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Who am I?

 Property Investor

 Software Engineering Manager
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Organising Yourself – Quick Reminder
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Organising Yourself

 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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Reminder

Rich Ingle

03333 034 487 | rich@noviahomes.co.uk

mailto:rich@noviahomes.co.uk


Task Management - Asana
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Task Management

 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

 Capture - Add Task, Notifications, Email Forwarding.

 Clarify - Assignee, Description, Subtasks, Collaborators/Mentions.

 Organise - Sections, Projects, Tags, Start/Due Dates, Dependencies, My Tasks.

 Reflect - Recurring Tasks.

 Engage – Unicorn!

Asana
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Setup - Basics Asana
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Setup – Notifications (1) Asana
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Setup – Notifications (2) Asana
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Capture – Email Forwarding

 https://asana.com/guide/help/email/email-to-asana

Asana
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Capture – Tasks (1) Asana
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This is a local add putting the task in the line 

below your current focus.

This is a global add. You still 

need to set the project/context.
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Capture – Tasks (2) Asana
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Clarify – Task Definition

 Task Name - Short, Descriptive

 Assignee – Who owns it now (in their my tasks)

 Project – The context.

 Description

 Background Details

 Clear Acceptance Criteria

 Mention with @ (they get notified)

 Collaborators – Tag for notifications

 Subtasks

 Due Dates

Asana
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Organise - Structure Asana
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Organise – Projects (1) Asana
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Organise – Projects (2)

 Blank Project

 Templates – Paid plan only

Asana
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Organise – Sections

 Groups tasks in 

projects

Asana
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Organise – Dates (1)

 You can set start and due dates.

 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

 A date 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.

Asana
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Organise – Dates (2)

 Recurring tasks.

 Very useful for review reminders, 

reflection and habit formation.

Asana
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Organise – My Tasks (1)

 Where I spend most of my time.

 Sort order.

 4 core sections.

 Recently assigned – By you or others.

 Today – The important do now list.

 Upcoming – Tasks due soon come in here.

 Later – Out of sight, out of mind.

Asana
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Organise – My Tasks (2) Asana
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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.

Asana
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Organise – Inbox

 Your tasks.

 Tasks where you are a 

collaborator.

 Check regularly (or use different 

settings e.g. email notifications).

 Essentially don’t miss a thing.

 Acknowledge them!

Asana
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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.

 Have trust in its state.

Asana
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Engage

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

 Look out for the Unicorn!

Asana
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Knowledge Management - Evernote
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Knowledge Management

 Building a second brain.

 Quick to find information you need.

 Consider compression vs context. Use progressive summarisation.

 Raw notes > bold/highlighted passages > summary.

Quick 
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Knowledge Management

 Capture – Unsorted Notes Inbox.

 Clarify – Sort.

 Organise - Notebooks, Notebook Groups, Tags, Favourites, Sharing.

 Reflect - Progressive Summarisation

 Engage – Just do it!

Evernote
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Setup - Basics Evernote
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Setup - View Evernote

Rich Ingle

03333 034 487 | rich@noviahomes.co.uk

mailto:rich@noviahomes.co.uk


Capture – Clipper & Email Evernote
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Capture - Notes Evernote
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Capture – Notes Mobile Evernote
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Organise - Notebooks

 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.

Evernote
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Organise - Shortcuts

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

 Work out where you go regularly to save time.

Evernote
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Organise - Sharing

 When working within teams sharing Notebooks is 

critical for common knowledge.

 Do this through right clicking them on the menu.

Evernote
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Reflect

 Some unsorted notes is fine.

 Progressive Summarisation.

 Summarise those notes with good value.

 Summarise collections of notes into core topics.

Evernote
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Tips

 Email is not a knowledgebase.

 Tagging and the effort of maintaining is more cost than its worth.

 Formatting quirks when pasting.

Knowledge 
Management



Questions
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