
PRODUCED BY:asaporg.com

5 Tips for Staying 
Digitally Organized

http://asaporg.com


asaporg.com 2

5 Tips for Staying Digitally Organized

Digital Clutter Root Causes How Can I Simplify My Files?

Identify the root causes of your digital clutter. Think about what 
is tripping you up and where you feel the most frustrated. Make a 
plan to organize and create a system for each challenge.

Simplify your digital filing system. Outline what your ideal 
system should look like and re-organize your files accordingly. 
Pro-tip: Sort the files by date or file type to easily organize.

Map your cloud-based files to your computer. Be intentional 
about where you save and store your files. Avoid searching 
endlessly for files.

Make rules for your inbox. Don’t let your inbox rule you. 
Automate your inbox by using rules and filters to help you 
manage your e-mails. Get into the habit of triaging your inbox to 
manage your inbox with purpose.

Customize your computer’s prime real estate. Create a Zen 
desktop, update your taskbar settings, or start pinning files for 
easy access to the tools you use most. Make it work for you.
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Digital Declutter Bingo

Clean up 
 your  

desktop

Unsubscribe to 
e-mail lists and 

newsletters 

Create a Zen 
desktop with new 

wallpaper 

Clear out  
your downloads 

folder 

Pin your most 
used tools to your 

taskbar 

Map your 
cloud-based 

drives to your 
computer 

Clear caches  
and browser 

history 

Audit your  
inbox 

Review and 
turn off your 
notification 

settings 

Outline your 
ideal inbox and 
create folders 

Re-organize 
your phone’s 
home screen  

and apps 

Declutter and 
organize your 

bookmarks  
and tabs 

Delete 
and uninstall 

programs and 
apps you don’t 

use 

Simplify and 
clean up your 

e-mail file  
folders 

Re-organize 
your file folders 

and rename  
as needed 

Clean your 
computer screen 

and devices 

Set up rules  
or filters for 

e-mails 

Delete duplicate 
and bad quality 

photos 

Unfollow 
uninteresting 

content on social 
media 

Clear out  
your inbox
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