
function:  evaluation: 
  paper digital 

calendar    
    
When I agree to meet 
with someone, which 
way is faster to record 
the appointment? 

 Hands down, the paper 
user always wins this one, 
even for those adept at 
texting. 

 

Which is cheaper, a 
paper calendar or an 
electronic one? 

 Cheaper to buy, cheaper to 
use. 

 

I want to rearrange 
appointments in my 
calendar easily. 

  Digital wins here, with some 
systems featuring drag-and-
drop ease. 

I’d like to connect my 
calendar with my 
address book, so I 
know where my 
meeting is as well as 
what time. 

  Only digital can give you this 
function, unless the amount of 
data is small enough for your 
memory to handle. 

Only the IRS stops at 
12/31; my days roll on, 
and my calendar 
should, too. 

  If you’ve ever needed to 
schedule six months ahead and 
tried to buy next year’s 
calendar in August, you know 
it’s digital or nothing. 

    
address book    

    
I want more than just 
name, address, and 
phone in my address 
book. 

 Paper is almost infinitely 
adjustable. 

A lot of digital systems offer 
customizable fields, so you can 
add birthdays, partners’ 
names, and notes. 

If I lose my address 
book, I want it backed 
up somewhere. 

  Backup is probably the 
strongest argument in favor of 
going digital, unless you scan 
your data regularly (whaaah?) 

In a perfect world, I 
would always have the 
names and addresses of 
customers, neighbors 
and family at hand. 

  Only digital can give you the 
kids’ soccer list, your entire 
client list, and your birthday 
card list – in the car, on a 
plane and at the office – in a 
package no bigger than a deck 
of cards. 

    
Task list    

    



Writing my tasks by 
hand helps me think 
about them creatively 

 It’s true for many users, 
and paper aids the process. 

 

I want due dates on my 
tasks, but I need to 
rearrange them often as 
priorities change. 

  Surprisingly few digital 
systems do this well, but all do 
it better than paper. 

I need one place to park 
tasks as I think of them. 

 It is possible to channel 
tasks into your list if you 
have a reliable system for 
capturing incoming paper 
items. (see my blog post on 
May 28, 2008) 

Digital does it better if your 
pda goes with you. If you have 
a phone only, call jott to leave 
yourself a message, then move 
it to your task list. (see my 
blog post on May 29, 2008) 

Once in a while, I lose 
a task when it gets 
overlooked in a field of 
“dones”. 

  A good digital system keeps 
current to-do’s front and 
center, hides “dones”. 

I need a record of when 
I did something, so I 
can follow up 
promptly. 

  A digital system that saves but 
hides completed tasks is a 
boon, especially with the help 
of a good search function. 

 


