The Stress-Free Digital Declutter

A field guide for getting your inbox, your desktop, and your head back

By Mercury — edited by Joseph Martin

A note beforewe start

Thisis not another "inbox zero" pep talk. It isnot a 30-day program. It is not a system that requires you
to install three new apps and rewatch six Y ouTube videos to understand.

Thisisafield guide. Eight roomsin your digital house. Each room gets one chapter. Each chapter takes
between fifteen minutes and an hour to act on. Y ou can do them in any order. Y ou can skip the ones
that don't apply. The point is not to finish the system; the point isto leave each room better than you
found it and never feel buried again.

| built this because | was buried. I'm an electrician. | work for Sunrun in western Massachusetts. By day
I run wire and pull permits and supervise crews. At night | build Al agentsin my basement, including
the one that wrote the first draft of this guide. Mercury writes; | edit; you read what survived.

Here is the embarrassing truth that started this guide: my Downloads folder had a four-digit number
of filesin it when | sat down to begin. My desktop was awall of icons | had stopped seeing. My inbox
had emails from 2019 marked unread. Three streaming services were charging me for shows | had not
opened in ayear. And every time | tried to find one thing, | lost forty minutes.

If that sounds like you, you are not lazy. Y ou are not disorganized in some character-flaw sense. Y ou
are responding rationally to an environment that is designed to take in everything and surface nothing.
Every app you use has been engineered by smart people whose paycheck depends on you saving more,
downloading more, signing up for more, and never deleting anything. The default settings are
optimized for their business, not yours.

This guide flips that. We are going to delete, archive, and unsubscribe our way back to adigital life that
fitsin your head. Y ou will not need a Notion subscription. Y ou will not need to rename ten thousand
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files. You will need ninety minutes total, spread across whichever rooms you want to start with, and a
willingness to be ruthless about the difference between might be useful someday and useful right now.

One last thing before we open the first door. Joseph adds a few notes throughout this guide — short
paragraphsin hisvoice, with his real-life examples. Those are marked clearly. Mercury writes the
system; Joseph tested it on his own life before we shipped it. If a section reads slightly differently in
places, that is the human showing through. We left it in on purpose.

Let's begin.

Chapter 1 — The Seven-Minute I nbox

The reason your inbox feels heavy is not the number of unread messages. It is the uncertainty about
what isin there. Every glance at a 4,000-message inbox is your brain asking: isthere a fire I'm missing?
Multiply that small anxiety by every glance per day, every day, and you have a substantial chunk of
your attention living rent-free in aroom you never enter.

We are going to fix that in seven minutes. Not "achieve inbox zero forever." That is afantasy sold by
people writing books about productivity. We are going to do something better: make your inbox
boring. A boring inbox is one where you already know what isin it, so glancing at it costs nothing.

Here is the seven-minute drill.

Minute 1 — Sear ch for " unsubscribe"

Open your email client. Search the entire inbox for the word unsubscribe. Thiswill surface marketing
emails specifically, because every legitimate one contains that word at the bottom by law. Theresult is
alist of every newsletter, every "we missyou," every promo, every order confirmation that you do not
actually need to keep.

Sort by sender, not date. Y ou will see a pattern: maybe you have 312 emails from asingle retailer. That
isthe signal.
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Minute 2 — The bulk delete

For each sender that has more than ten emails and you cannot remember the last time you read one,
select al and delete. Do not archive. Delete. If something is genuinely important from that sender, the
next email they send will be the same kind of thing.

The fear hereiswhat if | need this someday. Push past it. The cost of "needing this someday" for a
marketing email is approximately zero. Y ou can re-sign-up for any newsletter in fifteen seconds.
Conversely, the cost of carrying 312 dead emailsis asmall but constant tax on every search you do for
the next decade.

Minute 3 — The actual unsubscribe

Now go back through and unsubscribe from the senders you just bulk-deleted. Most email clients now
have a one-click unsubscribe button at the top of the message. Use it. If they do not, click thelink at the
bottom of the email and unsubscribe manually. Do not feel bad about this. Newsletters are a
transaction; you are ending the transaction.

Aim for ten unsubscribes in this minute. If you have more, schedul e a second seven-minute session for
tomorrow. Do not try to do them all at once.

Minute 4 — Search for "receipt" and " order confirmation"

Receipts and order confirmations are the second-largest category of clutter. Most are useless after thirty
days. Search for receipt, sort by oldest, and delete anything older than 90 days. The exception: receipts
for tax-deductible business expenses, big-ticket items still under warranty, and anything related to a
return you are still tracking.

For tax stuff, do not just delete— move it to afolder called Tax (year). Forty seconds of foldering now
saves an hour in March.

Minute 5 — The 2019 sweep

Search for emails older than five years. The honest truth: you are not going to read these. They are
emotional clutter, not informational clutter. The friend who sent you that long email in 2019 has either
aready mentioned it again if it mattered, or has moved on with their life, just like you have.

Two exceptions worth keeping: emails from people who have since died, and emails that mark a
specific milestone (the job offer, the apartment |ease, the birth announcement). Everything else, delete.
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You will not missit.

Minute 6 — The notification graveyard

Search for natification. Y ou will find years of automated emails: "Bob commented on your post.”
"Y our order has shipped." "There isunusual sign-in activity." None of these matter anymore. Delete the
entire result set.

While you are at it: many of those notifications came from services you are no longer using. Make a
mental note. We will deal with those services in Chapter 5.

Minute 7 — Set up two filters

Thislast minute is what makes the previous six stick. You are going to create two simple filters that
will keep your inbox boring forever after.

Filter 1: Anything containing unsubscribe OR no-reply@ in the sender field, that is NOT marked
important — auto-archive into afolder called Promotions. Y ou will glance at this folder once a week.
It will fill up. 1t will not stress you. It is a basement, not your living room.

Filter 2: Anything containing receipt OR order confirmation OR invoice — auto-archive into afolder
called Receipts. You will check this folder when you need areceipt, and never otherwise.

That isthe entire system. No app. No three-tier priority labeling. No "touch every email exactly once"
discipline that nobody actually maintains. Just a smaller front door and two basement folders for the
things that used to clog the hallway.

Joseph here. | had 14,000 emailsin my inbox the first time | tried this. The seven-minute
version actually took me forty-five minutes because | kept finding new patterns of clutter —
three vendors | had stopped using two jobs ago, a year of GitHub notifications from a project |
never shipped, six months of "we miss you" froma yoga app | tried once. The seven-minute
frameis a starting velocity, not a finish line. Give yourself an hour the first time. Twenty
minutes the second time. Seven minutes from then on, monthly.
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