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REMEMBER WHEN?

• No Facebook, Twitter, Instagram, Snapchat, 
Pinterest or LinkedIn?

• No texting, sexting, emailing, surfing, gaming, 
downloading, blogging or podcasting?

• We receive 5 times as much info every day as 
we did in 1986!



MOST PEOPLE LOVE TECHNOLOGY

• Makes our lives easier, faster and more expansive BUT…

• 84% of people worldwide ……..

• One in four people ……….

• Adults 25-30 age , 75% take ……….

• Studies show social media user consumes …….

• Easy to spend more time than planned at the computer



DIGITAL “STUFF” CAN HAVE IMPACT ON YOUR LIFE, 
SIMILAR TO PHYSICAL CLUTTER IN YOUR HOME.

• Inboxes filled with years worth of emails

• Old computer files

• Hundreds of photos and videos

• Documents, you can’t find when need it





DIGITAL DEPENDENCE CAN IMPACT YOUR LIFE

• Stress, sleeping disorders and depression.

• Time pressure and mental overload

• Eye strain, back and neck muscle tension, carpal tunnel 
syndrome, obesity, sitting too long can lead to heart disease 
or diabetes.

• Texting while driving



DECLUTTERING YOUR DEVICES

• One way to loosen the grip of online overload and obsession is by 
creating the daily habit of decluttering your devices!

• Important to be aware of  what matters to you in your life, to 
become aware if how you spend your time isn’t supporting your 
life priorities.

• Digital declutter can free up your mind to focus on the important 
things in life.



LESS IS MORE! –
BUILDING THE DIGITAL DECLUTTERING HABIT

• Removing unnecessary items form your life can help you move 
forward. 

• What people don’t realize is it’s much easier to become a 
digital packrat than it is to live as a household hoarder.

• Clutter on your computer and phone is hidden away for the 
most part – UNTIL YOU TRY TO FIND SOMETHING! 



ADVANTAGES OF A DIGITAL DECLUTTERED LIFE:

#1  Speeds up your computer, phone or tablet. 

#2  It boosts productivity, improves focus and concentration.

#3  Strengthens the security of your computer

#4  Reduces stress and frustration

#5  Helps build confidence & be more disciplined.

#6 Gives you more emotional energy

#7  Improves your relationships

#8  Gives you a fresh start – it’s a “keystone” habit that impacts the choice in other areas of your life.



TYPES OF DIGITAL CLUTTER

• Wishful Thinking Clutter –

• Homeless Clutter 

• “What if” clutter-

• Disposable Clutter –

• It’s on Sale Clutter –

• Sentimental Clutter –



LET’S ASK SOME QUESTIONS!

• You might be wondering HOW BAD your digital clutter 
is.

• You are not alone, plenty of people have allowed 
their technology to get out of control.

• Start this “massive project” by putting it into a 
series of bite-sized 10 minute daily actions.  



WHERE DO YOU START YOUR DIGITAL DECLUTTERING 
PROJECT?   WITH LOW-HANGING FRUIT!

• Tackle the biggest problem area first –the device that 
bothers you the most.  

• Items that you don’t know how to handle –

• “Maybe” file – if unsure about a specific item



AS WORKING THROUGH THIS PROJECT, YOU MAY NEED TO ASK:

• Is this something I rarely use?  ( app or program for example)

• Is the information outdated?

• Am I hanging on to it because it seems like it “might” be 
important, but I don’t know why?

• Have I finished using it and see no reason to use it again?

• Am I spending too much time weighing the pros and cons?

• Is this related to a project I no longer am working on?



ARE YOU LURED INTO THE SIREN’S CALL OF 
FACEBOOK, LINKED IN, TWITTER, SNAPCHAT ETC??

• Why are we so attached to social media?     Social Comparison

• When you’re so busy DOCUMENTING the moment that you don’t 
EXPERIENCE it, 

• Make a conscious decision about how and why you want to use it.

• Write down amount of time you are willing to devote to it each day. 

• Select top two or three sites most useful, then unsubscribe 



MORE SOCIAL MEDIA DECLUTTERING:

• Purge your friends –

• Follow with care –

• Engage with care “like”, “share”, “comment on Facebook posts” 
from people you prefer to regularly see updates from.  

• Consider removing cell phone apps.

• Make a “real people first” rule. 

• Consider a social media hiatus



EMAILS OFTEN CAUSES THE MOST ANXIETY WITH PEOPLE

• Truth is – if you don’t regularly organize your inbox, it can quickly get out of 
control!

• Odds are, decluttering your inbox will require multiple 10-minute blocks of 
time, depending on your current level of email.

• Set aside a specific time each day to deal with email, - Sort by sender and 
group similar messages together.

• Unsubscribe from all junk mail services.

• Work through the backlog of older messages as you keep your inbox clear of 
new messages. 

• Unsubscribe from unwanted lists.



USE THE 4 D’S!!

• To help make quick and effective decisions whenever you open an email:

• DELETE IT. 

• DEFER IT. 

• DELEGATE IT –

• DO IT



FEELINGS OF “OVERWHELM” WITH HUNDREDS OF 
MESSAGES?

• Try to remove all emails from your inbox on a daily basis. 

• Create a system for filtering: 

Archives – (emails that contain info that might be needed later)

Automated (emails or newsletters that you want to pursue in the future)

Follow up – (relates to a specific action that needs to be completed)



CREATE RULES!

• Defer

• Delegate

• Delete or archive 

• Use Google Calendar or Outlook Calendar



LET’S TACKLE YOUR COMPUTER

• Decluttering a computer is a lengthy project and could require hours of effort. 

• File Management is first step. 

• Create a centralized “Main Folder”  with sub-folders and sub-sub folders.

• Use file names that clearly describe the nature of the content. 



OTHER TIPS

• Ever download a file to your computer and can’t figure out where it went?   Odds are it went to My 
Documents or My Downloads or desktop.  Empty your downloads folders frequently.

• Delete MOST of your bookmarks- we save them with good intentions but almost always forget about 
them.   Google can help you find anything when you really need it!

• Create a bookmarks folder with the few sites you log into regularly.  Example: have a folder of all the 
banking/investing sites I visit.  

• May want to consider signing up for a Password manager.  Make sure passwords are Strong!!!!

• Research apps on smartphone or devices to help with organization for example Evernote

• “find my Phone” app should be activated on your mobile  phone.

• Make sure to back up your devices on a regular basis! 

• Run an anti-virus program on your computer.



IN CONCLUSION

• The digital age has an impact on your relationships and lifestyle.  Important to 
define your life priorities so have clarity about where to focus your time and 
live your life!

• Make a firm commitment to your intentions/actions, especially for the ten 
minutes a day to declutter your devices.

• Write down your “digital manifesto

• The digital age isn’t going away – in fact, it’s getting more distracting – so it’s 
up to YOU to manage it for yourself!

I urge you to declutter your devices and redefine the way you live your life!


