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Abstract

In recent years, there has been an explosion of methods and tools for task management. We provide an

overview of various traditional and digital solutions for task management, including pen and paper,

calendar apps, spreadsheets, Org mode, and nvim-orgmode. By discussing the benefits and drawbacks

of each approach, we aim to help users identify a method or tool that suits their individual preferences,

workflow requirements, and compatibility with existing systems. We specifically highlight nvim-

orgmode as a powerful, robust, lightweight and lightning fast task management tool built in Neovim’s

plug-in rich terminal-based environment. This makes it an invaluable resource for individuals seeking

efficient and effective ways to manage their tasks, ideas, and information.
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1 Why Task Management?

He who every morning plans the transactions of that day and follows that plan carries

a thread that will guide him through the labyrinth of the most busy life.

Victor Hugo

I love deadlines. I like the whooshing sound they make as they fly by.

Douglas Adams

In today’s fast-paced world, managing tasks effectively has become crucial for both personal and

professional growth. Task management refers to the process of organizing, prioritizing, and tracking

activities to accomplish goals efficiently [1]. Although, sometimes used interchangeably with time

management, task management is the more appropriate term, as in essence, we can only manage our

tasks but not time itself.

One significant advantage of task management is its ability to help individuals and organizations keep

track of events and deadlines. It aids in staying on top of crucial aspects such as classes, meetings,

exams, thesis defenses, paper submissions, reviews, travel plans, and administrative tasks, all while

ensuring that these activities align with both short-term and long-term objectives.

Another pro of task management is its role in facilitating goal achievement. By breaking down larger

goals into manageable tasks, individuals can more effectively allocate their time and effort to high-
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priority activities, thus avoiding wasting time on ”busy work” that doesn’t contribute to meaningful

outcomes.

Task management also enhances efficiency and effectiveness by encouraging the prioritization of tasks

based on importance and urgency. This approach enables individuals to make better use of available

time and resources, ultimately leading to improved overall productivity.

Additionally, task management provides a tangible way to measure progress. By tracking accom-

plishments and milestones, individuals can assess their performance, identify areas that may require

improvement, and make necessary adjustments for future tasks.

Lastly, effective task management can significantly reduce stress levels by providing a sense of

organization and control over one’s workload. When tasks are organized and planned, the feeling of

being overwhelmed is greatly diminished, allowing individuals to approach their responsibilities with

a clearer mindset and better focus on achieving their objectives.

A variety of methods and tools are available to help individuals become more effective at task manage-

ment, ensuring they make the most out of their time and energy. We will explore different approaches

to task management, as well as various tools that can aid in organizing and prioritizing tasks, ultimately

leading to increased productivity and a more streamlined workflow.

2 Task Management Methods

There is no one-size-fits-all recipe for effective task management, which is why a multitude of ap-

proaches have been proposed, with a lot of overlap, but also each with its own unique take. It’s

important for everyone to cherry-pick the methods that work for them and create their own personalized

system to maximize results.

One of the most popular and influential task management methods is David Allen’s Getting Things

Done (GTD) approach [2]. GTD helps individuals organize their tasks by breaking them down into

actionable steps, setting goals, and using a combination of digital tools and analog systems to keep

track of everything.

The 2 - Minute Rule is another popular time management technique that encourages completing small

tasks immediately rather than adding them to a to-do list [3]. This approach helps reduce the mental

burden of constantly thinking about pending tasks and keeps the focus on bigger, more important tasks.

The Eisenhower Matrix prioritizes tasks into four quadrants based on their urgency and importance:

Do, Schedule, Delegate, Delete [4]. This method helps individuals decide which tasks to tackle first

and how best to allocate their time and energy.

The Ivy Lee Method involves listing the six most important tasks to accomplish each day and prioritizing

them based on importance. By focusing on these crucial tasks first, this technique ensures that vital

work is completed before moving on to less pressing matters.

Task-based Time Blocking involves scheduling blocks of time for particular tasks, creating a structured

daily agenda. This method helps individuals manage their time more efficiently by dedicating specific

periods to specific activities, reducing interruptions and distractions.

Batch Email Sessions from the book “The 4-Hour Workweek” by Timothy Ferriss is another approach

that encourages setting aside dedicated time blocks for email management [5]. By batching emails

together rather than responding to them as they come in throughout the day, this method allows

individuals to minimize the impact of email on their productivity and focus on more important tasks.

Highlights & Laser-focus from the book “Make Time” by Jake Knapp and John Zeratsky, emphasize
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the importance of focusing on middle-sized projects you can complete in a day, as well as reducing the

number of tasks and eliminating distractions [6].

3 Task Management Tools

Task management tools have evolved considerably in recent years, providing individuals with a plethora

of options to choose from. In this paper, we will explore various task management methods and tools,

including traditional and digital solutions: pen and paper, calendar apps, spreadsheets, and Org mode.

3.1 Pen and paper

Using pen and paper for task management offers several benefits, making it a popular choice. It’s

simple to use with no technical skills required and accessible to everyone. Writing on pen and paper

provides a tangible, hands-on experience. There’s something satisfying about physically crossing off

completed tasks or reorganizing your list with ease. Additionally, they are portable and do not rely

on batteries or Wi-Fi. Finally, using pen and paper minimizes distractions compared to digital tools,

leading to improved productivity and better information retention.

On the other hand, pen and paper can have some limitations, such as requiring manual updating to-do

lists, which can be time-consuming and prone to human error. Searching and retrieval in a physical

notebook is cumbersome compared to digital tools with built-in search functions, leading to difficulty

finding specific information. Additionally, pen and paper do not offer any reminders for upcoming

tasks or deadlines, which could result in missing important appointments or due dates. Furthermore,

long-term planning can be challenging using pen and paper as they lack the visual organization and

flexibility provided by digital tools such as calendars and Gantt charts. Finally, relying on a single

physical notebook restricts access to tasks or notes while on-the-go - it can only be at one place at a

certain time.

3.2 Calendar apps

Using calendar apps offers several benefits that make them an ideal tool for managing time-specific

tasks. They provide a visual representation of tasks, allowing users to see at a glance how they fit into

their day, week, or month, and easily reschedule if needed. Additionally, built-in reminders and alerts

help ensure important appointments or deadlines are never missed, while customizable notifications

can be tailored to personal preferences. Finally, recurring tasks are easy to set up with calendar apps,

saving time and effort compared to manual inputting of each occurrence. All these features make them

an efficient tool for managing time-specific tasks effectively.

While calendar apps have many benefits, they also come with some downsides. The overwhelming

nature of scheduling every task on the calendar can lead to clutter and make it difficult to navigate

through appointments and deadlines. Additionally, managing flexible tasks, such as those without

specific start or end times or open-ended tasks, can be challenging in a calendar format. Finally, lack

of task clustering and organization can result in a disorganized and confusing display of daily activities,

which may lead to difficulty in prioritizing and focusing on important tasks.

3.3 Spreadsheets

Spreadsheets offer several features that make them a convenient option for managing tasks efficiently.

They’re ideal for organizing data in a structured manner using dates as rows and categorizing tasks in

columns. They allow for easy search and retrieval of specific tasks within one file. Finally, local task

storage ensures that the files can be accessed without needing an internet connection or subscription to

a particular software service.
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While spreadsheets can provide some level of organization and tracking for tasks, they have certain

limitations that may make them less effective than specialized task management tools. One significant

downside is the absence of reminders and alerts. Without these features, it’s easy to forget important

deadlines or tasks, potentially leading to missed opportunities or incomplete work. Another disadvan-

tage is the limited space for entering tasks due to column width. This can become a problem when

dealing with lengthy descriptions or notes, which may need to be split across multiple rows or columns.

As a result, keeping track of information can become cluttered and difficult to read. Lastly, spreadsheets

may also have limited space if many task categories are needed. While they allow for some flexibility

in organizing tasks by adding more columns, this can quickly lead to information overload and make it

challenging to find specific entries.

4 Org mode

Org mode (organization mode) is a powerful and versatile GNU Emacs tool that excels in organizing

tasks, notes, and documents, making it a comprehensive tool for task management and note-taking [7].

It is ideal for keeping notes, authoring documents, computational notebooks, literate programming,

maintaining to-do lists, planning projects, and much more. This flexible application is ideal for anyone

looking for an efficient way to manage their tasks, ideas, and information in one organized place.

Some of the pros of Org mode are that it’s highly customizable, allowing users to create complex

hierarchies and structures for organizing tasks according to their preferences. Additionally, its plain

text format ensures the task files are easy to work with, future-technology-proof, easily integrate with

version control, and offer offline accessibility.

Flexible scheduling and deadline management is another key advantage of Org mode. Users can effort-

lessly add various types of tasks, notes, code blocks, tables, links, and more to create comprehensive

project structures. Furthermore, it enables measuring the time spent on a task, making it an invaluable

asset for productivity tracking.

Org mode also offers easy scheduling for recurring tasks, as well as the ability to group tasks into

projects and assign them with tags and priorities. The agenda is a calendar like view consolidating all

scheduled tasks, deadlines, and events, and providing users with a comprehensive overview of their

workload and progress.

One of the main drawbacks of Org mode is that it is an GNU Emacs tool [8]. As such, it relies on

using GNU Emacs, which is resource-intensive and has a steep learning curve for users unfamiliar

with the text editor. Additionally, Org mode’s visualization is primarily text-based, which may be less

appealing than than graphical calendar apps when it comes to viewing scheduled tasks and deadlines

through its Agenda view.

5 nvim-orgmode

nvim-orgmode [9] is a lightweight yet powerful implementation of Org mode for Neovim, an open-

source terminal-based text editor. With that it inherits the major benefits of Neovim including its

extensive and rich plugin ecosystem, its ergonomics, as well as its unrivaled speed [10]. This allows for

greater customization and functionality, ensuring a smooth and tailored experience for users. Neovim

boasts lightning-fast startup times of around 20 ms, and unparalleled task entry and editing speeds. The

fuzzy search feature allows users to quickly locate files and content within their Org mode documents.

Figure 1 shows nvim-orgmode in action.

Another positive aspect of nvim-orgmode is its active and welcoming community. Bug fixes are

rapidly implemented, ensuring a stable and smooth experience for users. The issues discussed in the

community are promptly addressed, fostering an environment where ideas and suggestions can be
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Figure 1: nvim-orgmode in action

openly shared and improved upon.

While nvim-orgmode offers numerous advantages, it also has some potential drawbacks for new users.

One of these is the steep learning curve associated with using Neovim, which may require additional

effort to adapt to if you’re not already familiar with this text editor. Additionally, there may be a

temporary lack of feature parity compared to Org mode in Emacs, as some features have not yet been

ported. Despite these potential challenges, nvim-orgmode remains an attractive option for users seeking

a powerful and customizable Org mode experience within a terminal-based environment.

6 Conclusion

The choice of taskmanagementmethod or tool depends on personal preferences, workflow requirements,

and compatibility with existing systems. Pen and paper provide a straightforward approach, but digital
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tools like calendar apps, spreadsheets, Org mode, and nvim-orgmode offer advanced features and

benefits. Finding the right balance between using the right tool at the right time, customizing it according

to your needs, and consistently applying it in your daily life is crucial for efficiency and effectiveness.

nvim-orgmode offers a lightweight, powerful and customizable Org in Neovim’s plugin-rich terminal-

based environment. It is the fastest tool available with minimal startup times, lightning-fast task editing

and quick search capabilities. The choice of tool depends on your specific needs, workflow, and

personal preferences, with nvim-orgmode is a noteworthy option for users seeking a robust, powerful

and fast task management solution.
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