
Sabrina’s  

Evernote Organizer 

Brought to you by: 

 

Page !  of !1 17



Copyright 2016 Sabrina Scheerer

Please do not sell, alter, or share this book. 

If you know someone who would like this information please direct them to 
kidscrunchandchrist.com/planner where they can download their own instruction and templates 
for FREE.  
 
If you received this information from another source and would like the FREE templates 
mentioned in this book you can get them at the above website. 

If you would like to receive notification of updates to this book or the forms or for new forms you 
can sign up for email updates at that site. 

**This book has been provided to various outlets to share with their audience. If you received 
this ebook from one of these sources visit kidscrunchandchrist.com/planner to see the 
accompanying video and gain access to the templates mentioned here! 
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Introduction 

There is a video tutorial of everything in this ebook here. Or you can find the video at 
kidscrunchandchrist.com/planner.

I am often asked how I “do it all” (I don’t but apparently it looks that way)! The way I stay 
productive and get things done is by using lists and goals. With four kids not much can be 
“scheduled” and there is no such thing as protecting my time. If I have specific goals, deadlines, 
and to-do lists that move me towards those goals and if I keep those things where I can look at 
them multiple times a day I find I have my best chances of accomplishing them. 

I have tried so many different organizers; regular spiral planners, fancy planners, bullet journals 
(I really wanted to love this one!), binders with various pages, and more. None of them have 
worked well for me. I have too many pieces of my life to organize and I change my mind about 
how I want it arranged too often! 

Then I figured out how to organize myself on Evernote! Evernote is a free app available on any 
platform (there is a paid version but you don’t need it for my planner) where you can make 
“notes” and organize them into “notebooks” and “stacks.” As someone who generally has notes 
scribbled on any piece of paper in sight and in multiple notebooks and has all my papers and 
notebooks in stacks all over the house this arrangement definitely appealed to me. 

This is by no means the only, nor necessarily even the best, way to set up an organizer-in 
Evernote or otherwise. This is the way I am doing it, and right now it is working VERY well for 
me. The best part-I can change it if I change my mind!! The next best part-it is always with me. I 
have the Evernote app on my phone, my tablet and my computer giving me ultimate flexibility, 
and my planner is very literally always at my fingertips! 

I am going to share with you how I set up my organizer. Again this is not the only way and it is 
completely flexible and customizable. Feel free to use the parts that work for you and change 
and adjust as needed. I’m going to show you my basic layout and at the end I will show you how 
I adapt the basic idea for a homeschool and blog planner. 

**Note about screen shots: These are just samples, not my personal planning forms. I have 
put in entries to show how it works and give you ideas. Also, I have used very simple layouts in 
order to show how to do it yourself. If you got this ebook directly from my website you should 
have also received templates for each form that are “prettier” and can be imported in to your 
Evernote. If you found this ebook somewhere else and did not get those templates you can click 
here to get them. You can also order customized forms.

Don’t want to use Evernote? Many of these ideas can easily be copied into a word document 
and saved or printed and put into a binder. It will still help you stay organized, plan your time 
and stay on track with your goals. I am working on putting the forms into PDF or .docx format. If 
you would like to know when they are ready sign up for email updates at the link above.
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The Basic set up 
I have my main planner items in a notebook called “!Planner/Schedule.” I don’t have this 
notebook in a stack. The exclamation point at the beginning of the title causes the Notebook to 
appear at the beginning of my notebook list. You could put it in a stack or you could use a 
different symbol or even number your notebooks to get them to appear in the order you want. I 
have three notebooks with an exclamation point that appear at the beginning of my list and this 
works well for me. (You see four because I made a demo notebook just for this tutorial.) 

Once in that notebook I have several items I use for planning: 

1. My annual goals page
2. A goal tracker
3. Yearly task sheet
4. Monthly To-Do lists and calendar
5. Weekly Template
6. Daily Schedule

I also use a blog planner and a homeschool weekly template. I keep these in different 
notebooks but I will include them here and in the templates as a bonus! 
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My Annual Goals page
This is simply a list of my goals for the year. I use the SMART goal method; each goal must be 
Specific, Measurable, Attainable, Realistic and have a Time limit. On this page I list my goals 
categorized by life area (Business, Family, Health, Education, Faith etc), each goal is specific 
and includes a time limit. Many of my goals I break down into smaller steps and include those 
steps here as well. 

Now I use my goal list to help me make the rest of my pages. Some of this may seem repetitive. 
I like to have things listed out in multiple places so that I’m constantly reminded of them. This 
helps me stay focused and on track. You can adjust it to fit what works for you.
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Goal Tracker 

I use a goal tracker where I break down my larger goals into weeks and months with each small 
step listed in a checklist in the appropriate area.  
 
My tracker is a table with a column for each category and a row for each week and month. 

I use checkboxes and list each goal step that should be accomplished during the particular 
week or month into the right block. 

Now at the end of each week and each month I will simply go into my tracker and check off the 
items that I achieved. This will help me see how on track I am for achieving the bigger goal. If I 
miss the step for that week I know I need to work harder the following week to get back on track.  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Yearly Planning Sheet 
This form I use to project things I need to work on during specific months. These are things such 
as planning kids’ birthday parties, starting/completing Christmas shopping, getting the car 
inspected etc. Things that I need to plan for but don’t happen every month. I also use this to 
plan for decluttering the house over the course of several months or bigger projects that will 
take multiple months to complete.  
 
This is simply a list of months, when I think of something I need to remember during a future 
month I enter it in under that month. Each month I set up my monthly to-do list and calendar I 
check this form and plug the items for that month into the to-do list. 
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Monthly to do list and calendar 
I have both of these in the same note. I make a 7x5 table for the Calendar and above the 
calendar I make a to-do list with checkboxes. I enter any items from my Yearly Planning Sheet 
into the to-do list. I carry over any items from the previous month that didn’t get completed and 
enter in anything else I think of that needs to be completed during that month as I go along. I 
use the calendar to list any activities we have going on during the month. 

I use this for regularly occurring activities as well as special activities like parties or recitals. This 
gives me an easy way to check my calendar. I prefer having everything in one place to using a 
separate calendar. It also allows me to glance at my to-do list and then glance at my calendar to 
see when I will have time to complete larger tasks. 

*Tip-I use the highlight function to prioritize things that need to be completed first or have a firm 
deadline. 
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Weekly template 
I create a template that I copy each week into its own weekly planner. I name this “Template” 
and then copy it each week and Name that week’s form with the dates (i.e. Jan 4-10, 2016).

My weekly template is a 3x3 table (I like tables can you tell?). The first block in the table is my 
“Weekly To do” list. I list everything that I need to accomplish each week but does not have to 
happen on a specific day with check boxes. This includes things like “exercise” with three check 
boxes because my goal is to exercise 3x per week but I don’t assign that to specific days. 

Next I list each day in one block. In these blocks I have a checklist of each item that needs to 
happen every day or that always happens on that particular day. Under the checklist I enter any 
regular activities that happen that day (such as our homeschool coop and ballet lessons). I also 
have 8 checkboxes for tracking my water intake and a spot for putting in what is for dinner each 
day. 
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The last box is for notes. I use this for a variety of things. I put items I need to put on the next 
week, blog ideas, and other things I want to remember. I often use this box for a to-do list for 
this particular week that aren’t items that happen every week. 

This template allows me to quickly create my page for the week and allows me to easily change 
items as our schedule or needs change. 

To copy the template for the current week’s planner open the notebook, right click on the 
template note, in the drop down box select “copy to notebook” (or Copy to !schedule/planner 
again if that was the last notebook you copied something into). You will then be able to choose 
which notebook you want it to be in. 

Once I copy the template for the week and label it with the dates (my template starts on Monday 
but you could set it up to start any day that works for you) I put any special plans for the week, 
dinner plans and any to-do’s specific to that week into the table. I check my Goals, Goal 
Tracker, and Monthly Planning lists and add items to my week as appropriate. 

This template is usually the first thing in my “notes” list on Evernote and I check it multiple times 
a day. Generally I look at the day first, once everything that day is checked off I look at the 
weekly to-do list and see what items I need to work on that day. Once I’ve done my weekly to-
dos that I can accomplish that day I switch over to my monthly to-do list to see what I could work 
on next.  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Optional: Weekly/Daily Schedule 
I have only recently started using this particular note but it helps me to evaluate my schedule 
and decide if we can do an activity or if we should eliminate an activity. It also helps me to see 
how much time is available and what projects I can commit to. 

This is, again, a table, it has 8 columns and 16 rows. The columns are labeled with the days of 
the week and the rows are the hours from the time I wake up to the time I go to bed. Then in 
each spot I put our schedule. I include outside activities as well as meals, school time, baby’s 
naps etc. Some of these items don’t always happen at the exact same time but this allows me to 
block out my schedule and helps me to avoid overcommitting to things. If I know I need to be 
doing school with the kids in the mornings and I have that filled in it is easier for me to look at 
my schedule and say “no I cannot do that morning activity because it would take too much of 
our lesson time.” 
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BONUS: Blog/writing planner 
I created an editorial calendar for myself to keep me on track with blogging. It also allows me to 
plan and schedule blog posts in advance so I can take a break now and then. 

I list the month and any particular themes for the month. This helps me plan ahead for seasonal 
topics. I then list how many blog posts I want to do and a general topic rotation (for me this isn’t 
a hard rule it just helps me avoid writer’s block by giving me a topic to focus on). As I think of 
blog topics I plug them into the appropriate month if they are seasonal or wherever they seem to 
fit best or I need a topic into my planner. I can check them off as they are written and scheduled.  
 
Since my writing/blogging plan includes writing articles for other venues and doing videos I also 
have my video and article goals listed with each month along with topic ideas or who I am 
writing an article for and what their topics are for that submission time frame. 
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Bonus 2: Homeschool planner 
I use a format similar to my weekly template for our homeschool plans. I have a table (big 
surprise!!) with a column for each day and a row for each child. I also have a row at the top that 
says “all” because some things we do all together and I didn’t want to list them each 3 or 4 
times. I DO include a column for the baby and write down milestones in it. 

In my template I list the things we normally do each week in the appropriate box. They each 
have a checkbox so we can check them off as we go along. I write in anything extra we happen 
to be doing that week or anything I want to remember that a child or children accomplished. I 
have a weekend column as well; when we go to the zoo or a historical site or anything else that 
could be considered educational I write it into the weekend block (or any day that we happened 
to do it). 

Like my weekly template, I have my template for this that has our normal activities in it. I change 
it any time our curriculum or schedule changes. I make a copy each week, label the copy with 
the dates and then adjust that copy to reflect anything particular to that week. 
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Using My Planner Templates 
Basic instructions: 

You will need to be on the Evernote app on your computer to import the templates. Once they 
are imported you will be able to view and edit them on your phone or tablet.  
 
Note: You can not add check boxes when using Evernote on a phone. You should be able to 
check off checkboxes that you added via a different device. 

Also, when viewing these templates on a tablet or phone (especially a phone) they may appear 
squished. The information is all there it just isn’t optimized for viewing this way. I regularly use 
Evernote on my iPad with no problems with the formatting. While I like that I have all of the 
information available on my phone I rarely use it because it can be difficult to read. 

These forms are designed to be customizable however some formatting may be altered with 
changes. I will try to make note of some of these issues in the information for each form but I 
cannot predict all of the quirks of every device and platform. Please let me know if you have any 
major issues with the templates. 

To import your templates, save them to a file on your computer. Open your Evernote app. Select 
File>Import Notes then select the template you wish to import. 

You may want to save these into a specific notebook for templates or just save them directly into 
your !Planner/Schedule notebook (or whatever you choose to call it).  
 
The templates can be imported unlimited times so you can always get a fresh copy. 

My Goals: You will actually get two versions of this template. One version has the year 2016, 
the other has no year. That way you can use it for this year, for life goals, for next year or 
whatever. You can delete rows change the size, enter in as much text as you want and change 
the headings on this form. But note, if you delete or add in a row the alternating color scheme 
will not be preserved there fore I suggest that if you need to delete a row you delete it from the 
bottom (just change the words around so the one you don’t need is on the bottom). If you need 
to add a row it just won’t be yellow. 

Goal Tracker: I explained the goal tracker a bit above. On the top row enter the goal category 
that you want to track in each column. In each box break down the goal into weekly and/or 
monthly steps. I set up one week and then copy and paste it into the rest. I also like to use 
checkboxes for each step so that I can literally check off what I have accomplished. You may 
need to use two goal trackers if you want to keep track of more than four categories. I’d suggest 
just naming them tracker 1 and tracker 2. Check this at the end of every week so you can check 
off your progress. 

Yearly Planning: Put in anything you need to remember in certain months. Anything from oil 
changes to birthdays. A couple notes, as in the Goal sheets the alternating colors will not be 
preserved if you delete or add a row. Also, this form is a table with two columns, the left column 
is narrower than the right. You can click below the month or a little to the right of the month to 
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enter items. You can also change the width of the columns by hovering over until the see the 
arrows to drag. 

Monthly Planner: This is a blank monthly planner with a blank calendar. I put in a few 
checkboxes but hitting enter after the last one will give you more (or just click the checkbox in 
the editing bar). I hope to eventually make individual templates for each month, if you want to 
know when these are ready make sure you have signed up for email updates at 
kidscrunchandchrist.com/planner. The calendar is formatted so that the top line of each box is 
right alined where you will put the date, every line after that is left aligned for you to put 
whatever is on your schedule. 

Weekly Template: This one is a bit different than the previous forms. While the others you can 
simply import and format them for the year (or month) this one you will want to save as its own 
template. Open the template and enter in anything you normally do during the week, any 
standing appointments or scheduled activities. Also enter any to-do items that you do every 
week. I have included a spot to track your water intake and make a note of dinner but you can 
delete these if you don’t want them. Once you have this set up for your normal week save that 
one as a template. Now when you are ready to use it for the current week make a copy as 
outlined above and save that with the dates for the week. Again you can change anything on 
this form but deleting rows, columns, or cells will disrupt the color pattern. 

Daily Schedule: This is pretty self explanatory. Enter in what you do or plan to do during each 
time slot. Make sure you leave yourself rest time. As with the other forms if you delete or add a 
row the color pattern will not be maintained. 

Blog/Writing planner: Use this to make note of what you plan to write each week of each 
month. You could use numbers or checkboxes. I write things that I give myself the whole month 
to accomplish in the cell with the month and then write my weekly blog plans under the correct 
week. As with the rest of the forms the color scheme will not adjust if you delete a row, if you 
need to delete one I suggest deleting from the bottom and adjusting the labels. 

Homeschool Weekly Template: Set this up similar to the Weekly template. Make a master 
copy with your normal activities and copy that each week then adjust as needed. I list each 
child’s subjects for each day with a checkbox to mark as they are completed. I included space 
for six kids (make sure you delete what you don’t need from the bottom). You can simple 
change the “kid 1” etc labels to your child’s name. I also included a box for “all” since most of us 
have certain things we do with everyone. If you need more than six kid spots you can use two or 
you can contact me for a custom form. 

Custom forms: If you want a different color scheme, want the header personalize, or want 
different column and row configurations you will be able to order custom forms. Please visit 
kidscrunchandchrist.com/planner for instructions on how to do so. 

If you have any questions or problems or find any errors in the forms or this ebook feel free to 
contact me at sabrina@kidscrunchandchrist.com. 
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About Sabrina 
 

I am many things. The (homeschooling) mother of four beautiful and rambunctious children. 
The wife of a soldier. A natural living enthusiast. A foodie, out of necessity, who doesn’t like 
to cook. An artist, creator, thinker, and visionary. And, most importantly, a follower of Jesus. I 
write, I paint, I sew, I crochet, I craft, I parent, I serve, I read, I pray. 

My heart’s desire is to strengthen and encourage moms. To help you find your way on this 
journey. To help you find a path of joy, peace and fulfillment where you can thrive. I am still 
finding my way, join me and we will find it together. 

If you have enjoyed this tutorial and would like to find more resources, tools, inspiration and 
encouragement for your journey through motherhood I would love to have you join me at my 
blog Kids, Crunch, and Christ. I hope to see you there! 
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