14 HELPFUL TIPS
FOR NEW YEAR
DIGITAL DECLUTTERING

Provided by Rob Landis,
Binary IT Solutions

These days, our lives are intricately
woven into the digital fabric. From emails
to photos, documents to apps, our
devices store tons of information. It’s easy
to feel overwhelmed at the sight of an
endless inbox or app library.

As the new year begins, it’s the perfect
time for a digital declutter. A clean and
organized digital environment can help
you improve your productivity. It also
reduces stress. Here are some practical tips
to help you declutter your digital space.

1. Start with a digital inventory

Before diving in, assess your digital
landscape. Take stock of your devices,
accounts, and digital files. Knowing what
you have is the first step toward effective
decluttering.

2. Focus on your most-used

digital spaces

You don't have to declutter everything at
once. Start with the digital spaces that you
use the most. Such as your email, cloud
storage, and social media. These are the
places where digital clutter can accumulate.
As well as affect your performance and
well-being.

Also, focus on your primary devices. Like
your smartphone, laptop, or tablet.
Decluttering these devices will have an
immediate impact on your daily life.

3. Organize your files and folders

One of the best ways to declutter your
digital space is to organize your files and
folders. Create a systematic file organiza-
tion structure. Use clear, intuitive folder
names and categorize files logically. Use
color coding to quickly identify specific
subjects. This makes locating documents
easier and prevents clutter from accumulat-
ing. Delete or archive any files that you
don't need anymore. Back up your
important data to a cloud service or an
external drive.

4. Clean up your email inbox

Your email inbox can be a source of stress
and distraction. Especially if it's overflowing
with unread or unwanted messages.

To declutter your email inbox, you can:

e Unsubscribe from newsletters or
promotional emails that you don't read
or need.

o Use filters or labels to sort your emails by
sender, subject, or priority.
o Archive or delete old or irrelevant emails.
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INDUSTRIAL / FLEX BUILDINGS —
BOYERTOWN AREA
10,900 SF Industrial Building —

Fully Air Conditioned, Gas Hot Water Heating
System, Large Drive In Door, Dock for Box
Trucks and Fully Sprinklered.

1,200 SF of Offices, Employee Break Room,
Heavy 3 Phase Power, 14 Foot Ceiling
Heights and Clear Span Layout.

SALE $990,000. Owner willing to hold a
mortgage for a qualified Buyer at 6%.
LEASE at $7.00 SF “net”

5,400 SF Flex Building —

Fully Air Conditioned, Heavy 3 Phase
Power, Gas FWA Heat, Drive In Door,
Six Offices, Employee Break Room
and 1,000 Additional Square Feet In
Basement with Outside Access.

An Excellent Building for Light
Manufacturing, Assemblage, or
Engineering / Architects.

SALE $459,000
LEASE at $7.00 SF “net”
FOR FURTHER INFORMATION, &
CALL Ed Brooks BRODE&BROOKS
REALTORS

215-679-4200

www.brodeandbrooks.com

A Managed Service Provider
supporting small to medium sized
business with their business IT

* PC Support

* Network Support

* Cloud Management
* Disaster Recovery
* Cybersecurity

* User Training

Rob Landis

610.320.2628 » www.binaryitsolutions.tech

Cookies, cocoa and
special CD offers this

Customer
Appreciation Day

Feb 29*.

Hop into a
Leap Day
CD Deul'

Refreshments
from 9AM - 2PM.
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Fulfill Your Dreams

COME CELEBRATE WITH US!
548 N. Lewis Rd. » Limerick, PA 19468 « 610-948-9000

VictoryBank.com

Member

FDIC =1

LENDER

Call 610-948-9000 for current rates.
Visit VictoryBank.com the week of February 5th for complete details.
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ONDRA- HUYETT

ASSOCIATES,.|I
Managers & Builders

Commercial | Data Centers & Mission Critical Facilities
Industrial & Manufacturing | Mixed-Use
Healthcare | Hospitality & Resorts | Educational | Religious

Delivering Construction Services since 1995

7584 Morris Court, Suite 210 | Allentown, PA 18106

610-366-1709

ohainc.com
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GUITARS & ART

WELCOME TO THE INTERSECTION g
OF CREATIVITY!

TUNES FOR © B
FOSTERS A fors &
UNIQUE CULTURAL EXPERIENCE FOR LOCAL AREA
PATRONS, RESULTING IN THE CREATION OF NEW
Music- MAKERS AND ENJOYABLE ENCOUNTERS.
MUSICIANS AND ARTISTS FROM ALL WALKS OF
LIFE ARE WELCOME HERE!

MUSIC LESSONS « GROUP tNSTRUCTION
INSTRUMENT SALES « ART & PHOTOGRAPHY

GALLERY

WORKSHOPS & EVETS
CONTACT US
WWW.GUITARSANDART.COM 1-833-696-8737
(S GBS IS 1041E. PHILADELPHIA AVE,

GILBERTSVILLE. Pt 19525
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Joe's

Landscaping Service

Our Services are

We are a full service landscape
and lawn maintenance company
setving the needs of homeowner's
landscaping projects large or small.

tonyandjoeslandscapede;ig:l.fom o
Ph: 610.775.5380 | E: toninog:l.ou@ao'l.com"

New YEAR DIGITAL DECLUTTERING
(Continued from page 15)

e Set up a folder or label for the current
year, quarter, or month, and move your
emails there.

e Refresh your email signature and make
sure it has your correct information.

5. Clean up your social media

Social media can be a great way to
connect with others. But it can also be a
source of digital clutter. Especially if you
have too many accounts, posts, messages,
or notifications.

To declutter your social media accounts,
you can:

e Delete or deactivate any accounts that
you don't use or need.

e Unfollow or mute any accounts that
don't add value to your life.

e Clear your message inboxes and delete
any spam or unwanted messages.

¢ Delete or archive any posts or photos that
you don't want to keep.

e Adjust your privacy and notification
settings to suit your preferences.

6. Review your subscriptions

Another way to declutter your digital
space is to review your subscriptions. You
may have signed up for services that you
don't use or need anymore. Cancel any
subscriptions that you don't need. These
may include streaming services, member-
ship sites, cloud services, or mobile apps.

This decluttering move can help you
save money besides streamlining your
digital environment.

7. Review and delete unused apps

Apps can dutter your device and drain
its resources. Review your apps and delete
the ones you seldom use. Keep only
essential applications to optimize device
performance.

Old, unused mobile apps can also pose
a security risk. If you're not using the app,
it's likely outdated. Update any apps that
you're keeping to properly secure them.
8. Clear your desktop and

downloads folder

A cluttered desktop and downloads

folder can hamper productivity. Move files
to appropriate folders and clear your

desktop. This creates a clean, distraction-
free workspace. It can also speed up your
computer.
9. Secure your digital identity

Review your online accounts. Delete
unused accounts and update passwords
for security. Consider using a reputable
password manager to enhance your online
security.
10. Evaluate your digital habits

Reflect on your digital habits. Identify
time-wasting activities and limit them. Set
boundaries for social media and focus on
meaningful online interactions.
11. Create digital detox days

Set up specific days for a digital detox.
Disconnect from screens. Engage in
physical activities and spend quality time
with loved ones. Regular digital detox
fosters mental well-being.
12. Streamline notifications

Excessive notifications can overwhelm
and distract. You may feel like you're not
getting anything done because of constant
interruptions. Customize app notifications,
allowing only essential alerts. This
minimizes distractions and enhances focus.
13. Invest in digital tools

Use productivity apps and tools. Project
management apps, note-taking tools, and
calendars help streamline tasks and
enhance efficiency.
14. Practice regular maintenance

Digital decluttering is not a one-time
task. Its an ongoing process. Schedule
regular maintenance sessions to keep your
digital life organized and clutter-free.

Need Help with Data
Management Solutions?

Here's to stepping into the new year
with a clear, focused mind and a more
organized digital life. We can help you
keep your data under control. We offer
effective data storage, backup, and
management solutions. Contact us today
to schedule a chat.

Article used with permission from The Technology
Press.
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