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Summary

When you buy a smartphone, a personal
computer, or a personal planner, you do not get the instructions to
use them to manage your time. This book shows you how.

The Automatic Time Management System (the
ATMS) is an action list system that uses the simple, low stress,
and error-proof process of buying groceries using a grocery list.
If you write a list of groceries, go to the store, place them in
the shopping cart, and use your pen to line them out from the list
after you placed them in the cart, you will arrive home without
missing any of them. You can use the same process to avoid missing
any of the actions that you want to get done in your life.

Implement the ATMS using a smartphone,
personal computer, personal planner, or a standard three-ring
binder with college ruled paper and you will enjoy a time
management system that will keep track of your pending actions,
lower your stress, increase your effectiveness, and improve your
efficiency.

 



Introduction

Using a grocery list is a simple, low stress
and error-free process. All it takes is a piece of paper, a pen,
and a few seconds. If you use a grocery list, you will find out
that it is a process that gives you a relaxed buying experience and
it saves you from getting upset at home when you find out you are
missing one.

Manage your time and your life using the same
process. The ATMS will pick all the requirements for your action.
It will keep track of them and present them back to you for
resolution at the right time, at the right place, and when you are
with the right person. It will pick requirements for action from
work, from home, and from any place as you carry on your
responsibilities. It will also give you a method to write your
goals and the actions required to accomplish them.

 


Benefits of the ATMS

With the ATMS, you will be able to do the
following:

Manage all your pending actions.

Reduce your stress level.

Define your goals and the actions required to
accomplish them.

Increase your concentration.

Be on time.

Obtain great value from interruptions.

Be more efficient.

Be more effective.

Manage more projects.

Increase your influence.
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The Implementation of the ATMS

This book is designed to be read and
implemented starting from the beginning and in sequence. It has to
be done this way because some of the action lists later in the book
are built on the assumption that previous action lists exist.

There are six short chapters about each
action list: the first chapter describes the concept of the list,
the second chapter shows an example, the third chapter is an
exercise for you to do your own action list, the fourth chapter
explains how to use it, the fifth chapter explains how to review
it, and the sixth chapter shows how to maintain it.

Understand the concept of each action list
and integrate it into your time management system. The ATMS is easy
to implement one list at a time but it can become confusing if you
try to integrate too many lists too soon.

The implementation can be interrupted at any
time with partial benefits and be resumed later for further
gain.

The most automated method to implement the
ATMS is with a smartphone synchronized to a personal computer. This
solution allows you to have your calendar and your action lists
with you at all times in the smartphone and to work on them on both
devices. The computer has the advantage of a standard size keyboard
and a calendar that might be tied to a business network.

The next choice for implementation is with a
smartphone only, where you can have your calendar and action lists
with you at all times but the typing is restricted to the
smartphone. If you decide on this option, look for a way to at
least synchronize the computer calendar with the smartphone if your
calendar is tied to the business network.

The next choice is to have the ATMS in your
personal computer only. The personal computer has the advantage of
a network calendar, digital action lists, and a full size keyboard,
but it is not mobile. This disadvantage can be compensated by
printing today's page of the calendar and any action list that
might be needed away from the computer.

The last option, not necessarily the worst
choice depending on what you do, is a paper solution that can be
implemented with a personal planner or with a standard three-ring
binder using college ruled paper. The paper solution has the
advantage of being mobile but the disadvantages of not having a
network calendar and not being able to sort and modify digital
files.

Any of these solutions can be effective
because the effectiveness of the ATMS is not dependent on the
device being used but on the actions that you get done. The
smartphone and personal computer combination is just the most
automated and hence the most convenient.

Many of the smartphones being sold today have
Personal Digital Assistant (PDA) capabilities. If your cellular
phone does not have these capabilities, consider upgrading the next
chance you have.

For implementation in the smartphone and the
personal computer, the ATMS requires a digital folder that shows
the names of the action list files in the first column, in
alphabetical order, and the date of the last modification in a
second column. This is can be done in a Microsoft Windows folder,
in the notes folder of Microsoft Outlook, and in many other
applications. Pick a folder in the smartphone that will do this and
then look for a way to synchronize it with your personal computer.
The alphabetical listing will let you find any action list with
ease and the modified date column of the folder will let you know
which action lists that are due for review.

For implementation in the personal planner,
you will need perforated ruled paper that fits the ring
configuration of your planner and a section where you can store the
action lists in alphabetical order. This paper and the section
divider can be obtained from your personal planner supplier.

The ATMS can also be implemented using a
standard three-ring binder and 8.5x11” college ruled paper sheets
that you can buy in any store.

 


The Action Habit

One of the requirements for your success is
that you get many actions done and that these actions be the right
actions. The purpose of these actions is to change your current
state of being into a more desirable state. There is no time
management system in the world, automatic or not, that will help
you if you do not perform the actions that are required. The
purpose of a time management system is to help you organize, think,
prioritize, plan, and schedule all the possible actions that you
can do and to assist you in choosing the right ones. You need the
habit of being in action and use your judgment and the ATMS to help
you choose the right ones.

You need to be in action to achieve
happiness. When you are in action, you will feel good because you
are in action. The state of being in action is the right state of
being. If you do nothing, you will feel guilty because you will
feel that you are wasting your time.

If you are not a person of action, you will
miss a great deal of what life has to offer. You are supposed to be
in action. Action is fun. Action shows you what happens in the
world when you move. Action teaches you how the world works. Your
actions show you the capability that you have to improve your
surroundings. Acquire the habit of always being in action. Do not
ever waste your time.

The best time to do an action is right away.
The moment that you think that an action has to be done, tension is
built in your mind until the action is completed or it is no longer
relevant. If you cannot do the action right away, your stress level
will increase because now you will have one more pending action to
remember. Since there are many pending actions and you cannot do
them all at once, you need the ATMS to keep track of them until you
are able to address them all.

 


The Action Habit Exercise

Think of one action that you should do and
that you can do right now and get it done. When you are finished
with this action, think of another action and also get it done.
Sustain this action bias until you complete ten actions in a
row.

When you complete the ten actions, you will
have the product of the ten actions, you will have a sense of
accomplishment for having completed ten actions, and you should
have felt good during the time that you were in action. If you
experience a total loss of sense of the passing of time, it is a
good sign that you were totally engaged.

Effective people maintain this action bias
for many hours. They do not get tired because they are productive
and this gives them great satisfaction. They enjoy the state of
being in action in addition to enjoying the product of their
work.

The state of being in action does not have to
be stressful. It is just a frame of mind of having the attitude,
willingness, and habit of working at a good pace without ever being
idle. You will be successful if you can stay in this state of
action for many hours without being stressed or tired. Just do one
action after another.

Many actions do not give you the results that
you expect. This does not mean that your time and effort has been
wasted. Failed actions are part of your learning process. They are
steps needed before the final objective is obtained.

 


The ATMS Hourly Review

In a perfect time management system you would
instantaneously review the infinite possibilities that you have for
action, choose the best action to do, and do it. At the completion
of this action, you would review again the still infinite
possibilities left to be done, decide again, and do the best action
again in a constant cycle of review, decision, and action.

In real life, it is not possible to do an
instantaneous review of an infinite number of possibilities. What
you can do is to take a few seconds to review a finite number of
possibilities and decide on one. This decision depends on the
priority of the action, where you are, the time of day, the people
you are with, your objectives, and other factors. How often should
you go through this process? It depends on what you do. If you are
a doctor seeing four patients per hour, you have to review your
calendar at least every fifteen minutes. For most of us, it might
be sufficient to do this review several times in a day,
approximately every hour or so.

The ATMS Hourly Review is an approximation of
this cycle. At the completion of every action, or every hour or so,
review your calendar and the ATMS action lists to decide which is
the next best action to do.

Your mind is an amazing time management tool.
It remembers and sorts through your pending actions, it evaluates
the consequences of doing one or another, it decides which one to
do next, and it sets your body in motion to do it. The task of
remembering many pending actions is stressful. The ATMS relieves
your mind from having to remember all the pending actions and
maximizes its power by using it for the crucial function of
deciding which is it the next best action to do. The ATMS takes the
tracking function from your mind and delegates it to the
smartphone, personal computer, or paper. In the ATMS Hourly Review
you will look at your possibilities for action, decide which action
to do next, and do it.

Once you are in control of all your pending
actions with the ATMS Hourly
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