But are you seeing theseresultsin your own
lifeandbusiness? If not, thefollowingtipswill
helpyoustarttheNew Yearright...herearesix
resolutions to help you save time with com-
puter technology.

1. Find FilesFaster

How muchtimedoyouwastelookingfor old
files? Maybe you want to re-use a document
to savework; maybeyou needtolook up some
clientinformation. Regardless, if youcan'tfind
what you need electronically, you either do
without, recreateit, or end up sorting through
paper filestofind ahard copy. Therearebetter

ways...

TheQuick Fix: Usedescriptivefilenameson
all your documents. Compare the document
name" proposal,” withamoreexplanatory name
like“website proposal for client xyz.” Which
onewill mean moreto you threemonthsdown
the road?

And, if downtheroadyou brainlock onyour
descriptive file name, Windows makesit easy
todoasearch. Putintheword“website” orthe
client's name in the search option and Win-
dowswill find all documentswiththosenames
inthefiletitleline. Onmost computers, youcan
find the Windows search on your Start Menu.
If youhaveany troublewithit, click ontheHelp
Menu.

Even Better: Thesearchfeatureisgreat, but
it does take a little time, especially on older,
slower computers. It's still important to use
descriptive file names, but it's even better to
organizeyour filesinto electronic filefolders.
Inthe“My Documents’ folder, | have created
foldersfor my personal informationandfor my

business. Within my business folder, | have
foldersfor finance, marketing, andclients. The
client folder isfurther broken down, with one
folder for eachclient. I’ veorganized my paper
files in much the same way, for consistency.
Now all of my documents—paper or elec-
tronic—are immediately sorted into the right
placesothat | canretrievethemquickly thenext
timel need them.

2. Unclutter Y our Email

Anyoneelsehavingtroublewithemail over-
load? | get over 100 emailsamost every day,
and while many are spam or ads, | do have to
read and respond to many of them. So how do
| keep up?

Quick Fix: Keepyourinbox clear of every-
thing but messages you need to handle. First,
immediately del eteemail swhenever possible.
Second, usemail foldersto organizetheemails
youwanttokeep. Third, createafolder foremail
that you don’t need, but don’t want to del ete—
YET. | moveemail tothisfolder toget it out of
my inbox, and then | delete everything in that
folder after about amonth.

Even Better: With sophisticated email pro-
grams like Microsoft Outlook, you can set up
mail “rules’ toautomatically processyour email.
For example, | havecertainemailsdeliveredto
afolder | set up for informational emails, like
newsdletters. Thisway, | canbrowsethemat my
leisure, without cluttering my inbox.

| also use email flags—availablein Outlook
2002 and newer versions—tocol or codeimpor-
tantemails. | flagurgent messagesinred sothat
| caneasily prioritizemy follow-ups.

Lastly, about onceamonth, | takean hour to
review and delete as many old messages as
possible, including thosel’ ve sent. Tomakeit
faster, | sort the emails by person, so that |
process all communications to and from that
personat once. Unclutteringyour email makes

searches faster and hel ps the performance of
your email program.

3. CategorizeYour Contacts

Areyoumakingthemost of your contact list?
K egpingupwithfriendsandcolleagues? You' ve
got theinformation...you might aswell useit.

Quick Fix: Inyour addressbook, set upemail
liststo people you want to contact regularly. |
have set up a number of lists, for groups like
family, friends, business partners, and my net-
work of contacts. It makesit very easy to send
out news and updates to the right people.

Even Better: Categorizeyour contactsand
learn how to do a mail merge. If you have
assigned categories to your contacts, it takes
justafew stepstocreateindividual customized
letters and envelopes. Would you rather re-
ceivealetter addressed to you personally, or a
generic form letter? With advanced software,
you can create personalized emailsaswell.

4. Clean Off Your Desktop

How many iconsaresitting on your desktop,
unused? Nearly every software installation
adds to the clutter on your desktop, but the
only onesthat need to betherearethe onesyou
useregularly. All therest canbefound onyour
Start Menu.

Quick Fix: Go to your desktop and delete
every shortcuticon, theoneswithasmall arrow
onthebottom left, that you haven't usedinthe
last month. These are safe to delete, because
the program stays on your computer and is
accessiblethroughtheStart Menu. If youhave
filefoldersor documentssitting on your desk-
top, don’t delete them, instead move them to
your “My Documents” folder to clean things
up.

Even Better: Thereareacouplemoreplaces
that are convenient locationsfor your program
icons. One is your taskbar, usualy at the
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bottom or the right of your screen. You can
drag icons to an area next to the start button,
and these stay accessible all the time, even
when you are using other programs. | have
Outlook and Internet Explorer on thisbar be-
causel usethesetwo programsthemost. You
can also add programsto the top of your Start
Menu. This saves the time it would take to
browse through the Program list.

5. Surf Swiftly: Set Up Your Website
Favorites
Do you spend much time on the Internet?

Hatetyping all those addresses? Spend afew
minutes setting up your favorites and re-ar-

ranging your toolbars so that you can point
and click instead.

Quick Fix: Check outtheFavoritesMenuin
Internet Explorer (or Bookmarks, if you use
Netscape). Thereareprobably alot of websites
listed that you have never visited. Get rid of
these, and add all the ones you do visit.

Even Better: Figureout which four or five
sites you visit most frequently, and add them
totheLinksToolbar (or thePersonal Toolbarin
Netscape) at the top of the browser screen.
And for speedy and comprehensive Internet
searches, check out Googl€'sfree toolbar ad-
dition at toolbar.google.com.

6. Learn Something New

All of us have frustrations with
technology...what's yours? Since frustra
tionscan consumealot of timeand energy, my
final suggestionis: pick one and find asolu-
tion to the problem. You may haveto ask for
help or spend alittle timelearning something
new, but the reward will be worth it—new-
found progress and productivity.

Happy New Year!

Wendy Gauntt (wendy@cioservices
[lc.com) is founder and president of CIO
Services, LLC, atechnology solutionsand
i mprovement company serving businesses
throughout the Midwest.
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