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 TOP 10 APPS AND TOOLS OF PRODUCTIVITY PROS
 Published by Asian Efficiency Limited
 Hong Kong Special Administrative Region
 Version 1.0
 Copyright © 2013-2014 Asian Efficiency Limited
 All rights reserved. No part of this publication may be reproduced, stored in a retrieval system or transmitted in any form or by any means, electronic, mechanical, photocopying, recording, scanning or otherwise, except as permitted under the Hong Kong Copyright Ordinance, without the prior written permission of the Publisher. Requests to the Publisher for permission should be addressed to Asian Efficiency Limited at [email protected].
 Neither this book, nor any of the contents of this book, are approved or endorsed by any companies or brands mentioned within.
 It is not the purpose of this book to cover the full range of information that is otherwise available on this topic, but instead to complement, amplify and supplement other texts. You are urged to read all available material and tailor the information to your individual needs.
 Every effort has been made to make this book as accurate as possible. However, there may be mistakes, and with all the rapid changes online, some details may be inaccurate by the time you read this. Therefore, this text should be used only as a general guide and not as the ultimate source of information on the topic.
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 TRADEMARKS
 All trademarks are the property of their respective owners including the following:
 The terms Apple®, iCloud®, iOS®, Mac®, OS X®, iPad®, and iPhone® are registered trademarks of Apple, Inc. For more information on Apple, Inc. and its products, visit www.apple.com.
 The term Evernote® is a registered trademark of Evernote Corporation. For more information on Evernote and its products, visit www.evernote.com.
 The term Dropbox is a product and intellectual property of Dropbox Inc. For more information on Dropbox and its products, visit www.dropbox.com.
 The terms The Omni Group, OmniFocus™, OmniFocus for Mac, OmniFocus for iPhone, and OmniFocus for iPad are trademarks of The Omni Group. For more information on The Omni Group and its products, visit www.omnigroup.com.
 The term 1Password is a product of AgileBits. For more information on AgileBits and its products, visit www.agilebits.com.
 The term MindManager is a product of Mindjet LLC. For more information on Mindjet and its products, visit www.mindjet.com.
 The terms Bose®, QuietComfort® and Noise Cancelling® are registered trademarks of Bose Corporation. For more information on Bose and its products, visit www.bose.com.
 Other company and product names may be trademarks of their respective owners.
 Asian Efficiency™, Asian Efficiency Premium™, the A+E Logo®, the Asian Efficiency Primer™, related trade dress and intellectual property are trademarks of Asian Efficiency Limited, and may not be used without written permission.
 All images, clipart and diagrams are property of Asian Efficiency Limited or used under licence from BigStock (www.bigstockphoto.com).
 http://www.apple.com/
 http://www.evernote.com/
 http://www.dropbox.com/
 http://www.omnigroup.com
 http://www.agilebits.com
 http://www.mindjet.com
 http://www.bose.com
 http://www.bigstockphoto.com/
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 LIMITATION OF LIABILITY/DISCLAIMER OF WARRANTY
 While the publisher and authors have used their best efforts in preparing this work, they make no representations or warranties with respect to the accuracy or completeness of the contents of this work and specifically disclaim all warranties, including without limitation warranties of fitness for particular purpose. No warranty may be created or extended by sales representatives, sales or promotional materials. The advice and strategies contained herein may not be suitable for every situation. This work is sold with the understanding that the publisher and authors are not engaged in rendering legal, accounting or other professional services. If professional assistance is required, the services of a competent professional person should be sought. Neither the publisher nor the author shall be liable for damages arising therefrom. Any organizations or websites referred to in this work as a citation and/or a potential source of further information does not mean that the author or publisher endorses the information the organization or website may provide or recommendations it may make. Readers should be aware that Internet websites listed in this work may have changed or disappeared between when this work was written and when it is read.
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 INTRODUCTION
 INTRODUCTION
 Thank you for downloading your free guide on The Top 10 Apps and Tools Of Productivity Pros.
 Our mission here at Asian Efficiency is to make the world a more productive place, one person at a time. For the next couple of minutes, that person is you.
 One of the best ways to get started with productivity and time management is to get the right tools and equipment in place - we call this, shaping your environment.
 We want to give you the tools, apps, principles and techniques that you need to become not only more productive, more organized and more efficient - but to become the most awesome version of you that you can be. And one of the quickest ways to do that, is by changing your environment with the right tools and apps, which you’ll learn about in this guide.
 One of the principles that we teach, and that you’ll learn from us in the near future, is the idea of using force multipliers to leverage your time, effort and resources. Simply put, force multipliers are things that multiply any action you take to deliver bigger results. And the apps and tools listed here are just that - they are positive force multipliers that accelerate your ability to do things better, faster and more efficiently.
 Let’s get into it.
 - Aaron Lynn and Thanh PhamBangkok, Thailand and Los Angeles, California
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 THE APPS
 THE APPS
 Let’s start with the apps. Below are the top 5 apps that we recommend, and that productivity professionals and consultants use themselves.
 What you’ll find is that many of these apps are actually a combination of applications and online services - that is to say, they have cloud functionality and come with online features that make them much more powerful than a standalone application.
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 THE APPS1. EVERNOTEhttp://www.evernote.com/
 The first app you need to have is Evernote. It is the note-taking and information app available on the market today. They have versions for Mac, Windows, Android, iOS and more.
 What it essentially does is let you create and organize notes and notebooks on one device, and synchronize them over the cloud to all your other devices. Do not underestimate the value of this. The ability to carry around information, procedures, scripts and systems with you everywhere you go is one of the big unspoken secrets of productivity pros.
 Imagine if you could take everything you know, and put it into your own personal wikipedia, and refer to it whenever you needed to - no more remembering how to do something, no more forgetting things on your shopping list, no more forgetting or struggling to remember anything. That is what Evernote does for you.
 You can use it to keep your own notes. You can use it to scan in and store PDF documents of all your papers (and go paperless). You can also use it to set up a robust journaling system that helps you systematically break down and manage your goals and outcomes.
 And on top of that, it’s super-flexible, and you can structure your notebook hierarchy however you want.
 http://www.evernote.com/
 http://www.asianefficiency.com/organization/going-paperless-with-your-iphone-and-evernote/?utm_source=top10toolsapps&utm_medium=pdf&utm_content=apps&utm_campaign=optinbonus
 http://www.asianefficiency.com/agile-results/?utm_source=top10toolsapps&utm_medium=pdf&utm_content=apps&utm_campaign=optinbonus
 http://www.asianefficiency.com/agile-results/?utm_source=top10toolsapps&utm_medium=pdf&utm_content=apps&utm_campaign=optinbonus
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 THE APPS2. OMNIFOCUShttp://www.omnigroup.com/omnifocus
 The second app you need to have is a dedicated digital task manager and we recommend OmniFocus. Before we dive into this app, the first question we want to answer is - why digital? Won’t pen and paper do?
 Simply put, no. Show me someone who is effectively organized and I’ll show you someone who doesn’t use pen and paper.
 Why is this so? Because with a digital application, you can do things that you cannot do with pen and paper alone.
 Say you want to keep a backlog of tasks that you’ll get to someday. You could keep this on a piece of paper, but then you would have to carry it around with you. Say you didn’t finish some tasks today - do you really want to spend 10 minutes every day copying it over to tomorrow’s list?
 Of course you don’t. This is why you go digital - the app does the heavy lifting and really boring aspects of task management for you.
 The best digital task manager is OmniFocus. It’s simply the world’s best task manager for Mac and iOS. We love it so much that we wrote a dedicated guide to it called OmniFocus Premium Posts.
 http://www.omnigroup.com/omnifocus
 http://www.asianefficiency.com/task-management/simple-task-management/?utm_source=top10toolsapps&utm_medium=pdf&utm_content=apps&utm_campaign=optinbonus
 https://store.asianefficiency.com/omnifocus-premium-posts/?utm_source=top10toolsapps&utm_medium=pdf&utm_content=apps&utm_campaign=optinbonus%0D
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 THE APPS
 Right out of the digital box, the program just works. You can immediately put stuff in there, you can start tweaking the settings to your likings and get your workflow set up with ease.
 One of the features that sets OmniFocus apart from all other todo list apps is the Perspectives feature. It’s our favorite feature and we haven’t seen any other app that has anything close to this.
 If you’re unfamiliar with Perspectives – think of them as shortcuts to specific projects, lists and particular pieces of information. When you have our Asian Efficiency workflow (as shown in OmniFocus Premium Posts) you can think of Perspectives as your personal assistant. You simply ask “what do I need to do today” or “what should I be working on?” and Perspectives will show you exactly that.
 OmniFocus is the only task management app where you can do this.
 https://store.asianefficiency.com/omnifocus-premium-posts/?utm_source=top10toolsapps&utm_medium=pdf&utm_content=apps&utm_campaign=optinbonus
 https://store.asianefficiency.com/omnifocus-premium-posts/?utm_source=top10toolsapps&utm_medium=pdf&utm_content=apps&utm_campaign=optinbonus
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 THE APPS3. 1PASSWORDhttps://agilebits.com/onepassword
 Everyone using online services and websites today needs secure passwords. 1Password is and has been the defacto standard for secure passwords since... well, since password programs have been around. It helps you generate and store strong passwords that look like this - ArJiGvV33xq;QTZy>Fyt.
 All this is then secured by “one (master) password” which unlocks the application. More than just passwords, you can store credit card information, passport information, other ID document information and things like frequent flyer numbers and other sensitive data.
 What the program does is amazing - it essentially encrypts all your sensitive data for you, without you having to worry about remembering particular passwords, or worrying if someone hacks one of your commonly used passwords. It also syncs across to your mobile devices so you can easily pull up any of the information you need, anywhere you are.
 1Password is available for all major operating systems and mobile devices.
 https://agilebits.com/onepassword
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 THE APPS4. MINDJET MINDMANAGERhttp://www.mindjet.com/mindmanager/
 Mind maps are an invaluable and underrated tool used by creative thinkers and productivity pros all over the world.
 They are absolutely the best and fastest way to get ideas and plans down on paper and then to translate them across to actionable steps in a project or other format. In fact, this free guide started as a mind map that our team collaborated on.
 The world’s best mind mapping app is also the most expensive - Mindjet Mind Manager. There may be cheaper alternatives out there, but nothing comes close in terms of ease of use, visual layout and functionality.
 You can learn more about mind mapping at our mind mapping resource page.
 http://www.mindjet.com/mindmanager/
 http://www.asianefficiency.com/mind-mapping/?utm_source=top10toolsapps&utm_medium=pdf&utm_content=apps&utm_campaign=optinbonus
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 THE APPS5. DROPBOXhttp://www.dropbox.com/
 The last app we want to mention is Dropbox. It’s essentially a program that sits on your computer and helps keep files in sync across your different devices.
 There are a number of advantages to this.
 1. You can access your files on any device that has Dropbox installed.
 2. It automatically and securely backs up your files to the cloud, so if you ever get your laptop stolen or lose your data, you can just install Dropbox and it will restore all your files for you.
 Pro tip: Get the Packrat add-on to keep all prior versions stored as backups in Dropbox forever. This is great if you accidentally save over an important word document or need to go back to a previous version of a document.
 We really like Dropbox and recommend it to all the business owners we talk to - simply replacing complicated file servers and storage systems with a team version of Dropbox saves a lot of time, money and hassle.
 http://www.dropbox.com/
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 THE TOOLS
 THE TOOLS
 Let’s move onto the tools. These are a slightly bigger investment in terms of dollars than simple applications, but look at it this way.
 If you were a professional hairdresser, you would absolutely pay hundreds if not thousands of dollars for professional training, scissors, hairdryers and other equipment - these are the things that fuel your career and living. The same thing applies to these tools that we’re about to mention.
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 THE TOOLS6. APPLE COMPUTERShttp://www.apple.com/
 We do not know of any productivity pros out there who do not use an Apple computer.
 Yes, they are more expensive.
 Yes, plenty of people buy them for all the wrong reasons (e.g., it looks cool, it’s shiny, it’s sleek, it’s sexy, it makes me look important).
 But simply put, switching to Apple and Mac will make you more productive.
 Why? Because it just works. Apple controls both the hardware and software, meaning that it is a tighter ecosystem and the pieces are specifically designed to all fit and work together. There are no random variables in terms of hardware chips, or software applications, or drivers.
 And Apple has really made an effort to keep their ecosystem tight and working. You can sync almost everything between your Mac, iPhone and iPad.
 They also place a large emphasis on design and user interface and product
 http://www.apple.com/
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 THE TOOLSquality - something that other computer companies don’t seem to be interested in.
 You can turn on your computer and it loads up instantly. You don’t have to worry about hunting down software drivers, or configuring settings. Almost everything is drag and drop. Applications for the iPhone pass a quality control process and don’t make it through unless it absolutely works.
 One of the principles that we’re going to be teaching you at Asian Efficiency is the power of standardization and processes, and how streamlining steps and components makes systems in your life more productive. Apple hardware and software is an example of this at a massive scale - because they ship so many units of products, they’re able to make sure that absolutely everything works the way it should.
 For longtime users of other operating systems and computers, making a switch seems like a big deal. But after a week, you’ll wonder why you didn’t switch earlier.
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 THE TOOLS7. BOSE QC15 NOISE CANCELLING HEADPHONEShttp://www.bose.com/controller?url=/shop_online/headphones/noise_cancelling_headphones/quietcomfort_15/index.jsp
 These are a super-secret weapon among frequent flyers and productivity experts. I personally thought of them as little more than great marketing combined with sleek design until AE co-founder Thanh Pham let me try on his pair.
 Essentially these are noise-cancellation headphones that block out any consistent noise from the outside by using a combination of microphones and small electronic speakers.
 You can pop these on in a crowded cafe or office, and all the background chatter and noise just fades away. Plus, they’re comfortable to wear and they work just as well with or without music.
 There’s also a magic effect that comes with wearing headphones - people tend to think you’re in the zone, and don’t want to disturb you. And this is great for your productivity.
 http://www.bose.com/controller?url=/shop_online/headphones/noise_cancelling_headphones/quietcomfort_15/index.jsp
 Aaron Lynn
 http://www.bose.com/controller?url=/shop_online/headphones/noise_cancelling_headphones/quietcomfort_15/index.jsp
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 THE TOOLS8. JAPANESE GREEN TEA
 I’m sure you know how powerful caffeine can be on your productivity and mood. People have been using coffee all over the world for a very long time to get them through difficult mornings and stressful times at work.
 That’s the great thing about caffeine - it energizes you. The bad thing about caffeine, is that it causes a crash after it’s been metabolized by your body.
 Enter L-Theanine.
 L-Theanine is an amino acid that essentially counteracts the effects of the post-caffeine crash. And guess what drink has both of them in the right amounts - Japanese green tea.
 Green tea has a lower quantity (but higher density) of caffeine than coffee, and it comes built-in with L-Theanine. This means that you can basically drink it all day to stay alert and mentally sharp, and on top of that, it’s also incredibly healthy for you.
 If you’re not drinking green tea (of the Japanese sort) you are really losing out on one of the biggest productivity secrets of the pros. So get on it now!
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 THE TOOLS9. THE GYM
 OK, so it’s not exactly a tool. And you’re probably thinking what “the gym” is doing in a guide to productivity tools.
 But exercise is one of those things that gives you a “next level” jump from however productive you are now. Yes, you can fine-tune habits, principles and apps and that will help. But there are only a few things that will give you an exponential jump in productivity - and using the gym to exercise regularly is one of them.
 Being physically fit provides you with the energy to do everything that you need or want to do. You’ll be able to concentrate for longer periods of time. You won’t feel sluggish after lunchtime. You’ll sleep better. And your quality of focus goes up tremendously.
 Think of it as training your body (and mind) for performing at work. As a bonus, it also trains your self-discipline, which is something you’ll be hearing about from us in the near future.
 The gym is an essential tool for productivity and one that all productivity pros use - don’t let anyone tell you otherwise.
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 THE TOOLS10. THE ASIAN EFFICIENCY PRIMERhttps://store.asianefficiency.com/primer/
 The last tool in this guide is the Asian Efficiency Primer.
 More than a tool, it’s a handbook that we put together by taking our very best content, and condensing and compacting it into a concise 12-chapter guide to the most effective productivity principles and techniques.
 It covers how to handle email, tasks, your schedule, how to beat procrastination, how to go paperless, how to get organized and how to put all this together in a way that works for you.
 And where did all this information come from? From us at Asian Efficiency, and from other productivity experts. These are the principles, techniques and systems that we and other pros use to stay organized, efficient and productive. And you can use them too.
 Get it here.
 https://store.asianefficiency.com/primer/?utm_source=top10toolsapps&utm_medium=pdf&utm_content=tools&utm_campaign=optinbonus
 https://store.asianefficiency.com/primer/?utm_source=top10toolsapps&utm_medium=pdf&utm_content=tools&utm_campaign=optinbonus
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 HOw TO BECOmE mORE PRODUCTIVE
 HOW TO BECOME MORE PRODUCTIVE
 You’re currently at the start of an exciting journey. One that will show you that there are no limits to what you can do as a human being. One where all the complex things in your life start to become simple - and where you start getting everything that you want.
 With the right tools and know-how for how to use them, you can harness your environment, your mind, your body and all your other resources to your advantage to do whatever you want to do - be happy, make money, or change the world.
 And we want to help you do that.
 We want Asian Efficiency to be a positive force multiplier in your life. So be sure to read the emails and free reports and guides that we send you. Get some of our products and more importantly, use them. And get in touch with us - we want to hear from you and want to know what you want and need to learn about.
 Here’s to the start of your journey,-Aaron and Thanh
 https://store.asianefficiency.com/?utm_source=top10toolsapps&utm_medium=pdf&utm_content=closing&utm_campaign=optinbonus
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 ABOUT ASIAN EFFICIENCY
 ABOUT ASIAN EFFICIENCY
 Asian Efficiency stands for simplicity and action.
 Our mission is to make the world a more productive place, one person at a time.
 We give people the ability to control their lives, to handle their daily information bombardment and to juggle it alongside things to do, commitments, responsibilities and a busy schedule - all in a seamless manner.
 We produce and publish high-quality ideas and solutions to help you become a better, faster and more efficient high-achiever. We believe in experimenting with the limits of human potential, in intelligently using new personal technologies and about keeping things simple - and efficient.
 Everyone at Asian Efficiency lives and breathes personal development and growth, and is passionate about helping others become the best they can be.
 We are also productivity nerds, Apple enthusiasts and generally love working out how to do things better. One day we would like to see Asian Efficiency make an impact on the global productivity index, and by buying the Productivity Blueprint, you’ve helped contribute a bit towards that - thank you.
 You can find out more about Asian Efficiency at:• www.asianefficiency.com - our company blog where we talk about the
 latest (and best) productivity tips and tricks.
 • store.asianefficiency.com - our company store, where you can purchase our products. We highly value all our customers - so expect lots of goodies your way very soon!
 • facebook.com/asianefficiency - our Facebook account where we post about cool articles and tools that we’ve come across.
 • twitter.com/asianefficiency - our Twitter account where we give away daily tips about productivity, and we generally get to know our followers.
 If you want to get in touch with us, send an email to: [email protected].
 http://www.asianefficiency.com/?utm_source=top10toolsapps&utm_medium=pdf&utm_content=about&utm_campaign=optinbonus
 https://store.asianefficiency.com/?utm_source=top10toolsapps&utm_medium=pdf&utm_content=about&utm_campaign=optinbonus
 http://www.facebook.com/asianefficiency
 http://twitter.com/asianefficiency
 mailto:[email protected]
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