Daily Productivity Optimization Checklist

Maximize your efficiency and ensure accurate results when using
PDFZora's suite of digital tools. Print this checklist and keep it at your
desk.

4 Workflow & Setup Best Practices

Bookmark Your Top 3 Tools for 1-Click Access

Instead of searching for the tools every time, identify the 3 tools you use most frequently and
add them directly to your browser's bookmarks bar. This turns a 30-second search into a 1-
second click.

General Productivity

Clear Sensitive Data From Your Screen

Because PDFZora tools process data locally in your browser (100% private), remember to
close the browser tab or hit refresh immediately after generating highly sensitive information
on your screen.

Privacy & Security

@ Tool Accuracy & Usage Checks

Generate "Uncrackable" Passwords (16+ Characters)

When using the generator, always slide the length to 16 characters or more, and ensure you
check the boxes for Symbols, Numbers, and Uppercase letters to guarantee maximum
security.

Password Generator

Test QR Codes Before Printing

Never print a generated QR code on physical marketing materials or business cards without
testing it first. Use your smartphone's camera to scan the code on your screen and verify it
links to the correct destination URL.

QR Code Generator



Align Sleep Cycles, Not Just Total Hours

Don't just aim for "8 hours." Use the tool to find your exact 90-minute REM cycle completion
times. Waking up exactly at the end of a cycle (e.g., after 7.5 hours) will make you feel
significantly more refreshed than interrupting a deep sleep cycle at exactly 8 hours.

Sleep Calculator

Verify Base Units Before Converting

The most common mistake in conversions is selecting the wrong base unit (e.g., confusing
US liquid ounces with Imperial fluid ounces). Always double-check your starting metric
before copying the final result.

Unit Converter

Standardize Word Counts for SEO Content

If you are writing blogs, use the counter to ensure your content hits the minimum optimal
length for Google (usually 1,200 - 1,500 words). Check the "Character Count" specifically if
you are writing Meta Titles (keep under 60 characters) or Meta Descriptions (keep under 160
characters).

Word Counter

Check International Daylight Saving Time

When using the world clock to schedule meetings with global clients or remote teams,
double-check if their specific region observes Daylight Saving Time, as this can suddenly
shift your scheduled meeting by an hour.

World Clock



