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How to automate your life instead
of your code

Pieter Lemmens - Dropsolid
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a Randstad company



NOTSURE IFACTUALLY HAVE R
FREE TlM[ e Survive today’'s ‘'modern’ lifestyle

e Manage a constant stream of

impulses

Goal:

e How to reach a Zen state of
Mmind?

e Nothing on your mind

* Enjoy life

ORJUST FORGETTING EVERYTHING



About me

Dro PSO hhd %aédﬁeg@;l:entrum

Makkelijk Digitaal Ondernemen

Service Delivery Firefighter / Fire Paramedic 112/ Actor in amateur theatre
Manager @ Dropsolid Prevention Officer / responsible for the groups
Teacher planning of our
emergency medical
service

We all have a lot going on... Therefore you need a system to manage all of this.









Second brain (Getting Things Done)

Collect Organize Review Engage

(Action list)



Second brain (Getting Things Done)
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- NO = DELETE / ARCHIVE
- YES = TO ACTION LIST (< 2" = DO NOW,)

Organize

(Action list)

Review

Engage
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Second brain (Getting Things Done)
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ENGAGE = FOCUS

“It takes 23 minutes to get in to focus mode”

Pomodoro Technique = Focus block of 25 minutes of
focus without interruptions.
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ENGAGE = FOCUS

Dare to say ‘No’ when focussing.
e Do | have to do this immediately?
e Do | have to drop everything?

e |s this really urgent? If so, is it really important?







* Empty inbox

Tools : Gmalil

o All mails = collect, organize,
review, engage

o Rules for automated labeling

o Plugin: Move mails to GQueues

< 0 O

GQueues

Queue

Description

Notes

Tags

Assignments

Due Date

pieter.lemmens@dropsolid.com

[ o E ®» @
Inbox v
Voorbereiding volgende sprint
/
v/ Link to this email Attach this email
+ add tag |
+ assign to

Cancel Create Task

| C

C

% redmine

redmine

Elke .. David, ik 11
redmine 2

Geert, Geert 3
redmine 10

redmine

Yoeri, ik, Dropsolid 3
redmine

ik, Beate 4

redmine

Kaat, ik 2

) [[Support] |

Project Green/

Project Green/

Project Green/

[ - Prepaid s

[$ > - Drupal8 platform - Websi

Stand van zaken: vragen - Dag Davic

Sta.../Priority: Immediate [l

e-L

ZIP-file upload mogelijk maken -

Project Green/S

[§ > - Drupal8 platform - Websi

D Sta.../Priority: Immediate [lg[o]VEI=Ke

Dag Pieter - ##- Typ uw reactie bove

Project Green/3

[

2 - Dru

Pro.../}

| Voorbereiding volgende sprint - C

Project Green/

[$ > - Drupal8 platform - Websi

Intern/Facturatie / HR Nieuwe notitie werd toegevoegd. - De



Tools : gQueues

* Projects (work):

O project name, internal, operations, team,...
e Time (work):

o All tasks have a (recurring) date > Daily task list
e Context (work):

o call, read, think, write




GQlleueS ' “ Support ~ g o pieterlemmens@dropsolid.com ~

Quick Add All tasks with date ™ - e Q v @ 0 Active Archived Q v

Tue, November 20, 2018

Inbox (2) r: laatste sprint aanvullen met gebruikt budget (heeft iedereen zijn uren gelogd?) € Nov 20 g Q
= Assignments (0)
'i' Trash | i8 hitps://docs.google.com/spreadsheets/d/1-XG2FO0Mar4dWcFmb2xFWLpzBu3GZ...
> - Estimation of tickets left in backlog/RFS Nov 20
¥ Smart Queues SPRINT Create release ticket for each project for next sprint ¢ Nov 20
Al tasks with date Send retro/planning tickets to log time on in Slack <7 Nov 20
B Overdue , - [Story #76669] You were mentioned in: Prepare go-live (20/11/2018) Nov2o (4
. Due Today view email: https://mail.google.com/mail/?authuser=pieter.lemmens@dropsolid.com#inbox/t...
Due tomorrow Wed, November 21, 2018
. maanl il Sprint demo overview for each project > Charlotte ¢ Nov 21 Q
¥ My Queues
i i Nov 21
T Agile proces in kaart brengen ov iEn
Enter a note here...
B Do (2
—= . . I - hosting Deal 6131: hostin dedicated) en n (standaard Nov 21
Waiting / to trigger (0) 9 g }5 ( ) j ( ) a
R https://app.teamleader.eu/sale detail.php?id=4158261
Projects GREEN (12)
ing fi €7 Nov 21
. Project BLUE (0) Update forecasting file (ten laatste 22e of maandag er op) 2 e
i8 https://docs.google.com/spreadsheets/d/1UgfwTgl8YXystYCghpZR4fdRX3JbLY...
B Backiog (0)
import this excel file in the website on Tuesday 13/11/2018 Nov 21 g
v - Intemal view email: https://mail.google.com/mail/?authuser=pieter.lemmens@dropsolid.com#inbox/t...
B ToDo (9 .
Manual - Budget afspreken met Alex (Drupal Rocketship manual ENG/NL) Nov 21
Planning (0)
_ - Extra resource Yves inplannen Nov 21
B OPS Guild (1)
. OPS / Steven (2) > - Add GA key to live env /admin/config/system/google-analytics Nov 21 g
https://redmine.dropsolid.com/issues/76718
. Team Storm (11) This needs to be added to the configuration for the live environment, currently we are sending staging data to Google that does not needs to be tracked.
B Assigned to collea... (0) Thu, November 22, 2018
Support (0
bpart; 15) Follow-up on overdue payments €7 Nov 22 g

https://app.teamleader.eu/invoices.php

¥ Shared with me



Tools : Google Calendar

Di Wo

20 21

V Overzicht milestones (Goc , - [Story #76669] You were r hosting Deal 6131: hostint

+x Follow-up on overdue payments

- Plan volgende sprint Agile proces in kaart brengen
| _I import this excel

| b — v
«» Prepare COO meeting % -ar: laatste sprint aanvull . =

U e nies Ptk cpme e B SPRINT Create release ticket for

*

* % i t i . .
IR prepare sprint revie each project for next sprint

(O  Dinsdag, 20. november

£ Repeats every 2 weeks on Tuesday



Tips & Tricks : REVIEW

e Clean files/folders (Put files in the correct folder immediately, will save you time in the end)
e Clean bookmarks (use folders)

e Clean desktop (don't store files locally, keep everything in one place)

e Clean OS menu/dock (what do you really use?)

e Clean desk

= clean mind



Tips & Tricks : SHORTCUTS

e Use custom search engines

Zoekmachine

De zoekmachine die wordt gebruikt in de adresbalk Google v

\

. U . / New Tab q—-\ | Zoekmachines beheren 4

Zoekmachine bewerken

C O lQ Search Redmine | 27456 i
Zoekmachine
B4 LastPass: Free Password Manager | | r Giphy

el r - LastPass: Free Password Manager

Zoekwoord

=" dropsolid-sites.com ( 1)
=3 dropsolid.com (! r)

l Q. Search Google Drive |

gif

URL met %s ipv. zoekterm

https://giphy.com/search/?q=%s

Annuleren Opslaan




Tips & Tricks : SHORTCUTS

.NEW feature by Google Docs. Type this into any browser...
e http://doc.new (New Doc)

o http://sheet.new (New Sheet)

o http://slide.new (New Slide)

e http://form.new (New Form)



Tips & Tricks : SHORTCUTS

Quickly open apps e Other tools to quickly open

e CMD + space (Mac) / windows button (PC) = Search. apps/commands:

e Use to open apps, calculate, ... e https://qsapp.com (mac)

e https://www.alfredapp.com (mac)

O\ Chrome — Google Chrome G

YYYYYY

SSSSSSSSSSSSSSSSSSSSSS

Q 265.900,4*20 - 53

(&)

08

TOP HIT
3

IIIIIIIIIIIIII

EEEEEEEEEEE
Chrome Google Chrome
Version: 64.0.3282.186

Chrome 265900,4*20 =
BOOKMARKS & HISTORY

Q Chrome Browser — https://www.go...

Kind Application
@ chrome - Google Search — https://... Created 15/03/2017 5 X 31 8 = OO 8

i Show afl in Finder Modified 22/02/2018
; Last opened 12/03/2018




Tips & Tricks : SHO

Make screenshot on mac:
e SHIFT + CMD + 3 = Make screenshot of full screen

e SHIFT + CMD + 4 = Make screenshot of part of screen

e SHIFT + CMD + 4, select area + press space bar = Drag selection area

e SHIFT + CMD + 4, then press space bar = Make screenshot of 1 window
e (Mojave only) SHIFT + CMD + 5 = Show menu with above options

> Hold CTRL to copy to clipboard instead of saving file on
desktop



Tips & Tricks : Slack

e CMD + K (PC: CTRL + K) = switch to other person

¢ /remind me to do this tasks in one hour

(or ‘More actions’ > ‘Remind me about this’)

ruben

tab or T | to navigate ~ toselect esc todismiss &K to open
| °°+ | | o0
@ Pieter Lemmens 4 18:39 € Qa2 w
~ Can you do this for me?

I 7 1T%AT1T TN %W AT IT S Wl T

In 20 minutes Remind me about this >

in 1 hour Pin to this conversation...

in 3 hours Edit message




Tips & Tricks : Chrome

GQueues for Gmail / GQueues for Google Calendar

Linkclump: Lets you open multiple links at the same time.

Full Page Screen Capture Chrome plugin

Better History: A better look at your browsing history.

History

Activity

Devices

Activity Search title or url
Yesterday Monday Sunday Saturday Friday Thursday
. Feb 6th Feb 5th Feb 4th Feb 3rd Feb 2nd Feb 1st Y
23) 2212120 19) 18) 17 )61 15 14) 13) 12) 11)10) 9 8
16:00 Delete...
@ Story #62248: As an editor | want to add documents so that | can add more valuable resources to our 16:56:17

educational section -

VI website (fixed price) - Dropsolid Issue tracker

https://redmine.dropsolid.con

1/issues /62248

@ Story #62247: As a member | want to see private member news in the news overview so that | can discoverig.53:41

members only articles -

https://redmine.dropsolid.con

h website (fixed price) - Dropsolid Issue tracker

1/issues /62247

L. Starv #62246° As a membher | want ta see nrivate memher events in the aaenda sn that | can discover



In closing

Optimize personal organisation

Clear mind, no worries and

more time for fun stuff




Books that might help you

GettingThings

T?H; Art of
Stress-Free
Productivity

NATIONA

-
David Allen

https://www.bol.com/nl/t/getting-things-don

e/39492293/?country=BE

The

Procrastinator’s

Handbook

cMastering the Art

of ‘Doing It Now
RITA  “3%Ch..

EMMETT __**e®l

https://www.amazon.com/Procrastina

tor's-Handbook-l\/lastering-Art—Doing[
dp/0802775985



https://www.bol.com/nl/f/getting-things-done/39492293/?country=BE
https://www.bol.com/nl/f/getting-things-done/39492293/?country=BE
https://www.amazon.com/Procrastinators-Handbook-Mastering-Art-Doing/dp/0802775985
https://www.amazon.com/Procrastinators-Handbook-Mastering-Art-Doing/dp/0802775985
https://www.amazon.com/Procrastinators-Handbook-Mastering-Art-Doing/dp/0802775985

The end

Questions?

pieter.lemmens@dropsolid.com
https://www.linkedin.com/in/pieterlemmens

https://twitter.com/pieterlemmens


mailto:pieter.lemmens@dropsolid.com
https://www.linkedin.com/in/pieterlemmens/
https://twitter.com/pieterlemmens
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