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One of the most famous quotes in the 
business world comes from Founding Father 
and early American Renaissance man 
Benjamin Franklin: “Lost time is never found 
again.” But in today’s digital driven, 
connectivity-obsessed world, it’s easier than 
ever to waste time. Listicles, viral videos, 
social media, emails, games… it’s a wonder 
any of us actually get anything done. But it’s 
not difficult to maximize your time 
management. Some of the following tricks 
are technology focused, while some are old-
fashioned and have been around hundreds of 
years longer than the newest model of 
smartphone or tablet. Read on for 5 tips and 
then 5 apps* we’ve found that work great for 
employees and bosses, individuals and 
businesses.

5 TRICKS (AND 5 THIRD-PARTY 
APPS) TO MAXIMIZE TIME 

MANAGEMENT AND 
PRODUCTIVITY

A White Paper by CMIT Solutions
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GET TWO (OR EVEN THREE) MONITORS. 
Research on the productivity boost provided by multiple monitors proves what 
anecdotal evidence swears by: expanding your view means getting the job done 
faster. One NEC study from 2012 estimates that simply cutting down on toggle 
time between windows on a single screen can save 10 seconds for every five 
minutes of work. If there are 480 minutes in the workday, that’s 960 seconds — or 
16 minutes — saved.
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DECIDE WHAT’S URGENT 
AND WHAT’S IMPORTANT. 
As American hero and former president Dwight D. 
Eisenhower said, “Most things which are urgent are not 
important, and most things which are important are not 
urgent.” Evaluating tasks with the urgent/not urgent and 
important/not important criteria can help you slice and dice 
your to-do list.
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LIST OF TO-DO’S:
a Email Ross
a Update Financials
a Quarterly Meeting
a Call Sharon
a Schedule Doctors Appointment
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SHARE DOCUMENTS ON THE 
CLOUD. 
The cloud isn’t just for storing data — it also makes the sharing of 
documents between different devices seamless, which can save you the 
labor-intensive time of transferring files to jump drives or syncing 
between devices.
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MANAGE EVERY 
MINUTE — BUT 
MAINTAIN A BALANCE. 
Sounds impossible, right? Well, nearly all high-
powered entrepreneurs and businesspeople 
follow this precept. Virgin Group founder and 
chairman Richard Branson recently told Fast 
Company that he manages every minute of his 
day, even his exercise. He delegates regular 
duties so he can concentrate on big ventures, 
jots down everything (on pen and paper), and 
aims to strike a balance in everything he does. 
“Manage the BlackBerry, don’t let it manage 
you,” he said. “I try to answer as many 
[emails] as I can, but I also believe that you 
need to speak to people. It can save you and 
them a lot of time.”
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DON’T WASTE TIME TRYING TO 
REMEMBER PASSWORDS. 
If you’re smart, you’ve got different passwords for different 
accounts, which minimizes the risk of intrusion or compromise. 
But once you’ve got all those new passwords, actually keeping 
track of them can seem impossible, which is where a strong 
password manager like LastPass or DashLane comes in. Never 
waste time resetting passwords (and losing track of them) 
again.
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MANAGEMENT TOOLS 
PROVIDE A SEAMLESS 

SOLUTION
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AND NOW FOR 5 APPS, SERVICES, AND SOFTWARE 
PACKAGES THAT CAN JUMPSTART YOUR TIME 

MANAGEMENT AND PRODUCTIVITY

(*Disclaimer: The third-party apps and services listed above and below are only included in this guide for reference. 
Contact CMIT Solutions so we can find the professional products, services, software that are right for your needs.)
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RESCUE TIME
This app monitors your Internet browser use to see what kinds of 
web pages are stealing your time. Perfect to keep yourself on 
track — and to motivate your employees to monitor their own 
time management.
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40 MIN 15 MIN 1 HOUR

DAILY TIME SPENT ON 
FACEBOOK

DAILY TIME SPENT ON 
REDDIT

DAILY TIME SPENT ON 
GOOGLE SEARCH
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THE JOURNAL FUNCTION IN 
MICROSOFT OUTLOOK
Believe it or not, the most widely used PC email program comes built in with 
a great time management function. Use Journal to automatically record any 
interaction you want to remember — even those not located on your 
computer — and organize them into a Timeline view.
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AUTOMATICALLY 
RECORD ANY 

INTERACTION YOU 
WANT TO REMEMBER 
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REMEMBER THE MILK 
This all-purpose (and free!) tool works across all devices, 
Internet browsers, and email/calendar platforms to manage 
your tasks easily while delivering friendly reminders of when 
they require action.
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4EVERNOTE
This free productivity tool captures everything: 
words, thoughts, images, audio recordings, lists… 
Like most apps, it’s available across all platforms, 
allows file attachments and sharing, and even syncs 
with Remember the Milk.

GET 
SOPHISTICATED 

WITH YOUR 
NOTE TAKING
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FOCUS BOOSTER
This paid app ($2.99/month) follows the pomodoro
principle, which relies on bursts of focus boosted by the 
removal of distractions to complete work in timed 
sessions followed by regular breaks to keep your mind 
fresh. The app’s timer follows a color technique that 
provides great visual cues to keep track of time.
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Image	&	Quote	Source:	https://www.focusboosterapp.com/features

“FOCUS BOOSTER WILL EMPOWER YOU TO 
MAINTAIN FOCUS AND MANAGE DISTRACTIONS”
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At CMIT Solutions, we worry 
about IT so you don’t have to. 
That means you can concentrate on doing your job and effectively 
manage your time while we take care of the tech issues. If you’re 
looking for more ways to increase your productivity and efficiency, 
contact us today.

CONTACT US

http://www.cmitsolutions.com/contact-us/
http://www.cmitsolutions.com/contact-us/

