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Introduction



If you want to maximize productivity, free your mental space of things to remember and store humungous data in a single storage area, Evernote is the best platform to have. Users say that the app is incredibly useful and can be learned in a matter of hours.

Evernote’s brilliance shows up once a user uses it as his default webclip/bookmark, recipe box, app, repository of all reference materials, and so on. You’ll feel it’s great to have all information neatly indexed and easy to search across all system platforms.

The discussion here is meant to introduce you to Evernote. You’d first feel overwhelmed with the details but with helpful guidance you’ll enjoy going through the learning curve and incorporating it to your Getting Things Done (GTD) app.

The learning task can be done in a matter of hours, but if you give it more of a focus, it will take only one hour to master, so let’s start.




I. What Is the Getting Things Done System?



This exploration is for those who, for some reason of their own, have not yet taken advantage of the Getting Things Done system. The system is designed to increase people’s productivity in the office and in their personal lives. It is a method of managing one’s time, a method that is also called as the GTD method.
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The method is based on the assumption that to-do smaller tasks and bigger things like projects can be moved out of the mind to be recorded externally into notes. This allows one to break these tasks and see them as more actionable work pieces.

The method benefits mainly by freeing the user of the need to recall details of tasks and allowing them to focus on doing actions on the tasks at hand.

David Allen, author of the GTD system, believes that prioritizing tasks play a major role in the management of time. Allen developed the system with the belief that implementing perspective
 and control
 is the ultimate key to maximizing productivity. He constructed a process of workflow that makes it possible for anyone to gain control over commitments and tasks.

To improve on the area of perspective
 , he built a system that allows one to focus on six “horizons” or levels of doing things.

This horizon system is based on the idea of an airplane taking off from the ground. The first focus is compared to the runway level with the sixth or last level compared to the air level of 50,000 feet or more. As observers have noted, this Allen system is contrary to the theories that emphasize goal-setting should be of the top-down type.

For Allen, it is the opposite way that is more productive. He theorizes that it is harder for individuals to fix their eyes on big goals if the smaller tasks leading particular to the big goals are not sufficiently controlled. For him, there is a need to define and clarify the normal workday and freeing up space in the memory for one to be able to move up to the ladder or the levels of focus.

GTD, in particular, operates to improve one’s ability to store, track and retrieve details and information. Allen thinks that people experience mental blocks because there is lack in planning in advance and in generating actions that can be undertaken later without requiring more planning. He further said that the “reminding” structure of our brain is not efficient in reminding us of the things that need to be done at the time and position where it is not impossible to do them.

With the GTD system in place and with it relying on outside memories, the brain’s reminding inefficiency is compensated and the reminders come when they are needed, a hypothesis that is expressed in the brain theories called “extended mind” and “distributed cognition”.
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The GTD system allows a review of tasks that can be done on a weekly basis. This way, the user can have a better perspective of what to do next and what should be prioritized. In every review session, the user is expected to study the circumstances around the tasks and categorize these tasks for better handling. A user, for example, can categorize important meetings, calls to make, follow-up on supplies related to certain projects, and errands to do while in the supermarket under appropriate listings.




II. How to Implement GTD in 7 days



Let it be clear at this point that GTD is a time-management theory and as an applied theory, it is merely a time-management methodology. There is no such a thing as GTD software that has been developed by the author because his methodology assumes paper-note-taking as the primary method of recording data.

What we now have are technological systems and computer apps that claim to be using this methodology. Having said that, we can say that GTD is technologically neutral but the time-management ideas presented in the theory can be used in the development of technological systems related to time management.

Developers of Android, Windows 7, Blackberry, Ubuntu, Mac, Linux, IPad, Android and I Phone and others are competing with one another in terms of incorporating the GTD system for their clients to use.

Moreover, several task management applications are also implementing their brands of GTD such as the open-source task management tools that include wikiPad, TiddyWiki, Taskwarrior, EMacs Org-mode, Chandler, AND BasKet Note Pads.

On the other hand, we have the non-open-source or proprietary task management tools that include Wunderlist, NirvanaHQ, MyLifeOrganized, Toodledo, Todoist, Things, Remember the Milk, Priority Matrix, Pocket Informant, Organize-Pro, OmniFocus, Binfire, GTD Outlook Addin, Evernote and Trello.

With this sheer number of platforms to use, it wouldn’t be difficult to incorporate a certain version of GTD system into your own life depending on what is readily available and usable to you and what kind of GTD system is most suited to you. To guide you on how to implement GTD, here is a step-by-step process which can be done only within just 7 days.

Remember, however, that most of the ideas presented in this section are representatives of David Allen’s major ideas. More comprehensive and more detailed descriptions of GTD processes can be read from the GTD author’s book titled Getting Things Done: The Art of Stress-Free Productivity
 .



1. Collection



There is an art to collecting information or if you prefer, there is a science to it. Allen says that it is possible for the brain to be freed from having to store too much information. The drawback of having to keep remembering information is the brain is forced to waste energy just to hold on to the many data that need to be remembered. The brain is obliged to keep these memories or data fresh for as long as it can handle them.
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So, sometimes, you feel like forcing yourself not to stop thinking about important details. That goes on and on for every single detail that must not be forgotten. That can be said to be an act of worrying and therefore can cause stress not only to the brain but also to the whole bodily system.

To liberate the brain from such a task, Allen suggests recording of information instead. As soon as the brain gets the signal that it is no longer responsible for the information, it lets go of it, stops using energy needlessly and gets ready to receive other information or prepares to do another task.

The Evernote software and many other software of its kind have an efficient system within which you can store information. For as long as you are connected to the internet, you can just throw into the “basket” information with the use of Google Gadget or Firefox Plugin or any other web-based system of similar function and retrieve this information when you need it.
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In instances that you are connected to the internet, you can just record the information on a piece of paper and temporarily store it in a physical basket, and when you have the opportunity to go online, pick the paper and throw it in to your virtual basket.

You probably have hundreds of ideas or information circling your mind at the moment. Get a comfortable seat and start typing down those things. Temporarily store them in a folder and name the folder “things to be processed”.

Do the same for more information that will come later with an objective of freeing your mind every time. After two days and during your free time, take that seat again and open the folder. Now, you have a sufficient time to study them, delete the “useless” tasks, and start processing the tasks that need to be pursued or processed.

This is more or less what you will do with the Evernote system at the collection stage.



2. Determination of Projects and Identifying the Tasks Related to These Projects



The next step is to identify future actions towards the realization of projects or goals. This is the point where you can define a project or a goal and determine the tasks associated with it. The basis for this step is Allen’s idea that it is impossible for man to make a project. According to Allen, what can be done are actions related to the project and that a project, in itself, is not accomplishable. Further, there are many steps that should be done to make it possible for a project to be completed, not just one step.

In this step therefore, there is a need to break the project into “little” tasks and this breaking part of the process is what is called project planning. If you are not yet ready to do the breaking process, you may just have another folder to be named, for example, “make a project planning for project number 1” and then visit it later.

For this step, check the following case of project planning:


Project: Get Life Insurance



Actionable Tasks: 1) Justifying the need to get life insurance, 2) Studying life insurance offers and sorting offers 3) Getting in touch with life insurance companies 4) Determining the Capacity to Pay Premiums…


The project here is “get life insurance” which is, in itself, not an actionable task – thus the necessity of identifying actionable tasks such as those above. Now, you have to determine if the list contain only really actionable tasks. If one of these tasks cannot be acted upon, you may to discard it to a special folder which may be named as “non-actionable tasks”. Keep in mind that you may retrieve that task again in the future if sometime in the future it becomes actionable. For actionable items, you proceed to the sub-step of processing them.

Processing requires the task of determining whether it can be done now, later or if there is a need to do some more of breaking an actionable to more actionable steps. It is possible to go back to the previous step to do some more refined breaking.

For each actionable task, determine the time that you need to use to accomplish it. There are tasks that can be accomplished within minutes or days depending on the task. Assign dates and schedules for each one of them and make sure that you do them on the appointed time. Remember that it takes longer to record and handle these tasks than to do them and that if you fail to do them at the appointed, it may require you to spend more time for overhauls of schedules, records and management of these tasks.

Do not forget about the usability of people surrounding you. You can delegate tasks to others. Consider the specific context within which these tasks are to be accomplished.



3. Organization of Information



As you go through the process, there are actions that you might need to do in between steps. Below is action guide to check out every time you feel something has to be done for information or you are not sure what to do with it.

•  
Trash

 – Check for useless information and throw them away with a consideration that you will never, ever see or think about it again. If it’s clutter, it will only cause stress in the mind. If it has zero reference value or the information is non-actionable, it is better off being thrown into the waste basket.

•  
Reference

 – Assign a physical or a virtual section for reference materials. This is where your textbooks, journals, project notes, emails, important papers, tax returns, URL bookmarks, paid bills and other important documents should go.

Note: Some technological systems do not allow storing of reference material, and if your system doesn’t allow you to do that virtually, consider having a physical filing cabinet. Just make sure that you have a good system of arrangement for reference materials. Experts suggest doing an alphabetical arrangement for easy digging.

•  
Someday

 – If there are information items that you don’t need now, but you may need later, put it in the “someday” section or folder. If you are already using a GTD software and it allows assigning number for someday items, you can assign a temporarily unneeded task, such as ‘buying new garden sprinklers’, (-1) or (-2) depending on its importance or the likelihood that it will be visited soon. Numbering it this way will prevent the unneeded task from being displayed on the screen until you decide that the task can be promoted at a later time.

•  
Project Planning –

 As soon as you identify a project worth accomplishing, send it in to the project planning box. If possible with your system, schedule a date when it can be visited and broken down into task components. When visiting this box, don’t be coaxed into analyzing each project that has been stored. Remember, the value of a project may change as days go by. If you find something there to be useless in your life, throw it into the trash basket, never to be seen again.

•  
Waiting

 – Some software system have a sharing system which functions as a connection system to important people such as employees, business partners, relatives, group mates and even friends. With this system, a delegated task goes into the “waiting” section. When that task has been accomplished, you just manually operate the GTD system to remove it from the waiting pile. Unless it is removed there or it has been marked finished, the progress of the project with which the task is connected cannot proceed.

•  
Calendar

 – It is also possible for GTD systems to assign a due time for tasks. When the deadline schedule is nearing, the task appears more frequently on the screen. Again, you have the option to delete the task from the calendar section if at any point along the way, the task loses value.

•  
Task

 
List

 – This is the place for tasks. You can also call it the master list. Priority items such as those that are due soon are being moved by the task list system to a “hotlist” section. This allows you to focus on the ones that need more of your attention or make immediate changes on the information related to them.



4. Accomplishing the Tasks



All that that has been discussed so far is geared towards the actual doing of the tasks. We are now in the most important step to lock in the accomplishment of the tasks that were at one time just pieces of ideas. It is time concretize the abstract.

Check your task list because that is where you can see the sorting of things according to some criteria such as tags, priority, time estimates, goals, contexts, etc. That is also where you can see the things that need to be attended to first. Some GTD software has a feature that analyzes these tasks and routinely chooses the ones that can be done at once or the ones that can make you use your time effectively.

At this point, there’s no need to ask yourself whether the tasks are actionable or not. That determination has been done before and repeated counterchecks were made as you went through the previous steps of the process. It’s time to make actions and see results.

After a few days of successful implementation of the GTD system, your mind should be feeling more relaxed and less confused. You should feel more confident about doing things and still feel energetic at the end of the day. Lastly, you will see yourself accomplishing more and more in shorter periods of time. This is the ultimate goal of the GTD system for productivity.




III. The Importance of Context for GTD Software



Tasks are context-dependent; an idea that should be considered in the determination of projects, breaking down of projects to smaller tasks, in organizing tasks and in taking actions to accomplish the tasks. GTD experts are one in saying that contextual matters are complex and it takes experience to really understand how exactly aspects of contexts affect productivity. This area of GTD theory is still under serious investigation because of the high degree of complexity that is involved.

Thus, to be more effective in the application of the GTD principle, it is important to go beyond consideration of time and nature of tasks to do. To illustrate, one should not be reminded of the things to do at home while you are in the office. It is counterproductive and should not be entertained unless such a reminder is borne out of an emergency happening at home. In another example, it is not good to think about the need to call someone if the phone is nowhere close to you.

The following items are some of the aspects to consider with regard to context: gym, computer, school, errands, phone calls, work and home. These are just some that have been identified and we all know that the list is far from complete. This means that there are a lot of things to do not only to identify more context aspects that affect productivity but also to develop systems which can accommodate all these aspects and guide GTD users more efficiently in decision-making.




IV. GTD and Evernote



What is Evernote and how is it related to GTD?

We’ve explained above that GTD is only a method of time management designed to help people to improve productivity and that there are technological systems that apply the same principles, whether in part or wholly, espoused by the GTD system, a system authored by David Allen.

[image: image]


There are systems that have expounded or have improved on the original principles. If such is the case for a system, they have no legal right to call their system as a system other than a GTD system. Every single time-management platform that makes use of the major principles by Allen should be called only as a version or improvement or simplification or an adaptation or modification of the Allen principles. One such platform is the Evernote platform.

To define it, Evernote is combination of services and software designed for people who need to employ advanced systems of taking down notes and archiving of those notes. If you are an officer of a company or a mother who has to keep details in memory so they wouldn’t be easily forgotten, you can use Evernote for your convenience.

The Evernote system can take care of those note details, which may include a piece of text, a webpage (full or an excerpt of it), a photo, or a voice recording. The service allows a user to keep his notes in file attachments or sort them into folders, then later on tag, annotate, edit, give comments to them, search or export them.

Evernote supports a lot of system platforms such as webOS, Blackberry, Windows Phone, Microsoft Windows, Android, Chrome, iOS and OS X, Windows Mobile, Maemo, Blackberry Playbook, Google Wave, and one of the Beta editions of Symbian S60. If you prefer portable versions of this GTD system, Evernote has it in U3 drives and flash drives. If you are using BSD or Linux, presently there is no Evernote client for you.

The Evernote company also offers backup services for users’ notes and online synchronization of these notes. Unofficial clients for Evernote, also called third-party clients, include Nix Note, People Note, Ubuntu and Everpad from Linux.

The Evernote internet service system was established by Stephan Pachikov and it was launched in the middle of 2008. By July 2011, Evernote users reached about 11 million. It is available in its paid version and free version. For online free version users, there’s a limit in monthly usage, while for paid version users, there are additional free months of usage.




V. Evernote - Understanding the Basics



It is easy to get started with Evernote, but before diving in, we need to define some words to avoid confusion. Here are the terms:

•  Note
 – an item to enter into the Evernote system

•  Notebook
 – a receptacle for notes

•  Sync
 – this is a process or an action wherewith the notes are updated across all note-taking tools such as the Web, phones, computers, etc.

•  Account
 – a virtual platform assigned to an Evernote user that is accessible only with the use the user’s password and username
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How to Install Evernote


1. Download the installing Evernote software from the website (www.evernote.com
 ). The website has the capacity to identify the kind of operating system your device is using and based on the information, it will give you the specific downloading process appropriate for your system.

•  For Mac users, there is only one option – download and install Evernote.

•  For Windows users, download the executable file anywhere in your Windows PC. Click the file for launching the setup of the program after downloading is finished. There will be an option there that allows configuring where to locate and do the installation of the Evernote system.

2. After setting up the system, go to “All Programs” display. Click the Evernote folder and then launch the program by clicking the green icon.


Make an Account


1. To make your account, go to the display that says “Welcome to Evernote”.

2. Click the button that says “Get a free Evernote account now”.

3. In the proper boxes, enter in a password and a username.

4. You will then see a new window where you must provide required personal information. Fill out the form and then click the “register” button.

The system will immediately log you in to your Evernote account and that’s the time you may start using the Evernote GTD system of taking notes and archiving of notes.


How to make Your Very First Note


1. Go to the main window of Evernote and search for the “New Note” button. This is located at the top of the window.

2. Click it and Evernote will move the cursor to where you can place your particular note.

3. At the top of this new window, you must provide the “title of the note”.

4. After providing the title, proceed to write the body of the note at the space provided. Examine the toolbar for options in writing your text. The options are quite similar with those of Microsoft Word.

5. Once you’re done with the typing, the system will automatically save the note for you, synchronize it with your web data and make available the note in all of your devices where Evernote has also been installed.

Remember, you can do the same not only with typed texts but also with taking note of webpages, photos, music items, saving emails and so on.


Adding the First Image


Noting an image takes a different process. You will also have to take the initial stages as of noting texts, but instead of typing, this time you will have to drag the family picture, your wine’s label image or the image of a business card and drop it on the space provided space writing the note body.


How Does Evernote Sync Operate?


On your Evernote main window, there’s a button there labeled as “SYNC”. This button has a marking of two arrows in a circling direction. Clicking this button will allow you to synchronize the updating of your notes on different devices you are using. You can even access your Evernote’s notes from your friend’s PC for as long as he is also using Evernote.


Saving Content for the Web


The Evernote Web Clipper feature is very special especially for researchers or for those who want to copy images and texts from the internet but don’t have the time to copy manually. With this feature, all that a user has to do is to highlight the part from the webpage that has to be copied and clicking the Evernote button in the toolbar. If you are using the Internet Explorer as your browser, just highlight and right-click on the screen and the highlighted part will be noted in your Evernote account.

The Web Clipper is designed to work with different web browsers. Visit the page for Evernote additional Products and then install this functionality from Evernote. It will not take long to install this one.


Setting Reminders


Special reminder features can be applied for notes. If you want to be reminded of a note, open that note and just click the Reminder icon. You can set a due date or due dates for reminders which need to be checked on specified times and dates. You can also have these reminder notes appear on the top of the list for all existing notes and open a notebook containing only those reminder notes. It is allowed also of you to check off an item from the reminder’s list, however doing the checking off does not totally delete the note concerned.


Next Steps


Here are some more steps you can do after installing Evernote into your PC or laptop.

•  Install Evernote into your cell phone.

•  Check the Evernote Trunk to see products and services that are compatible with Evernote.

•  Check out instructional videos regarding different topics.

•  Read Evernote blogs for product tips, users’ stories and update.




VI. Evernote Quick Set Up Tricks and Tips



Note that Evernote is an app that has a multiple capacities for organizing, collecting, noting and archiving information or notes. Besides the ability of the user to jot down thoughts with the use of Evernote, he or she can use the app for saving whole pages, maintain to-do lists and store tons of information about things that you would like to more about.

If it’s needed that you use information-noting on a large scale, it can be good strategy for you to subscribe to a premium account with Evernote, which costs only $45 for one-year usage and $5 for one-month usage. With this type of account, you will be able to use special additional features like offline access and an additional upload space of 1GB.

But whether you are a premium account user or a regular account user, you’d be maximizing Evernote’s advantage to your life if you can gather strategies from current users. Here are some of those tricks and tips:

•  Enabling Two-step Verification for Greater Security


This is for those who want to fortify the security of personal information and their recorded notes. If you need such a kind of security buttress, there is a feature in the system that requires a user to enter a verification code that has been randomly generated in addition to the password and the username that he or she has provided to the system. The verification will be provided by Evernote to the Smartphone of the user through a text message or with the use of a code generation application.

•  Encryption of Text Pieces for Further Security


If you choose to encrypt parts of your text, it is possible to do that with the Evernote system. Just have the text highlighted, do a right click and then click “encrypt selected text”. A menu will appear on which you will be asked to choose a password. That text in question will be made available to you in the future only if you will be able to enter the special password.

•  Using Evernote Together with Another App


You can make Evernote work with other apps. For instance, you can use your Evernote account with RSS Readers app or sync your account with the Feedly. Enabling your Evernote to work in other apps will allow you to save texts or articles to your account from other app sources with one button click.

•  Take Photographs of Business Cards so There Won’t Be a Need to Keep a Physical Copy


Evernote has a particular system that allows users to catch meeting whiteboards, documents, written notes and other material things in photo images. Use this particular feature in times when you need an extra copy for documents to submit to the government and receipts for business accounting.

•  Share Shopping and Topics Lists with Relatives, Classmates and Co-researchers


If you are moving in with a roommate to a shared space or you plan to go shopping with another family member, you can make a list and share it with the other.
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This way, you can prevent securing the same thing and wasting money. For premium Evernote accounts, it is possible for the other person to modify the items in the list and then share the newly-modified listing back to you.

•  Send Personal Emails to Yourself by Sending These Mails Down to Your Own Notebooks


In your Evernote account settings, you will find an email address that looks like this: username.12345@evernote.com
 . If you don’t have time to access your Evernote account, but the note is really important, one option is to send the message or the text to this email address.

•  Using Evernote Skitch to Annotate Notes, Documents and Photos


The Skitch app is a distinct app from the Evernote app, although Skitch is owned by the same company. This one is a very helpful app as it allows users to modify photos on documents and to point to something important in a document. Skitch is available and free for iOS and Android users.
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•  Linking of Notes


You can make networks of links and to a certain degree, make these networks complex and yet easy to handle. To link a note, drag the “Note Link” to the note and then select “Copy Note Link”. By doing this, you will be making another link. Paste the new link to the “New Note” or to an existing note.

•  Using Evernote’s Food App


Evernote Food app is another distinct app. For food lovers and cooks, this app is the tool to use for you to be inspired to make a journal of your life based on your favorite foods. With this app, you will be able to explore food items available in different food and restaurant websites, share meal recipes with your friends and even search for restaurants near you. Evernote Food is also available for iOS and Android users.
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VII. Evernote Tweaks and Mods 



Evernote is constantly updating its system to keep up with changes taking place in different operating systems. We will give you a few examples of these Evertone tweaks and mods for particular operating systems, although it is really impossible all the details of those changes in this presentation. Suffice it to say that Evernote is constantly on the go for changes to give users the most convenient and most beneficial advantages.

•  Revamped Evernote for iOS 7


We have the latest news of revamp implemented by Evernote to complement the new features of iOS in its iOS 7. The new Evernote home screen now has a cleaner workspace, which is very useful for people on the go, and more especially for workaholics.

In a single display screen, you will see the notes you have recently visited, shortcuts, tags, notebooks, and quick-note tab found in the screen’s bottom area. Evernote has also maximized the use of colors with the redesigning of the tags section. There is a gradient of colors with the most popular tags shaded in green.

This new version of Evernote for iOS 7 has in it the Skitch app, an app that was previously not incorporated into the system. If you have a premium account, you are allowed to markup attached PDFs with the use of digital tools to draw out significant sections or to highly important things to remember for quick reference of your colleagues.

•  Revamped Evernote for Android


The Evernote update for Android brings in the inclusion of Evernote Smart Notebook into the previous system. There are enjoyable enhancements and additional features such as a new system for taking photos under multi-shot mode and new shortcuts allowing quick jumps to important notes.

The multi-shot camera has been upgraded so users can take large numbers of photos in one sitting and then save those pictures away to into the notes. When making photograph notes, the upgraded feature called Page Camera, allows users to save the physical documents and papers in Evernote. For premium accounts, a feature called Document Search enables a user to generate words that match so searching within the account for spreadsheets, documents and presentations will be a lot easier.

•  Revamped Evernote for Windows and Chrome


To enhance users’ experience with their Windows and Chrome note-taking, there is a whole line of updates from Evernote – Evernote 5 for Windows Desktop and Webclipper 6 for Chrome.

For Windows users, there are exactly 100 improvements and changed that were recently incorporated that seek to provide simple and intuitive UIs that in turn limits distractions and makes note creation and browsing easier. The data are easily accessible, thus the hassle of information has been eliminated. This is allows the user to have more focus on the task that’s being undertaken.

Likewise, users are now enabled to make reminders on every note by just clicking the icon marked as “alarm clock”. Further, every notebook generates automatically to-do list reminders that one can easily check off once the tasks are completed.

On the other hand, Chrome users are now able to get information from any Google Chrome webpage much more efficiently than before. Evernote’s Webclipper 6 allows for Chrome users the transfer of inspiration and information from a webpage by simply clicking a button after a certain panel has been made to slide from the right.

The Webclipper 6 also incorporated the Skitch and Clearly into the system, the first app allowing the highlighting of a section of an article and the writing of notes in the margins while the second app allowing the removal of unnecessary items from the same article. The benefits that can be had from these two newly incorporated apps include better communication with your project teams, better experience in reading and more professional system of sharing opportunities.

These are just examples of “tweaks and mods” changes taking place with the Evernote note-taking system. Again, we cannot proceed further to discuss more about the changes incorporated for other operating systems for reasons of space limitation and balance in subtopics.




VIII. Evernote Clipping and Searching



We’ve already presented a few details above about Evernote clipping and searching features, but if you are interested to know more about these features, we got more points to add or add some specific details for clarification.

First, be reminded that you have the Skitch feature which allows you to make changes with image shapes, draw arrows to point to important details in the text or in the image, or change the part of the text with a bigger font, or to give feedback to a coworker. After doing the changes, you can then use the Webclipper to add the new item to be entered into the collection.

With the Evernote clipper, you are particularly allowed to do the following things with your notes:

•  For articles, the feature allows clipping the entire content of a page, including styles, links and images.

•  For selecting important parts, it allows clipping of text and images that you want to highlight.

•  For bookmarks, the Evernote clipper allows one to make a note that contains a snippet of a page and the page’s URL.

•  For simplification of webpages, articles or previous notes, the Evernote Webclipper’s “Clearly” feature has the ability to strip a page of the things you want to remove for clean clipping and easy reading.

•  Evernote prevents users from clipping in notes without thinking about future actions on them. For that, the “Reminder” should be activated every time you clip a note. Just click the alarm clock icon that will appear on the screen each time a clip is added. You will know the ultimate benefit of having the “Reminder” function for clippings until you realize that some of those clips are related to some important seminars or an upcoming project.

Let’s turn to the searching capacity of Evernote. For those who don’t know completely how they can maximize the use of this feature, you may encounter big problems looking for notes, especially if you are hoarding tons of notes. You may find tags and notebooks helpful in separating notes, you can still find browsing for past notes challenging.

For one, you can make use of search properties as a part of your techniques to become a search master. The search operators for Evernote include intitle:, notebook:, any:/all:, tag:, -tag:, created: [datetime], updated: [datetime], latitude:,longitude:andaltitude:, source:, recoType:, todo:, encryption: and resource:.

To give an idea how these operators, let us take for example the –tag: search operator. The –tag: operator allows a searcher to search for notes not
 tagged with the given tag. This means that for the specific search operator “-tag:medicine”, Evernote will search for notes that do contain the tags do not contain the word medicine
 .

On the other hand, the intitle: search operator can be used to search for notes that have a given word in their titles. For example, if you use the search operator “intitle:medicine”, Evernote will search for titles that have the word medicine
 in them.

You can also perform complex searches wherein you combine search operators. For example, if you want to search for food recipes notes that contain the tag “pasta” but don’t have the tag “chicken”, you just enter in the search box “–tag:chicken tag: pasta”. In another example, the particular complex search operator “tag:meeting company Y intitle:September” can be used for a search relating to company Y with the tag for “meeting” and a “intitle” specification of September in the title.

There are several techniques and operations available for Evernote and users are usually sharing them over the internet. The point is everyone is sharing what they have discovered and as much as they are sharing what they have discovered, they are also waiting for others to do their part.

As soon as you become familiar with the basic search operations and some advance search operations, continue to discover more advanced operations and have a heart to give others what you have personally learned.




IX. Evernote Search Terms and Grammar



In the immediately preceding section, we have given you examples of search operators and how some of them function for searchers. Those operators are just a small part of the complex search grammar that Evernote has. In this section, we provide you with more Evernote search expressions that you can use and proceed to explain how they work.


1) Scope Modifiers


notebook:[name of the notebook] – return a result of notes contained in the named notebook

any:[search item or items] – return a result of notes that have the word identified after the :

Ex. notebook:recipe

[image: image]
   matches all notes contained in the notebook named “recipe”

notebook: recipe any: American Chinese

[image: image]
   matches all notes in the notebook recipe that contain the word “American” or the word “Chinese”


2) Literal Terms without Modifiers


Searches without modifiers are searches that don’t use special operators such as those mentioned above. The specific grammar for this type of searches is explained with the examples below.

Ex. Potato

[image: image]
   matches with notes with expressions such as “baked potato pie”, etc. but will not match with a note that contains the expression “one kilogram of mashed potatoes”

Organization*

[image: image]
   matches with notes that have the word “organizational” but will not match with notes that contain the word “disorganization”

“Computer Desk”

[image: image]
   matches with notes containing the expression “clean the computer desk” but will not match with notes containing the expression “put the computer on the desk”

-Potato

[image: image]
   will match only notes without the expression “potato”

“Fish Eggs”

[image: image]
   will match a note with the expression “Vegetables, Fish & Eggs”

We still have several types of search operators and the specific modifiers associated with them, such as date/time arguments, relative date arguments, absolute date/time arguments, attribute matching, advanced content matching and matching core note properties.

For purposes of providing you with more specific search operators, here is an additional listing: created: [datetime], updated: [datetime], resource:[MIME type string], subjectDate:[datetime], author:[string], [sourceApplication:string], contentClass:[string], applicationData:[string], placeName[string], recoType:[string], reminderOrder:[integer], reminderTime:[datetime], reminderDoneTime:[datetime], and encryption:[___].

Lastly, keep in mind that when typing search words, spaces in between words don’t matter. The search operations are also not case sensitive.




X. Evernote Cheat Sheet 



The usual Windows shortcuts are also applicable to Evernote operations. If you are familiar with Ctrl + v to paste and Ctrl + a to include all parts of the document, then it will be easy for you to do the cheats for Evernote. Below is a list of cheats you can employ to make shortcut Evernote operations.


For Windows



Table for Window Cheats




	
To Do This

	
Do This




	Making a new note
	Ctrl + Shift + N



	Check spelling on an open note
	F7



	Thumbnails
	Ctrl + F7



	Snippet
	Ctrl + F6



	Hide or show note panel
	Ctrl + F11



	Hide or show note info
	F8



	Table
	Ctrl + F5



	Hide or show search explanation
	Ctrl + F10



	Hide or show at the left panel
	F10



	Assign a new tag
	Ctrl + Alt + T



	Sync with the Evernote database manually
	F9



	Start another search
	F6



	Remove formatting function from a note
	Ctrl + Space



	Make a search that can later be saved
	Ctrl + Shift + S



	Finding something on an open note
	Ctrl + F



	Making a new tag
	Ctrl + Alt + T



	Clear a previous search
	Ctrl + Shift + A



	Hide or show note list
	F11



	Minimize Evernote while closing all notes
	Esc



	Close Evernote
	Ctrl + Q





For Mac


For Mac keyboard, the same shortcuts also apply when operating the Evernote, like Command + c and Command + v. Here is a list of cheat shortcuts for Mac users.

Table for Mac Cheats



	
To Do This

	
Do This




	For new note
	Command + N



	Check a note’s attachments
	Command + Y



	Look for something on an open note
	Command + F



	Clearing a previous search
	Command + R



	Display Fonts
	Command + T



	Enlarge Fonts
	Command + [



	Shrink Fonts
	Command +]



	Check word spellings on a note
	Command + J



	Making a new tag
	Command + Control + T



	Merging highlighted notes
	Command + Shift + M



	Beginning another search
	Command + Option + S



	Begin a search that later can be saved
	Command + Option + S



	Display Colors
	Command + Shift + C



	Remove all formatting functions from a note
	Command + Shift + F



	List
	Command + 1



	Mixed
	Command + 2



	Thumbnails
	Command + 3



	Show errors in grammar and spelling
	Command +



	Close Evernote
	Command + Q







XI. Evernote Mobile and Bonus Tips 





Evernote Mobile is a special feature of the note-taking system specifically made available for people on the go and those who don’t want to be bothered carrying paper lists for their shopping and to-do lists while visiting their current projects or on a holiday abroad. With this feature, you will stop forgetting stuff like you used to do and you’ll have access to information needed everywhere you go and every time you need it. Basically, the Mobil version allows users to:

•  Make texts, audio notes and snapshots

•  Search with the use of keywords and texts found within photos or images

•  Sort using tags and other categories

•  View thumbnail previews of search result notes

•  Edit texts of notes right from their phones

•  Have their search results, thumbnails and notes cached for quicker browsing.


Bonus Tips


Bonus tips for Evernote users are coming from everywhere. It’s good to read about them from forums and review websites, but reviewers or participants usually give their part in passing lacking clear ideas. Sometimes, the platforms or the operating platforms are not even mentioned in their comments or suggestions. Here are some clear bonus tips for you.

1. Emailing into Evernote - one of the most difficult areas to keep clean and organized is the email inbox. Set aside some free time to start tagging, unsubscribing, sorting and deleting, and as you work your way through these processes, forward items that you want to keep to your Evernote account or archive others in other Evernote places. Don’t forget to sync your account when sending emails to a recently constructed notebook or to tag with a recently constructed tag.

2. Bonus Tip for You to Improve Communication with Your Personal Assistant

Use Evernote sync and collaboration features to connect with your personal assistant. For many businessmen who run their own businesses and those who have to travel a lot away from the office, Evernote makes it possible for them to communicate vital information to the man who is entrusted to make things going.

[image: image]


You can either sync with your assistant by allowing him access to your Evernote account or having him sign up for his own account. Should you opt for the first option, you’ll just have to share only the notebooks pertinent to his job and not the ones you are keeping for personal use. We suggest that you make use of password management tool such as LastPass or Bitium. This will limit exposure of information related to accessing your account.

3. For CC communications, make use of the email address that has been assigned to you by Evernote. That’s the email account to which you will send quick messages when you don’t have the luxury of time. Share that email address with your assistant and tell him to check the account often for quick messages or notes coming from you.

4. For tagging notes, collaborate with your assistant about special ways of naming certain categories. As an example, you can use your assistant’s name for a notebook that contains to-do lists for the tasks he has to accomplish for the day.

5. Bonus Tip for Travelers - if your business requires you to hit the road often, make Evernote lower down your communication or note-taking expenses and lessen the pressures associated with your travels. Before the flight, save your electronic boarding pass to Evernote and during the checking in, just pull it up from your phone. After getting off the plane, activate the Offline Notes of your account rather than bearing the grunt of high roaming fees. With this feature, you can access everything that’s important to you without spending a dime.

These are just three examples of bonus tips, and you can have more if you scour the internet. Just ask yourself the question “What am I trying to accomplish,” then look for bonus tips that can help you organize your note-taking with regard to that goal you are trying to achieve.

[image: image]





XII. Conclusion 



Disorganized notes or not having them placed in the right places can cause waste of time and hamper one’s productivity. Evernote, for as long as one can master its operations, is the best GTD tool there is. You may feel awkward using the service for the first, but just like any new gadgets and applications, it can be learned, be mastered and be used for the purposes that it is exactly designed for.

Once you master Evernote, you will have a slave-tool to gain full control of your time, operations in the office, management of your human resource and the way you should run things in your life.
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