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	PÍLULA DIGITAL was born with the purpose of providing a Daily Pill of Knowledge for all people who, -- as nowadays they have little time to find out information -- search mainly in books; a clearer and more synthesized knowledge, but without losing the essence of what is really important in what they are looking for.

	 


Legal Notice

	 

	This book is protected by copyright and is intended solely for personal use. You may not alter, distribute, sell, use, quote, or paraphrase any part or the contents of this book without the consent of the author or copyright owner. Legal action will be taken in the event of a breach.



	




	Author's Note

	 

	Read this book with care, and it will shed light on how to become a more productive individual. Here, you will learn simple strategies—ones that anyone can implement—that will help you organize yourself better, maintaining focus for longer periods in your work.

	 


Introduction

	 

	Productivity is a word that tends to be used banally, but most managers use it only in phrases that ask their employees to work more. Few people really can provide tips on how to achieve the quality of being able to produce good results consistently with their work.

	In the modern world, productivity is a common ideal. It doesn't need to be measured just by the amount of work you can do in your job. Productivity can also refer to how you perform tasks you need to do at home or even during your free time. The point is that you can complete more things in the same time or even less time.

	Without further ado, we present 101 quick productivity tips that you can apply in your daily life. Note that, although we use the word "work" here, in practice, these tips can be used to organize your home and social life. So, let's get started.

	 



		Things to Do Before Work



	 

	This section presents suggestions aimed at helping you complete your tasks in an organized manner through proper preparation. "Fortune favors the prepared mind," as Louis Pasteur said, so do not forget this phrase as you read through this pre-work checklist.

	 

	
		Make a daily task list.



	 

	 

	A simple list of things you need to do can be surprisingly helpful, keeping you on track. In addition to ensuring you don't forget any of the tasks written down, by visualizing the amount of work still to be done, you can take your work more seriously. This can also help you avoid forgetting something important and embarrassing yourself. 

	 

	2. Check your schedule for the upcoming weeks.

	 

	Sometimes tasks with deadlines several weeks away require prior preparation. As such, the best policy is always to know what you need to do in the coming weeks so you can manage your time and resources appropriately. Remember to remain flexible, as changes may occur during these upcoming weeks.

	 

	3. Use an app to track your checklist.

	 

	If you have a smartphone, put it to work and use it to keep track of the things you need to do during the day. Apps like these can also help you prepare your schedule weeks in advance. Remember that a smartphone is only as smart as the person using it.

	 

	4. Set up reminders for meetings and tasks.

	 

	 

	When you set a reminder on your cell phone, you reduce the risk of being late or missing your appointments and tasks. Setting a reminder can also ease your mind and allow you to better focus on the tasks at hand. Make sure the reminder tone doesn't disturb people around you; otherwise, it could hinder their productivity.

	 

	5. Prepare all the materials you need.

	 

	Although this may be considered part of the work you do, let's put it in this category. Having all the tools and resources at hand makes it easy to complete tasks, as you won't need to break your concentration to get something.

	 

	6. Set your mobile phone to silent or vibrate mode.

	 

	Loud ringtones not only break your concentration but also that of the people around you unless you have your own office or something similar. Also, it would be a bit embarrassing if you were caught off guard by your own phone. We do not recommend turning off your phone because urgent matters may arise that can only come to your attention through the phone. Instead, we suggest putting it on silent or vibrate mode to avoid unnecessary interruptions.

	 

	7. Have a personal SIM and a work SIM.

	 

	While it may be helpful to have separate SIM cards for work and personal life, this may not be financially feasible for everyone. If you can afford them and have a large volume of messages and calls, consider getting different SIM cards. You can put them in different phones or in a single phone with dual SIM, or simply switch them as needed. The idea is that you pay attention when the work phone rings and can choose to ignore the personal phone until you have free time to check it.

	 

	8. Choose neutral ringtones. 

	 

	This is a bit less obvious. Using funny or emotionally significant ringtones can distract you and also bother people around you. Using "neutral" tones that simply notify you means there won't be emotional baggage with each ring, and it's less likely to disrupt others.
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