Organizing Life Workshop


Getting organized with the tablet pc: One Student’s Blog
www.studenttabletpc.com/organization/

I still use [Microsoft] Outlook for long-term scheduling and planning, however it currently lacks the quick day to day planning I really enjoy with a weekly planner. I like to have the big events stand out, to be able to think about what I'm doing as I write it out longhand and add little notes here and there. I know, Outlook is a powerful tool and I just need to harness it and yadda yadda, but that's not what I want. I want the freedom of paper (or the like). 
I had a yearning for the flexibility and ease of my trusty [paper] weekly planner I used pre-Tablet PC, so I decided to create my own using OneNote 2003. [See screenshot below]
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Paperless Challenge - Goals and Update

OK, yesterday was my vacation day and I did absolutely nothing, but I'll take this Sunday afternoon to rewrite the paperless challenge update. 

First, I'll state my goals:

1. to have everything I need with me at all times; 

2. to unclutter my desk/bag by getting rid of piles of papers and books; 

3. make everything searchable and organized; 

4. to work faster and get more done in a day;

5. to explore new software and new ways of studying.

Goal #1 Progress - Having Everything I Need 

The Bad News
I've had some trouble knowing what I will need and what I won't. This seems to be a common problem among those attempting to go paperless since you can't scan EVERYTHING but you can't always predict the future.

For example, I was trying to do some homework when I realized I needed something from the appendix of the book and I only scanned the two chapters we were working on. I would need to scan in the entire book to solve this sort of problem in the future (which is likely the solution I'll eventually use) but that's quite time consuming, so it's not really the best solution. I think this is just something that will take time to know what I'll need and what I can toss/file. 

The Good News
Having what I did scan with me has been great. When the professor references the last chapter, I have the last chapter text, notes, homework and quizzes right there with me to look at when everyone else has the forty page chapter handout at home. This is true even if you don't go paperless and just take notes on your tablet, except having the book and past tests/quizzes takes that to the next level.


Goal #2 Progress - Getting Rid of Clutter 

The Bad News
I'm a classic pack-rat, so I have trouble parting with anything. Because of this, my desk still looks awful and file 13 isn't much thicker than it was last week. I did toss some, so I'm getting a little better, but not enough to make a dent in the piles. 

The Good News
Since almost everything I need it scanned and organized on the computer, the piles of paper only make me a messy person instead of a disorganized messy person. Also, my backpack is cleaned out since I don't need the papers for school, but I'm still working on getting rid of the backpack altogether. Ultimately, I just want to carry my computer in the protective sleeve I purchased and my purse to school.

Goal #3 Progress - Organized and Searchable 

The Bad News
I made the mistake of not doing a test page while scanning-in one of my books to make sure it had enough clarity to use OCR. As a result, I have a couple chapters that are only images with a couple words (like headings) recognized because they were scanned at too low a resolution (colored pages apparently need to be scanned at 300 dpi and I was using 150 dpi because it was slightly faster). 

Using MindManager has made me more organized, but everything I write in ink isn't included in map searches. Also, the maps aren't indexed so I can't use a desktop search agent of any sort to find something that was in the map (to be fair, my GoBinder notes aren't indexed with the system either). As long as I convert the ink to text, the maps are fine since there is a search function in MM, but that's sure a pain.

I have this book, How to be Twice as Smart by Scott Witt, (you really need to read it) that has a rule of Mental Leverage known as the "Data Indexing Method for storing and recalling information: "It is far easier to remember where to get information when you need it than to memorize the information itself.” This idea makes me far more inclined to make my notes and books as searchable and organized as possible. Another thing I'm still working on. 

The Good News
I installed the Google Desktop and I really like it. Google products have always been high on my list because they're usually minimal and to the point. The service finished indexing my files last night so I've been playing with the ability to search for anything at anytime. Pretty cool. It also lets me see how much of my ink notes are or are not seachable, and it's making really think hard about how I want to take notes. I'm just not sure what road to take right now. 


Goal #4 Progress - Get More Done 

The Bad News
Right now I'm on the side of getting less done because I'm scanning and researching new methods of doing things. If I had done this during the summer when I wasn't on a tight schedule I wouldn't care about the prep-time at all. 

I think that in the end it takes the same total amount of time (currently) to do everything paperless as it does to do it with paper, but it seems so much easier to go paperless because you can get the things that take the most time out of the way when you're not in a crunch (such as summer or weekends). 

The Good News
Because I have most of my books scanned and put through OCR, I'm allowed to take some neat shortcuts. While doing homework, I needed to do some computations with some numbers in a tablet in the book. My friend was copying each number on to paper then plugging the numbers into his calculator. All I had to do was highlight what I wanted, right click (in Acrobat) Copy as Table, then paste into Excel. I was surprised when OCR actually had the right numbers, but from that saved me at least 5-10 minutes when all was said and done. I also installed ActiveWords and the AW InkPad. First of all, the final release of the InkPad is much better than the beta. I set it up so that writing the name of the class pops up the class' folder which has been the thing that's saved me the most time. I'm slowly adding on to it but the little I've done has helped navigate the mass of files I'm accumulating.


Goal #5 Progress - Explore New Things 

The Bad News
I'm almost exploring too many new things which is causing my notes to get a little scattered. As soon as I pick one method, this problem should go away.

The Good News
Programs like MindManager have really changed the way I look at notes and studying. I plan to get into this topic more later on in the challenge (what software is helpful and what isn't helpful for me).

Posted by Tracy Hooten at 05:44 PM 
Organizing with GoBinder
I haven't had much time to organize this semester because it's been quite hectic, but I finally sat down and brought together many different ideas and templates and things I already use to make my life more organized, using GoBinder as my tool. 

I don't like to open a lot of programs because the more programs I need, the more likely I am to not stay organized. I have my system down to two: Maxthon (or any browser really, but Maxthon is my weapon of choice) and GoBinder. Browser takes care of all communication and news, GoBinder takes care of all record keeping and data management.

I thought I'd use this post to focus on the GoBinder side of my set-up, as I see it to be very adjustable and pretty simple, but it took me a year to get it working as I wanted it. I'm also including the "Organizer" add-on I use in GoBinder for anyone else who'd like to either use everything or just pull parts from it. The templates used are pulled from the DIY Planner, Franklin Covey Form Wizard, and a couple paper day planners I've used and have liked. 

Continue reading for insight into this style of organization. 

1. Tabs
My tabs in GoBinder are as follows: 




Calendar - Any good day planner should have a calendar which lets you view things in year, month, week, and day view. Different tasks require different units of measure which is why I never have purchased a day planner with less than three of the views. Kudos to the GoBinder calendar for the many ways to work with it (though still not anywhere near a perfect calendar). 

Syllabus - I usually feel ambitious at the beginning of the year, so most of the time I get all the assignments I have in advance loaded. In the past two semesters, though, I haven't done much more than use it for reference on the calendar by turning them all into tasks or dates. Maybe I'll do more with it this fall. Maybe. 

People - Again, I still need to get my address book updated, but I did import my Outlook addresses, so I have something started. My people management will get better someday...I hope. 

TBF - Most GB users know that when you print into GoBinder, it either prints into the tab that's open, or if you're in Calendar or if the program is closed, it goes into the first tab available. I quickly learned not to keep important files as that first tab, but it just clicked to make the first tab called "To Be Filed." I had it labeled as "Notes" but it was becoming the catch-all, so TBF gives it a purpose. 

Organizer - Here's my add-on. After exploring a little GTD, a little 43 Folders, Franklin Covey Form Wizard, and numerous day planners, I took the best I found and made them my own self made planner. GoBinder took care of the basics, but it was missing a few I really liked such as goals setting, budgeting and misc records. I seriously recommend downloading this pli file and at least looking at all it has in it. I really tried to cover all bases. 
[Visit http://www.studenttabletpc.com/2005/05/organizing_with_gobinder.html for this file.]
Fall 05 and Spring 05- Previously I've kept all classes in their own little tab, but with five or so classes along with everything else I want to use GB for, the tabs really were becoming unappealing. I realized everything I do with my classes can really be handled with one tab for each semester, also allowing me to easily keep previous semesters with me without taking up extra tabs. Usually I only reference the nearest semester, so keeping Spring and Fall is enough for me. 

Petroleum - For those who don't know, I'm a petroleum engineer, so this is where I keep any petroleum classes older than the semesters covered above, along with a place to keep job search info (companies expect you to know about them when interviewing, so this is a nice place for those notes), related club/society notes, and my journal from my current petroleum internship. I recommend a collection place for any student beginning their start in the career world. 

StudentTabletPC - This is my spare time hobby, and I generate a lot of scraps/notes from it. I would recommend a separate tab for your hobby, or if you have many, a tab simply named "Hobbies."

2. Calendar
These are the basics I follow for keeping my calendar easy to read and follow. 

All tests and exams are in red to make it easy to see what my week/month will look like. Not only does this help me stay on top of study sessions and reviews, but it helps me know if I need to keep socials on the low side because of four tests in one week or if I can relax a little. You'd be surprised how much I use my calendar for this reason alone. The first thing any student should do is mark down test and quizzes (some classes only have quizzes). I categorize my assignments in shades of yellow, orange, and red. Yellow is homework, extra credit, little things which aren't worth much of my final grade but are still important to keep on top of. Orange is weekly quizzes, labs due; the things which are between 5% and 20% of my final grade (to put it in terms of numbers). Anything with more weight is highlighted in red to stress the importance. 
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Each class has its own assigned color which is what I use for office hours, reviews, and other class things outside of lecture. The blue highlighter is for classes I miss so I know at a glance the notes I need to find from someone else. Lol, and this is just my bare-bones calendar. I removed the more personal things like hair appointments ^_^.
I have every class and review session, along with TA/Professor office hours, on my calendar for every week, regarding if I plan on attending (I go to classes. I'm referring to office hours and reviews). You're much more likely to ask a small question to your TA if you know exactly what time they're available without effort, and you're more likely to go to reviews if you don't schedule something on top of it. Sometimes you don't plan on going until the last minute. Keeping that time open just in case is useful; the key is knowing when it is.

3. "Fall/Spring 05" Tab
I get a lot of questions on how to organize the classes, books, homework, notes, etc.. Here's my set-up which I found works for most every class. This is all using a separate folder for each class, btw. 
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Each class has a folder called Notes which is where all lectures go along with personal book-notes. Inside the Notes folder is a folder for each "Section" which is defined by the tests. If there's three tests, there's three sections. In one class there were no tests, so it was separated into main topics (of which there were two). This is just to make it easier to study and find notes later on. 

There is then a folder named "Book(s)" where I keep the books I do homework from or want to mark up as I read. Much of my reading doesn't require me to pick up a pen, but for classes which have homework assignments, it's nice to use the two windows in GoBinder to have the work/notes and book open at the same time. Or I can just have the book open alone and mark-up as I read. 

To keep a scanned book in GoBinder though, you can't print a full page scan more than a few pages long. The pure bulk of huge images stacked on top of each other in one file can't be handled to well the way GB handles it's files. If you're having the problem of you memory being sucked up as you go page by page through a file, it's too big and you need to break it up into more sections. This quite annoyed me at first, but I found most books can be parted into 2-10 page sections easily and by using folders to organize these sections, it's actually a lot easier to navigate to where you want to be, even if it does take more work at first.

The next section is "Homework" where I keep assignments or scrap pages. Many times I do homework on real paper *gasp* because I'm usually far from a printer and I'm usually doing homework last minute before turning it in. This means most of the time my homework folder is full of scraps or notes for later. 

My final folder is one I just named "Study Aids" for lack of a better term. It's where I keep any general reviews, reference charts/graphs which apply to the whole course (think Periodic Table), and whatever else I find that helps with learning the subject. 
4. Organizer [Visit http://www.studenttabletpc.com/2005/05/organizing_with_gobinder.html for this file.]
As stated above, in the organizer add-on I included as many things as I could to make the planner as useful as possible. Almost all the things included have alternatives one could use, either in the car, checkbook, or in a folder somewhere. But do I EVER use the alternatives? Let's just say I'm embarrassed to show people my check register, or lack there of, and I can't remember the last time I had my tires rotated. My philosophy states that the more things I can stuff in one place, the less likely I am to forget about those things (which is why I have my drivers license, gas card, and all other essentials chained to my keys). The more reasons I have to go somewhere, the more likely I am to go (easy enough concept). Sure I could keep my budget in Excel, passwords in a file in my desk, and my shopping list in my purse, but I wouldn't keep up with it. Anyway, this works for me, maybe it will work for you. 
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With the update to GoBinder, you can now make copies of files, which is VERY nice. Whenever you need a new sheet, just go into the "Original Files" folder, make a copy of the file needed, and drag to the place you need it. Really, this is very customizable. Make more folders, add more files, get rid of files, make your own with Excel, Word, Form Wizard, scanning your favorite, or whatever. 

Here's some shots of the files included in the organizer:

[image: image6.jpg]e Lonpemer JGMak oo s \fuminn ) Swemner
=]

-

iy fre ! : t

o

o ! ! -
-y ! ! !
e

T i i i
& e t T t

i

R -





NOTE: If you plan on keeping any sensitive material in this, such as passwords, account info, secure data, I would highly suggest password protecting the tab, even if it's just something simple. If you've never done this, simply right click the tab and click "password protected."
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I hope this helps at least some people. Most of these concepts can be applied to any notes program, or even just a paper notebook if you choose to go that way. And I'm no organizational expert, I have no degree in management (or whatever you'd get a degree in to be an "expert"), but these aren't new concepts, so I feel they should be decent. As always, comment freely ^_^. 

Enjoy! 

Posted by Tracy Hooten on May 29, 2005 11:38 PM 

