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Today’s businessman is kept in continual excitement, without
time for quiet and rest. He goes home after a day of hard
work... to a late dinner, trying amid the family circle to forget
business, when he is interrupted by a telegram from London...
and the poor man must dispatch his dinner as hurriedly as
possible in order to send off a message to California”.

- W.E. Dodge, 1868
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Multitasking -n NTax

Language Language in
Task Alone Dual Task
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Solutions to
Information
Overload

The Definitive Guide

Nathan Zeldes
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* Solutions that improve Inbox Processing e Solutions that improve the Quality of email
efficiency — Reduction of message length
— Personal email processing strategies — Improvement of message clarity
— Group-wide agreements facilitating — Feedback on message quality

inbox processing
_ Automation of incoming email e Solutions that mitigate Interruptions

classification — Interruption control through group
agreements

— Interruption delivery blockers
— Contextual interruption management
— Other interruption mitigation solutions

— Support for filing incoming email
— Other Inbox processing solutions

e Solutions that reduce the Quantity of email

— Bans, Quotas and Postage charges on e Solutions that modify the Organizational
email Culture

— Reduction of distributions — Behavior change education drives

— Replacement of email with alternate — Other solutions related to
channels organizational culture

— Other methods to reduce mail quantity e Miscellaneous solutions
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e
EVER CHECK
E-MAILL IN
THE MORNING

AND OTHER UNEXPECTED
STRATEGIES FOR MAKING

YOUR WORK LIFE WORK

INININNNI D'VOIVA 7D NX 1D —

“This habit alone can change
your life. It seems small but has

an enormous effect”.

- Tim Ferris
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| check email a couple times daily; to reach me sooner,
click here: https://awayfind.com/jared
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action-based email

The Original 43 Folders Series
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¢ >< Inbox
) trstestmail@gmail.com

Sander Randall 8:37am

»Yankees Game Hey! I'm really looking
forward to the baseball game tonight

Anna at Voyage Privé 12:37am

»Lanzarote, Crete, Mallorca, Egypt and
Prague save up to 70 percent You

New York Deals

»40% Off Steak Dinner at The Palm |
58% Off at Brazil Bronze Glow Bar |

Facebook

»New message from Aless Balla Aless
sent you a message. "Hellloooooooo”

Tom Vignard

»Baseball Game Hi, Let s go the
Yankee game this week end. | have an

Banana Republic Factory Store

»50% off ABSOLUTELY EVERYTHING
starts tomorrow! Banana Republic

The Wedding Newsletter

»The Wedding Newsletter
Subscription Verification Welcome to

Q o = =

-~ 0

Apr 3

Apr3

Apr3

Apr3

Apr 3

Mailbox

Mailbox
Later
Lists

To Read
To Watch
To Buy
Archive
Trash

Sent

Settings

Help

Skimbox

Claire Work
Shutdown soiree

Christina Nguyen
dinner?

Brill Anshuck
got the AnderPi account!

Poppy Alcott
Fwd: Halloween, NOLA-style

Claire Willett
Fwd: teach me how to dougie

Brian Barnes
updated data sheet

Chris Fuentes
Yes
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WIRGIMN & CAAESERVATION V96585

B Tl Rirerar

@ : et i

http://www.nathanzeldes.com oT?T |M



'UNIVIN 7' ZI'N D'YNAIVIRI N'AI712D0

Tagwolf Email Filing Assistant

S2aech Indor Xirlo£
[IE — —
|| Amange By Date Nmmcn:c»?'
4 Sophia Gddoas 2057010
| RE: Performance lssue Lo Huper
} d Ewan Polard JJ‘Ml? L a Eactfoldess Y X
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‘ ] Sophia Gidboas 2W0E2010 General HR e.l.egal Marketing
RE: Budget Istue Mobile Steck Project |' =
|| (3 Deminic Patterson B062010 | é A Ob'_le §t°§|5
[ ~ W laenira B ?
' RE Omegd ~ Last lawdice Due | Q‘P{ ect FO"OW‘UP
1 Natasha Dean seno0 |
|| RE Contract Terminaticn |
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e SHOW v INCOMPLETE

I TH & L Respond to Carl ASAP
MUST DO (3)

B Respond to Carl ASAP

® Due: Tomorrow

UP NEXT

. ) Chris Cybert
Write PRD v.1 4 ColdFusion CC: Wally Schirra, Jordan Fernandez
gy 4 Last week’s mfg reports - pls read!
Review QA test plan Process
Do n Richard,
Manufacturing report details will be provided by m
not justify a laggardly response from you. | have a
until the conveyor is repaired, correct? The supply
. I f hat And tell me,
12pPM Fillout/collate TPS reports Paperwork clearance from what Ancy can tefl me
Snooze until: April 25,2013 “« ﬂ We need fab #2 up and running ASAP, so | need yo
feel about those guys, but we both know that every|
TPm Review resumes HINNE | | et me know ASAP, and Fl let you know when to g
Dr. Herr Chris Cybert, CFO
2 FM
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=B | ong Message Reminder

DA youw notice voLy massage s ovar 2 500 < : h
CHaracters fnmg? O aC

Please consider adding a surmmary to help your
recipient respond guickly.

Send Anwvway Edit Messane

I~ Don't make this suggestion in Future messanges. Heln

Is the Subject to this email correct? - SendGuard s Standss SendGuard °

You are replying to an email that is more than 28 days old.
A s bl ?
Please ensure that the Subject displayed is still appropriate.

Subject: |RE: Urgent Meeting this Friday

Change the Subject (if needed) and the click OK.
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Ferrari

(Postware) o1z xx1' 7'n nind Nn72an

nEd Elar vl s

Elle Edrt !Bw Insert Fgrmat Tools

SRR
...

i|Calculate Postage I!

£ 3e0 ) A et PostagelL 3. 8. (I

Wi To... [smd@wlﬂehowe.gov; bates@whiteho Ge
Bec.. | '
Subject: |speech draft

iAo 0 R =

Bill, Ed: Here's a draft of what I Have =0

Four score and seven years ago our faihers brought forth on this continent a new nation,
ed z I zbertv and dedicated to the provosition that all men are created eaual...
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IBM
Connections
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& 1BM Lotus Connections Home Page - Mozilla Firefox

_EEI

Menu @ ~ - @ @ [@ htp://doms5.

fweb/getuserpref

EDIC=EEE

P conmnections [T Profiles

Communities

Blogs  Dogear  Activities

Search

Profiles

My Colleagues v

2|20 x

Frank Adams
s No Activities updates 2 Blogs updates 10 Dogear updates

L@ Heather Reeds
A ¥ NoActivities updates 1Blogs updates 10 Dogear updates

Viewing 1-2 of 2 colleagues

Previous | Next

Search By:| Name [w]|
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« May 2008 >
S MTWTFS
1 233

4 5 6 7 8 9
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31

=)

@ My Activities

2007 2008 2009

Dogear
Recent Bookmarks v
Synch.rono.us

Ling Shin | 15 May | Details

& 1BM United States
Ling Shin | 15 May | Details

My Activities
Ling Shin | 15 May | Details

Viewing 1-3 of 6542 bookmarks

IBM Lotus Connections
Home
Demo

|

220 x

Friday, May 23, 2008
() 1 new responses to your posts
F View new entries in your h|gh Qrion‘!y activities

22|06 x

Previous | Next

Help
Help
IBM Lotus Support Forums

Blogs #2220 x

Latest Blog Entries

a Visiting Boston
EXM Heather Reeds | 15 May | Details w5 @2

g Cool new social software tools
»

i Frank Adams | 15 May | Details %2 @1
@ Issues with lighting installation kit
™ Frank Adams | 14 May | Details 4

Viewing 1-3 of 11 blog entries Previous | Next

Communities +lZ2l2|[] %

My Communities v

Federal Programs Community
Jasmine Haj | Today 11:26 AM
Feeds | Bookmarks | Forums

Worldwide Sales Community
4 Jasmine Haj | Today 11:26 AM
Feeds | Bookmarks | Forums

Green Hands Community
Jasmine Haj | Today 10:59 AM
Feeds | Bookmarks | Forums

Viewing 1-3 of 5 communities Previous | Next

Tools About

How to Bookmark About
IBM Lotus Connections on ibm.com
Submit Feedback

JasmineHaj | Help | Logout

' DRAG THE WIDGETS TO
ADD THEM TO THE PAGE.

E CustomApp ~

(| Sample Video ~
o
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Seriosity Attent :n0S1;77 YINN NII'VA

£® Untitled Message

! fle Edt Wew Insert Format Tools  Table Window  Help Type aquestionforhelp = X I7 I7 n
iicdsend | ) - | R | Y 3 | ¥ |55 ) ogtions,. | HTML x n ) D ¢
(iTo...  Harry Browning; Michells Fuler; jack "

] | ' 17 NNIYN
Subject: |RE: Project Meeting
PRI MT XV O PR Y LY NNIWNL *
Hi Harry,

Coming out of the meeting | had two additional ideas. In regards to the Genetron, we don't have to build it with a backwards
compatible [ongram. Instead we can use the new digital format that is being standardized this year. For the Uniplexer, which
seemed to be the most popular idea, let's also add a Hightrax integrator.

Claire

“« o wg|

MMOG

% People B
Harry_ Browning 3 3 20
S>Ves e
I'\_"Iichslle Fuller 5 6 10
v S ex) il
Jac_k Logos 3 6 10
V3 "
. 9 -
]
josit
' Summary Total: 15 y
To: 5x 3 Recipients = 15 Serios
CC: 0 x0Recipients = 0 Serias
ki Account Balance: 162
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Google
Wave

TN 2INN )7INY M Y,

‘I Google Wave - Anna-Christ...

&« C 9% htip://wave.google.com

Google wave

> O &-

@ Terms | Privacy | Sign out

Inbox 1- 17 of 27 - W BBQ on Sund

E Inbox

New Wave inzinbox

13 more
Active & Add

figh
=
[E Archive | B Mute | & Read | 5 Unread | CJ Folder | &3 Spam & Reply | [ Payback | [E] Archive | 0] Mute | & = Unread | [ZJ Folder | &3 Spami
\ —Y—B_ Me Dinner and board games — \/Vho's up for dinner 3:43 pm = Dan K (and Noel, Dan P, ...): 3:22 pm
(€] History and board games next week? I'm thinking 1 msg [ 1] BBQ on Sundayl’ T
H Spam Snapshots! — I'm really impressed with all the 3:39 pm Our house, Gpm
9, Settings nature shots we've put together! Desert &  4msgs ! '
M Trash BBQ on Sunday! - Our house. Gpm Let us 3:22 pm Let us know if you can come!
know if you can come! What can | bring? Just * 3 msgs (1]
) SEARCHES i Add a. & Sushi time? — Hey Dan and Jens, | think its time 319 pm Yes =)
To Dd's for our monthy sushi tasting dinner Tough 1 msg =]
Tiiathlon a Hey Steph, — Wanna get coffee tomorow? We 316 pm Dan Kettering Alexis Vuillemin Noel Gordon
‘e can met by the palm trees 1 msg ﬂ ﬁ T
) FOLDERS N Add . Q H Wayward music player? — Looking to return Hey. | 1:13 pm Anna-Christina & Grace Chung guess )
Apartment . think your music player ended up left on my desk 1 msg Douglas g Ofir Davidovich
See what turned up on my front lawn 1:05 pm § Vadim Gerasimov Flying back on sunday J:
e — m ,/f.- yesterday! — It's fairly |ate in the season to be & 1 msg [ 1] Dan Peterson ' -
- i i abio Lopiano
' . It's Movie Time!!!! —  Wheee - the §0's are cool  12:22 pm . UEES U -@\
Ar‘nfl_lt:hrisﬁm f  again! what about "Confessions of a Shopaholic™? 9 msgs (5] “Andrew McRae EE s 2 Stephen Ma
drinkin’ coffee Pics from a walk in Sydney... — Just from 8:05 am !
q walking around in Kirribilli { Milsons Point & A msg [ 1] H Marelle Cozens ] Sam Thorogood
|
Gallery opening this Thursday — Hey everyone, my  May 26
‘ Gregory I show is finall going up and | would love if your 1 msg Alex North
.Jens My jetlag nas et ] Any tips for combating jetlag? - Please sharel  May 26
1ag * For the first day, stay up as long as possible. Get & msgs [ 5] mJanVaughan
L
Lars Making Waves . . ’4 The Castle (Mandatory Fun) — Speaking of May 26 .
since 2007 % movies, who hasn't seen "The Castle"? Such 2 msgs [1] F:"’sg!ﬂtlelaw
ﬂNarelle m ,/f Say, here are some photos from the Kokoda May 26 =
Steph i 2 track. — Check out the broken wrist! At the & msg =5 =5
n an Favorite Place to Travel — Poll — Where do you May 25 Set my status
F! Alec Fluffy, destroyer like to go when you have time off? Brazil India 1 msg
= Who wants to see transformers?! — May 25 me: What can | bring? May 25
EAndrew M hello world ‘. ®  1msg (1]
Offsite pics! — Check out the photos from our May 25 -
5 [y _ @ photos fom : tay
:f. en H .-“ offsite Vista Goofy Helmet So fast Hikes SF & A msg I H Dan K: Just yourselfis fine, but maybem May 25
’ Casey = = M savesearch Day. | 4| Week t 1 Tags: bbg & Files *
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