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QUICKREFERENCE

For those of you who want to dive right into setting up your trusted system, here are the basi

setting up GTWvith ClearContext IMS Pro:
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Topics = Project€learContext allows the assignme
of Topics to email conversations. Use Topics
designate Projects and the IMS filing buttons to -
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Categories = ContextUse ClearContext workfloy
buttons (Task, Schedule, Delegate, Defer, etc.)
quickly process messages in the Inbox. When cree
a Task or Appointment, use Outlook native categol
to denote context (@Work, @Bhe, etc.) for eas)
viewing of contexsspecific action lists. ClearConte
will automatically file messages to their Topic folc
as Tasks and Appointments are created.

Review: Use the IMS Dashboardto review your
Messages andTo5 2 Qa o6&  Qetyandde
date. TheDashboarddisplaysall Ta5 2 & ®@asks,
appointments, flagged items and deferred messag:
and filtersthem by Topic or Category.
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INTRODUCTION

Many individuals overwhelmed with information take control Bficrosoft Outlook by combining
ClearContext IMS #iexible and customizable email management features such as inbox prioritization

and automated categorization with théd Fl @2 NARGS LI NIa 2F 5FQFAR ! ff
methodology to create a powerful information management strate@®elow, we outlinebasicsteps

many of our customers have takén setup ClearContexand Microsoft Outlookto support GTD email

procesing including creation ofcontextspecific action lists, project categorization, creation and
maintenance o a G A O1 f SNE FAf ST | y Rawaeklbrediew. (Ue thigomde®igét @ A Y LI
started ¢ we expect everyone will tweak the system to miattheir particular inbrmation processing
requirements
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For the purposes of this guide ewassumethat you have a working knowledge of GTD prior to
implementation of ClearContextsoftware. If not, we recommend you visit théetting Things Done
website and find some reference materials to get you started. For an introduction to Getting Things
52y SIWhatsSTH ¢

The process in this whitepaper was develoydClearContext customers and is the result of-weatld

use of the product. For detailed discussion on Getting Things Done and ClearContext, see the
ClearContext discussion forums. In partictiter forum postGTD Users: Start Hecentains a collection

of GTDrelated links
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http://www.davidco.com/
http://www.davidco.com/
http://www.davidco.com/
http://www.davidco.com/what_is_gtd.php
http://www.clearcontext.com/forums/viewtopic.php?t=328

OVERVIEW

In his methodology, David Allen suggests categorizing your email by projectcmtelxt Most
technology solutions address one or the other well, butrid give a comprehensive way of tracking

both. Using ClearContext IMS, Topics can be used to maintain projects and native Outlook categories
can be used to denote actionsActions can then be viewed by project or context using IS
Dashboard

WORKFLOW

ClearContexgives severdeaturesto process the Inboguicklyandget it to empty. Each buttobelow
will automatically file theoriginalmessageo an associated topic foldeand link the item to thecurrent
message conversation

Taskopens an Odbok task. Assign an Outlook category tctitem to
maintain action lists

Delegateautomatically creates either an assigned task or a forwarded
messagavith an associated tadkr quickdelegation to another person.

] . .
5 E Schedulecreates an appoitment with the current message contents.
Schedule

Deferplaces the current message in a deferred folder for a given period
time or until a given date. This is an excellent way to createnzaidtain a
GGAO1TESNE FAESO

Filing buttongFileMsg, Threador Topig automatically moves messages,
conversations, or entire topics/projects of email into associated ClearCol
Topic FoldersUse these buttons to archiveference material that does no
require one of the actions above.
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