PRAGTICAL
TIPS & TRICKS



2 MINUTE RULE




3. First Things First

an inspiration
company

MMMMMMMMMMMMM



4. Eat That Frog

Flowy

Efektivne

REALIZOVAT

SMART TIME 2016



DO THE WORST HIRST

OTHERWISE IT WILL GET EVEN WORSE



learn how to say



learn how to say Y E




80% OF RESULT

80% OF RESULT



MAKE USE OF
“DEAD 73
TIME



6. Distraction Free

flowy

SMART TIME 2016



TURN OFF NOTIFICATIONS
TURN OFF RINGTONES
NO FACEBOOK
NO MESSAGES (CHECKING NOR REPLYING)
JUST FOCUS



6. Distraction Free

@ Spotify File Edit View Playback Window Help

Spotify’

Flowy

<

YOUR MUSIC

<)
ip)
ip)

ip)
ip)

Songs

Albums

Layla - Selection

Shannon Saunder
Aquilo - Selection
FlowSlow Playlist

Wet - Selection

Sabella - Selection

Q. Search

Browse

GENRES & MOODS

g4
ZEw,
. ‘

The Beatles Mood

(@)

Trending

Efektivne

REALIZOVAT

Indie/Alternative




7. Pomodoro

2

-

flowy



TomatOTi mer FAQ Settings Tweet about us!

Pomodoro Short Break Long Break

25:00
m m Reset

Keyboard Shortcuts Notifications Settings
e SPACE Start or Stop the timer You can change the audio tone and You can set custom times, audio tone
e ALT+P Pomodoro volume via Settings and volume via Settings.

* ALT+ S Short Break Desktop Notifications are currently
e ALT +L Long Break supported in Chrome, Firefox and Safari
e ALT + R Reset Timer

Video Conferencing

@ lifesize that's easy, lifelike

-_ and as remarkable
Enable Desktop Alerts Video conferencing for the i )
connected workplace as meeting in

person. )
ads via Carbon




ONE POMODORO CYCLE










Google Drive



L Disk Q, Hradat na Disku

JEDNOTKA - Spolo¢né hodnoty - spolo¢ny drive ~
I- Noveé 59 ludi

Navrhované
Prioritné

» B Mo disk
» Spoloéné disky E S ==

o’\ Zdielané so mnou
2021 - Tabor - Rozpoéet

Nedavne Dokument minuly tyzden upravil pouzivatel K..

®©
Y% s hviezdigkou
(0]
(&)

Prie¢inky
Kos
) Y  zdroje / Kniznica B zborum Forum Anonymum
Ulozisko
Vyuziva sa: 8,94 GB z 30 GB Bl Tiny By Tabor
Kupit priestor
B chaty, Klubovne a iné Ubyto... BB Archiv

Suabory

Napadnik ﬁ

Tunkgle - dharoee

@ Spravcovska konzola

Dostupny priestor: 70 %

M Letokruh promo - Time management...

Dokument minuly tyZzden nahral pouzivatel A...

Zborova kniznica.xIsx [ zbor - Studnica - Napadnik....

1
Tir

—— " —

BB Zzborové Howgh-Tu (mimo t...

BB rlinovacky

BB Akcie

SKAUTING

JE DOBRODRUZSTVI!
PRO DETI | RODICE

B8 skautingJeDobrodruzstvi.pdf

TRIMAZM

[ TRIMAZMENT - POHROMNY RADCA...

Nahrali ste v poslednom mesiaci

BB Zzborové rada, Zborovky

3 Piliere Jednotky

BB Administrativa

Kontakty na aktivnych fudi ...

BB vizuélna identita

BB ONLINE PROGRAM

KANBAN ZBOR

BB Tlaciva

Nazov ¥
B3  Korona'20
—_———————— —
SRS O e N
e
TR

Inventar kfacov.xlsx



Spravne

PLANOVAT

LBrat ma meniny...” ,Velk vipredaj v Tezenie...” Jaet Minute na www.dovolenkaxyz...”

JBridget Jonee 3. Kupif lietok na viak..” L2rudit kadernika v piatok.. ,Zaplatif FA dodavatelovi..”

,Minul ea toaletn( papier..” ,Lodlaf report za rok 2015.. ,3 tajpmetua HR...link: wwuhbr.org/."

1. SAVE

T&wuy SMART TIME 2016



Menej ako Projekt Projekt Projekt
2 min. A B C Ideas

?Eowy SMART TIME 2016



4. SCHEDULE —) ™™

Zadat’ tvorbu vizualu 12.8.

Poslat' na korekturu 15.8.

Schvélit' findinu podobu 20.8.






= Y270 Kalendar

—I— Vytvorit ~

December 2021 < >
P U s § P S N
29 30 1 2 3 4 5
6 7 8 9 10 M 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 N 1 2

3 4 5 6 7 8 9

&\ Hradat ludi

Moje kalendare )
Peter Sipos

(O Pripomenutia

RaRo kalendar

[} Ulohy

+ A

Dalsie kalendare

https://is.muni.cz/calend...

| tristan@prvyzbor.sk

(O Bratislavska skautska ob...

Zmluvné podmienky — Ochrana
stkromia

Dnes < > December 2021
PO ut
29 30

@ 08:00 Applied Cryptography - PV07¢
@ 18:00 Fotografie - prace se svétlem ¢

6
@ 08:00 Applied Cryptography - PV07¢
@ 18:00 Fotografie - prace se svétlem ¢

13

Prihlasky Fl ke statnim navazujicim m

27

® 16:00 Introduction to Service Scienct
@ 18:00 Domain Understanding and Mc

» 18:30 predpremiéra Etrimanazmentu

7
@ 16:00 Introduction to Service Scienct
@ 18:00 Domain Understanding and Mc

14
@ 18:00 PREDTERMIN - DOM

28

ST
1. dec

@ 12:00 FI:PA017 Software Engineering
@ 12:00 Software Engineering Il - PAO"
@ 18:00 Fotografie - portrétni fotografit

8
@ 12:00 Software Engineering Il = PAO’
® 18:00 Fotografie - portrétni fotografit

15
@ 12:00 PREDTERMIN - SEII

22

® 18:00 Cuméaékovské Vianoce

29

Q @ @ Mesiac ~ 1
§T PI SO NE
2 3 4 5

® 09:00 SOFTEC - nastup

9 10 1 12
@ 08:00 Domain Understanding and Mc
@ 18:00 RROR - Vizia a Role - recap

@ 00:00 Konec prihlaovani na zkusebr

@ 00:00 Konec prihlaovani na zkusebr

16 17 18 19

Vyuka Fl v obdobi podzim 2021 - kon

@ 15:20 Fotenie - Montessori

® 00:00 Konec piihlagovani na zku$ebr

23 24 25 26
30 31 1.jan 2

Silvester s Cumackami

Registrace FI predmétli v obdobi jaro !

.

o @



Al 3% 1:24

oktober 2016 >

streda - okt 19
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too FEW items in calendar

VS
too MANY items in calendar



To Do List

waw PrintabieFager nat

oooooobooooooooooooono
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Pt

Il

1]

1l

I

I

Matthew Guay

My Day

To-Do

Work

Poll ideas

Techinch

A little, important list
New List

Q2 Redesign
Zapbook

New list

Suggestions

Friday, April 21

Upcoming

Conduct user interviews
Q2 Redesign +« (@ Today

Overdue

List redesign goals

Q2 Redesign + (@ Yesterday « 3§ Today « @&

Do other things

To-Do « (& Thu, February 11, 2016 -

try out new Wunderlist features
To-Do + (& Mon, April 20, 2015 -

Review Nokia Lumia
To-Do « (3 Sun, June 9, 2013

Suggested for you

O
O

buy milk
To-Do

get car washed
To-Do

@

8 Wed, February 10, 2016 -

1 DUE TODAY ~

@

4 OVERDUE ~

TASKS ~

@
@



@ TIOKTICK

— May 27, 14:00 &) Tedey

[Z) ToDWY OaAY My
= TOAYS Crirk wilér
I CALENDWR

& WNBOX

5] Walmant Snopping

Praction pand
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P of Ny
‘Corporale Franm® Saviar

Work
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Sochal
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Sty Snacks for Tommy ooy

" Chomes ) . = F =
Ui & Crao s s HC V) Cridrm 800 Cracione

Aoty TR
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SHOW CLOSED
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To Do List

www PrintabieFager et
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e

shutterstock.com - 697204723



shutterstock.com + 697204723



The Eisenhower Matrix Example

Important

Not Important

Urgent Not Urgent
DO SCHEDULE

1. Respond to angry 1. Research new
customer. competitor

2. Send proposal to 2. Learn about high-
Andi. performance teams.

DELEGATE ELIMINATE

1. Book conference 1. Checking latest
hotel. KPIs

2. Attend quarterly

business update.

WWW.expertprogrammanagement.com



@ Trello

Pracovni prostory Vv Nedavné Vv Oblibené Vv Sablony Vv Vytvorit

) Nisténka ¥ Denné todo Osobny workspace & Soukroma

HORI - VEL'MI URGENTNE In progress DOBRE SPRAVIT - MALO AK MAS VSETKO OSTATNE
URGENTNE POROBENE - NAJMENE)
URGENTNE

DOBRE SPRAVIT - MALO
URGENTNE

IN PROGRESS

Checkni Ted talk od typka ktory sa
nechal 100x rejectnut

spravit'si foto web Dohodnit' sa s Martou na optikovi v

Stupave

web - nedoriesene otazky

=+ Pridat kartu (=]

Zistit, ¢o to vlastne znamena
“"postupne predat’ oddiel"?

Pozriet’ erazmus? poslat’ foto z minulej stredy

ked budes doma tak poriesit’ navzijom
zadarmo a love - kvéli datam navyse

=+ Pridat kartu (=] Hw AC 5

spravit’ lepsi web pre mamu

uploadnut foto na foto predmety Objednat sa k zubarovi
Nakupit kryptomenu a zacat’

investovat’
& o/5

e Stiahnut” a vypocut’ / pozriet’ si Vojtkov

seminar

¢o zobrat’z domu do Brna

AC HW04

Pozriet’ si veci k Erasmus kapit’ si halové tenisky

zorganizovat’ stretko na comm&skills Spisat’ vodcov Todo-list pre buduce

vodkyne
= &3

=+ Pridat kartu (=]

Volat" Martinej G¢tovnicke ohladom
fotobiznisu

Pozriet’ prechod do Union poistovne
kvéli preplacaniu sikromnych
Poslat reminder o sobote do infa zubdrov
+ Pridat kartu Spravit basic user testing s par
[udmi (aspori 1 neskaut ako rodic)

poslat’ feedback na hodnotenie
kvality - nemame DruZiny

zavedenie prace so skautskym
chodnikom v zbore

& o0/8

aritat’ qa liviae/Nana & vedia >

=+ Pridat kartu (=]

Vylep3eni Kalendar

Q Hledat
¥ Automatizace

NAPADY (NIE ULOHY) -
NEURGENTNE

zacat sa aktivnejsie venovat’
Scrumu?

Spravit’ dékladnu zborova datovd
analyzu

& 03

doplnit” occenie v TiP{

ozriet’ diagram od Tyciho vo
vodcoch v slacku

Rozpracovat pomocou BPMN
proces prijatia nového ¢lena do

vymysliet, ako informovat RaRov o
zmenach vramci RROR + vizii

Pozriet’ skolu Smyku

zamysliet sa nad mojim budicim
fungovanim - kanbanista

kapit" nasim este jednu citacku?

Darcek pre Jaha aj Kubka - kocky na
zrkadielko do auta

fatl - dAntlad dn alhiimin
=+ Pridat kartu




Set aside time for planning

Review your task backlog



HAVE TIME
RESERVE






__.201_ - BUZER-LISTEK

Min.: DNES

NAVOD NA BUVZER-LISTEK:

O VTSN $1 MO NA HES/C DOPEEDY (NEKDY QADEN | WA DVA)
1) STANOV 1 MAVIKY A 280100tk Lriry W

) 0BEAS $ PROVDN VIR, Mvini..mtwviuniﬂ
40) NETROKRASTINV) BVASR LIS TRV

DOPLILKOVE VECH

+) NEILO-L B 0BIEKTIVINCH DUVODU SPLNT, 03MAL TO HoDds @
+) NEDELLEL NV WATOF DEWN, BuiayY ¢ PRofaRTEd L

+) VWRER §1 JDEN MAVYK WA HESIC A DELED WO WA 4o %

+) 3 TL 3E 20 SVRER LISTEK DARDL, vDELED RESTART



SEZNAN 0SOBNICH VSPECHY



FAILURE



SEZNAN 0SOBNICH VSPECHY



SUCESS -



4‘.
o
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SEZNAN 0SOBNICH VSPECHY

SUGESS
SUGESS

SUGESS

SUGESS
SUGESS



SET ASIDE TIME FOR
YOURSELF



ENOUGH SLEEP

i













