—— A PRACTICAL GUIDE

Sharper Focus,
Starting Today

Nine simple, research-backed ways to quiet the noise and give your full

attention to what matters.
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Focus isn't a talent.
/1S a skill you can train.

Clear the noise, pick the one thing, and practice a little each day.
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Just getting a phone alert, without checking it, hurt
focus on a task about as much as using the phone.

Stothart, Mitchum & Yehnert, Journal of Experimental Psychology, 2015
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—— AN EASY FIX

1 week

with alerts off and the phone put away left people
feeling less scattered than a week with alerts on

Kushlev, Proulx & Dunn, CHI Conference, 2016
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—— FOCUS CAN BE TRAINED

2 weeks

of mindfulness training cut mind wandering and
lifted reading test scores in a randomized study

Mrazek et al., Psychological Science, 2013
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—— HOW THIS GUIDE WORKS

Three parts, nine moves

PART 1
. Distraction log, digital purge, a focus zone.
1 Clear the noise IR
\
2 P e Urgent vs important, one thing, tight
Choose what matters  deadlines.
\ 4
PART 3
. Mood, focus sprints and a calm first half hour.
Train your focus
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Clear the noise

Find what steals your attention, then cut it.
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—— MOVE 1 - CLEAR THE NOISE

Catch your
attention thieves

For a few days, jot down every time you get
pulled off task: the time, the trigger and what WHAT PULLED ME

you were doing. Patterns show up fast.

Email ping

—— TRY IT TODAY Phone buzz

v Keep a sticky note or notes app open while you

work. News tab

v At the end of the week, circle your top three
thieves.
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Not used in 30 days? Let it go.
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—— MOVE 2 - CLEAR THE NOISE

Purge the clutter

Haven't touched an app, game or file in 30
days? Delete it, or file it in the cloud. Power up
only the devices you're actually using.

—— TRY IT TODAY

v Clear your home screen down to what you use
daily.

v Store "just in case" files where you can't see them.
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‘ Alerts off y | Clear desk

—— MOVE 3 - CLEAR THE NOISE

One focus spot

Pick one spot for focused work. Clear the
clutter and silence alerts. Over time, sitting
there becomes your brain's cue to settle in.

—— TRY IT TODAY
O Quiet or soft . Only today's

v Keep only what you need for today's task in sound /% task

reach.

v Use the spot for focus work only, not scrolling.

Same spot, same signal: time to focus.
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Choose what matters

Spend your best hours on the right things.
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INSTEAD OF TRY
a a
Doing whatever 9 Asking: is this
feels loudest right important, or just
now urgent?

www.forwardstepsblog.com

—— MOVE 4 - CHOOSE WHAT MATTERS

Urgent vs.
important

Sort tasks four ways: do now, schedule, hand
off, or drop. Important but not urgent is where
your best life gets built.

—— TRY IT TODAY
v Put important, not urgent tasks in your calendar.

v Stop scheduling things that are neither.
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—— WHY IT'S TRICKY

experiments: people chose urgent but unimportant
tasks over important ones, even when it paid less

Zhu, Yang & Hsee, Journal of Consumer Research, 2018
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—— MOVE 5 - CHOOSE WHAT MATTERS

Pick one thing

A long list scatters your focus. Ask: what one
thing can | do right now that moves me
forward? Then break it into bite-sized steps.

—— TRY IT TODAY

v Ask the same question for this weekend, then
next month.

v The further ahead you plan, the bigger the one
thing.
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o @O)K Ask: what one thing moves me forward?

9 % Break it into bite-sized steps
e ’ Do the first step today
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—— MOVE 6 - CHOOSE WHAT MATTERS

Less time Trim deadlines

Work shrinks to fit the time.

Work tends to fill the time you give it. If a task
usually takes two weeks, give it ten days. Set

deadlines that stretch you but stay doable.

Two weeks Ten days —  TRY IT TODAY

v Look back: how often did you finish early?

v Pick one task this week and trim its deadline.
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Train your focus

Focus grows with practice, like a muscle.
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—— MOVE 7 - TRAIN YOUR FOCUS

You're not lazy

Putting things off is usually mood
management: picking a nicer feeling now.
Picture how you'll feel later, then start for just
five minutes.

—— TRY IT TODAY
v Ask: will waiting make this feel better, or worse?

v Slipped? Forgive yourself and start again.

www.forwardstepsblog.com

CALM

Starting turns the dread down.

DREAD
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—— GO EASY ON YOURSELF

Forgive

Students who forgave themselves for putting off
study before one exam procrastinated less before
the next.

Wohl, Pychyl & Bennett, Personality and Individual Differences, 2010
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Set a timer for 25 minutes
—— MOVE 8 - TRAIN YOUR FOCUS

Focus in sprints

Work in short sprints with a planned break after
each one. Single-task: one job, one tab, start to
e Q Take a 5-minute break, then repeat finish. Stretch the sprints as you improve.

e @\ One task, one tab, start to finish

—— TRY IT TODAY
v Set atimer and close everything but the task.

v Stand up and move during your break, away from
screens.
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—— WHY PLANNED BREAKS HELP

Planned

breaks (24 minutes on, 6 off) left students less tired
and distracted than breaking whenever they felt
like it

Biwer et al., British Journal of Educational Psychology, 2023
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—— MOVE 9 - TRAIN YOUR FOCUS

Own your first
30 mIHUteS MON TUE WED THU FRI
A M &sa ® B A~

Start the day screen-free. Breathe for five

i i . , Breathe Read Journal Deep Plan Walk Unplug
minutes, write your top priorities, then give one work
deep task your full attention.

SAT SUN

A screen-free first half hour, every day.
—— TRY IT TODAY

v When your mind drifts, take a few slow breaths
and return.

v Protect your sleep. A tired brain can't focus.
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—— YOUR PLAN

Pick two to start today

> @ @ H

Keep a distraction log for 7 days

Delete apps unused for 30 days

Sort today's list: urgent or important?

Trim one deadline this week

Breathe for five minutes each morning
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Turn off alerts for 24 hours

Set up one focus zone

Name your one thing for today

Try one 25-minute focus sprint

Protect your sleep tonight



—— BONUS

Your 7-day focus log

Print this page and fill it in each evening. Notice what helped and what pulled you away.

DAY MY ONE THING FOCUS SPRINTS TOP DISTRACTION WHAT HELPED

Monday
Tuesday
Wednesday
Thursday
Friday
Saturday

Sunday
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—— IMPORTANT

When to get extra support

ﬁ Trouble concentrating most days for weeks, at @ Feeling low, worried or on edge much of the
work or at home time
Poor sleep or exhaustion that doesn't lift with * You've tried these ideas and focus still feels out
rest of reach

Talking to your doctor or a counselor can help you find out what's going on and what will help.

This guide is general information, not medical advice.
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—— YOUR NEXT STEP

Start today with ore focus sprint.

Silence your phone, pick your one thing, set a timer and give it your full

attention.

Choose your first move now

48 \www.forwardstepsblog.com
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