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show of Hands s

Raise your hand if you are currently using a
productivity system.

(software, based on a book, etc.)
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show of Hands s

Raise your hand if you are on track
to complete personal goals
you have set for yourself.

(Personal = not work.)
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Raise your hand if you have
enough free time.




show of Hands s

Raise your hand if one of these
questions nearly made you
burst out laughing.
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Everyone Do This

Take out your phones.




Everyone Do This

Fire up Twitter.




tveryone Do This i

If this talk reminds you of
a good idea or practice you use:
tweet it.
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tveryone Do This i

If this talk reminds you of
a question or problem you have:
tweet it.
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Everyone Do This

We'll use these at the end of the talk.




tveryone Do This i

Please don’t otherwise play
with your phone.

Or read Twitter.

(You can zone out during Q&A.)
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The TLDR oy

Use Pointers in Your Brain Code

Join the SPC(IT)C

Sane Calendars and Task
Management

How to Shave Your Yak

Fail Successfully
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Many Ways to Get Organized
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1.75

Many Ways to Get Organized

Flickr: Elizabeth, CC BY 2.0
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2/

 Use pointers to take control of what you already do.

stirucet box * p = ... .:
p->width = 20;

> A pointer is anything that tells you to go do what

you stored or organized elsewhere.

> A pointer means you can relax about where you
put things.

> A pointer tells you where to put things.
» Allows you to organize in place for efficiency.
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5.00

« Choose tools, and add goals, projects, tasks, and
information.
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5.00

* Set rules for your tools and yourself to process
everything into your next tasks and events.
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5.00

« Choose tools, and add goals, projects, tasks, and information.

 Set rules for your tools and yourself to process everything into your next
tasks and events.

* Review to keep your system matching reality, and to
plan out the time until next review.

i




5.50

Choose tools, and add goals, projects, tasks, and information.

Set rules for your tools and yourself to process everything into your next
tasks and events.

Review to keep your system matching reality, and to plan out the time
until next review.

Your system produces manageable lists with what you




5.50

Choose tools, and add goals, projects, tasks, and information.

Set rules for your tools and yourself to process everything into your next
tasks and events.

Review to keep your system matching reality, and to plan out the time
until next review.

Your system produces manageable lists with what you need, and hides
‘everything you don't. |




6.25

* These lists tell you where to go, what to do, and
when to do it.

> Neuroscience: You get N decisions per day.
» Exceed N, and you start making bad decisions.

» “What'’s for lunch” and “move my business to
Toronto” both count as one.

» Only way to refill the tank: get enough sleep.
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6.25
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6.75




6.75

set Goals and Plan Humanely

- Even Tony Robbins isn’t
Tony Robbins.
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7.00

set Goals and Plan Humanely

- Your target is your best
“good day,” every day.
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7.50

set Goals and Plan Humanely

* You can’t “give 110%"” any more than you can work
26.4 hours a day.
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7.75

set Goals and Plan Humanely

 Peak physical exercise is 5-10% of your day, with sets
and rests.
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7.75

set Goals and Plan Humanely

* You can’t “give 110%"” any more than you can work
26.4 hours a day.

 Peak physical exercise is 5-10% of your day, with sets
and rests.

 Planning peak mental exercise at all times is nuts.
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set Goals and Plan Humanely

You can’t “give 110%” any more than you can work
26.4 hours a day.

Peak physical exercise is 5-10% of your day, with sets
and rests.

Planning peak mental exercise at all times is nuts.

Compare yourself to an impossible standard, and no




3.50

set Goals and Plan Humanely

You can’t “give 110%” any more than you can work
26.4 hours a day.

Peak physical exercise is 5-10% of your day, with sets
and rests.

Planning peak mental exercise at all times is nuts.

Compare yourself to an impossible standard, and no




9.50

set Goals and Plan Humanely

* Your goal must be your peak sustainable activity.

> Peak: Not an impossible “what I should get done,”
but based on your best “good day.”

> Sustainable: You can do this all year without
revising your exit strategy to a $1.95 valuation.

» Exceptions must be defined, temporary, and
exceptional.
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12.00

seli-Document Your Brain Gode

AppleScript | tell current application { <No selected element> {

tell application "Finder"

--get the things
set thisSelection to selection

--loop through the things
set countSel to count thisSelection

repeat with i from 1 to countSel
set theThing to item i of thisSelection

--do the thing to the thing
set myResult to my DoTheThing(theThing)
end repeat

end tell

® < E
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12.00

seli-Document Your Brain Gode

tell application “Jeff Porten™

-- do you have detergent?
if not haveTidePods then

my PressTheButtonAndWaitTwoDays()
else

--have enough change to run the crappy dryer twice

because my landlord is cheap?
if not haveQuarters then
my GetARollOfQuarters()
else

--okay, I can have clean clothes this week
my DolLaundry()
end if
end if

end tell
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12.25

sane Task Management

* A task is sufficiently granular when its name is a
description of how to accomplish it.
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12.75

sane Task Management

» A task is sufficiently granular when its name is a
description of how to accomplish it.

» Tasks are hard, firm, and soft.

» Hard: consequential deadline.
> Firm: part of a project with a hard deadline.

> Soft: the date you picked at random when you
want it to be done.
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sane Task Management

O ® Forecast

O + 4 ©®© h O

Sidebar New Action Clean Up Quick Open Search Share Inspect Sync

v Today — Sun, May 6

38 items - 35 overdue - 3 due soon
1:00 AM
9:00 AM
9:00 AM
9:00 AM
9:00 AM
9:00 AM
9:00 AM
9:00 AM
9:00 AM

10:00 AM
10:00 AM

10:00 AM

9 inbox items, 29 actions
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13.00

sane Task Management

| M“éfﬂ't’s reand i
W é? 1:00 AM
Oes ma e oo o 9:00 AM

Nevéwstido soiftidsieadates. P

10:00 AM

(Exception: setting alarms and
ordering by time of day.)

10:00 AM

10:00 AM
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13.25

sane Task Management

» Almost certainly, your due lists right now are mostly
firm or soft.
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13.50

sane Task Management

 Almost certainly, your due lists right now are mostly
firm or soft.

* “As soon as possible” isn’t a due date, it’s a category:
client demand, biz infrastructure, sales/marketing.
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14.00

sane Task Management

 Almost certainly, your due lists right now are mostly
firm or soft.

* “As soon as possible” isn’t a due date, it's a category:
client demand, biz infrastructure, sales/marketing.

* Those come after hard due, and usually firm due.
Then prioritized by category.
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firm or soft.

* “As soon as possible” isn’t a due date, it's a category:
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14.25

Yak Shaving
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14.25

Yak Shaving

Have to restore crucial
client files from backup
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Yak Shaving

Have to restore crucial
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Time Machine has
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nightmare
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Yak Shaving

man diskutil corestorage

Check out other filesystems
on Wikipedia

Wikipedia entry on
Yak Shaving
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Yak Shaving

Check out other filesystems
on Wikipedia

Find Wikipedia entry on
Yak Shaving

Hey, | don’t know anything about yaks
(Bos grunnius)




Yak Shaving

Find Wikipedia entry on
Yak Shaving

Hey, | don’t know anything about yaks
(Bos grunnius)

Average rainfall in Tibet
is 17” a year

14.25
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Yak Shaving

Have to restore crucial
client files from backup

Time Machine has
eaten them

man tmutil




15.00

Yak Shaving

O Q) yak demo.ooutline

<3 B 1 100% ¢ L) + >>
Sidebar Theme Zoom Start Recording Add Column

* Need to test out various plugins

» Need features that aren’t already there

* Need to rearrange my site for better presentation

3 rows 20 words « 120 characters
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15.50

Yak Shaving

® 0O yak demo.ooutline

] B 100% ¢ 8 0 O »

Sidebar Theme Zoom Start Recording Add Column Inspect

e Prerequisites for the main task go here
v Need to test various plugins
Prerequisites for this go here
Found a couple plugins
Need to test various plugins
Use the plugin to add the features
Followups to this go here

e Need features that aren’t already there

* Need to rearrange my site for better presentation

e Followups to the main task go here, also related distractions

10 rows « 62 words 355 characters
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16.00

Yak Shavin

[ NON ) = yak demo.ooutline

v [=] Hack the theme to use the plugins (8)
¢ [/ Hacking the theme is causing problems of its own (9)
* [/ Spent two hours diddling with this (10)
e [/ Theme reverted to original (11)
e [ Maybereplace-the-theme? Hell no (12)
e [/ Came up with a truly ugly kludge to get this done quickly (13)
v [=] Need to test various plugins (3)
e [/ Found a couple plugins (6)
* [/ Need to test various plugins (4)
e [] My theme is breaking the plugins (7)
¢ [] Use the plugin to add the features (5)
e [] Need features that aren’t already there (2)
v [/ Implement the truly ugly kludge (14)
¢ [/ Modify site data to enable the kludge (16)
¢ [/ Modify the theme to show the kludge (17)

* [/ Implement the truly ugly kludge (15)

* | Need to rearrange my site for better presentation (1)

e [] List of things | want to do to make it better and more marketable, but no time now

e [ ] Fix the ugly kludge

19 rows 148 words « 773 characters
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16.50

Fail Successfully

Recognize your triggers.
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Fail Successfully

Recognize your triggers.

Identify your situation.

Keep your priorities straight.
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Fail Successfully

Recognize your triggers.

Identify your situation.

Start over.
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Fail Successfully
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Identify your situation.

Declare “Project Bankruptcy.”
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Fail Successfully
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Fail Successfully

Recognize your triggers. eclare “Project Bankruptcy.”

Identify your situation. Keep more notes.

view and generalize.
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Fail Successfully

Recognize your triggers. Declare “Project Bankruptcy.”

Identify your situation. Keep more notes.

Transition to normal.
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Fail Successfully

Recognize your triggers. Declare “Project Bankruptcy.”

Identify your situation. Keep more notes.

Reward yourself.
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Your Top Project

Where You’re Going
How to Get There

Enjoy the Trip
Put that on your to-do list.
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20.75

What the Hell Was This? «-




20.75 + 163 = 12.73%

I cut out all the hand-holding
and step-by-steps.

And the stuff for a
non-technical reader.

Like your clients, who will need you
more if they’re more productive.

Bulk orders are available.
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