SAMPLE

THE ANTICRASTINATION TIP SHEET

From Rita Emmett
Author of THE PROCRASTINATOR’S HANDBOOK and
THE CLUTTER-BUSTING HANDBOOK
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You must do the thing you think you cannot do.
--- Eleanor Roosevelt
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MESSAGE FROM RITA

ARE YOU A LOW-TECH PERSON IN A HIGH-TECH WORLD?

In the first computer class | ever took, the very first thing they taught us was to hit
control + home to go to the top of a page, and control + end to get to the bottom. It was
an all-day class. The next day, all | knew to do was Ctrl + home and Ctrl + end.

A year later, that's still all | knew, but | had learned that I'm not good at absorbing a
day's worth of computer knowledge.

If you still use your word processor like a fancy typewriter or your data system like a
high-tech-rolodex, find someone who has mastered that program and ask her to teach
you new tips every two weeks or so. That will give you time to practice your new tip
before moving on to another one.

Also, there are some things you MUST learn. If the next ten items leave you feeling
overwhelmed, then again, find someone who will teach you just one step at a time. Set
up a notebook or file, and type out the various steps to each skill below or find someone
who you can call for help with each of these.

To start off the new year, learn to:

. Run a full system scan using your anti-virus software

. Run a complete back up

. Scan for spyware

. Delete old files

. Set up a pop-up blocker

. Use an anti-spam utility or set up filters for your email

. Not give out personal information

If a website asks for personal information to enter the site, and you do not want to
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provide it, create an email account with one of the free email sites such as Hotmail or
Yahoo. When signing up for this email account, don't give your real information. Then
when a website asks you to sign in, use the fake email account. That way, you will not
be bombarded with spam and no personal info will have been given out.

8. Change your age Tell websites that you are under 13. Most advertisers don't want to
spam under-thirteen-year-olds.

9. Report SPAM

10. Have your computer give you reminders

When | whined to our web goddess Mickey that | wished | had "reminder software" on
my computer, she told me that | had not one, but two different ways to remind me and
that most people do, but don't realize it. When mine reminds me, it dings, and flashes a
light, and practically taps me on the shoulder and hands me a cup of coffee. It is very,
very, very cool.

If you do not know how to do one or more of the above, make up your mind that this
month you will learn at least one on your own, or find someone to teach you.

Here's to your taking charge of your electronic clutter.

Rita Emmett

Author of The Procrastinator's Handbook
and The Clutter-Busting Handbook
www.RitaEmmett.com
Rita@RitaEmmett.com

847-699-9950

To Subscribe go to www.RitaEmmett.com, scroll towards the bottom and click on
“Subscribe to FREE Anticrastination Tip Sheet

No trees were destroyed in the sending of this message, but a significant number of
electrons were terribly inconvenienced.
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