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TOPICS:

Gaining Control of Your E-Mails and Computer Files
Having paper a foot tall in an overflowing In Box used to be bad enough. Now we are forced to endure a daily bombardment of nonstop e-mails. Many are just opened and left, cluttering our screen and our lives. Some are never opened. They just hang out in our e-mail program. Sadly, most of us have never been taught what to do with the e-mails or where to put them. 

Full of easy, practical and usable information, you will learn a system of what to do with your e-mail, where to store them so you can find them in seconds, how to get rid of them, how to totally empty your In Box and most importantly, how to cut the time you spend going through your e-mail in half.

Staying Afloat in a Sea of Information
Do you find you are being driven crazy by constant interruptions? Does it seem to take forever to complete the simplest of tasks? People in the business world are drowning in a sea of information. They are being deluged by data, e-mail, faxes, phone calls and voice mail--and the situation gets worse as the Information Age matures. Experts say, in fact, that the amount of information entering our lives will double. Many of today’s supposedly correct answers such as more technology are actually causing many of the problems. More time will be spent on processing information, rather than producing results. Consequently, overall productivity in the American workplace will sharply decline. In this presentation based on Greg’s book, Find It in Five Seconds-Gaining Control In The Information Age, you will learn five new ways to work and actually get ahead in the Information Age.

Touch A Piece of Paper Only Once… And Other Useless Rules We Have Been Taught
“A clean desk is the sign of a sick mind. If I can’t see it, I’ll forget to do it.” These and other myths about organization abound in the workplace. During this fun and entertaining program, which combines lecture with audience participation, this thought-provoking program will completely dismantle commonly held beliefs and teach you A Vetter Way® to organize your computer and office. Hear Greg blow up these other clichés you’ve heard about organization:

“Put ‘to-do’ tasks in your tickler file a few days before they are due.”

“Touch a piece of paper only once.”

“The more technology you have, the more productive you will be.”
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