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Color-coding is a great way to increase your efficiency because it saves 
time looking for things you need. It creates more time in your day because 
finding what you need in seconds enhances your productivity. Color-coding 
offers a visual cue about what an item represents or contains. Drawing a 
mental association with colors that are meaningful to us help us “go to” 
items we need with very little thinking which saves brain power for more 
important things. Use color-coding with physical elements in your office 
and desktop such as folders, notebooks and journals, sticky notes, tabs, 
flags, and labels. 

Use it digitally with folders on your computer desktop, tasks on your 
electronic to do list, and for presentations you create. Color-coding is also 
fun and adds joy to your work environment and work life! Here is a list of 
some of the common associations with colors to use as a guide. Create 
your own color-coding system based on your own personal associations 
with color so it works for you. Pro Tip: using your company’s logo colors for 
business and board-related items is a great way to use color-coding.   

Why Is This Knowledge Useful? 
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BLUE
Honest. Reliability. Support. Use for company 
items. Blue skies make this color perfect for 
travel-related items.   

YELLOW
Positivity. Inspiration. Warmth. Use for team  
and event planning. This happy color is also 
great to use for kudos and inspirational quotes 
and mantras. 

ORANGE
Enthusiasm. Creativity. Under construction. 
Use for projects you are working on and 
brainstorming activities.

Growth. Revitalize. Prosperity. Use for financial 
information. Green is the color of grass. Use for 
sustainability and community efforts. 

GREENRED
Action. Attention. Confidence. Use for priority 
and time-sensitive items. A red folder on a desk 
indicates importance. Red flag electronic items.  

TURQUOISE
Calmness. Balance. Peace. Use in your work 
environment and on your desktop. Set the tone 
for peaceful and productive days with this color.  

GRAY
Practical. Stabilizing. Reliable. Use when 
presenting information to others including your 
executive. It demonstrates you and your ideas 
are solid as a rock.

WHITE
Clean. Simple. Clear. Use it to inspire hope, 
clarity, and open-mindedness. Refresh your 
workspace with this color. Hang a whiteboard to 
develop new ideas. 
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