Organize yourself
• Start your day by opening Azendoo instead of your emails.
• Review your Tasks for the day. Click and drag Tasks to organize your day, with the highest priority
Tasks at top of your list and the lowest priority ones at the bottom.
• Next, go to your email inbox.
• Clear your inbox by responding immediately to anything requiring a quick response.
• For any email that will take longer than a couple of minutes to answer, or which is
a project in and of itself, forward emails to Azendoo to create a Task, rather than using email as your
Task list. To do this, forward your email to the address you will find in your Workspace settings.
• In Azendoo, access your new Task via the notification bell (see screenshot below).
• Then, open the Task and add any information that will be useful for Task completion.

Be realistic in your goal setting
Look at your list; ask yourself if you can realistically finish everything on your Task list for the day. If
your list is too long, place some tasks in the “Later” section, so that you can focus on your
priorities.

Include others in your plan
The priorities of others may affect your own plans. For this reason, it’s important to set yourself up
for success by including others in your plan. Let your team know the times when you will be
unavailable - when you include others in your plans, you’ll be surprised by how they can help you to
reach your goals!

Changing your habits
Azendoo can help you organize your time, but it’s the way in which you manage yourself that will
truly have a positive effect on your productivity.
If you are challenged on a daily basis to get things done and to meet deadlines, then there are ways
you can use Azendoo to help change the way you approach your day.
Using Azendoo requires a small effort at the beginning, but it’s just a matter of creating a daily
routine to get yourself using the app. You’ll soon understand how much time you can save.
Tip: Azendoo is integrated with many tools via the Zapier integration, so feel free to connect your
favorite apps to Azendoo and start centralizing all your team information and tools.

Go for it!

Our Customer Success Team is available if you have any questions :
contact@azendoo.com.

