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Office of Student Affairs
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User Guide for Booost

Booost is a powerful productivity app designed to help you manage tasks, set goals, and track your
progress. With Booost, staying organized and achieving your academic goals becomes effortless.

Task Management: Organize and prioritize tasks with ease, ensuring you stay on top of your
responsibilities.

Calendar Integration: Sync external calendars to manage all your events in one place, making
scheduling seamless.

Reminders: Set and receive alerts for important deadlines, helping you stay on track.
Habit Building: Track and develop routines to build productive habits and improve your daily workflow.
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How can | get started with Booost?

1. Contact SEN Service Manager for registration.

Access Booost at https://app.mybooost.com or download to your device of choice:
10S: https://apps.apple.com/hk/app/booost-tasks-wellbeing/id1578265593
Andriod: https://play.google.com/store/apps/details?id=co.pixelbeard.booost&hl=zh HK

2. Complete a simple tutorial to learn the basic features, this only takes a couple of minutes. Then you
can enhance your learning through Booost to support your academic success.

Enquiry

SEN Service (SENS), Wellness and Counselling Centre, Office of Student Affairs
T: 3943 5441
E: sens@cuhk.edu.hk

1. Getting Started

Once logged in, you'll see the dashboard, which provides an overview of your calendar, tasks, and learner
resources. Use the navigation menu to access different sections of the app.

Hi, SEN Service!

Your calendar
o events yet - add

Your tasks

Support for you

Skills, strategles & advice to keep you on track with your learnir

How was your day today, SEN Service?

Reflect on your day
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2. Calendar Management

Add Event: Go to the calendar section by clicking on the Calendar icon in the navigation menu.

Today
7 January 2025

+ Add event

Quiet day
< January 2025

In this feature, you will find three sections to choose from:

What shall we add?

@ Connect calendar

Add event >

Add routine

2.1. Connect calendar

To add an external calendar from Outlook, iCloud and Google you need to have access to a public link in
a .ics or ical format. For more information about this feature, please refer to the link provided.
https://booost-support.booosteducation.com/article/352-how-to-add-an-external-calendar

Calendar public link to connect

How do | get my calendar link?
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2.2. Add the Event

In this feature, you can select a suggested event type from Booost or customize your own event.

Eve nt tu pe Assessment

Exam, test or quiz.

Groupwork

Sroup-based project or mesting working with other siudents

Lessons

Leoture, seminar or tutorial

Practical

Lab, demonstration, computer lab or workshop.

Presentation

Task, discussion, moot or viva.

Social or personal event
MNon-study related activity.

Something else...

Add your own custom event

1. Title: Enter the name of the event.

2. Date and Time: Select the start and °
end date and time. e

3. Repeat: You can set recurring r °
events by selecting the repeat
option and choosing the frequency ‘
(e.g., daily, weekly, monthly). B

4. Location: Enter the location of the ‘
event (optional). l

5. Color: Personalize your own color. ‘

Exam ‘

16:58 —» 17:59

Continue
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6. Note: Add any additional details or
notes about the event (optional).
7. Reminders: Set reminders to get

notifications before the event starts.

8. Checklist: If you select an event
suggested by Booost, a checklist
will be automatically generated for
your reference. You can follow the
checklist step-by-step to complete
your task.

9. Click Done to save the event.

2.3. Routines

Reminders

First

Second

Checklist

{:‘) Complete your pre-exam routine

{") Remember to read the exam Instructions carefully
() Remember to take time in the exam 1o read the questions

{:‘) Remember to plan your time In the exam

Add checklist Item

Choosing or creating a routine: You can choose a routine from the Suggestions or My Routines
sections. Suggested routines include options like Start the day strong or Wind down. Also, you can
create a custom routine by clicking Create new routine.

Routines

Create new routine

Suggestions

My Routines
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Wind down
30 mins &0




Customize your own Routines:

1. Add a title for your routine.

2. Set the date and time for the routine @ (- ]
to start. l

3. Choose if the routine should repeat [ Start the day strong J
daily, weekly, or at other intervals. . :

4. Add alocation if relevant G s ‘

5. Customize the routine icon and color
to make it visually distinct.

l Repeat dally J
l Set looation J

6. Add notes that will be visible when you
open the routine.

7. Turn on reminders to get notifications
about your routine. You can set up to
two reminders per routine.

8. Add checklist items to break down the
routine into smaller steps. Booost can [
suggest checklist items based on the T e e P A e e
routine, or you can add your own.

9. Click Done to save the routine. sssa

(") Wake up at the same time sach morming

() Tidybed

{) Exercise f stretsh

{7} Wash, showsr & brush toeth

Add checkiist item

2.4. Booost your day

1 Click on Booost your day.

2 Choose a time slot.

3. Click the tick box icon to focus on tasks.
4 Click the heart icon to focus on wellbeing.
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5. Repeat step 4 for as many focus events as you want to add.
6. Click Done.

Focus on tasks
12:00 — 12:30

Let’s Booost your day

Free time
12:30 — 13:00

Free time
13:30 — 14:00

Free time
14:00 14:30

Free time
14:30 > 15:00

When you click Done, a message
will pop up saying You booosted your day. The activities will be added to your calendar as events.

Congratulations - you Booosted your day!

The activities will be added to your calendar as events.

At the time of the event, we'll suggest tasks or wellbeing activities to focus on.
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Focus on tasks:

In the Boost Your Day function, you can click on the tick button and select Focus on Task. Booost can
lists the tasks by due date and priority, helping you decide what to tackle next. It breaks your schedule
into blocks and provides resources to help you get started.

Focus on tasks
08:00 + D8:30

Let’s Booost your day ) ! Focus on tasks

Free time

10:00 10:30

Free time
M:00

Suggested tasks

My First Task - get started with Booost!

Mo due date 0z
HIGH PRIOAITY

Checklist o2 View list

Swipe through and pick a /~ Tapinto the task am
ok from shove ‘) foous

Need some help?

Focus on Tasks
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Focus on Wellbeing:

For focus on wellbeing, you can click on the heart button and select Focus on Wellbeing. Booost will
suggests checklist items to help you take care of yourself. It also provides resources like the "Take a
Minute' video series to improve your wellbeing.

o T — o
_ ¥ x

Focus on Wellbeing
- :
et’s Booost your day S =
09:30 — 10:00 z n fora walk, : e
armat way o olax.

Free time — Wednesday 8 January 2025

10:00 10:30

Free time Need some help?

10:30 11:00

Focus on e

libeing
feous on wellbaing.
Free time
11:00 1:30

3. Support for you

The app also provides the following support functions:

1. Reflect on your day: Track your mood, review accomplishments, and identify areas needing
support or strategies.

2. Emergency contacts: *Service is not available in Hong Kong.

3. Learner resources: Offer educational materials to build skills, develop strategies, and get advice.

4. Look back: Review past reflections to track mood, productivity, and progress.

7/

Support for you

@ Reflect on your day
@ Emergency contacts

N Learner resources

) Look back

Reach out for help

If you’re struggling to cope or unsure of a situation, ask your friends and
family for support from the Booost app on your phone.
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3.1. Reflect on your day

Recording Your Mood:
Choose a mood icon that best represents how you felt during the day and click Continue to proceed.

How was your day today,
SEN Service? Really good

Really bad

Adding note:

1. Click the text box to type in any notes about your day. This can include details about your mood,
significant events, or reflections on your tasks.
2. Click Continue to save your notes, or click Skip if you prefer not to add any notes.

A note about my day...

future

ead
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Setting reminder:
You can set reminders to reflect on your day regularly. Go to the Account view, click on Settings, and
toggle Reflect reminders on. Choose a time that works best for you.

Get reminders to Reflect

Switch on reminders to get a friendly nudge from us each day to Reflect.

Switch on reminders

I’ll do this later

3.2.  Learner Resources
1. Use the search bar to find topics and articles that interest you.

2. Explore collections using the menu in the top right-hand corner or the buttons on the Learner
Resources home page.

Learner Resources

Skills, strategies & advice to keep you en track with your learning.

() Search topics

= ®@ < =] ®
Study Skills Productivity Wellbeing Toolkits Emergency Help

Featured guides

Revision tips: Blurting How can | effectively take How do | approach How do | manage my

notes? academic writing? workload?

Page | 11



3.3. Look back

Click on a reflection entry to view any notes you have added.

Today
O 8 January 2025

Look back

ubt, it

Tuesday

7 January 2025

Click the date of the page to load additional entries from the past.

Tuesday 7
January 2025

empty

Delete note
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4. Tasks

41. Add Task

Click the “+” button to add a new task.

E Calendar 7 Support [+) Tasks 2 Account

My First Task - get started with Booost!

Ne due date 0/3

HIGH PRIDRITY

+ Add task

By priority

By due date

By date added

Choose the type of task you want to add, such as Assignment, Research, Revision, Personal to-do, or
Something else.

Add task

Choosing a task type helps Boo

Assignment

Essay, report, problem sheet or dissertation.

suggest the most relevant checl . guides

and advice.

Research

Reading and reviewing articles, books, notes or anline resources

Revision

Preparation for timed assessment.

Personal to-do

A general reminder of something you need to do.

Something else...

Add your own custom task.
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Choose the task type, add a title, set a due date, and set the priority.

Assignment

Task priority

HIGH MEDIUM Low NONE

Continue

1. Customize the task's appearance and add any additional details, such as notes, reminders, and
checklist items.
2. Click Done to save the task.

Reminders

Checklist

() Make a plan of the main sections

() Write up your nates into an essay format

emve yous work for at least an hour

() Chack through your work

Add checklist item
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4.2.  Managing Task

1. View and manage your tasks from the Tasks view.
2. Sort tasks by priority, due date, or date added to stay organized.
3. Use the Booost your day feature to schedule focused work sessions.

Assignment

Due Today < 0/9

ET PRIORITY

Checklist o/9 View list

C) Make a plan of the

U Break down the question
4 sections

Need some help?

Assignments

Study skills & wellbeing resources to help you with

assignments.

This user guide only let you to learn the basic features of Booost. For more detailed user guide,

please visit the Booost Education website https://booost-support.booosteducation.com/ , Booost Support

Centre to get more information.

- End -
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