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About the Author 
 

Frank Buck helps busy professionals achieve 

their goals through organization and time 

management. A veteran school administrator, 

he was a middle school assistant principal, 

elementary principal, and  central office 

administrator.  

Dr. Buck is the author of Get Organized! Time 

Management for School Leaders. His work 

reaches people through speaking, coaching, 

the book, a weekly newspaper column, a blog 

which has been active for 15 years, and 

articles in national publications.  

 

Over the last 20 years, countless people have learned an easier way 

through is work. 

Dr. Buck shares these secrets with leaders all across the United States and 

internationally. The content is nuts-and-bolts, the kind you can understand 

today and put in place tomorrow morning. 

Dr. Buck was named to “Global Gurus Top 30” in the category of Time 

Management for 2017 and 2018 and ranked #1 for 2019 and 2020. The 

success of the people he has influenced is proof that the concepts he 

teaches work. 

 

To make the best use of this content, the user would need: 

1. Google Assistant 

2. The Paid version of Remember the Milk 

3. If This Then That ($10 per month) 

Instructions are also included for a workaround that costs nothing. 
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Meet Buford  
Buford always thought of himself as a tech-savvy guy. He has the latest 

phone and hopes it will make life easier. His latest project is using a digital 

to-do list. 

But the problem is input. When Buford thinks of something he needs to do, 

here’s his process: 

1. Open the to-do app on the phone 

2. Create a new task 

3. Type the task with two thumbs on a piece of glass 

4. Enter a due date for the task 

5. Enter a priority for the task 

6. Save the task 

“Wow,” he thinks, “There’s got to be an easier way.”  

“I miss my paper planner,” Buford says. “I would flip it open, jot a to-do on 

the appropriate day’s page, and close the planner. Life was so easy then.” 

Meet Penelope 
Penelope works across the hall from Buford. She and Buford collaborate on 

many projects. In fact, they are meeting about one right now. 

“We need to get a price for printing,” says Buford. 

“I’ll call ABC Printing Monday and get one,” replies Penelope. 

Penelope picks up her phone. “OK, Google. Monday, call ABC Printing to 

price posters.” 

“What was that?” asks Buford. 

“I just added a task to my to-do list.” 

“What? With your voice?” 

“Yes, with my voice…and a little help from Google Assistant. When I say 

‘Monday,’ that triggers Google Assistance to listen to what I say next and 

creates a new task in Remember The Milk. It’s scheduled for this coming 

Monday morning.” 



Frank Buck Consulting, Inc. “Organization Made Easy”  FrankBuck.org    5 
 

What Penelope knew… 
Mobile devices are great. They hold tons of stuff and can go anywhere. The 

search capabilities are superb. 

But input has always been the Achilles Heel.  

It started with the stylus and “Graffiti” on the Palm. It continued with the 

mouse-sized keyboard of the BlackBerry. Today, we type with two thumbs 

on a piece of glass. 

The whole time, something else has been getting better…voice input.  

Penelope figured out how to piece together a couple of tools. Now, she can 

add to her task list from her mobile phone. She can do the same from her 

tablet. She can even do the same thing from her Google Home device. 

Imagine being able to sit on the couch, watching television, and add to your 

list just by talking! 

It’s possible. And that’s what you’re about to learn how to do. 

 

Introducing “If This Then That” 
“If This Then That” had been a free service from its beginnings in 2010 until 
October of 2020. It now costs $10 per month. It allows two services to work 
together as follows:  

• IF a certain thing happens on one service,  

• THEN something else is to happen on the other service. 

Look at Penelope’s voice command: 

• IF she uses Google Assistant and says “Monday” 

• THEN a task is to be created in Remember The Milk with a due date 

of the following Monday. 

We are going to use Google Assistant as our IF THIS and the paid version 

of Remember The Milk as the THEN THAT. 
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So, our model looks like this: 

 

 

 

Create an Account in IFTTT 
To create an account, go to https://IFTTT.com and click “Sign up.” 

 

 

 

 

 

 

 

IF in Google Assistant I 
say the trigger word 
followed by a task

THEN add a task to 
RTM with the task in 

the subject line.

https://ifttt.com/
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On the next screen, click “sign up.” 

 

 

 

 

  

 

 

 

 

 

Click your profile picture. From the menu, choose “Create.” 

 

  

 

 

 

Create your first Applet 
Now the fun begins. Click “This.” 
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You’ll see many services. The one you want is “Google Assistant.” Enter it 

in the search window.  

   

 

 

Click on the Google Assistant icon. 
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The first time you use a particular service with IFTTT, you will be asked to 

verify your account. In this case, you will verify your Google account. 

On the next screen, we choose “Say a phrase with a text ingredient.” 

 

 

 

 

 

 

 

 

 

 

 

 

Now, fill in the blanks: 
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Here’s some explanation… 
• What do you want to say? When Penelope said, “OK Google, 

Monday,” that’s what told IFTTT to use this particular Applet. The 
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dollar sign is the variable. Whatever words Penelope says after 

“Monday” are represented by the dollar sign. 

• What’s another way to say it? This line is optional. If Penelope felt 

she might mess up sometimes and say “On Monday” instead of 

“Monday,” she could add this additional possible command. 

• What do you want the Assistant to say in response? Google 

Assistant will say whatever you put in this line. In this case, Google 

Assistant will respond by saying, “Thanks! I’ll schedule this for 

Monday.” 

• Create trigger. Click the button to move to the “Then That” part. 

 

Click “That”… 

 

All the possible choices appear. Enter “Remember The Milk” in the search 

box. (If you use the free version of RTM, search for Gmail. See page 15.) 
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Choose “Create a new task.” 

 

 

Now for the “Task name” field   

1. “TextField” should already be filled in. If it’s not, click the “Add 

ingredient” button to add it. 

2. Add a space and enter ^Monday  That shorthand is instructing 

Remember The Milk to assign a due date of the upcoming Monday. 

3. Add !2   That shorthand is telling Remember The Milk you want a 

priority of “Medium” on this task. 

4. Click the “Create action” button.  
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On the next screen, flip the “Receive notifications when this Applet runs” to 

the left (off position). Click the “Finish” button. 

 

 

Congratulations! If you say, “OK, Google. Monday, call Zoro,” you will find a 

new task with a due date of Monday and a priority of Medium that says 

“Call Zoro.” 
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Rinse and Repeat 
 

Repeat the process of creating a new Applet six more times: 

When you get to the screen you saw on page 10, insert a different day of 

the week instead of “Monday.” 

When you have completed these steps, you’ll be able to add a new task to 

any of the next seven days!  

 

 

Today and Tomorrow 
 

Let’s review. You have 7 Applets in IFTTT. You can execute the following 

commands: 

• OK, Google. Sunday [followed by the to-do]  

• OK, Google. Monday [followed by the to-do]  

• OK, Google. Tuesday [followed by the to-do]  

• OK, Google. Wednesday [followed by the to-do]  

• OK, Google. Thursday [followed by the to-do]  

• OK, Google. Friday [followed by the to-do]  

• OK, Google. Saturday [followed by the to-do]  

 

It would be a good idea to test each of the seven. One typo could prevent 

the Applet from working. You can always edit an Applet. 

You could say, “OK, Google. Monday sample task.” Do the same for the 

rest of the seven. Do you see a task for each one in your Remember The 

Milk Inbox? Is each one scheduled for a different one of the seven days of 

the week? Is each one displaying a priority of Medium?  

Are we done yet? 
That may be enough. If you want to go further, I have 8 more Applets for 

you. Let me explain a little about my setup in Remember The Milk. 



Frank Buck Consulting, Inc. “Organization Made Easy”  FrankBuck.org    15 
 

In my system, every task gets a due date. That date represents the date I 

want to see that task. 

Every task also gets a priority. I use the priority to designate what part of 

the day I want to see the task. 

• High Priority = “Fab 5” (The 5 most important tasks of the day) 

• Medium Priority = Tasks I want to see in the morning. 

• Low Priority = Tasks I want to see in the afternoon. 

• No Priority = Tasks I want to see in the evening. 

 

For any task I add for today or tomorrow, I can also place it in the correct 

part of the day. For example, I can say, “OK, Google. Tomorrow morning 

call Mary.” IFTTT will create a Gmail message to Remember the Milk with 

“Call Mary” as the task, a due date of tomorrow, and a priority of medium. 

Let’s look at how you can create those 8 Applets. 

What do you want to say?  
(Page 10) 

Subject line for email  
(Page 12) 

Fab 5 TextField ^Today !1 

This morning TextField ^Today !2 

This afternoon TextField ^Today !3 

This evening TextField ^Today !4 

Tomorrow Fab 5 TextField ^Tomorrow !1 

Tomorrow morning TextField ^Tomorrow !2 

Tomorrow afternoon TextField ^Tomorrow !3 

Tomorrow evening TextField ^Tomorrow !4 

 

What If I Don’t Use Remember The Milk? 
This book contains specifics for Remember The Milk. However, the 

concepts apply to any task manager which works with If This Then That. In 

other words, when you are composing an applet and come to the part 

where you click “That,” you would need to be able to search for your task 

manager. At present some of the task managers supported are Asana, 

Kyber,TickTick, Todoist, Toodledo, and Trello. 
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The syntax will differ from one task manager to another. For example, the 

caret symbol (^) designates “due date” in Remember The Milk. Another 

task manager may use another symbol. Likewise, Remember The Milk 

designates priority with an exclamation point followed by a number. Other 

task manager may use a different symbol for priority. If the task manager 

you use doesn’t have such symbols, you could still add the tasks with your 

voice and then assign dates and priorities manually from within the app. 

What if I Use the Free Remember The Milk Plan 
If you use the free Remember The Milk plan, you will not see Remember 

The Milk is a “then that” option in If This Then That. You do have a 

workaround. 

Use Gmail as the “then that.” If you don’t use Gmail, Microsoft365 Mail is 

another available option. 

Remember The Milk provides you a special email address. Anything sent to 

that email address winds up as a task on Remember The Milk. 

To find this email address, inside Remember The Milk, click the cog on the 

upper-right corner and choose Account settings. On the next screen, 

choose Email Tasks. 

You now see two email address. The one you want is the Inbox email. It 

will look something like this: johndoe+54321@rmilk.com. 

The “If This” part of each applet will be exactly the same as what you read 

before. Here is how the “Then That” will work if you are using Gmail. 

 

mailto:johndoe+54321@rmilk.com
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You have options. Choose Send an email. 

 

 

 

On the next screen, the To address is gong to be your special Remember 

The Milk email: 
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The other field to complete is the Subject. The TextField should already be 

inserted by default. That’s the field that will have the task.  

Earlier in this document, you read about inserting characters such as 

^Monday !2 for tasks to appear on Monday during the morning. You will do 

exactly the same thing here. 

By default, the Body field will also show TextField. Delete it. Here’s what 

your screen should look like for the Monday applet: 

 

Return to page 14 and construct all of the other applets using the same 

concept.  
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What If I Don’t Want to Pay for  
If This Then That? 

When a free service begins to charge, it can expect pushback. When this 

ebook was constructed, “If This Then That” was free. They still offer a free 

plan, but the user is limited to three applets. 

Suppose you have the free IFTTT plan and the free Remember The Milk. 

Can you still use add to Remember the Milk with your voice? The answer is 

“Yes.” You just won’t be able to add the details of due date and priority. 

Let’s Get Started  
Instead of a set of applets (one for each day of the week, etc.), we’re going 

to create just one. 

If This 
Go back to page 7 and create a new applet. Your “If This” will still be 

Google Assistant. You still want to “Say a phrase with a text ingredient.”  

On page 10, what do you want to say? Perhaps your text ingredient will be 

“New task.” In other words, you will be saying something like, “OK Google. 

New task. Call Joe.” 

What do you want to have Google Response? The response could be, “I’ll 

add it to Remember The Milk.” 

Then That 
Continuing with a way to use voice input for free, choose Gmail for “Then 

That.” You’ll be sending an email to your special Remember The Milk 

address. 

The “To address” will be the special RTM address. The “Subject” should be 

your text field. Click the “Add ingredient” button just below that box so that 

you can add TextField. Go to the “Body” where you will highlight and delete 

TextField. 

How to Use 
You will still use Google Assistant to add tasks. (“OK Google. Add Task. 

Order tickets for the concert.”) You just won’t be assigning a date. That’s 

not a problem.  
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That task winds up in your RTM inbox along with any tasks added through 

your voice, email, or directly keyed into RTM. When you review your RTM 

inbox later in the day, manually assign a date and priority. 

What If I Use iOS? 
This book contains the specifics for use with Google Assistant. Remember 

The Milk will also work with Siri. On the Remember The Milk website, you 

will find instructions for this setup:   

https://www.rememberthemilk.com/services/siri/ 

 

Buford and Penelope Revisited 
 

In a relatively short period of time, our society has moved for a phone booth 

on every corner to a phone in every pocket. Our tools have changed. But 

our ability to use them effectively tends to lag behind that change. 

Buford had a great tool. He also had the desire to use it effectively. 

However, there were holes in his knowledge base. 

Penelope had the same tool and a piece of valuable knowledge. She also 

had the willingness to share what she knew. 

When people who are hungry for improvement meet people who are 

hungry to share their knowledge, greatness becomes possible. 

 

 

 

 

 

 

 

https://www.rememberthemilk.com/services/siri/
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Thank You 
 

Thank you for completing this book. It shows your interest in getting better 

with the tools at your command. I hope that the shortcuts you set up will 

save you time every day and amaze your friends in the process. 

And when someone says, “How did you do that?” send them my way. 

 

 

Where do we go from here?  
Visit FrankBuck.org. You’ll find over 15 years of blog posts covering 

countless topics to related to organization and time management. While 

you are there, join the email list. That way, you never miss anything. 

On the website, you’ll discover the workshops I offer and find out about the 

virtual coaching I offer. You’ll also discover the podcast and YouTube 

channel. 

Best of luck in your efforts to get organized! Go and have the time of your 

life! 

 

https://frankbuck.org/

