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Tips to improve efficiency and organization with
the Google tools you use everyday.

Declutter Your 
Digital Life!
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Need to take notes? Use 
.New!

Go to the Omnibox of your Chrome browser (where you type URLs)

Type “doc.new” and hit the Enter key:

This works with most Google apps:

 slide.new

 sheet.new

 form.new

site.new

jam.new

drawing.new
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Keep
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What does Google Keep do?

● “Sticky Notes”
● Checklists
● Organize
● Document
● Plan
● Share
● Integrate
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The Task List! 

Google’s Task List is 
available in all Google 
Tools!
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The Task List! 

Create multiple lists!
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The Task List! 

Add Subtasks
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The Task List! 

Feel the sense of 
accomplishment!

Check off those 
completed tasks!
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The Task List! 

Add Dates and times, they 
show up on your calendar!
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Google Calendar!

How can we use Calendar to stay on target?
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Share Your Calendar
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Set up Recurring Reminders

Setting events to repeat allows 
you to set it and forget it! 
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Use the Description Space

The description area can help you manage what 
that task/event is set to accomplish
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Add Locations

The description area can help you manage what 
that task/event is set to accomplish
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Organizing Google 
Chrome
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Separating Chrome Profiles!
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Adding Bookmarks
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Shortcuts!

Shortcut Action
Ctrl + T Open a new tab
Ctrl + W Close the current tab
Ctrl + Tab Switch to the next tab
Ctrl + Shift + Tab Switch to the previous tab
Ctrl + N Open a new window
Ctrl + D Bookmark the current page
⌘ + D Bookmark the current page
Ctrl + Shift + T Reopen the last closed tab or window
⌘ + Shift + T Reopen the last closed tab or window
Ctrl + Shift + A Search all open tabs
⌘ + Shift + A Search all open tabs
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Right Clicking Tabs
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Managing Extensions
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Google Docs

Did you know docs has the ability to help keep tasks 
moving??
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Add a Checklist

You can add checklists in 
place of bullet points! 
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Use a Building Block

Building blocks are 
pre-created templates that 
allow you to track progress 
on projects!
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Thank you!

Email: sondgerothben@gmail.com
X: @Mr_Sondgeroth

Ben 
Sondgeroth


