Instructions,
Installation & Link Guide

2024 WEEKLY PRODUCTIVITY PLANNER (DIGITAL)

INSTALLATION FOR IPAD USERS ON GOODNOTES 5 & LINK MAP



Part 1: Overview

After purchasing the digital 2024 Weekly Productivity Planner, you will receive a link to access
and download the planner folder. The folder comes in a .ZIP file which contains the contents of

your purchase. Simply double click the .ZIP file to open it, and you'll see 2 .PDF files:

@ Instructions, Installation & Link Guide for 2024 Planner
@ 2024 Weekly Productivity Planner - Digital_The Werk Life

This is the file you're
reading now -

instructions, installation This is the hyperlinked

guide for iPad users, 2024 Digital Planner.

getting started, and link

overview.

Here's how the .ZIP folder contents for our 2024 Planner in “Peach” will look:

¢{ Back 2024 Weekly Productivity Planner - Digital_The Werk Life @

Date MName Type

[ . 0 o

1 Instructions,
+ / Installation & Link Cuide

New... 1-Instructions, 2024 Planner_The
Installati...Planner Werk Life
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Part 2: How You Can Use Our Planners

We've designed our digital planners with extra love and care to help you live a more organized
and productive life. All of our digital planners are delivered in 8.5" x 11" PDFs, and can be used
across multiple devices. In the next part of this guide we'll walk you through detailed
installation instructions on an iPad - but if you're not an iPad user, here are other ways to get
started:

TABLET

The most common way to use our digital planners is through a tablet.
Apps like GoodNotes, Notability and Xodo make it easy to swiftly work
through the planner pages, giving you options to bookmark and organize
all of your digital notebooks. Having a stylus (or Apple Pencil if you have
an iPad) can help mimic the feeling of using a paper planner as you
write, annotate, and draw directly on the screen.

DESKTOP

Digital planners can be used on Desktop through paid apps like
GoodNotes or through the free Adobe viewer tool. If using Adobe, click
"Tools" at the top taskbar, and "Annotate". This will give you a list of
options to insert text, draw shapes, as well as add bookmarks.

—— MOBILE PHONE

’ The same apps used on a tablet can be used on your mobile phone.
With a smaller screen size, digital planning isn't optimal on a phone but
it's definitely doable! It's recommended to use a stylus or insert a text
box when it comes to precision. Writing with your finger can be difficult
when digital planning on a mobile device.
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Summary ot Compatible Tools & Apps

Though this isn't an exhaustive list (as there are new note-taking tools always on the rise!),
these apps are tried and tested; commonly used for digital planning and note-taking. There is
generally a one-time cost for downloading these tools which gives you a full suite of editing,
writing, and drawing features to customize and use all of your planners. You have a few
options to choose from. The tool we use for our planning videos and tutorials is GoodNotes 5.

DEVICE APPLE ANDROID, PC, OTHER
GoodN s * Xodo
Tablet 0 'f)‘res e Samsung Notes
* Notability * Noteshelf
* GoodNotes 5 Yod
Desktop |+ Nofability + Noteshelf
e Adobe (free)
* Xodo
Mobile * GoodNotes 5
Phone . Notabilit e Samsung Notes
’ * Noteshelf
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Part 3: iPad Installation & Set Up

Let's take you step-by-step to get your planner set up on your iPad. For this example, we'll be
referencing GoodNotes 5. However, many of these instructions are universal across note-taking apps
and devices, meaning that even if you're not using GoodNotes 5, you may benefit from browsing
through the instructions below. Note: This example shows screenshots from our Digital Financial
Planner - but fear not! It's the exact same process to set up your 2024 Planner.

STEP 1: EXPORT THE PLANNER

After receiving your download link to access your planner, your first step is to export the
planner to your desired note-taking app. You can do this directly from the email, or from your
Files folder on your iPad, depending on where you've downloaded the .ZIP folder.

Done Digital Financial Planner - (Vibrant) _The Werk Life.zip —

., Digital Financial Planner - (Vibrant) _The...

@eu& =4

AirDrop Messages Mal GoodNotes

>
L4
o l

| Open in GoodNotes.

Digi

®
El
Save to Files B
Z[p Save to Pinterest @
Preview Content

Cancel Import to GoodNotes

Before After Last Page

Digital Financial Planner - (Vibrant) _The Werk Life-2

If you already have GoodNotes 5 set up, you
may be asked if you want to "Import as New
Document" or "Import to Current Document". If
prompted, select "Import as New Document".
Skip this step if you don't see the prompt.

Import to Current Document

Import as New Document
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You may also receive a prompt to import the file into a specific folder or location. This is a
great way to organize all of your documents and planners. You can always move your files to
different locations at any point. Skip this step if you don't see the prompt.

& Import to Goodhotes Select a Location EP

158 Documents
Notebooks
Personal

The WERK LIFE v

Import to The WERK LIFE

Once you've successtully exported your file out of your email or downloads, you should
see it imported info GoodNotes 5.

< Documents The WERK LIFE © B

Date Name Type =

V

+ fi nanci al

MNew.. Digital Financial _ Linked Digital Linked Digital
. I Flanner -... Financial Planner... Happy Home...

h”(.)”]“‘ |.1r'1':'|t|!| I:;_' C |)|'(:E!|I|£1Ii\‘l- C l'l'.l'_".‘fil._ltl."-'i

Linked Digital Linked Digital Linked Digital Linked Digital
Happy Home... Productive... Froductive.. Dreams Planner...
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STEP 2: CUSTOMIZE & USE

Once you open the folder, you'll see the files we mentioned in Part 1 of this guide.

& The WERK LIFE Digital Financial Planner - (Vibrant) _The Werk Life
Date Name Type
n E Reminder: The 2024 Planner has 2 files

. - in the zipped folder:
4 : e heie e financial

5 1. Instructions, Installation & Link Guide

2.2024 Weekly Productivity Planner
MNew.. Instructions & . Printable Financial -
Instal atiun_ C;Ji.c:e P.an;‘.e_r e

Click the planner, and the file will open.

Once the file has been opened, the planner is ready to use. You'll notice this bar at the top if
you're using GoodNotes 5.

< B8 Q [J (N Linked Digital Financial Planner (Vibrant)_The Werk Life ~ &

Here are a few key functions you'll want to know as you get started:

< 1881 Q [ (N|vLinked Digital Financial Planner (Vibrant)_The Werk Life - @

Click this to browse all the Tap this area to rename the
pages of the planner at a planner to your preference.
thumbnail view. This is a

good way to see what the

. Add a new blank page, or duplicate an
entire planner encompasses,

existing page to customize your planner.
and you can bookmark your 9 PEY Al
favorite pages, as well as

create your own outline. Toggle between Edit and Read-only mode. Note: links

will only work if the planner is in read-only mode.
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STEP 3: MAKING THE MOST OF YOUR DIGITAL PLANNER

< B2 @ [] (M Linked Digital Financial Planner (Vibrant)_The Werk Life « @E 44— You can duplico’re an exis’ring page as
e e More many times as you want. Navigate to the

Page 16

monthly bUdl @ Copy Page

page you want to duplicate, and click the

ubvounsve

"..." (more) icon at the top right of the

3

= . L n n
@ rowte Thispage age. Press "Copy Page".
4 pag py Pag

INCOME EAGF /= AddThisPageto Ouliine 5
|
§
INCOME SOURCE | EXPECTED A Change Template H
Go to Page P
Wl B
@ Clear Page 5
H
B
g
8

=

J Move Page to Trash

SAVINGS & INVE

ACCOUNT EXPECTED Show Resalved Comments

Scrolling Direction Harizonta

MUt HEs

N B O

Stylus & Palm Rejection

1

)

Dacument Editing

DEBT REPAYAHM

wauNgaTH

TVPE T EKPECTED_[ T Study Flashcards
£
o a
g
g
H
H
2
=
H
i
< 8 Q [] 0 Linked Digital Financial Planner (Vibrant)_The Werk Life - @& -
]
Before Adter LastPage &
H
H
H
monthly budi — -
MONTH: L
1]
INCOME EAG H . .
e — Next, click the Add Page icon
INCOME SOURCE EXPECTED i 5 il
1 H

< ' at the top, and press "Paste

Page". This will add another

i More from Templates...

copy of the sheet, either

wRLaTu

—. G Image
SAVINGS & INVE ® ScanDocuments before or after the current
SCE=lL { expeCTEDMI (@) Tas hoto page, depending on your
oy & it ; preferences. This gives you

unlimited access to every page

and template in the planner!

DEBRT REPAYMENT

SIDNITIVHD

TYPE EXPECTED ACTUAL DIFFERENCE

$30uN0s3N

saLoN
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BONUS TIP:

To get even easier access to your planner right from your home page, you can create you own
iPad app icon, like this:

s This will open the planner directly on
GoodNotes 5, saving you a few clicks!

Here's how to get set up.

2022 Planner

HOW TO CREATE AN IPAD SHORTCUT:

1.Head to the "Shorteuts" app on your device, and click the "+" sign to add a new shortcut. In
the right hand panel, search for the name of your planner. If you haven't renamed it, simply
search "The Werk Life" and all of your planners from us should pop up. Click the one you

want to create a shortcut for.

1 =
a| el = Done

Add actions from the right to build your shortcut. 1, The Werk Lifel @ Cancel

@ sooi =/ coodnotes

# The WERK LIFE @)
Linked Digital
i Financial Planner )

(Vibrant)_The Werk
Life

Digital Financial

Planner - (Vibrant) @
_The Werk Life
# The WERK LIFE 0]

Linked Digital Mindset
# Planner (Black)_The (O
WERK LIFE

Digital Financial

Planner Linked
] (Black)_The WERK ©
LIFE
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2. Once you've selected the planner you want to create a shortcut for, click the filter icon and

then click "Add to Home Screen".

@) Lok o » B8] -

/ Linked Digital Financial Planner Details Privacy Setup

(Vibrant)_The Werk Life

I a Add to Home Screen I

Show in Share Sheet

W Receive What's
On Screen

@ show on Apple Watch

E Pin in Menu Bar

EJ Use as Quick Action

Shortcuts Help

3. A window that looks like this will pop up. Here, you'll have the option to change the name of
your shortcut as well as add a custom photo if you'd like.

Cancel Add
PREVIEW
Financial Pla...
DOUBLE
TAP THE
ICONTO HOME SCREEN NAME AND ICON
CHOOSE a
A —’ i IFinenciaI Planner >}
CUSTOM g
PHOTO Take Phato @ 3 your home screen so you can quickly run this shorteut
Choose Photo
Choose File B9

We have lots of free of photo covers to make your home screen shortcut look amazing!
You can check out and download free icon covers for your planners right here.
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https://drive.google.com/drive/folders/1F4ycUSbpZF6o-c0hnjs7OIhl7PKUDwFE

4. Once you've chosen your photo and named your home screen shortcut, click "Add" and then
"Done" on the top right.

Cancel Add

PREVIEW

Financial Pla...

HOME SCREEN NAME AND ICON

D Financial Planner (]

An icon will be added to your home screen so you can quickly run this shortcut.

And voila! You should now have a shortcut icon that links directly to your planner in
GoodNotes 5 from your homepage.

Magnifier

iMovie Keynote = Numbers

2022 Planner Financial Planner Gmail

WWW.THEWERKLIFE.COM
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Read-only mode must be on in order for the links to work. If your links do not work, try restarting the application and ensure you have
the latest version downloaded. If the links still aren't working, contact us at infoethewerklife.com and we can help troubleshoot.

Part 4: 2024 Planner Link Map

The linked functionality of our 2024 Planner makes it simple to navigate across multiple pages in

just seconds. (There are over 100 links!) Over the next few pages, we'll deep-dive into each one.

ACCESS COVER PAGES &
KEY PLANNER PAGES

MONTHLY TABS LEAD TO
MONTHLY CALENDAR VIEW

e

Lomated 2025-2024 = =] = a
1§ Mo pat of th bock or ony e roproduced 4 o e
e i J 0 t 1
Gmenonn
bmhﬂ*l bt o e k. Tha e JM’I' ) b, i MONTHLT OOALS WAKE UP ROUTINE i
o) (aGis) (okr
GEED . ke moaey s b ot rabeseni o -~
L mary cirent @ vty of togers
SEET I I ERET
raefinciies e E
MUST DO THES MONTH WIND DOWN ROUTINE
]

LLLLLLLLLLLELL LLL UL LU

d
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Read-only mode must be on in order for the links to work. If your links do not work, try restarting the application and ensure you have
the latest version downloaded. If the links still aren't working, contact us at infoethewerklife.com and we can help troubleshoot.

2023
reflection

R | ACHIVE MY TS RS T e O Y TR
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Read-only mode must be on in order for the links to work. If your links do not work, try restarting the application and ensure you have
the latest version downloaded. If the links still aren't working, contact us at infoethewerklife.com and we can help troubleshoot.

gy i pRac (RO = e FERRUARY MARCH R e
———
H 2024 GOALDASHBOARD. 3
g GOAL DASHBOARD
" LEADS TO
= YT e ous GOAL PLANNER
§ PAGES
i i
p—= - =
% — —
GOAL T SOuL . m *
VISION BOARD II 2024 GOALS II GOAL PLANNER g : pr——
I LETTER TO MYSELF || 2024 RULES | ‘
: __ prer
i
i GOAL PLANNER PAGES ——
LEAD BACK TO ; i
DASHBOARD Aenounan B
i
g

| e | oo | s | e

2024 RULES i
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Read-only mode must be on in order for the links to work. If your links do not work, try restarting the application and ensure you have
the latest version downloaded. If the links still aren't working, contact us at infoethewerklife.com and we can help troubleshoot.

- 2024 WATCHLIST e = =
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E
1]
i
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|
|
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|
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Read-only mode must be on in order for the links to work. If your links do not work, try restarting the application and ensure you have
the latest version downloaded. If the links still aren't working, contact us at infoethewerklife.com and we can help troubleshoot.

JUMP TO WEEKLY VIEW
CCTOME
S M T w TR S
20 2 Iz I 2425 2%

JUMP BACK TO MONTHLY VIEW -

TEemESELIRE Gom

3

Flip backwards to the previous
page from the weekly schedule
to access that week's weekly

dashboard
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Happy Planning!

If you run into any issues or have questions, please let us know at infoethewerklife.com.

For more planning tips, check us out on YouTube under our "Planning" Playlist.

STAY CONNECTED

B0 G 0
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https://www.youtube.com/channel/UCofCRAYrDX5GdmUaoAcKnAg
http://pinterest.com/thewerklife
https://www.tiktok.com/@thewerklife
https://www.instagram.com/thewerklife/

