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Information Overload

I_l ow quickly we've changed the way we look for and share information in such a short time. The speed and
convenience of online information and communication definitely has its benefits. However, the endless stream of
information that we face everyday can also feel overwhelming. The key is to identify tips and tools that work for you
so that you can effectively navigate through information overload.
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What you can do

B Limit Yourself. A quick five minute glance at a website can quickly turn into an hour long browsing period
if you aren't careful. In order to keep yourself from getting sucked in to endless browsing, set a time limit
for yourself before you even start. Avoid using vague language, such as "a few minutes” — instead, look at
the clock or set a timer for a specific timeframe.

B Prioritize. Identify what information or sources are most important o you and try to stop there.
For example, perhaps checking your e-mail and Facebook accounts are most important, followed by your
local and national/international news sources. Try to get into a habit of checking these sources and then
moving on with your day.

B Manage e-mail. For many people, e-mail has become one of the main sources of communicating and
sharing information. However, it can quickly turn into a black hole of spam and unanswered e-miails if you
don't keep up with it. In order to keep it manageable, try to go through and sort or delete e-mails daily.
Take the time to block spam, and unsubscribe to listservs or RSS feeds that you are not using or reading.

B Keep tabs on your personal info. Share your personal information sparingly! Just because your e-mail or
other personal information is requested, doesn't necessarily mean you need to provide it. For example, a
salesperson may request your e-mail address while processing a sale, which is then used to deliver store
promotions and may also be shared with other vendors. If you are asked for any personal information
outside of what is necessary for a transaction, ask how it is to be used and decide if you want to provide it
or not.

B Step away. Perhaps most important is taking time to unplug. Carve out time in the day, perhaps in the
evening, when electronic devices are turned off. Use this time to reconnect with your own thoughts.
Spend some quality fime with family and friends. Read a book. Participate in a commmunity event.

Go outside. Or simply relax (without feeling guilty about it!).

For more tips on managing information overload contact your Employee Assistance Program via the
toll free number or website listed below.

t 4 A .
www.apshelplink.com g Company Code: UW W

UNIVERSITY of
'i& 1-866-598-3978 WASHINGTON

ages, and other material contained on the site are for informational purposes only. The content is not intended to be a substitute for J

The contents of this artic
professional medical ad
information provided by

your physician or other qualified health provider with any questions you may have regarding a medical condition. Reliance on any
ponsible for the contents of any “off-site” web page referenced from this server. °APS Healthcare, Inc., White Plains, NY. All rights reserved

GN3610-EPO
09/11v.1



