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Simple ways  
to save time
Whether at home, at work or on the road,  we are constantly 
trying to find more time. This race against the clock often  
causes worry, fatigue, frustration, and especially, stress.

In our society, time management is a major concern for most 
people. This is why we have prepared a special file on the subject. 
To make it easier to read, this file is spread over four editions  
of the Infobulletin, with three tips per edition. This Infobulletin 
presents part 2 of this special file. We hope that you and your  
plan members will find these time management tips helpful. 

Here are three easy ways to help you  
save time:

1.  Make smart choices regarding your schedule

Do you often feel like you’re playing catch-up? One of the 
easiest ways to make the most of your time is to take 
advantage of quieter times in the day. If you can, avoid busy 
periods on the road, at the office, at mealtimes, breaks, etc.  
Do you have a flexible work schedule? Take advantage of it  
to start your days earlier or end them later. This will let you 
enjoy some quiet time, which you can use to move forward  
on certain priority projects. 

Another smart choice? Plan to check your emails and  
voicemails at fixed times during the day when your 
concentration tends to slump. That way you can cut back  
on distractions and also make better use of the times  
when you are most able to concentrate.

2.  Ask for help 

Do you find it hard to delegate or ask for help when needed? 
Watch out for this trap. If you want to do everything yourself, 
maybe you’re afraid of having to do things over, have trouble 
trusting others, want to stay in control or need things done  
your way. Knowing about these factors is often the first step  
in the right direction. 

Whenever you can, learn to share your tasks and provide the 
necessary support to those you share them with. Tell yourself 
that the time you spend training or explaining will increase  
your productivity in the long term and will find you a team of 
valuable collaborators. Start with simple tasks and gradually 
increase the difficulty level. This will let you spend your time  
on value-added activities for you.

3.  Set aside time for the unexpected

Changes happen. Computers can have problems at the worst 
time. Other unexpected issues can arise. How do you deal  
with the unexpected? If you want an end to sporadic moments 
of panic, you need to plan your short-, medium- and long-term 
tasks with a broad overview in mind. Estimate how long each 
task will take, and add on an extra 20% to 30% buffer. This will 
give you the leeway to deliver your projects on time. 

Remember that iA Financial Group provides you My Client Space,  
a secure website that helps you with your day-to-day group 
insurance plan administration and saves you valuable time.  
My Client Space is a practical, user-friendly website that lets  
you manage your group insurance plan effectively in one place. 
Another interesting feature of My Client Space is secure messaging. 
Thanks to secure messaging, you can contact us securely, 
efficiently and in writing. You can also ask questions and make 
written requests on a single platform. It’s easy and reliable!

Sources (French only):
“Travail : dix conseils pour bien gérer son temps“ , Elle, January 2012
“Gagnez 1 heure par jour en 20 actions simples“ , JDN, September 2014
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About iA Financial Group
iA Financial Group is a life and health insurance company that offers a wide range of insurance and financial services products. The fourth largest life and health insurance company  
in Canada, iA Financial Group is at the head of a large financial group that operates in all regions of Canada and in the United States. It contributes to the financial well-being of more  
than four million Canadians and manages and administers $126.2 billion in assets.

The Infobulletin is also available on our website at ia.ca/business/group-insurance/administer-your-plan/infobulletins.

Secure Messaging:  
the preferred point  
of entry for all your  
questions and requests

As of December 1, 2016, the group insurance plan administrator 
contact centre (Customer Service) has extended its services 
across Canada. In order to offer you impeccable service within  
a suitable, uniform timeframe, Secure Messaging is now the 
primary point of entry for all your questions and transaction 
requests.

Secure Messaging offers you many benefits:  

-–   It is secure, making it ideal for sending confidential information.

-–   By directing your requests to the appropriate department right 
from the beginning, which secure messaging allows you to do, 
you will receive a reply even sooner. 

-–   With all your communications in a single location, it will  
be easier for you to manage your plan, as well as track  
and follow up on your questions and requests.

-–   Your plan members can also enjoy the same benefits  
by using Secure Messaging to contact us.

Even though secure messaging is quite easy to use, you can  
find a user guide at http://com.ia1.co/ms/en/guide.pdf and  
a tutorial video at http://videos.ia1.co/ms/en. You will see,  
it’s simple, quick and convenient!   

If you have any questions, feel free to contact your advisor  
or your iA Financial Group account executive.

In the holiday spirit and in the spirit of our 125th anniversary  
that we will be celebrating in 2017, we wish you joyful moments  
and good times during this festive season. 

A warm and heartfelt thank-you for the trust you place in us.  
On behalf of the whole team at iA Financial Group, Happy Holidays 
and best wishes for a successful and prosperous New Year!

Your Group Insurance team Happy    
  Holidays! 

ia.ca
iA Financial Group is a business name and trademark of  
Industrial Alliance Insurance and Financial Services Inc. 


