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Who am |?

» Property Investor

» Software Engineering Manager
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Organising Yourself - Quick Reminder
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e Quick
Organising Yourself Reminder

Skills & Tools - Foundations to Be More Effective
Task Management & Workflow - Getting Things Done
Habit Formation - Behaviour & Identity Change

Knowledge Management - Building a Second Brain
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Task Management - Asana
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Task Management Quick
Reminder

» Capture - Write everything down.
» Clarify - Make it outcome oriented and actionable.

» Organise - Put it in the right place so it can be quickly identified and acted
upon when required.

» Reflect - Review frequently, at different levels, to retain control and focus.

» Engage - Take action.
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Task Management Asana

Capture - Add Task, Notifications, Email Forwarding.

Clarify - Assighee, Description, Subtasks, Collaborators/Mentions.
Organise - Sections, Projects, Tags, Start/Due Dates, Dependencies, My Tasks.

Reflect - Recurring Tasks.

vV v v v Vv

Engage - Unicorn!
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Setup - Basics

° » E3@®

" noviahomes.co.uk

Perzonal &

*
blie Admin Console

Maore >

My Profile Settings...

Log Out

Rich Ingle
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Profile Notifications Email Forwarding Account

Language
English v

First day of the week
Automatic Vv

Advanced Options

Show task row numbers
Enable compact mode

Display Apps

[0 Enable color blind friendly mode (protanopia and deuteranopia)

Show occasional celebrations upon task completion

Backgrounds

Silvered

Winter

NOVIA HOMES

Hacks

Minersl

Asana
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Setup - Notifications (1 Asana

My Profile Settings Email notifications

Profile  Motifications  Email Forwarding  Accoumt  Display  Apps  Hacks Freferred emal 0 2bout notifications

richi@noviahomes.couk

Do not disturb

Send me email notifications for:
Motifications paused wntil 05:00

B Activity updates

Q Resums notificstions Mew tasks assigned to you, @mentions, and completion notifications for tasks you're a collaborator on

[0 Daily summaries

Schedule

MNew tasks assigned to you and upcoming due dates

8 Do not notify me from: | 21200 To: | 05:00 Weekly reports

Status updates on projects in your portfolios

Do not disturk me on my days off

+ Add Mew Email Rermove Emiail
Mon Tue Wed Thu Fri Sat Sun

Rich Ingle 1
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Setup - Notifications (2

Browser notifications

Send me browser notifications for..

() Tasku pdates

You'll be notified when there's 3 comment on a task you're following, you're assigned a task, or you're

sdded a5 a collaborator 1o & task

) @Mentions only

You'll be notified when someone mentions you

® Mothing

You won't receive browser notifications from Asana

Rich Ingle
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>

Manage

General

My tasks for today
Sent daily

Overdue tasks summary
Sent on Friday

Activity

@Mentions

Updates on my tasks

Updates on other work

More

Sound

NOVIA HOMES

Asana
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Capture - Email Forwarding Asana

Profile Motifications Email Forwarding Account Display Apps Hacks

You can create tasks & converzations from email addresses associated with Asana.

Create Tasks by emailing x@mail.asana.com. Tazsks emailed will appear in your My Tasks list.
» The subject ins will be the task name
® The body will be the task description
®  All email attachments will be attached to the task

® You can o teammates to add them as task collaborators

Create conversations by emailing [team-name]@mail.asana.com. For example, marketing@mail.asana.com

goss to the Marketing team, and customer-success®mail.asana.com goes to the Customer Success team.

EMAILS SENT FROM CREATE TASKS & CONVERSATIONS IN
rich@noviahomes.couk noviahomes.co.uk A
richingle2016@gmail.com Perzonal hd
info@novishomes.co.uk novishomes.co.uk e
admin@noviahomes.co.uk noviahomes.co.uk A
+ Add New Email Remawve Email

» https://asana.com/guide/help/email/email-to-asana
|

Rich Ingle 1
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Capture - Tasks (1)

&) Tas
je
+ Add task B ﬁl {D tg (_§-) o : D Conversation

o)
Make publl ~— TE3M

~ Today
T ®

,Q, Invite

This is a global add. You still

This is a local add putting the task in the line need to set the project/context.

below your current focus.

- X

L S L T e Task Name
@ r.’.’r'me 3 task name For . Richara Ingle % n Project
Description
P e R T ST e —u - —

A @ @ 0 B 2 CreateTask

Rich Ingle
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Capture - Tasks (2)

> B3N = 495%004:32
&« ESI:-‘EVDecember 2020 >
¥ Purchase

¥ Renovation Setup
¥ Renovation

¥ Running Setup
¥ Running

¥ Recurring

Rich Ingle
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Asana

™ g BB N{@ =, .4 95% W 04:32

P

L9 Public to SPE December 2020

Task name...

Assigned to \
. Richard Ingle l:] Due Date
Description

@ SPE December 2020

+ Add Subtask

0 +(0  CREATE

® @ & &8 & @ -
1 2 3 4 5 6 7 8 9 0

QWERTVY U I 0P
NEEENED N
& Z X c VB NM &

1#1 , English (UK) . Next
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Clarify - Task Definition Asana

Task Name - Short, Descriptive

Project - The context.

v v v YV

Description

» Background Details

» Clear Acceptance Criteria

» Mention with @ (they get notified)
» Collaborators - Tag for notifications

» Subtasks &

» Due Dates

Rich Ingle
03333 034 487 | rich@noviahomes.co.uk

Assignee - Who Owns it now (in thei r my tas ks) Description Richard has asked me to put together 3 presentation that covers the tool Asana.

Write Asana Presentation

Assignes . Richard Ingle C’f

Due date B ) 14 Dec
Projects ® SPE December 2020 Untitled section ™~
Tags Laptop *

Audience is the 5PE crowd some of whom may be familiar with the tool others it may
be new to. | have 15 minutes so should cover the basics of being organised and feed
that through inte showing how Asana functionality links up to it.

Dione when:
« Prezentation has been created in google drive.
» Chez or Kelly have proof read it
= I've done a test run in under 15 mins

Subtasks

(—f) Draft Presentation Flow
@ Flesh Qut Sections

@ Add In Mobile Screenshots
@ Prep Live Demo Project
() Gatit Droof Read

(—‘) Trial Run

+ Add subtask

- AN
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Organise - Structure

Apollo, Inc.

ORGANIZATION ‘

©

aam
TEAMS
Marketing

Virtual event

PROJECTS

TASKS

Send invites
—\
N
-/

Create
prese ntation

SUBTASKS @ @ D
COMMENTS N

Rich Ingle

ﬁ

(=
Q

campaign

(

|

Organization: Everyone in your Asana domain.

Team: Evergreen groups of people collaborating
across multiple large efforts.

Project: Large effort (~10+ tasks) that a group of
stakeholders or entire team works on over a period of
time.

Task: Any effort that can be accomplished in a few
minutes or work days. Tasks are generally part of one

or more projects.

Subtask: Breaks down a task into smaller steps. (You
don't need to see it in other views.)

- AN
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Organise - Projects (1)

[~ 8% N{E = 4 95% W 04:33
o ? Upgrade . Projects
All B

eeeeeeeeeeeeeeee
':-3' Tazk

ustomize . a 1 u"mni :dwards Road (HMO)
= o
(= Project
21 Oxford St
=zi) + B 2 members
D Conversation
- rketing

mmmmmmmm

2 Team

,Q, Invite

Rich Ingle
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Organise - Projects (2)

» Blank Project
» Templates - Paid plan only

Create a new project

How would you like o start?

+ a0 B

Blank project
Start from scratch

Use a template
((hoose from library

Impaort spreadshest
Add from another tool

Rich Ingle
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Asana

> 23 NER = 4 94% W 04:33

N ew p rDJ e Ct SPE December 2020
fl] CREATEIN 82 Novia Homes

Project name
LAYOUT

SPE December 2020 & st

@ Organize your work in an itemized list

97 Board
O Organize your work like sticky notes across columns

Team Privacy
Mowvia Homes b Public to team b
Default view
- — [ 1L 1] o U
—aiis lll Board @ © 5 = e
TR234)50067)18Q9)0
+ B + / —
q w e r t y u
-_— . . (7 ¥ ! @ # % @ D
m=  Timeline Calendar aflsfdiflaglhl]li

© 2z x ¢c vbnmd &

#1 English (UK)

Create project

- AN
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Organise - Sections Asana

[~ B3 N{@ = 495% 00432
a SPE December 2020 ~ () ¢ os=: ¢ ([ SPEDecember2020 R
List Board Timeline Calendar Dashboard » Purchase
o ¥ Renovation Setup
» Groups tasks in ¥ Addk |~ v Ranovaton
projects R - s
¥ Running
* Purchase v Recuring

- Renovation Setup

* Renovation

SPE December 2020 ~ |
* Running Setup

List Board Timeline Calendz

+ Addtask | w * Running

Add secticn Tab || W i
#  Taszk nam - Recurrlng
Add milestone._. ]

* Purcha
+ Add section

i
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Organise - Dates (1)

@ Present at SPE December - Asana & Evernote

» You can set start and due dates.

Asana

Marketing JEl IR

" Marked for Today
Mark for Upcoming

Mark for Later

TAB+Y

TAB=LU

TAEB+L

» Start dates are only available in the paid version. They can be used to hide a

task from your list and have it appear on the start date.

» In the free version you can simulate this using due dates and Upcoming or Later in

My Tasks.

» Due dates will appear as
» Adate in normal text when due well in the future.
» The day in text when due within the next week.
» Green when the task is due today or tomorrow.

» Red when the task is overdue.

i
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. Today

Today
Yesterday

B Today
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. Today
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Organise - Dates (2)

» Recurring tasks.

» Very useful for review reminders,
reflection and habit formation.

Rich Ingle
03333 034 487 | rich@noviahomes.co.uk

Asana

Buy SPE ticket for next month

Assignes . Richard Ingle [C]

oh
Due dats E 21 Dec
Projects 2112420 % | { Add date range
Cescription o uy-a-ticket ;1
{ DECEMEER 2020 ¥

+ Add subtask 7 (8) 9 w0 om o2

4 5 & ] g 10
€27 Repeats Monthly ~ <
-
Cn day Daily
G:, Weekly
+ Monthly
Yearly
Periodically -

- AN
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Organise - My Tasks (1) Asana
g

1 task completed today

» Where | spend most of my time.

» Sort order.

» 4 core sections. o .

» Recently assigned - By you or others.

& Incomplete tasks t Sort

» Today - The important do now list.

" Mone

» Upcoming - Tasks due soon come in hert == Project
» Later - Out of sight, out of mind. » Recently assigned Dus Date
* Today Likss

b Upcoming

» Later

i
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Organise - My Tasks

JOE® 1+ QO

r.
W

®

4

(OMONONC;

Recently assigned

Buy SPE ticket for mext month

Write Azanz Prezentation

Today

Prezent a3t SPE December - Asana & Evernote [Flazh Out]
Process Payroll
Habit: Write Mext Day Plan. 1 Important Mot Urgent.

27ER Get a Mortgage [Appeal Knotweed Rejection - Call Ben]

Upcoming

Monthly General Investment Email Update
Maonthly Mileage and Expenses [~30 Mins]
90 Day Goals Update [Fortnightly]

Hire a Virtual Assistant

Rich Ingle
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o 10

Marketing
General .. WLE

Today

Lomg Ter_. REGGLEN

General __

L2 Tussday
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Organise - Tags

» Can be used for context e.g. Phone Call, Laptop, Out and About.

» Gives another possible view over your tasks.

i
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Organise - Inbox

Today

[ Your tasks for today

8 53CT Get a Second Charge for Simon Ingle [Wait for Call]

Y t k 8 2655R Setup Mew Boost Top-up App [Waiting for Reply on Whers to Logon]
» Your tasks.

Yesterday

» Tasks where you are a o |
collaborator. © Listen and Take Notesfrom Podicasts

. ' Kelly.lngle . .
» Check regularly (or use different © 2r0 s e o i v

settings e.g. email notifications).

53 Cariton Terrace (HMO) » (& 53CT Pay Alex £80 for Touch Up Works
) Add Transaction to Xero 7

> Essentially don’t miss a thing' eo:‘:r:m.l'veadded'n:lastnightwithtwopictunes.

Yesterday at 0957

» Acknowledge them!

esterday at 0958

i
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Reflect

» Aim to review weekly.
» Remove unimportant items.
Clarify again where needed.
Consider what has changed given newer information.

Re-prioritise as necessary.

vV v v v

Have trust in its state.

i
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Engage

» Now you are organised you can just get on and get things done.

» Look out for the Unicorn!

i
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Knowledge Management - Evernote

i
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Quick

Knowledge Management Reminder

» Building a second brain.
» Quick to find information you need.
» Consider compression vs context. Use progressive summarisation.

» Raw notes > bold/highlighted passages > summary.

i
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Knowledge Management Evernote

Capture - Unsorted Notes Inbox.
Clarify - Sort.
Organise - Notebooks, Notebook Groups, Tags, Favourites, Sharing.

Reflect - Progressive Summarisation

vV v v v Vv

Engage - Just do it!

i
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Setup - Basics

Evernote

- Synchronization
- Mavigation

™ [\ote

- Search

- Shortcut keys

- Language

- Reminders

- Clipping

Rich Ingle
03333 034 487 | rich@noviahomes.co.uk

# Options
- General o Change language related preferences.
- Synchronization -
... Nawigafion User interface
- Mote Language:
- Search ‘ English [en-U5] ~
- shortcut keys Spelling checker
W anguage
[~] Check spelling as you type
-- Reminders
Clipping () Use default language: English
.. Piinfing (®) Use selected languages: English (LK)
‘ Select languages
# Options
- General [] Create new note in a new window

[+] 5et new note focus to title
[~] Assign selected tags to new notes

Mote view options

[] Allow images displayed as attachments
[] Always show PDF documents as attachments

[ Always display formatted date
Mote editing cptions

# Options O *
_m General options for working with Evernote,
Sythrofmzahon Application
- Mavigation . .
Note [[JLaunch Evernote at Windows login
. Search [JEnable beta features and updates
. Shorteut keys [v] Automatically check for updates
.- Language [~ Show helper notifications
.. Reminders [JUse Outlock contacts in Work Chat
.. Clipping [~] Enable Hardware Acceleration
.. Printing User Interface
Left panel therme: | Default (dark) ~
Default Motebook
Save notes to: "Unsorted”
Select default notebook |
Evernote local files
[[]Show advanced opticns 0K | | Cancel

NOVIA HOMES
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Setup

VS0 Mote  Format

+) New Note Novia Homes - Knowledgebase ~ 233 | Capital Allowances & share v @ o
Shortcuts ] P IE [l Novia Homes - Knowledgebase »  Add tzg... omnyfm~ 2509200~ A
Search notes Q |~ [segoeun < a~8B I U F & 0= 5 o=~ #H - | e & 2 ® |«
Getting direct to vendor marketing right 4 Created by Rich Ingle, last edited by Rich Ingle and shared with 3 more
Left Panel F10 S
. it lye sl proerty ourcing-prf pocas.. Sources
N ote Llst F1 1 . . ' ed- /- podeast/sap-018 (with Artaur Kemp)
Virtual Assistants (VA) & Outsourcing (On The Gro...
Sources Summary

Mote Panel
Tags View
Chuick Search
Shared with Me
Work Chat

Search Information

Editing Toolbar

Tools

- View

® Novia Homes - Knowledgebase - towpingu@gmail.com - Evernote

File Edit View Hote Format Tools

= sync

@ 90 Day Gozls

Help

Ctrl+F11
Ctrl+5Shift+T
Ctrl+C

Help

B Accounts

[ Financial Review (3 Periodic Review

Finance

Sources Mark My Words - Hidden Cost Of Property Finance
Summary True Rate Remember that shorter deals cost more ..
13/11/2020

Taking Money From Your Limited Company
Sources Joshua Tharby on FB: Take £20,500 tax free from your

limited company?! My Motes As of 24/10/20 via Joshua Tharb.
06/11/2020

Investors

Sources Rob Moore on Investors Summary Have a good
qualification process Get Proof of Funds Must comply to FC...

Ctrl+F10
Fa

Capital Allowances

Sources

Novia Homes - Knowledgebase =

32 notes

Search notes

Getting direct to vendor marketing right

Sources

https://player.fm/series/property-sourcing-profits-

26/11,/2020

Airbromld Arrmicdmmds MIAY 21 Mecbenmsreimes (e T

Rich Ingle

I Capital

= a]

. Snippet View
Card View
Top List
Side List

[ Nowi

Notes: 32 of 797

Thumbnail View

Always use for Notebook "Novia Homes - Knowledgebase”

Land Registry
Sources . Key Notes . Titles Additional Price Paid entries

include transfers under a power of sale/repossessions, buy-t.
16/08/2020

Directors Loans / Fixed Loans / Loan Interest Paym.

My Summary Directors loans Can come with interest charged
by having a loan agreement in place. Suggested this is done ..

Lease Finance

My Summary TBD 2020/08/03 Claire Saundars
Ltrl+F2
Ctrl+F6
Ctrl+F7
Ctrl+F8
Ctrl+Fg

[ Snippets / Quotes

Evernote

[ Gareths Stag (77/2020) (5 List of Outsource-able Tasks (Ric.. ) 90Day Goals & Rich/Chez Catch Ups

« What are capital allowances?
o When you invest in your properties, in your business you can claim capital allowances on the assets you buy. Typically, these things are called plant and machinery and it is all of the second fix items in
praperty, all of the things that make it work and are not part of the structure.
o Ifyou are making profts, rather than paying tax on these profits you can use the allowances to reduce your taxable profits to not pay any tax. Itis & sideways loss relief.
© ‘Asa rule of thumb, 20% of the purchase price will b the capital allowances you can get
* When can you claim capital allowances?
© When you buy & property, you buy all the plant and machinery ‘the second fix items’ 25 part of the purchase. It's the valuation of those second fix items that you can claim as part of the purchase price.
o Ifyou already own property capital allowances can be claimed retrospectively, Under our current tax system, you an go back and make adjustments in previous years. There is no time limit. This means
if you are entitled to capital allowances you can make the adjustment and resubmit
o Ifyou are developing a property far SA you may not spend a huge amount on the purchase of the building e.g. an office block but will spend mare an developing the property into SA. You will be putting
more plant and machinery into the praperty and this is what you can claim an.
* Which properties qualify?
© Holiday lets and serviced qualify fer
© Ifyou buy a commercial property it qualifies, but you cannot claim capital allowances on dwelling houss, A mixed-use property qualifies but if the flat nit is someone's private dwelling that part doss not
qualify.
© You can only claim capital allowances once in a properties lifetime. If you buy a house and convert it into flats it will not have qualified a5 a dwelling but will qualify as flats

 If you buy properties from groups that are exempt from tax such as local authorities and charities then you will be able to claim all of the capital allowances yourself.
o It will help you to look at deals in a new way' / You will be able 1o loak at & deal that may be unattractive to others and know that because factoring in capital allowances value it is @ pesitive
oppertunity’
© You cannot claim capital allowances on residential property. That means is we buy residential and convert into servieed accommedation we can claim all the allowances available.
* How can we make the mast of tax relief on SA7

VAT on Building Works  The property company will invoice the operating campany a cost for rental, if this is equal to the prafits of the operating company then the prafits iy inta the holding company where you
Stﬂt Bﬂ can utilise capital allowances to offset the profits.
LS r Sources https://www.gov.uk/vat-builders My .
?gmmary Exemption details provided by Sall.. « Other .

o 150% of what you invest can be claimed against:
= Lend remediation
= Any money spent cleaning up problems such as Japanese knotweed and ashestos qualify.
= Enhanced copital allowances
= These are in place to incentivise people to help reduce the worlds carbon footprint. Investing in energy efficient plant and machinery will qualify for enhanced capitel allowances in large scale
prajects.
o When buying 3 property that's mostly ready
= You should make sure you have the contacts for the owner,
= You need to dlaim within 2 years.
= Must be done alongside the current owner.
= Can put clauses into the contract to indicate you can do this later on (cthenwise they might claim themselves beforehand without you).
© You can claim £1M per year and then 18% of amount over that (rest carries forwards). True as of Mar 2019,

Words: 840 Characters: 4800 Size: 6.6 KB

03333 034 487 | rich@noviahomes.co.uk  NOVIAHOMES
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Capture - Clipper & Email Evernote

@ ® % DGEE O LN =@

Other bookmark

Surrey Property Exchange s >

Save dlip

== Article

— Simplified article

Email Notes to [@m.evernote.com (?)

|=| Full page o
By Email your notes, snapshots, and audio clips directly into your account.

' Emailed notes will go directly into your default notebook.
[} Screenshot

i
Rich Ingle ’\
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Capture - Notes Evernote

# Engineering - Unsorted - towpingu@®gmail.com - E
File Edit View MNote Feormat Tools Help

S Sync [§] 90 Day Goals  [5) Acco

About this tamplate

The GTOE Indidual Projact tempiate & designed
o ing Tor a specil jact ized
MORNING GRATITUDE arm:“g;ﬁ -
aach antt every project thal you'd fke io ouline.

o e . Title o =
Engineering - Unsorted e e
This template i broken down into sic main

s Iz E [0 Movia Homes - Unsorted = | Add tag... sactions: The Progect, Time Frame, Detals, Lists,
1. Resouras, and Nates,

Search notes Q|- | v" v| a~- B I U z The Project

Untitled note

. ) 4
Start writing, drag files, or choose a Template Project Title

Time Frame
Gratitude Journal Individual Project
Created 11/25/2020 Created 11/25/2020

Rich Ingle
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Capture - Notes Mobile

©

q+wﬁ e r t"y u i o IJI
al Ste'v dn fs« g h?» J k= |

4 z x ¢ v b nm &

#1

i
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Organise - Notebooks

4+ New Note

» Allow you to capture notes in one place.
Notebooks can be grouped into sections.

Setup is entirely up to you and what fits your
way of working.

Rich Ingle
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Organise - Shortcuts Evernote

» Notes can be added as shortcuts to the top menu for easy access.

» Work out where you go regularly to save time.

% All Notebooks - towpingu@gmail.com - Evernote
File Edit View Mote Format Tools Help

S Sync [5) 90 Day Goals [§) Accounts  [5) Financial Review  [§) Periodic Review  [5) Snippets/ Quotes (5] 90 Day Goals  [§) Rich/Chez Catch Ups

i
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03333 034 487 | rich@noviahomes.co.uk  NOVIAHOMES



mailto:rich@noviahomes.co.uk

Organise - Sharing Evernote

» When working within teams sharing Notebooks is
critical for common knowledge.

» Do this through right clicking them on the menu. Create Notebook in “Novia Homes"...
Rename
Delete...
# Share within Evernote x

Style...
E Novia Homes

TN e

Remember View Settings

Remowve from Stack

Message (optional)

Add to Shortcuts
Export Motes...
@ Shared with 3 people @ P
9 3 others can access "Novia Homes" notebook Modify notebook permissions
Properties
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Reflect Evernote

» Some unsorted notes is fine.

» Progressive Summarisation.
» Summarise those notes with good value.

» Summarise collections of notes into core topics.
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- Knowledge
Tips Management

» Email is not a knowledgebase.
» Tagging and the effort of maintaining is more cost than its worth.

» Formatting quirks when pasting.

Toocls  Help

Font... Ctrl+D
: . Paragraph »
20 View MNote Format  Tools  Help
Style *
Undo Ctrl+2Z
Redo Ctrl+Y Insert Table...
Insert Horizontal Rule Ctrl+Shift+-
Cut Ctrl+X
Copy Ctrl+C To-do d
Paste Ctrl+V Al s
Delete Delete Simplify Formatting Ctrl+5pace
Find and Replace ] Zoom ]




Questions
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