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Some of the resources mentioned might change over time. I will
try to keep this guide up-to-date, but some changes might slip
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Please let me know if you find that any information here is not
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any of the tools mentioned. I personally describe how we use
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single feature each one of them has.
Beyond Backlinks and the Author assume no responsibility or
liability on behalf of the reader's usage of those tools.
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5 Tools that will Save You Time and Headaches Each Day

Hello there and thank you for downloading our eBook.
I am Alex, founder of Beyond Backlinks and in the following [number]
pages I will review my favorite tools, most of which are free and they will
definitely save you time and/or money, every day you use them.
Not only that, but they will save you from a lot of hassle that you might be
going through. A side note: No affiliate links here.
Some of these tools are for Digital Marketing (Social Media, SEO, Content),
some are for Management and Productivity and some are for Design.
I will be saying why I love them, how to use them and for whom they are
for.
Time is our most valuable and scarce asset. I am very grateful for devoting
your time to read this and I respect your time. That’s why I want you to take
the most value possible from the following pages, with the least time.
Here is how I suggest you read this eBook, so you achieve just that:
1) Take a look at the index in the previous page and check all of the tools I
will be reviewing.
The ones you know about, either skip them or scan quickly through them in
case I am mentioning a use that you were not aware of.
2) When you see a tool that peaks your interest, mark its homepage and
put a reminder to check it at the next weekend, when you will be relaxed.
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3) Some of those tools might look like chaos when you first look at them.
Keep it simple and ignore the extra features. Just stick to what you need
them for. Later on you can dig the extra features.
4) If any of the tools looks far too complex, play around with it as much as
you can and then go to sleep. When you wake up, your brain will have
rearranged the previous day’s information and you will find it much more
easier to navigate and use it. Drink a cup of coffee and go check it :)
That’s all I had to say, again thank you very much for reading this. I hope
you enjoy reading it as much as I enjoyed creating it!
To your success,
Alex
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Canva
Category: Design
Who is this for: Designers, Affiliate Marketers, Entrepreneurs, Small
Business Owners
Website: Canva.com

This is simply the best tool I encountered for 2014.
Canva is a web based app that lets you become a designer with zero
designing skills!
Yup, that’s right, become a drag and drop designer instantly. Pick one of
their images, or upload yours, edit them in countless possible ways and
have great visuals at your disposal to fuel your content marketing.
You can see an example of the photo I made here:
http://beyondbacklinks.com/how-to-create-engaging-content-boringindustries/
and I can tell you it took me 20 minutes to make it, because it was my first
time.
The next time it will take me 5-10 minutes.
Why do you need such images and where do you use them?
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Taking the time to craft such an eye catching and compelling image for
your blog posts, will greatly increase the click throughs from social media
and it will entice the reader to read the whole post instead of scanning it.
In fact, if you include it above your blog post, as I did in the aforementioned
blog post, it might as well increase the time a visitor stays on the page.
Here is another use.
If you are into paid advertising, you need to split test vigorously images and
messages, edit them on the fly and keep the winners.
Canva will make this process piece of cake.
Even if you have an in-house designer, this might help him save time and
become more productive.
I think you can see its benefits...
Here is how it works:
You go to:
https://www.canva.com/about
and either Start Designing, or scroll to see its features.
If you start designing you can simply sign up using your Facebook.
Once you are in, you will see the following:
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(there are more options if you scroll to the right)

Depending on your needs you select what is the purpose of the image you
are going to create. This will help Canva choose the appropriate
dimensions.
Of course, you can use custom dimensions for specific uses that are not
covered.
Once you select the design, you will be guided here:

On the left you have Canva’s images and a search box.
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You can search for specific images (monkeys, or whatever), or simply scroll
to discover new designs. Some images cost 1$, some images are free.
You can also upload your own images and edit them, without a fee.
On the top you can click the “Untitled design” to change it to a more
memorable name!
Remember, Canva saves your design every few minutes, so even if your
browser crashes, the design won’t be lost.
Here are Canva’s options:
Layout
First, you start with the layout.
The layout is a rough mock up of the image will look like, where the text will
be located, etc.
I mainly use my own photos, but when I use a layout, I pay attention to the
photo behind it and where the text is by default, in order to use it as a
guide.
You can edit each line of text of the layout, remove unnecessary text,
change colours, put extra text… The possibilities are endless!
All of these can be changed and we will see how, later on.
Text
Here you can add extra text, with different fonts, colours, layouts, etc. Just
click the one you like, drag and drop it onto the layout.
Again, some are free, some cost 1$.
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Once you add a text like the demo here:

You can click on it and resize it from the round circles around it.
You can also change the colours by clicking on them.
If you click on them, only a few colour options will appear, but if you press
the “+” button that appears, you can choose from a palette.
If you want to change the colors you might have a hard time finding the
colour that you like.
That’s why I usually Google something like “Dark Grey code” and I just
insert the code of my preferred colour.
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If you want to use your website’s colours, just find their codes at your
dashboard, or ask your web designer and put their codes under the palette.
Clicking on the actual text

will give you the option to edit the size of the letters, as well as their font
and colour.
Background
Here you can edit the background of the design. If you have chosen a
layout, this won’t be of much use.
Personally, I have never used it.
Uploads
This is where you can upload your own images and edit them at will.
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Here is the unedited version of the photo I show you at my blog post above:

Notice how many editing options there are.
Clicking on your image and then choosing “Filter” will give you enough
options to make your image great.
The filters vary and you might choose whatever works best for you. There
is no one size fits all. It also depends on the picture you are using.
Below, you can edit the brightness and the contrast, which are the main
components of photo editing for what we want to achieve.
There are some advanced options (right below “contrast”) that you might
want to check, but I personally rarely use any of them.
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After you edit your photo, put a text from the previous section, upload your
company’s logo, drag and drop it at the bottom of the image and there you
go!
Hit the “Link & Publish” button at the top and you are ready.
You just created in 20 minutes, an awesome visual that will boost your
engagement and make your content more shareable. Congratulations!
Conclusion:
Advantages:
●
●
●
●

Fast and easy to use (first time doesn’t count!)
Free to use, as long as you are using your own photos or free photos
Simple and to the point
Real time saving

Disadvantages:
● You can’t use it without an internet connection
● Might take some time before you create your first photo

P.S. If you don’t have the time or the willingness to create such images,
you can contact Beyond Backlinks at info@beyondbacklinks.com and have
us create amazing images like that, for your blog posts, or other uses.
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Asana
Category: Productivity, Project Management, Freelancer Management
Who is this for: Managers, Tech Entrepreneurs, Freelancers, Business
Owners
Website: Asana.com

Asana is a wonderful web based app, that allows you to manage your
employees/freelancers effortlessly, asynchronous and in a checklist style.
What else can you ask for?
Did I mention its basic plan is free?
Let’s dive into it, shall we?
Here is how the homepage looks like:
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I suggest signing in with your Google Account. That way, when someone
completes a task or when you are assigned a task, an email will be
automatically sent to your gmail.
Once you sign in, you will be directed to the following page:
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Bruce at BruceSpear.info had this great screenshot and allowed me to use
it
As you can see there are a lot of options, but we should focus on the
crucial ones. By the way, this app is wonderful both for personal projects
and teamwork.
There are 3 sidebars as you can see. The left sidebar, the main window
and the right sidebar. Let’s check each one of them.
Left sidebar
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On the left sidebar you can find your projects and various other options, like
your inbox etc.
I personally like to keep it simple.
I use it only to create new projects and select each one to see its progress.
I have never used the inbox, since I prefer to use Skype, Gmail or
Facebook messages (yes, I use Facebook messages for work!).
Main Window
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This is where the magic happens. After you click a project from the left
sidebar, here you can see what tasks need to be done, which are
completed, deadlines, everything.
If you check “My Tasks” from the top left of the left sidebar, you can see all
the tasks you have to do, as a person regardless of the project.
I like to use a per project list and I usually arrange my tasks from the most
important to the least important. This means, that at the top are top priority
tasks and at the bottom the lowest priority tasks.
You can also add a deadline to each task.
If something changes, you can easily drag and drop them to rearrange your
priorities, without changing each one’s deadline.
When I want to create a new task, I will simply press enter to make a new
one, type the title, assign it to me or someone else and then fill in a

18

description, add a note, a link, or whatever is necessary, depending on the
task.
When the task needs to be completed by someone else, I usually
communicate the details of the task via an email and use Asana to keep
track of the progress.
Once you have completed a task, simply check the box left of the task and
it will disappear, but it won’t be deleted.
It will be archived and you can see your completed tasks. So, if you miss
clicked it, or if you want to go back for reference, your completed tasks will
be there.
You can do that, by going at the top of the main window where it says
“View 123 tasks to do”, click it and switch to recently completed tasks.
As long as you scroll down, it will bring more and more of your completed
tasks.
Pretty handy right?
If there is a task that needs to be done, but you are not sure who should do
it, you can type it and not assign it to anyone. If you do that, instead of
showing your initials on the left of the title of the task, it will show nothing.
If you have a big list of to-do’s for each project, you might want to break
them down into sub sections, instead of project. For example, if you want to
migrate your website, instead of having a project “Migration”, you can have
“Migration - Design”, “Migration - Technical”, etc.
That way, it will prevent each project from getting cluttered and inhibiting
productivity.
Ready to continue?
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Alright, let’s move on to the final part, for Asana.
Right Sidebar

The right sidebar is pretty straightforward.
Once you click a task, on the right sidebar you can see its description, its
timeline (who created it, when, etc) and you can also write comments for
reference or for another person to see them.
To be honest, I rarely use the right sidebar and when I do, I just use it for
the comments.
So, that’s Asana’s review, it has many more features to dig in for anyone
interested.
Conclusion:
Advantages:
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● Fast and easy to use, as well as responsive
● Free to use for up to 15 members
● Lots of features
Disadvantages:
● You can’t use it without an internet connection
● Not ideal for graphic designers who need intense and real time
collaboration
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Google Docs
Category: Office, Project Management, Accounting, Documents
Who is this for: Everyone who uses Microsoft’s Office
Website: docs.Google.com

If you don’t know about Google Docs, I can’t tell you how much you are
missing out.
In one sentence, Google Docs is Google’s alternative to Microsoft's Office.
It has everything: documents, excel sheets, spreadsheets, folders,
presentations.
That’s a lot….
But here comes the good part!
Why would anyone use Google Docs instead of Microsoft’s Office,
especially when the latter is the default?
There are a few reasons:
1) Google docs is faster to open and use than Office.
2) Docs has real time saving, whereas Office usually hasn’t.
3) In the online world the default has started to shift from .doc documents to
Google Docs. For example, when we do Guest Posts for clients, many
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bloggers or publishers prefer the document to be handed in a Google Doc
format.
4) You can upload easily documents in an Office format and Google Docs
can either keep them as is, or convert them to Google Docs format.
5) You can just use Google Docs as a free cloud backup of your
documents.
6) You can export all of its documents in an Office format.
7) You can easily share each document with someone, just by sharing a
link (no downloads or uploads necessary). The person you share the
document with, can view, edit or comment on your document, depending
on the privileges you give him/her.
8) You can install the Google Docs app and it will synchronize your online
documents with your offline documents.
However, I am not saying that Microsoft Office will become useless.
Microsoft Office is and will be very useful for major tasks, presentations and
documents.
Google Docs is like the cheaper and leaner version of Office, usually used
for faster communication and collaboration between team members.
You can also start your most important documents and find them quickly,
just like Gmail’s feature.
All in all, an amazing app as always from Google and I strongly suggest
you have a look at it, if you are not already using it.
Whoever used it, loved it!
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Conclusion:
Advantages:
●
●
●
●
●
●

Fast, easy, on cloud, with apps for tablets and smartphones.
Free to use up to 15 GB.
Easy to share documents with other persons.
Real time saving.
Integrates seamlessly with Gmail.
Ideal for internal use.

Disadvantages:
● You have to enable an option for “offline use” to edit and access your
documents offline.
● Not ideal for major projects that need insanely visually appealing
reports and documents.
● Less options than Microsoft’s Office.
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Buffer
Category: Social Media, Content
Who is this for: Social Media Managers, Small Business Owners
Website: BufferApp.com
Buffer is among the top tools used to streamline sharing across major
social media channels.
Its most major benefits for me are the following:
1) It allows simultaneous scheduling or instant posting of the same content
in Facebook, Twitter, Google+ and LinkedIn, with one click and it
automatically shortens the url.
2) It has a bookmarklet as a plugin for major web browsers. This
bookmarklet allows you with a single click, to “Buffer” whatever you are
looking at on the internet and write a short description if you like, without
leaving the page!
Here is how it looks like:
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When you click the bookmarklet, it will pop up this window and it will allow
you to choose on which social media profiles you want to post it.
Also, it will auto-generate the headline and the shortened url, but you can
edit them, if you want to.
You can add it to the Queue, or post it instantly. It is very handy both for
professional and personal use.
You can share images, videos, articles, whatever.
Here is how the dashboard looks like:
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It starts with a free plan and then you can upgrade to Awesome for only
10$ a month.
The Awesome Plan allows you to connect more social media profiles, get
RSS straight to your Buffer and you can schedule up to 100 posts, whereas
in the free plan, you can schedule 10 posts for each channel.
You can have different posting times and frequency on each channel and
the analytics will provide you with valuable insights (reach, clickthrough
rates, etc) for each post you shared.
One recent addition to Buffer, was “Suggestions” which provides
suggestions based on your history.
From my experience it is pretty accurate and provides good content to
share. The content can be from infographics, to articles, videos and quotes.
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One drawback here is that the same suggestion, you can’t add it on all your
social media channels with a single click.
Overall, it is a great app, minimalistic, without useless features.
P.S. I have also heard great comments about SproutSocial and
PostPlanner, but I haven’t tried them out thoroughly, yet. You might want to
check them as well.
Conclusion:
Advantages:
●
●
●
●
●

Minimalistic, easy to use, available on smartphones.
Free to use (the basic plan).
One click share, whatever you are looking at.
Amazing support whether you are a paying or a free customer.
Can be integrated with other apps, like Feed.ly

Disadvantages:
● You can’t monitor interactions on various social media channels. You
will need an extra app for that, like TweetDeck.
● Suggestions are not easy to share to all channels at the moment.
P.S. If your plate is full and you don’t have time to keep your social media
profiles active, you can simply contact Beyond Backlinks at
info@beyondbacklinks.com and have us manage and grow your social
media presence, while building relationships.
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QuickSprout
Category: SEO, Digital Marketing
Who is this for: Digital Marketers, Entrepreneurs, Business Owners
Website: QuickSprout.com

QuickSprout is the website of Neil Patel, successful entrepreneur and
marketer.
The website in general is a treasure of knowledge mainly for digital
marketing. At the moment of writing this, he produces content at a very fast
pace, mainly blog topics and infographics, all with great quality and
valuable insights.
I am going to focus though on his tool, located at his homepage.
This is simply the best free tool for SEO audit I have ever encountered.
Here is why it rocks:
This amazing tool will give you an in-depth report of a page on your
website, regarding its SEO and Social Media.
Not only that, it will tell you where you should focus first and what elements
are the most important to tweak.
The report is pretty lengthy to provide a screenshot, but just head to
QuickSprout.com and put your homepage.
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You will see how it works.
One extra, is that you can compare your homepage (or any page) with
those of up to 3 of your competitors.
You can also export this report as a .pdf, for later use.
Just take the recommendations as a general guideline, because it is a tool
and sometimes its recommendations cannot be accurate, due to external
elements.
All in all, I can’t say enough about this tool, you just have to check it with
your own eyes. It is simply amazing.
Conclusion:
Advantages:
● Free in-depth SEO Audit.
● Tool based on Neil Patel’s experience and knowledge.
● Prioritization of recommendations, from high priority, to medium, to
low.
● Fast, reliable
Disadvantages:
● You can only audit a page per use and not your website as a whole.
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Closing
I would like to thank you once again for devoting your time to reading this
and I hope you have enjoyed the reviews of these tools.
Hopefully by now, you are using at least one of them and saving time or
headaches!
Keep an eye in your mailbox, since I will update this guide to 10 tools and I
will share with you any major news in the online industry that you must
know, along with our recent blog posts. Mostly, 1 email per week!
If you have any questions, feel free to contact me at
alex@beyondbacklinks.com or simply reply to any of the emails you
receive from my mailing list. I read all of them.
If you want to keep in touch on social media, you can find us on:
Facebook - Twitter - Google+ - LinkedIn
Lastly, if you need help with your content marketing efforts or with your
social media channels, be sure to contact me!
I wish you every success.
Alex Chaidaroglou
Founder of Beyond Backlinks
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