
Resources to help you save time, increase productivity and reduce stress

8 free tech tools



Followupthen
followupthen.com1

This one is super simple and we love it. Just send an email to
[date]/[time]/[interval] @followupthen.com and it’ll pop back into your
inbox at the required time. 

You can send to days (e.g. monday@followupthen.com), dates 
(e.g. 15may@followupthen.com) or recurrences (e.g. everymonday
@followupthen.com).

Use it as a reminder or to schedule emails to return when you need them;
either forward an email you’ve received or create one from scratch. It
means you can delete or file the original email and keep a clear and tidy
inbox – no more keeping emails sitting in your inbox for weeks at a time!

We use it to prompt us to follow up with someone, to return details
about an event the day before or simply as a reminder. It helps us clear
our minds and focus on the task at hand, knowing we’ll receive
reminders and prompts when needed.

followupthen.com

https://www.followupthen.com/
mailto:[date]/%5btime%5d/interval@followupthen.com
mailto:thursday@followupthen.com
mailto:15may@followupthen.com
mailto:everymonday@followupthen.com
mailto:everymonday@followupthen.com
https://www.followupthen.com/


Otter
otter.ai2

otter.ai

We know how time-consuming it can be to sit and transcribe phone
interviews or make notes from a video presentation. Otter does that for
you! Simply drag and drop audio or video files into Otter and it’ll churn
out a transcription while you go and do something else.

If the transcript is going to be your final output you’ll need to read
through and tidy it up, but it gives you a great head start, saving loads of
time. And if the transcript is just for your own notes to then turn into an
article, the output from Otter will probably be good enough.

Unsurprisingly, it works best with US accents and clear recordings, but
it’s done a pretty good job with everything we’ve tried. We love it! 

https://www.followupthen.com/
https://otter.ai/


Miro
miro.com3

miro.com

As a remote team, we really see the value in tools such as Miro, which
make it easier to stay connected and keep communication flowing. Miro
acts as a digital whiteboard, allowing distributed teams to work
effectively together in a creative, collaborative way to brainstorm, plan
projects and manage workloads. 

Next time you’re holding a team meeting over Zoom and missing the
flipchart and sticky notes, have a play with Miro.

https://www.followupthen.com/
https://miro.com/


Pomodoro timer
pomofocus.io

The Pomodoro technique is a time management method which breaks
work down into 25-minute intervals with short breaks in between and
longer breaks after four work ‘blocks’. Working in this way forces us to
take regular breathers and avoid that burnt-out feeling at the end of the
day after spending hours sat in front of a computer.

There are a few free timers available to help us work in this way. Two of
the most user-friendly options are tomato-timer.com and pomofocus.io..
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https://www.followupthen.com/
https://tomato-timer.com/
https://pomofocus.io/


White noise
noises.online5

Like many of the resources here, white noise is not just for comms
professionals. This website is great if you want to play background
sounds to mask or block the noise around you and help you focus on the
task at hand. The noises available include various types of running water,
weather, background voices, birds, frogs – and brown, pink or white
noise. Simply pick one of the icons and settle into a productive session of
work.

noises.online

https://noises.online/
https://noises.online/


CloudConvert
cloudconvert.com6

CloudConvert is a web app that can convert 140 different file types –
and it’s one of our favourite tools. Use it to combine and compress pdfs 
if you don’t have the full Adobe Acrobat package, to turn PowerPoint
slides into images, and to turn pdfs into editable Word documents – plus
many other combinations.

cloudconvert.com

https://cloudconvert.com/
https://cloudconvert.com/


Pocket
getpocket.com7

getpocket.com

Pocket is a handy save-for-later service which allows you to save
articles, videos and stories from anywhere, effectively curating your own
collection of content. 

Anything saved in Pocket can be viewed while offline on your desktop,
phone or tablet so it’s great for catching up on current affairs and
industry news or learning something new when you’re on the move, or
for filing snippets away to refer to when you’re back at your desk.

https://getpocket.com/en/
https://getpocket.com/en/


IFTTT (If This Then That)
ifttt.com8

Choose your trigger – a new blog post, approaching spacecraft, a
particular date or frequency etc.
Choose your action – what do you want to happen?
Name your automation/‘applet' – e.g. ‘When I post a new blog on the
website, post a tweet’

IFTTT is a platform which lets you join apps, devices and services by
creating automations between them, and it’s saved us masses of time.
You can do things like connect your Wordpress site and Twitter account,
and automatically tweet when you post a new blog; or if you’re a big
user of Zoom (like we are) IFTTT can email you a weekly digest of the
meetings you’ve attended. You can even get a notification every time the
International Space Station flies over your home!

Here’s how it works:
1.

2.
3.

There are hundreds of apps that IFTTT can connect to and integrate,
which means millions of possible automations. The sky’s the limit!

ifttt.com

https://ifttt.com/
https://ifttt.com/

