
3. Calendar: Managing Your Time

📽 Watch
In this video, you will learn…

● Mindset Shift: Treat your calendar as the "hard landscape" by only recording non-negotiable commitments to ensure clarity
and focus on vital tasks.

● Why Go Digital: Understand the benefits of a digital calendar over a traditional paper one.
● Calendar Setup: Get started with your digital calendar by choosing an appropriate app, integrating multiple email accounts,

and more.
● Best Practices: Learn four rules for maximizing the efficiency of a digital calendar, such as always sending and receiving

calendar invites.

If the embedded video above does not play for any reason, click here to open and watch the video in your browser.

🛠 Recommended Apps & Tools
● BusyCal: Tiago’s preferred calendar app, available for macOS and iOS.
● Cron: A free next-generation calendar for professionals and teams.
● Google Calendar: Google's free, default calendar app.
● Apple iCloud Calendar: Apple's default calendar app.

🤸 Your Turn
Open your POP Workbook and complete the steps outlined in Lesson 3.

🚀 Share
Click or tap the “Comments” icon in the upper right side of this page to open the comments section in the right sidebar.

● Share your biggest takeaway: What's the most significant change or improvement you've noticed after setting up and
finetuning your digital calendar?

● Share your calendar rules: Which of the calendar rules shared in the lesson resonated the most with you? Have you
adopted any additional personal rules?

🗃  Additional Resources
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https://fortelabs.hosted.panopto.com/Panopto/Pages/Viewer.aspx?id=4bb144be-956d-4734-a682-b0c100fb5e61
https://www.busymac.com/busycal/
https://cron.com/
https://calendar.google.com/
https://www.icloud.com/calendar
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Keyboard shortcuts

Keyboard Shortcuts allow you to move faster through the apps you use. Here are help articles that list the shortcuts for the following
apps:

● BusyCal
● Cron
● Google Calendar
● Apple iCloud Calendar
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https://support.busymac.com/help/70620-keyboard-shortcuts
https://cronhq.notion.site/Cron-keyboard-shortcuts-a157029e2e78402f92254af3ef8094fd
https://support.google.com/calendar/answer/37034?hl=en
https://support.apple.com/en-ca/guide/calendar/ical002/mac
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