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Project Management for Beginners

The 5 Keys to Mastering Your Productivity
If there is “1” Thing that highly successful entrepreneurs have in common it’s this:

They FOCUS on one thing at a time.

And when I mean success, not just the dollars that come along with a pro�table business,
but the time to actually spend in the real world with those you care about instead of slaving
behind a computer screen 24x7. 
 
To have a sustainable business, they have a team behind them keeping it running smoothly.
But they all had to start somewhere right? While some have hired right from the start, you
might not have the �nancial resources available to hire right away. And that's ok. I didn't
either.

So, what is someone who’s just starting out supposed to do when there’s simply no budget
for a team and not enough hours in the day?

FOCUS. Believe it or not, even if you have a team you will still need this fundamental skill
as your business grows. And in today's digital world, focus is hard to come by. Just think
about how much time you spend on your mobile devices, social media, and any other time-
wasters that even though can help you, often eat up much of your time. 
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Introduction

Introduction
The truth is, you're in total control whether you realize it or not. 
 
You're in control of how you choose to spend your time every waking moment.
 
In the case of your online projects, you can think of focus as "business mindfulness" or
"productive minimalism". Whatever label you put on it boils down to being able to stop
multi-tasking for blocked out periods of time to get things done.
 
Through a self-disciplined lens of focus, you can bootstrap your business by doing-it-
yourself (DIY). It takes longer, but learning the ropes is sometimes much more bene�cial
than hiring right out of the gate. Combine this learning approach to ignoring distractions,
managing your calendar and your time wisely, and you’ll quickly start to see things shaping
up not only for your business, but you'll get more time back into your day to spend it on
the things that truly matter most to you and be on your way towards improving your
overall quality of life.
 
This book was designed to give you the most actionable value return for your minimal time
investment, with results in as little as 1 - 5 days. Who wants to read a 500 page book of �u�
and rambling? Not me. And I'm sure you probably want to save time too.
 
So, if you want more time back into your day as a result of being super productive, and
maybe as a reward to indulge in some more family time, �ction reading or Net�ix
binging...you're in the right place! Because what you're about to discover will help you work
smarter...not harder, so you can �nally enjoy more things outside of just work.
 
Ok. Ready? Let's get to it shall we?
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Overview

Overview
 
I love frameworks but what has been proven to get better results are combining frameworks
with challenges. As an agile coach, product owner and technologist, I use frameworks every
day to help solve business and technology problems while getting things done with minimal
distraction. Here’s what you’ll learn to get focused maximum results but before we start,
there are just 3 simple rules of this 5-day challenge to follow: 
 
Rule #1: Commit to Action: Read and apply just 1 step each day.
Rule #2: Review Your Progress: Once you've completed all 5 steps/days, do a �nal review of
your progress... what worked? what didn't work? Write your answers down on a sheet of
paper.
Rule #3: Build the Habit: Read steps 1-5 again and repeat for 3 weeks and take into
consideration areas for improvement based on your review. It takes about that time for
some people to build a habit. If it isn't a habit by then, don't give up...it can take a few
months for people to build a habit!
 
Here are the 5 Steps you'll take over the next 5 days:
 

 Step 1: Forecasting Outcomes
 Step 2: Optimizing Time & Space
 Step 3: Controlling Distractions
 Step 4: Unlocking Your Productivity Potential
 Step 5: Scaling Your Results

So let’s just dive into – Forecasting Outcomes
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Overview

But before we do – I want to give you a quick outline of what this challenge will have you
doing.

Each day you’ll create a short list of priority tasks that support a single outcome and need to
get done the following day.

You’ll also keep track of the total time each day it takes you to complete your daily list as
well as any issues/distractions you face throughout the day (Social media, YouTube, phone,
ad-hoc appointments, etc). For this challenge, I recommend to keep things simple and low
tech. Just use a pen and paper to take notes. For even more detailed time tracking on the
websites you use you can download RescueTime, which runs behind-the-scenes and tracks
your social media and other activity so you can review and improve based on your historical
data, but again, try to minimize the tech to keep distractions to a minimum.
 
This is what I call the F.O.C.U.S productivity framework and it's helped me and countless
other digital entrepreneurs over the years �nish projects and reclaim lost time to build a
better work/life balance while getting massive results. Over the next 5 days, we’ll talk about
how you can Forecast, Optimize, Control, Unlock, & Scale your results so get excited!
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Day 1 – Forecasting Outcomes for Success

1 - Forecasting Outcomes

 
By looking not only at today, but ahead, you'll set yourself up for success every day.

Your assignment for today is simple:
 

 Identify a single outcome (e.g. outlining your next online course, blog or ebook) and
create a list of 3-5 supporting tasks that you’d like to focus on and complete
tomorrow.

Once you make planning ahead like this a routine, you’ll be able to focus & take action
much more purposefully at the start of each day. After all, you're in control.

For example, if I had listed that I wanted to create an outline for creating my online course
called "Agile Project Management for Beginners" tomorrow, I’d list out the following tasks:

 Create an initial mindmap of anything I can think of relating to the topic
 Research competitors/similar courses
 Identify content speci�c reviews and pros/cons
 Create a high-level outline

Now you might be thinking, how this is going to help you get more done in less time?    

The answer lies in being proactive and forecasting the night before you do the work. You'll
waste no time when you actually sit down the next day to knock-out each task. Think
about it. How many times have you rushed around in the morning, feeling stressed out and
reactive? I know I've been there.  
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Day 1 – Forecasting Outcomes for Success

For example, I used to wait until the morning to get my son's things ready for school instead
of the night before. This made me run around frantically trying to get him ready for school.
Now that he's getting old enough, he's starting to do more by himself instead of me having
to do things for him (he even has his own daily kanban board, which is just a simple visual
way for him to manage tasks. Kid's love it for its heavy usage of post-it notes!) Now I am
able to get him to school early, which means more time in the morning for me to knock out
my own prioritized tasks!
 
By being proactive instead of reactive, you can conquer your business (and personal) tasks
by leveraging the skill of forecasting and preparing the night before.
 
That’s it, Day 1 is in the books and now you’ve got a super simple roadmap to start
everyday with a proactive game plan that places you in the driver’s seat for achieving real
results towards �nishing your projects!

Pro Tip: Having an accountability buddy is a proven way to ensure you stick to your goals. 
Share the challenge out to your partner/friends and request them to join in on the fun to
build in some real world accountability today!  

Alright, it's action time! 

If you haven't yet completed Day 1's assignment, do that now and I'll see you in step 2!
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Day 2 – Optimizing Time and Space

2 - Optimizing Time and Space
 
Keep up the awesome work! Seriously, you might not realize the progress you're making just
yet but know this, you're making small yet powerful steps towards mastering your
productivity, so congratulate yourself, grab a cup of co�ee, and let's knock out step #2.
 
It's Day 2 of the challenge and if you remember our F.O.C.U.S framework steps, it’s now
time to “Optimize Your Time & Space” to complete tasks in less time. Speci�cally, the time
you set aside for completing tasks and creating the optimal workspace where you’ll spend
that time.
 
To recap…yesterday, we forecasted your outcomes and supporting tasks for today. 

Awesome! So, now that you have your tasks for today,  you'll continue building your focus
foundation by working on setting up an optimal block of time each day to ONLY focus on
tasks you set the day before  from now on, as well as leverage an important focus factor
towards improving your working environment that will prevent distractions from
happening without any added e�ort on your part!

As far as time is concerned, I like to choose the earliest timeframe in the day to work since
that’s when my energy level and concentration is at its best and my kids are asleep but
nights might be better for you. It’s totally up to you.
 
Have you ever heard the phrase "A place for everything and everything in it's place (Ben
Franklin)"? Through adopting this time-tested focus factor for peak productivity, you will
de-clutter your peripheral space (basically anything in your view where you sit down or
standup to do your work) from any distractions.
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Day 2 – Optimizing Time and Space

To make sure you can get SUPER laser-focused on reaching your daily outcome goal, it’s
time to block out a chunk of uninterrupted task completion calendar time for each
workday, as well as create a workspace that works for you, not against you.

Your assignment for today is simple:

1. Block out a small chunk of uninterrupted time to commit to focusing on completing
your tasks for each day this week, and mark it on your calendar. I recommend 3-5
hours (no overlapping events!)

2. Clear your desk of all clutter, post-its, books, trash, pieces of sloppy notes, junk mail
and any physical objects except for your task list and notepad and pen to write down
any distracting thoughts while you work (out of sight, out of mind)

3. Make sure you’re working in an environment that let’s you sit and work comfortably
during the time you set aside for tasks (don’t forget to take short 5-10 minute breaks as
well. Pro Tip: Use a kitchen timer, your mobile phone (on airplane mode) or
stopwatch to keep you on track!)

4. Write down your target outcome and 3-5 tasks you’ll work on tomorrow (carrying
over anything you did not complete today)
 
NOTE: Got your notepad and pen ready? Good. Keep them close by so you can write
down any distractions you face throughout the day. DO NOT skip this step! It is
critical towards identifying how you can improve and will help in your end of week
review!
 

The key to Step 2 is to dial-in to a committed pre-de�ned block of uninterrupted focus
time to only work on results driven tasks, which will drive faster task completion rates in
your business and get you to your outcome goals more quickly. It’s not a time to check
social media or open a million browser tabs googling every thought that crosses your mind.
And, a nice clean desk and comfortable workspace will keep you from �ddling with things
around you while working. 
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Day 2 – Optimizing Time and Space

Also, pay special attention to where you situate yourself when working. 

Where is your workspace located? Is it well lit? In a noisy cafe? In the living room with the
television on in the background?
 
Ultimately, you'll want total isolation from external distractions when working on your
creative tasks to achieve total focus so you can get more done in less time. A set of noise
cancellation headphones are also great for those needing total silence, or play music that
helps you focus. I listen to music without words and a steady rhythm sometimes to keep me
in the �ow of things.
 
P.S. Improving your productivity and results is an ongoing e�ort, and it can be
overwhelming and plain out frustrating at times, especially if you’re new to this sort of
thing. Remember to breathe and be patient with yourself. Again, just remind yourself that
you’re taking real action to improve, something that most people will never even consider,
much less do.

So congratulations! Keep up the great work!

P.P.S. DON’T FORGET…to actually work on the tasks you set out to do today! I know it
sounds silly, but some people will write them down, but then after �nishing cleaning up
their working environment, get distracted and forget to do the actual tasks they forecasted
the day before. Remember, we’re working on building a foundation for success so although
it may take some time to set-up things initially, you’re going to be on a proven path
to boosting your productivity moving forward if you stick with it. Also, it’s
super important to celebrate the wins you had yesterday, but also to recall what
distractions/obstacles you faced in staying on task during the day. That’s the only way to
consistent results and self-motivated continual improvement.

TAKE ACTION: So go ahead, stop reading this book for now, complete Step 1 & 2 tasks
and meet me back for Step 3/Day 3 where we will "Control" some of the most common
productivity-killing distractions.
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Day 3 - Controlling Distractions

3 - Controlling Distractions

In step 3, I'm going to show you how to retrain your brain to stay on task using free
technology (don't worry, we're not going to wire you up to a computer or anything like that
-now if you're not a techie, don't stress. I'm going to help you get through it every step of
the way. Sound good?

So, by now, you’ve set up a daily task forecasting routine, blocked a dedicated window of
time to work on them, and optimized your workspace to support your new focus habits to
achieve peak performance.

Today we are going to set up a critical component to your day for feeling a sense of daily
accomplishment by eliminating all tech-based external distraction triggers. These are events
that would normally send you down into a time-sucking rabbit hole, leaving you feeling
totally stressed out, reactive and feeling like you haven't accomplished anything at the end
of the day.

Did you know: Studies show that each time you get distracted by an email or noti�cation, 
it takes you approximately 23 minutes to get back on task!
 
Today’s Assignment:

 Close out of all unnecessary internet browser windows (you can do it! you don’t need
them all…bookmark sites using your browser or a tool like Evernote, that you think are
important to go back to later).
 Turn o� all social media noti�cations on your mobile phone, laptop, or desktop
computer.
 Continue working on your daily tasks for today and prioritizing for tomorrow.
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Day 3 - Controlling Distractions

Just like that you’ve setup an e�ective proven system to steer you in the right direction any
time you accidentally get o� task throughout the day. This stu� works! Especially as you get
into the habit of using it daily.

Pro Tip: Keeping your internet browser tabs to a minimum is NOT an easy task. To help
keep you on track, you can use tools like RescueTime, xTab (Chrome Plugin) or Freedom
app to help keep you on track.
 
Do you feel good about your work environment? What do you think you could improve?
Don't forget to write down any distractions or improvements you notice along the way.

Stay focused…you can do it!

P.S. Get excited because tomorrow we’re going to unlock your productivity potential for
knocking out even more of your tasks without getting overwhelmed!

Day 3 - Controlling Distractions
Page 14



Day 4 - Unlocking Your Productivity Potential

4 - Unlocking Your Productivity Potential
Are you ready to Unlock Your Productivity Potential to Finish Your Projects in Less Time?

Now that we’ve built a task planning & execution routine through forecasting, optimized
your calendar time & workspace, and setup control measures using some tech tools to
eliminate distractions and stay laser-focused, it’s time to double down by choosing a task
management system.

What's a task management system and why do you need one?

Your business and life projects require organization and planning to consistently achieve
even the smallest goals. Using a task or project management system is the key to keeping a
pulse on everything that is in progress or waiting to be worked on. Choosing a good system
allows you to stop multi-tasking, or context switching, which prevents you from �nishing
projects that you started but decided not to complete due to other things that pulled you
from your original intentions.
 
Additionally, having a place to record all of your tasks will ensure you do not forget about
them even if you aren't actively working on them.
 
This is your key to unlock the potential for managing the many tasks you have with ease
using free project/task management tools. If you already use one, that’s great, but I highly
suggest tuning into today’s lesson as we focus on the bene�ts of visual vs list based systems
and how to choose the right one for your work�ow!
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Day 4 - Unlocking Your Productivity Potential

One thing to note, not all Project/Task management apps are created equal. And they range
from free to paid. For most, a free option is all that is needed for small projects.

For the most part, there are 2 types of task management apps:

 List based (for example: Asana, Wunderlist, Todoist, OmniFocus)
 Visual based (Trello, MeisterTask, Jira) - For enterprise software development and
support projects, Jira is my tool of choice due to its extreme �exibility, but probably
overkill for a small team. 
For my own side-projects, I use MeisterTask. If you purchase a paid version of
MeisterTask, don’t forget to use code “leantechcreative” for a 30% discount. NOTE: I
don’t make any money from this, I just want to give you the option to save some some
money if you decide to upgrade to a paid version, although most of you will get along
�ne with just the free version.)

List based systems are just that, a bunch of lists of task items that are arranged in a top
down order. To see the status, each task must either be opened up or a tag of some sort
must be applied.

Visual based systems usually focus on visually identifying task status on a single page, either
through color, left-to-right column locations, or other visual tags that identify the state of a
task.

Visual is very e�ective because it allows our brains to quickly identify where project
bottlenecks occur to take fast action, or simply to get a quick status of a bunch of tasks or a
project from a bird’s eye view. As an agile project manager, I love this type as it allows you to
visualize your work in progress or "WIP" using what is called a "Scrum" or "Kanban" board.

When choosing a system, make sure that you choose one that is web-based, which will
allow you to share the workspace and assign projects and tasks to others whenever you
decide to hire someone for your team or if you work from multiple devices.

Day 4 - Unlocking Your Productivity Potential
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Day 4 - Unlocking Your Productivity Potential

For your assignment today:

 Choose a task management application if you don’t already have one. Just pick one
and stick with it. Any system is better than not using one. (Even if it's just a good old
fashioned notebook) If you want to switch yours that you have already… that’s �ne
too, just make sure you stick with one for at least a few months before you decide to
switch if it’s not quite working out. Beware of shiny object syndrome! Don't become a
tool junkie. Trying to �nd the perfect app is a huge time waster that will prevent you
from �nishing the actual work that needs to get done in your projects.
 Start moving your tasks from your notebook, spreadsheet, document or other source
to your task management system.
 Don’t forget to plan your 1 outcome and 3-5 tasks for tomorrow

P.S. Make sure to keep working on your outcome tasks while staying focused!

Day 4 - Unlocking Your Productivity Potential
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5 - Scaling Results

Want to become the CEO of a Real Freedom Business?

Now that you understand what it takes to work both e�ciently and e�ectively, you need to
prioritize on the tasks that you haven’t completed but still need to do. Some of them you
can do yourself, some of them may require specialized skills that, let’s face it, you simply
don’t have.

That’s ok.

In fact, whether you're a business owner trying to tackle big projects or even personal ones
around the house, even if you know how to do something doesn’t mean you should be
doing it if you want to save time and get bigger results.

Successful business owners spend their time focusing on their strengths, on growth
strategies, networking with other people, and leading their businesses so that it’s a win-win
situation for all. This requires "letting go" of doing some of the things you've done in order
to free up more time to focus on those higher leverage tasks.
 
The last task to mastering your productivity & achieving the results you want is to focus on
the right things during the time window you set aside for getting things done and
delegating the rest. Let's dive into how you can harness this productivity superpower.

Identify the tasks in your task management system that do not directly generate sales vs the
ones that do. For example, sitting down to learn how to create a graphic for a worksheet or
logo for a website is NOT a task that would generate new sales directly. However, talking
on a podcast interview about your business can ultimately create more exposure to your
brand, build more relationships with other people and ultimately impact your bottom line.
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Day 5 – Scaling Results

Are you starting to see some of the ways you can leverage delegating tasks to others in your
daily grind?

Take some time to really brainstorm this one (I recommend using a mindmap or simply jot
your ideas down into 2 di�erent columns, one for non-revenue generating tasks and the
other for sales/marketing related tasks) and if you don’t already have sales generating tasks
identi�ed, think about what speci�c things will need to happen to grow your business.

Are you a coach? Do you sell a course or service? How can you get more marketing
exposure and leads? Maybe you just need to reach out to more experts to network within
your space for potential joint venture deals or added exposure? Are you building an email
list, if so, how can you increase your subscribers?

Once you focus on these pro�t-focused tasks, you can start delegating some of the work to
others so that you can work smarter, boost your results, and �nally get control of your time
to enjoy working on your business and enjoying more time to do things outside of work.

Virtual Assistants

You can leverage the help of virtual assistant to handle tasks such as social media
management, content editing, website maintenance, blog post drafting,
calendar/appointment scheduling, and many other tasks.

This is the secret sauce to more income. How? By leveraging other people's time, you can
execute faster and complete projects consistently in less time.
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Day 5 – Scaling Results

Are you creating digital products or services of your own? Ebooks or online courses?
Physical products? 
 
If so, then the best way you can make more money is to create more products to sell and
having a team will help you do just that! Of course, you have to make the �nancial
investment in paying others to do some of the work for you, but the idea of being a business
owner is a critical mindset you must realize before you can begin to scale your income and
impact.
 
Where can I �nd help?
 
Services like Upwork, Fiverr, ZipRecruiter and Freelancer are some of the resources you can
leverage to delegate tasks in your business. Another great place are Facebook groups and
other social media platforms.
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Summary

There you have it.

In just 5 easy steps you now have the tools to setup a solid personal productivity and project
management framework to �nish your online projects, save time and increase your impact
and income.
 
To wrap it all up, you now have a solid framework in place to crush your goals using the
focus results framework:
 

 Forecasting Outcomes
 Optimizing Time & Space
 Controlling Distractions
 Unlocking Your Productivity Potential
 Scaling Results
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Bonus: FREE Access to the Course Academy Vault
As a valued member, you've got exclusive access to the Course Academy Vault, where you'll
get members-only access to cutting-edge project management tools, tips and resources to
help you organzie, systematize & streamline your content & course creation tasks (Get
more done in less time? Yes please!) 
 
The Vault was designed to help you leverage modern project management for the digital age
so that you can build  pro�table information products and services business faster while
saving time and money in today's online marketplace. Other outdated tools and
frameworks simply can't keep up with the pace of innovation required to succeed today. 
 
I'm always adding new resources and updates to the vault as well which you will be noti�ed
as a subscriber. These will help you save more time, make more money, becoming a better
leader and online business owner while building a solid brand! 
 
Here's what you'll get...

 Video: FREE project management quick start video including the "Top 5 Best Agile
Project Management Tools for Personal Brands"
  PDF Download: Content Mastery Toolkit - 3 Simple Steps to Build Your Content &
Product Creation Habits in 7 Days
    Course Pro�ts Newsletter: Weekly FREE tips, tools and strategies to help you build &
sell online courses by working smarter, not harder! 

To get instant access to these incredible resources & tools, click below:  
Click here to Get Access to the Course Academy Vault 
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