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Episode: 035 

 Hello, hello, everyone. Welcome to Productivity Paradox. I'm your host, Tonya 
Dalton, and this is Episode 35. This is an episode I have been looking forward to all 
season long because automations are my very favorite system. I love them. I love 
them for work. I love them for home. I absolutely love them, so we're going to be 
diving deep into that today.  

 First I want to share that today's episode is sponsored by FreshBooks, a cloud-
based accounting software designed with productivity in mind. It is the easiest way 
to get paid quickly if you are a freelancer or entrepreneur, and they're giving you a 
free trail. I'll be sharing more about that later on in the episode.  

 Let's get started, though, talking about automations. I'm so excited. Let's talk 
first about how automations work. What are automations? Well, they're like habits, 
which we talked about habits earlier this season, but they're habits that you don't 
necessarily do every day. Back in Episode 31, we talked about how to set habits, and 
we even discussed the four tendencies with Gretchen Rubin in Episode 32. The 
difference is habits are daily and automations are not. Like habits, though, 
automations help you take the thinking out of it. Nothing falls between the cracks 
because they're all pre-scheduled.  

 Your brain is always working. It's always burning calories. It burns 20% of your 
calories each day, 20%, so it loves to conserve energy whenever it can. That way, it 
can put forth big efforts on the important items that you really want to tackle like 
your goals. That's really what's important. We take a lot of the thinking out if it, which 
means we take out a lot of the stress. A lot of our stress comes from thinking about 
things we have to do again and again and again before they get done. 

 Here's the other bonus. Best of all, it eliminates decision fatigue. Decision 
fatigue was first theorized by Freud, who called it ego depletion. Just like it sounds, 
this is something that depletes or fatigues you. Researchers have studied this 
phenomenon for quite some time but, recently, there was a joint study by Stanford 
and Ben-Gurion Universities where they analyzed over 1,000 decisions made by 
Israeli parole judges throughout the course of a year. Now, parole hearings in Israel 
are generally fairly quick. They see a lot of cases each and every day, so they are 
making decision after decision after decision all day long.  

 They approve parole in about one-third of the cases, but here's what's 
interesting. The probability of getting paroled fluctuated throughout the day. They 
found that prisoners who appeared early in the morning received parole about 70% 
of the time, while those appearing late in the day were paroled less than 10% of the 
time. That one-third, or 33%, of the people who were paroled, it wasn't even 
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throughout the day. It really fluctuated a lot. This was true for prisoners with similar 
crimes, ethnicities, similar histories. There was no other correlation but the time of 
day and the number of cases that had been tried earlier. The mental work of ruling on 
case after case after case wore these judges down. That is why decision fatigue really 
can wear on you.  

 I guess we can take two things out of this. If you're in prison listening to this 
podcast, try to get your parole hearing early in the morning. The other thing, of 
course, is let's try to limit those number of decisions we're having to make so we're 
not so fatigued. We don't want to have that decision fatigue. No matter how rational 
you're trying be when you're making a lot of decisions, you're going to end up paying 
a mental energy price. [Ray Braumeister 00:04:39], who wrote an entire book on 
decision fatigue says the best decision makers are the ones who know when not to 
trust themselves. If you're spending every day deciding where you want to spend 
your focus throughout the day, the more calories your brain is burning, the less 
willpower you have, and the brain power we have for the important things, it's 
depleting. Let's work to get your brain working on all its cylinders by allowing it to 
focus on what's most important, not the minute decisions that have to be made.  

 Habits are designed to work for a task that you do every day, as I mentioned 
earlier. Automations are systems for things you don't do every day but they need to 
happen every week or every month. These are things that you don't have to do every 
day but still need to be done. At home, it might be cleaning, or working on a project 
for work, or grocery shopping. At work, it could be inventory, social media calendar, 
team meetings, and so on. Automations can even break down big tasks and make 
them more manageable.  

 For example, with my business, I redesign a new planner every year. At first, I 
saved the entire thing to do at one time, which was exhausting. There's a lot of 
planning and a lot of design work that goes into each year's planner. Instead of doing 
it that way, I automated the design process. I break up what I need to do so the 
design work can happen over months rather than being smashed into a rushed 
timeframe. I start researching possible material months before I even start any design 
work. This allows me to innovate and it gives me the space to really push what I want 
to do.  

 As much as I love automation, I do want to make sure and point out that 
automation won't work if you don't inherently understand the process of what you 
want to do. For example, if you can't stick to a monthly budget and you aren't sure 
there's money in your account, you don't want to automate your bill pay, because 
you're going to have no money in your bank, right? That's not going to work for you. 
If you try to automate things that aren't managed well already, that could add to your 
feeling of not being in control. When you decide to automate certain tasks or job, 
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make sure to take the time to really break them down and make them manageable. It 
needs to make sense to you, and that's what's most important. Don't just add tasks in 
there because you think that'll make it easier. You want to understand the systems of 
the process and then automate it.  

 A great example of something to automate, your chores. Put them on auto 
pilot. I've talked about this in the past in our planner setup series, the videos that 
come with our planners, I've talked about how I automate my laundry. Clothes are 
laundered on Tuesdays in my house. Sheets and towels are on Friday, but let's talk 
about clothes on Tuesdays for now. Now, laundry isn't just a one-step task. There are 
multiple things that need to happen to do your laundry. You have to gather clothes. 
You have to sort the clothes. You have to wash the clothes. You have to dry the 
clothes. Then you have to put the clothes away. Keep that in mind with automation.  

 Let me walk you through how it works. I've already taken my steps and I 
figured out what are all the things that need to happen, right? Then I create an 
automation. On Tuesdays, I call up the stairs and I remind the kids it's laundry day, but 
they already know. You know why? Because it's an automation. They know, without 
me telling them, they know that they have to have their clothes downstairs before 
breakfast every Tuesday. I don't have to nag them because this is repeated every 
Tuesday. When they were little, I would remind them, and they would bring their 
clothes down the stairs. I purposely bought them hampers they could easily drag 
down the stairs. I would spend time standing over them helping them sort their 
clothes.  

 Yes, I could have gotten it done so much faster if I just did it myself. At times, it 
felt like, "You know what? Step aside. I will sort these clothes," but I looked at that as 
being an investment because, now that they're older, I don't stand over them. They 
bring their own clothes downstairs and they sort them themselves. Then they put 
that first load of laundry into the washer while John and I pull together our smoothies 
for breakfast. Everyone is working on their tasks at the same time. This is an 
automation, so my family just knows this is how it runs. Then when my kids get home 
from school, if they're there before me, they know to switch out the clothes to the 
dryer and start the next load. We all work together to get the tasks done.  

 Do I have to remind them? Well, I mean they're not robots. They're kids. We 
definitely have to help prod them along sometimes but, overall, they do a fabulous 
job. I'm really proud of them, and it's all possible because, well, they know the 
automation. They know the steps that need to happen, and they know when it needs 
to happen. I've empowered them with this knowledge so they're able to help out and 
they're able to assist. At this point, I've almost taken myself out of the task altogether. 
Friday, we follow a similar process with sheets and towels. They have to strip down 
their beds, bring down the towels. Then, when first started it, it was bit tedious, but 
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it's paying off in dividens now because we all know the system. I rarely have to 
remind them. I mean sometimes during hectic weeks, but sometimes they actually 
remind me.  

 I want to point out, too, that I follow up Tuesday with an automation that 
clothes are put away on Wednesday. Notice it's not Tuesday night. I've given myself 
time here. I've given myself that buffer that we talked about. We talked about time 
buffers in Season Two, because sometimes on Tuesday, it's not all sunshine and 
lollipops. Let's be honest here. I keep that in mind. I give myself a little bit of gray so if 
Tuesday is really hard and we don't get the clothes all folded, Wednesday's for 
putting clothes away. 

 For work, I use automations too. We use them to know when to run inventory, 
when to clean the shipping printer, when to research podcast topics like this one 
today, and so on. It works for tasks, too, that you don't run every month but still need 
to be done, filing taxes, changing your air filters, surveying customers, developing 
new products. What's even better is it's good for the things that you should be doing 
each year but probably forget about because they're not part of a regular schedule at 
all. At home, flipping your mattress, cleaning out your dryer vent. Maybe for work it's 
tasks like assessing your vendors or checking your website's SEO.  

 When you don't have these tasks scheduled somewhere, they end up being 
scheduled nowhere. They fall through the cracks. They don't get done or they end up 
being one of those things that you're thinking about all the time, and they add stress 
because you realize you haven't done this task in forever, and you feel guilty, 
unsuccessful, and then you feel rushed to get them done. As we discussed last week 
in the episode, when a task feels urgent, you don't give it as much time as it deserves.  

 I've created a monthly task list that runs down what I need to do each month 
throughout the year. These things are things that aren't scheduled as part of our 
normal automations. For example, at home I schedule to fertilize the yard in April and 
then again in October, to disinfect the dishwasher in March, June, September, and 
December, to waterproof the deck in April. All of these would be potentially forgotten 
in the craziness of life if I didn't have it scheduled as an automation throughout the 
year. For work, we do things like checking shipping rates in February. We do a 
rehouse reorganization in March and again in August and so on. Any of these tasks 
that are not regularly happening but should be happening, you should definitely 
automate.  

 When you're creating automations, consider consolidating your chores into 
batches. Dedicate batch time for cooking, cleaning, finances, whatever. This can be 
more effective than sporadically doing these chores throughout the week. You can 
even automate which days you do different activities. Maybe Sunday is the day that 
you do a really deep cleaning of your kitchen, and then Monday is your day for 
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cleaning bathrooms, and Tuesday's for laundry, and Wednesday is for vacuuming. It 
doesn't matter how you set it up. What matters is you create a system that allows you 
to do these tasks without thinking about it.  

 How do you start an automation system? How do you get this system going? 
I'm going to share that with you in just a second. First let's take just a second to talk 
about FreshBooks. I love their accounting software. It's cloud-based, and they've 
designed it so it's not only ridiculously easy to use, but it makes your work day even 
more productive. You can create professional-looking invoices in less than 30 
seconds. It even sets up online payments with just a couple of clicks. It takes a lot of 
that stress, that thinking, out of it. You stay on top of your finances, and your business 
can run a lot smoother. Customers who use FreshBooks save an average of two 
whole business days worth of time each month thanks to the simple, streamlined 
process. I love that. FreshBooks has generously offered a free, unrestricted trial for 
my listeners. Just go to freshbooks.com/paradox. In that section that says, "How did 
you find us?" type in Productivity Paradox. 

 Okay. Let's talk about automation systems, and let's get a system going for 
you. I know it's really hard when you start with that blank page. We've talked about 
that before. When you have a blank sheet of paper in front of you, it feels really 
difficult, but I've got a free download for you to make it even easier. You can grab 
that over at inkwellpress.com/podcast under Episode 35. It'll be in the Links and 
Resources section there at the bottom. Let me go ahead and walk you through it 
really quickly. You'll see there on that download that there's a section for you to write 
down the tasks that you do every day. Those are going to be things that you're going 
to try to turn into habits. Again, we talked about habits a few episodes ago in 
Episode 31 and 32. Those are the things you want to do daily.  

 Then we have a section for your weekly tasks. What are the tasks that happen 
every single week like what we talked about earlier with the laundry, or batching 
some of your cooking, or doing some of those things? Then there's a section for what 
do you do every month? What are some tasks that you do repeatedly and you can 
start to automate? Don't worry where these are going to plug in right now. I just want 
you to write down the things that happen each day, each week, and each month.  

 One of the things I would recommend is go back and look at your calendar 
from this past month, and maybe even the month before, to get an idea of what it is 
that you're doing on a regular basis. Then you can start plugging them into your 
automations calendar. What do you want to do for the second Monday of the month? 
What do you want to do the third Monday of the month or the fourth Tuesday of the 
month? Start to create a calendar of when you want to accomplish these tasks that 
happen each and every month.  
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 Now here's the trick. You don't want to pile a bunch of things onto Monday, 
because then Monday becomes really stressful, right? Make sure that we're keeping 
the harmony in our planning. When you're doing the automations calendar, think 
about tasks that possibly go together so you could batch items together, so you 
could have one day that's dedicated to cleaning and another day that's dedicated to 
most of your cooking for the week. Think about it like that, or maybe you want to 
space it out. Maybe Sundays are the day that you do deep cleaning of your kitchen. 
Every single Sunday you do a deep cleaning of your kitchen. Then on Monday you do 
vacuuming, and that's your day that you vacuum the house. Then Tuesday, well, let's 
do Tuesday laundry day. Why not? Then Wednesday is the day that you clean 
bathrooms.  

 Do you see how we're starting to take the thinking out of it? We don't have to 
worry about when does the bathroom need to be cleaned, because it happens every 
week on Wednesday, or it happens on the second Wednesday and the fourth 
Wednesday, or whatever it is that works for you. As anything that we ever discuss on 
this show, it's really about making it personal. We want to make sure it's a system that 
works for you, so start plugging it in on that calendar and then take a good, solid 
look at it. Is there harmony in this month? If I have piled way too much on my 
weekends, am I really going to be able to enjoy those weekends? Do I want to space 
it out throughout the week? Do I want to space it out throughout the month? It's 
really up to you, so I want to encourage you to fill out that download. 

 Then the next thing I want you to do is brainstorm a list of things that don't 
happen every month but need to happen throughout the year. Again, don't worry 
about when you're going to plug these things in. Just start writing them out. Go 
through your planner from last year or your digital calendar and look to see what are 
the different things you do throughout the year? When do you fertilize the yard? 
When do you change out the air filters? One of the ways you could do this is think 
about the tasks in terms of themes. What are all the financial things that have to 
happen each year? What are all the business things that have to happen? What are all 
the personal? What are the things I do outside of my home like the yard work, and 
the fertilizing, and things like that? What are the things that need to happen for your 
kids? Then start to plug those into a calendar year of when you want those tasks to 
fall.  

 Again, I'm going to talk about that harmony. We don't want to put everything 
in January and then nothing else in the rest of the year. I want you to take a good 
look at your life and figure out when are your slower times? Then you can plug in 
tasks there. Don't try to do a bunch of things during a hectic period in your life. For 
me, February tends to be a lighter time both for work and personal, so I put in some 
extra tasks in there. You want to make sure you're keeping that harmony.  
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 I write these out on one of our desk pads because I like the size of them and 
I'm able to post that up so that everybody else can see what are the automations? 
What needs to happen when? You could also use an app like Asana where the tasks 
can be easily repeated or set to automatically remind you. It's up to you. What's 
important is planning ahead so that these tasks and these items become so easy to 
do that you're not even thinking about them at all, and we're taking the stress out of 
it. I think that is really what is most important.  

 I hope that this is helping you think about ways that you can automate 
different tasks. We'll be talking about this in our Facebook group about what tasks 
we are going to be automating and even talking about our automation calendars. I 
hope you can join me in there. You can find information on our free community at 
inkwellpress.com/group. Again, to get that free download for this week's episode, go 
to inkwellpress.com/podcast, and you'll find it under Episode 35. It’ll be in the Links 
and Resources section at the bottom of the show notes.  

 Now I just want to take just a minute to say thank you. Thank you all so very 
much for all of the support and all of the love. The emails and the notes have been 
amazing in support of the launch of my 2018 planners this past week. It has been an 
amazing week! It’s always so much fun to get these planners launched and so 
gratifying to see how excited you are just as I am excited for you to receive them. I’m 
anxious to see how you are using these planners in the coming year, so definitely 
make sure that you’re tagging me and following along using our hashtag #IWPLove. 
I’d love to see how they’re working for you.  

 All right let’s talk about next week. Next week we’re going to be talking all 
about springboards to help these systems run even smoother. So all the things we’ve 
been talking about all season long? Those are going to start becoming even easier 
with some of the next few episodes. So I look forward to sharing more with you on 
that next week. So until next time, happy planning. 
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