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Personal Productivity & Time Management #

e Divide each of your goals/

projects into actionable Gettmg '|'h|ngs Done

tasks
« Explicitly track al the art of stress-free

- Your mind is not a good task DrUdUCthlty
management system from the New York Times bestselling author

- A computer remembers way David Allen
better than you can

e You can also group tasks by
context
- by amount of focus required

- by necessary tool, location,
or person
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Online Tools Exist for Team TODOs &g

® O El R % Y ) & trello.com & O i a »

Saved Tabs v Weblogs ® Research v My Stuff v Read Later C.R.AW.LAB Send to OmniFocus Google Translate >>
Trello -

B 7rellr

Trello is the free, flexible, and visual way
to organize anything with anyone.

Drop the lengthy email threads, out-of-date spreadsheets, no-longer-so-sticky
notes, and clunky software for managing your projects. Trello lets you see
everything about your project in a single glance.

Sign Up - It’s Free.

Log.n...




Standardize Filenames & Folder Structures %

 Main Folder. Named (Conference or Journal Abbreviation) - (Short
description of topic) - YYYY where YYYY is the four digit year of the

conference

- figures - the main folder that contains all the figures used in the
paper
+ sources - a subfolder with the folder source files, if different than
the included version.

+ unused - As your paper is edited, there will likely be figures that
are no longer included in the paper.

- Submission documents - a folder containing any submission,
registration, efc. confirmations

- Reviews - Most of our papers will be reviewed before being
accepted. Store those reviews here. It is also helpful to store the
initial submission version here.

- Presentation - For conferences, include the presentation file (named
in a similar manner as the . tex source file) and any supporting
figures, movies, etc. in this folder.



Standardize Filenames & Folder

® O 6

L ISR - Jumping - 2013

Structures

(Q

FAVORITES
=l All My Files
@ AirDrop
72} josh
Desktop
#\; Applications
Bﬁ Documents
(] Research
H Movies
Jd Music
Pictures
<5 Dropbox
(~ ] ownCloud

SHARED

DEVICES
Macintosh...

@ Remote Disc

|| 500gB... &
1TBUS... &

Name A |

Command_form_inverted.pdf
Command_form.pdf
GT_jumping_matchedRange_surf.pdf
GT_jumping_matchedRange.pdf
GT_jumping.pdf
Height_vs_spacing.pdf
Jump_convolve.pdf
Jumping_command_position.pdf
Jumping_normalized_spacing_inverted.pdf
Jumping_normalized_spacing.pdf
Jumping_optim_scaled.pdf
Jumping_optim.pdf
Jumping_squat_example.pdf
Jumping_stutter_example.pdf
Linear_jumping_model.pdf
Sources
spring_compression.pdf
stutter_jump.pdf
unused
1 ISR_Jumping_2013.aux
ISR_Jumping_2013.bbl
7 ISR_Jumping_2013.blg
ISR_Jumping_2013.doc
ISR_Jumping_2013.log
ISR_Jumping_2013.out
ISR_Jumping_2013.pdf
ISR_Jumping_2013.synctex.gz
ISR_Jumping_2013.tex
v Master_bib_minimal.bib

Reviews

BEe N & 5 E

J :’T‘g/ ‘ J ‘ J

| —
» || Submission Documents

Date Modified

Today 4:02 PM

Jun 6, 2013 5:07 PM
Jun 10, 2013 4:27 PM
Jun 7, 2013 5:25 PM
Jun 3,2013 4:51 PM
May 29, 2013 4:25 PM
Jun 7, 2013 3:56 PM
Jun 6, 2013 5:09 PM
Jun 12,2013 5:31 PM
Jun 12, 2013 5:48 PM
Jun 12, 2013 5:48 PM
Jun 10, 2013 6:27 PM
Jun 10, 2013 4:46 PM
Jun 7, 2013 12:06 PM
Jun 10, 2013 4:19 PM
Mar 8, 2013 3:42 PM
Today 4:00 PM

Mar 21, 2013 7:23 PM
Mar 21, 2013 7:23 PM
Today 4:01 PM

Jul 12, 2013 1:50 PM
Jun 14, 2013 5:42 PM
Jun 14,2013 5:42 PM
Jun 10, 2013 9:28 PM
Jul 12,2013 1:50 PM
Jul 12, 2013 1:50 PM
Jul 12,2013 1:50 PM
Jul 12,2013 1:50 PM
Jun 14,2013 5:45 PM
Jun 14, 2013 5:42 PM
Today 3:59 PM
Today 3:59 PM

Size
45 KB
46 KB

1.8 MB
532 KB
1.2 MB
408 KB
83 KB
44 KB
597 KB
627 KB
406 KB
406 KB
407 KB
57 KB
55 KB
68 KB
87 KB

8 KB

7 KB

2 KB
22 KB
43 KB

628 bytes
4.3 MB
85 KB

29 KB
214 KB

Kind

Folder
Portab...(PDF)
Portab...(PDF)
Portab...(PDF)
Portab...(PDF)
Portab...(PDF)
Portab...(PDF)
Portab...(PDF)
Portab...(PDF)
Portab...(PDF)
Portab...(PDF)
Portab...(PDF)
Portab...(PDF)
Portab...(PDF)
Portab...(PDF)
Portab...(PDF)
Folder
Portab...(PDF)
Portab...(PDF)
Folder

aux
TeXSh...ument
Document

Micro...ument
Log File
Document
Portab...(PDF)
gzip c...rchive
TeX source file
BibTeX

Folder

Folder

! Macintosh HD » ] Users » § josh » [ Documents » | Research » | Papers copy » || ISR - Jumping - 2013 » || unused

32 items, 125.6 GB available




Software Version Tracking

e Use git, GitHub, svn, BitBucket, etc. to manage
software, not
PDcontroller _newGains _new_v2 Final FINAL.c

%

e Allows rollback to working versions

e Allows branching for exploring new ideas/features
e Also acts as backup for software

e Can use for code and plain text documents

e My classes and my lab use GitHub



Version Tracking

® < EN| L] Y @ Q ) @ GitHub, Inc. ¢ (4] ﬁ“] 0!
it Saved Tabs v  Weblogs® Researchv My Stuff v Read Later C.R.AW.LAB Sendto OmniFocus Google Translate Add to Pinboard English open in nbviewer >>
GitHub - Where software is built -+
[ ]
G|tHUb Explore Features Enterprise Pricing ‘ IC ‘ Sign in

Where software is built EEEEEEES
Powerful collaboration de review, and code management for _
owertul collaporation, coae review, a code manageme (@)

open source and private projects. Public projects are always free.

GitHub also gives a nice pack of “stuff” to students

https://education.github.com/pack/



https://education.github.com/pack/

BACK UP YOUR DATA!!!!N

Drives Have 3 Distinct Failure Rates

Hard Drive Survival Rates - Chart 1

100%
. % 5.1%
£t
= 1.4%
2> annual failure rate
;
802
70%
1 2 3 4
Year Year Year Year

& BACKBLAZE

Image from: https://www.backblaze.com/blog/how-1long-do-disk-drives-last/ 9


https://www.backblaze.com/blog/how-long-do-disk-drives-last/

“21S 1 and 1 IS none” %

e \Windows 10 & macOS have built in backup solutions

- macOS — Time Machine — https://
support.apple.com/en-us/HT201250

- Windows 10 — https://support.microsoft.com/en-
us/help/17143/windows-10-back-up-your-files

- For either, just regularly plug in your backup drive(s) —
Do this every day!

e You might also have a byte-for-byte clone of your
boot drive

e Best practice is to have 1 more backup off-site
- Local files mirrored to DropBox, OneDrive, efc.
- Backblaze, Arq, efc.
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General Software Tools

e Office 365 — https://helpdesk.louisiana.edu/
office365student

%

e Free Software List — https://

helpdesk. louisiana.edu/get-help/knowledgebase/
software/more-free-software

e Free, student versions of a lot of Autodesk software —
https://www.autodesk.com/education/home
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Tools for Mechatronics Kit %

 Microsoft Visual Studio Code text editor — https://
code.visualstudio.com

e CoolTerm — http://freeware.the-meiers.org
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Figure and Image Formats

e \Want Vector Graphics figures
- A vector representation of the drawing is saved
- Can zoom infinitely and figure is still crisp

e Avoid bitmap-based filetypes:
- JPG

- PNg
- bmp

e Avoid using screenshots!!! (They are an absolute
last-resort.)

%
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%

Software for Figures

e Inkscape
- Download — https://1nkscape.org/

- Tutorials — https://inkscape.org/en/learn/
tutorials/

e Free (for students) CAD and CAD-like:

- Fusion360 — https://www.autodesk.com/products/
fusion-360/students-teachers-educators

- SketchUp — https://www.sketchup.com/products/
sketchup-free

- Tinkercad — https://www.tinkercad.com
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Inserting Tables Into Word — macOS &g

® 0 M d - v Book1 Qv Search Sheet @

Home Insert Page Layout Formulas Data Review View |2 Share ~
@ v 3 Calibri (Body) v 12 v A=~ Av e 0/ , B Conditional Formating » 'H: e -

@ v & A - 0 [;/ Format as Table ¥

Paste & B I U -~ |V VI Alignment Number [;/ Cell Styles + Cells Editing

Al . fx 1 v
A B C D E F G H

1 | 2| 3

2 4 |

3 1 16 81
4 1| 256 651 | |

5 Cut #EX |

Copy #C

6 Paste #V |

7/ Paste Special... ~BV

8 Smart Lookup... 0L |

9 Thesaurus...
10 . Insert...
11 Sheet - Delete...

< b | Sheett |+ Clear Contents

Average: 578 .
Filter >

Sort >
Insert Comment

Format Cells... 381
Pick From Drop-down List...
Define Name...

Hyperlink... #EK

Additional Actions
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Inserting Tables Into Word — macOS %

& Word File m View Insert Format Tools Table Window Help

®@ O - Document?2
Ty— Insert ‘ Repeat New Blank Document %Y% Review  View

v

W -

ol | — e =
mv Calib = vhi=v 6= o= A 5y

Paste B
\

Ltllb -1
@ B>
[

I \ |
1|1
Il
I

T
L 2
>
[l
4
&
4

Paste AV — —

P X | Paste Special... A3V | | 7

Paste and Match Formatting "\ {3V

Clear >
Select All EA
Find >
Start Dictation fnfn
Emoji & Symbols ~ 3 Space

Page10of1 O words  English (United States) = E 3 Focus
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Inserting Tables Into Word — macOS %

@ Word File Edit View Insert Format Tools Table Window Help DI A
M Document2 Q~ Search in Document @
Home Insert Design Layout References Mailings Review View (2 Share
Bk Calibri (Body) +|[12 ~| A= Av | |£a| AP ®§ [Al| =~ i= - == o= A % 9| A
— - &
Paste B I U - abe X, x? Y25 |3 Paste Special

Page 1 of 1

1

0 words

English (United States)

Source: Microsoft Excel Worksheet

Sheet1!R1C1:R4C3

O Paste

Paste link
As:
Microsoft Excel Worksheet Object
Formatted Text (RTF)
Unformatted Text
HTML Format
PDF
Picture (PNG)
Picture (TIFF)
Unformatted Unicode Text

B

Inserts the contents of the Clipboard as an Adobe Portable
Document Format (PDF) file.

Cancel
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Inserting Tables Into Word — Windows

H ©- Book1 - Excel Sign in = O X

File Home Insert Page Layout Formulas Data Review View Add-ins Team Q Tell me |& Share

—) % Calibri ) PR A == = =2 General v %Conditional Formatting ~ gmlnsert - 2 '27'
s ?E@ v = = = - $ 9% [EFormatasTablev E"Delete v ' L~
aste > | ¥ o | e v | — — et
. ¥ B I U — 2 A €E=3= - 50 >0 [4 Cell Styles ~ =] Format~ & ~
Clipboard & Font P Alignment «  Number P Styles Cells Editing ~
Al 4 Je 1 v
A B C D E ; F G H | J K L M |~
1 1 2 Calibi ~11 ~ A" A" $ - 9% » B
: ! T B I=O-A-E-RY
3 1l 16 --I
< 1l 256 6"
36 Cut
S 4
6 ER Copy
7 ‘-D Paste Options:
8 | ey
9 | A .
10 Paste Special...
11 ,(D Smart Lookup
12 Insert...
13~ Delete...
14
15‘ Clear Contents
16 =] Quick Analysis
17 Filter »
18< Sort 3
19 .
20 5] Insert Comment
21 Format Cells...
22 | Pick From Drop-down List...
23 Define Name...
24
= & Link >
ey v
Sheet1 ) 4 v
Ready Average: 578 Count: 12 Sum: 6936 B m - i + 100%
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Inserting Tables Into Word — Windows

H

Document1 - Word Sign in &= O X
Home Insert Design Layout References Mailings Review View Q Tell me what you want to do |& Share [
"= . . A - .— 4 — 4 — — — A p Find o
] - - v | A — v 2— v -« =a3= & \ I
& Calibri Body) ~|11 ~| A" A" | Aa~ R = -:i=-%z- €32 2l N |aappcepc] AaBbcede AaBbC( AaBbCCE ab e
....... | | wacReplace
Paste < B I U ~abex, x* [A-~ aly | A - EEE|E ”) v i fTNormal | TNo Spac... Heading1 Heading2 = I Select ~
Paste Options: “ont P Paragraph ™ Styles = Editing ~
0% — i~ —
= = S oo L] LA
Paste Special... [N
Set Default Paste...
Page10of1  Owords E3 B - i + 100%
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Inserting Tables Into Word — Windows

B Document] - Word Sign in
Home Insert Design Layout References Mailings Review View Q Tell me what you want to do |& Share [
sl - v = L 1— e — A p Find ~
X hri A v - - A — v i— vy -y €= 2= A& i I
D Calibri (Body) ~ |11 A A Aa =R =R A A = B AaBbCcDc¢ AaBbCcDc AaBbC¢ AaBbCcL ab pep|
_______ wac heplace
Paste ¢ B I U-aex, x A- W . A EE== 12 D T Normal | TNo Spac.. Heading1 Heading2 < I Select ~
Clipboard = Font P Paragraph P Styles e Editing ~
Paste Special ? X
Source: Microsoft Excel Worksheet
Sheet1!R1C1:R4C3
As:
© Paste: Microsoft Excel Worksheet Object Display as icon
.. | Formatted Text (RTF)
P link:
O L Unformatted Text
Bitmap
Picture (Enhanced Metafile
HTML Format k
Unformatted Unicode Text
Result
l Inserts the contents of the Clipboard as an enhanced metafile.
Page1of1  Owords EE B - ] + 100%
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PDF vs Screenshot Companson %

® ® M E wv- & @ v @-| PDFvsScreenShot Q~ Search in Document
Home Insert Design Layout References Mailings Review View 12 Share ~
i - — = = — | — e
@ v Calibri (Body) v |9 v A~ Ay A&~ Qﬁ b — Y i= v aT v €= 9= A' 2| 9 A/' Lﬂl
Paste ) B I U v abe X, x2 v X2 «vA YA = = = = &2 2=y S v v Styles Styles
& U 2 A — @ | Y — Pane
r X 1 2 3

4

Table 1: Inserted as a PDF

[ERY

2

4
16
256

31
6561

1
R S
o

Table 2: Inserted from a Screen Shot

2
4

81

Page 1 of 1 13 words Qv

English (United States)
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Inserting Captions — macOS %

e Make your captions in the document preparation
application, not the drawing or table application

e |[n Word:

- Right click on the inserted object
- Select Insert Caption...

- Select Table or Figure

- Type your descriptive Caption

- Click ok

22
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Inserting Captions — macOS %

@ PDFvsScreenShot
Home Insert

Q- search in Document @ v
Design Layout References Mailings Review View |2 Share
apl ‘* v X Calibri (Body) 12 A~ Av || 57| R A = v iSiv || e= = A2 T A v
I L
Paste B I U vabe X, X2 v X v A YA = = | == |[£2]|2=-|(& | v Styles  Styles
\ Pane
r X 1 2 3 4
°|n
Table 1: Inserted as a PDF
Caption
|
Caption: 3
I I
Table 2
- 9
Options .
I Label: Table M8 11
| |
New Label... L
. )1
Position: Above selected item u -
|
Numbering:  Format...
Exclude label from caption
|
Table 2
AutoCaption...

Cancel “
N — 3

R 9
1 16 81

1 256 6561

Page 1 of 1 13 words Qv

English (United States)

3 Focus
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Inserting Captions — Windows %

e Make your captions in the document preparation
application, not the drawing or table application

e |[n Word:

- Right click on the inserted object
- Select Insert Caption...

- Select Table or Figure

- Type your descriptive Caption

- Click ok
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Inserting Captions — Wmdows #

H ©-0 = Document1 - Word Picture Tools Sign in 3] O
. Ma  File Home Insert Design Layout References Mailings Review View Format Q Tell me what you want to do |& Share [
' ibri ( v) ¥ v = N - A — — ;: = 13__v = = A A _ p Flnd e
app Calibri (Body) ~ |11 A A Aa =iz 22 2L Y | aasbeede] AaBbcede AaBbC( AaBbCcl ab pe
M wac neplace
Paste " - 2 A, ay EeEE=E= sy D - [ ing2 |5
B I U abe X, X AN y A = = == = ¥ TNormal | T No Spac... Heading1 Heading = [\ Select ~
Clipboard & Font P Paragraph rx Styles = Editing ~
C .
F C #
|
Style Crop —
1 3] =
c 1 A (\‘ —
-« s % -
1 Em Copy
‘.E] Paste Options:
- C === e
- 2 B 9 e A
Edit Picture
— T Save as Picture...
Eg Change Picture »
g Group >
-(

g\: Link
Insert Caption... A
=~ Wrap Text y
[esl  Edit Alt Text...
IT Size and Position...
A . -
¥ Format Picture...
Page1of1 Owords [[2 EE B - ] + 100%
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Inserting Captions — Windows

Document1 - Word Picture Tools Sign in
. M a Insert Design Layout References Mailings Review View Format Q Tell me what you want to do |& Share [
& A = LS LN, EE S AP Find ~ 1
y 90 ibri (Bodv) ~ v v | A o— v 2— v d—w =a3= & . -
D _ Calibri (Body) ~ |11 A A Aa =izt (2232 70 T | aasbeeDe] AaBbCeDc AaBbC¢ AaBbCcL n
app .-
aste s A, ay eEE=E= =, H. - [ ing2 |+ p
i « B I U ~abeXx, X° /[ A == == = y T Normal | T No Spac Heading1 Heading = I} Select~
Clipboard = Font [ Paragraph P Styles M Editing ~
- F
1 2 -
i ?
c 1 2 Caption ? X
- . 1 16 Caption:
1 256 6! |Table 1 l
c Options
- . Label: v
Position: | Above selected item v
T [] Exclude label from caption [N
|
New Label... Delete Label Numbering...
AutoCaption... OK Cancel
|
Page1of1 Owords [|2 ES o - ] + 100%

23



Another Document Prep. Option %

elLaleX — https://www.latex-project.org

e | ots of help online

- https://en.wikibooks.org/wiki/LaTeX

- https://www.overleaf.com/help/category/
getting_started

e Run locally or in collaborative environment at
https://www.overleaf.com

e There is a class template at https://

www.over leaf.com/latex/templates/mche-201-
template/ lpgzgpmmgmkr
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Other Resources

e Example reports from past semesters linked from
class page — http://crawlab.org/classes/
MCHE201_Spl19/Supplemental/

MCHE201Examp leReports.zip

%

e Pre-submission checklist linked from class page —
http://crawlab.org/classes/MCHE201_Sp19/
Projects/
MCHE201_ReportAndPresentation_Checklist.pdf

* Templates for the design tools are linked from the
class page
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