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QUICK REFERENCE 

For those of you who want to dive right into setting up your trusted system, here are the basics for 
setting up GTD with ClearContext Pro: 
 

 
 
 

Topics = Projects: ClearContext allows the 
assignment of Topics to email conversations.  Use 
Topics to designate Projects and the ClearContext 
filing buttons to file email to Topic folders.  Use a 
άκέ ǿƘŜƴ ŎǊŜŀǘƛƴƎ ŀ ¢ƻǇƛŎ ǘƻ ŘŜǎƛƎƴŀǘŜ ǎǳō-projects 
όƛΦŜΦ άtǊƻject 1/Sub-tǊƻƧŜŎǘнέύΦ 

 

Categories = Context: Use ClearContext workflow 
buttons (Task, Schedule, Delegate, Defer, etc.) to 
quickly process messages in the Inbox.  When 
creating a Task or Appointment, use Outlook native 
categories to denote context (@Work, @Phone, 
etc.) for easy viewing of context-specific action 
lists.  ClearContext will automatically file messages 
to their Topic folder as Tasks and Appointments 
are created. 
 
 

 
 
 

Review: Use the ClearContext Dashboard to review 
your Messages and To-5ƻΩǎ by context, project 
and/or date.  The Dashboard displays all To-5ƻǎΩ ς 
tasks, appointments, flagged items and deferred 
messages - and filters them by Topic or Category. 
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INTRODUCTION 

Many individuals overwhelmed with information take control of Microsoft Outlook by combining 

ClearContextΩǎ flexible and customizable email management features such as inbox prioritization and 

ŀǳǘƻƳŀǘŜŘ ŎŀǘŜƎƻǊƛȊŀǘƛƻƴ ǿƛǘƘ ǘƘŜƛǊ ŦŀǾƻǊƛǘŜ ǇŀǊǘǎ ƻŦ 5ŀǾƛŘ !ƭƭŜƴΩǎ DŜǘǘƛƴƎ ¢ƘƛƴƎǎ 5ƻƴŜ ƳŜǘƘƻŘƻƭƻƎȅ ǘƻ 

create a powerful information management strategy.  Below, we outline basic steps many of our 

customers have taken to set up ClearContext and Microsoft Outlook to support GTD email processing 

including creation of context-specific action lists, project categorization, creation and maintenance of a 

άǘƛŎƪƭŜǊέ ŦƛƭŜΣ ŀƴŘ ǎǘŜǇǎ ǘƻ ǉǳƛŎƪƭȅ ƛƳǇƭŜƳŜƴǘ a weekly review.  ClearContext also provides email metrics 

and measurement to help track how well you are handling email.  Use this guide to get started ς we 

expect everyone will tweak the system to match their particular information processing requirements. 

 

 

For the purposes of this guide we assume that you have a working knowledge of GTD prior to 

implementation of ClearContext software.  If not, we recommend you visit the Getting Things Done 

website and find some reference materials to get you started.  For an introduction to Getting Things 

5ƻƴŜΣ ǎŜŜ άWhat is GTD?έ  

The process in this whitepaper was developed by ClearContext customers and is the result of real-world 

use of the product.  For detailed discussion on Getting Things Done and ClearContext, see the 

http://www.davidco.com/
http://www.davidco.com/
http://www.davidco.com/what_is_gtd.php
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ClearContext discussion forums.  In particular the forum post GTD Users: Start Here contains a collection 

of GTD-related links. 

OVERVIEW 

In his methodology, David Allen suggests categorizing your email by project and context.  Most 

technology solutions address one or the other well, but do not give a comprehensive way of tracking 

both.  Using ClearContext, Topics can be used to maintain projects and native Outlook categories can be 

used to denote actions.  Actions can then be viewed by project or context using the Dashboard. 

WORKFLOW 

ClearContext gives several features to process the Inbox quickly and get it to empty.  Each button below 

will automatically file the original message to an associated topic folder and link the item to the current 

message conversation: 

 
 

Task opens an Outlook task.  Assign an Outlook category to this item to 
maintain action lists. 
 

 
 

Delegate automatically creates either an assigned task or a forwarded 
message with an associated task for quick delegation to another person. 
 

 
 

Schedule creates an appointment with the current message contents. 
 

 
 

Defer places the current message in a deferred folder for a given period of 
time or until a given date.  This is an excellent way to create and maintain a 
άǘƛŎƪƭŜǊέ ŦƛƭŜΦ 
 

 

Filing buttons (File Msg, Thread or Topic) automatically moves messages, 
conversations, or entire topics/projects of email into associated ClearContext 
Topic Folders.  Use these buttons to archive reference material that does not 
require one of the actions above. 

http://www.clearcontext.com/forums/viewtopic.php?t=328
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Followup Message allows the creation of a special task tied to a message 
conversation.  When sending an email, create a follow-up to remind you if 
you do not receive a response within a specified amount of time.  If you do 
receive a response, the follow-up task is automatically cancelled. 
 

 

Unsubscribe automatically files current and future messages of a given 
conversation to either their Topic folder or an unsubscribed folder.  This 
helps remove those long email threads that you have no interest in that are 
cluttering your Inbox. 

 

REVIEW 

In addition, several ClearContext features provide a view across all messages, tasks, and appointments; 

regardless of location: 

 
 

MessageContext displays all activity for a given message, task, or 
appointment.  This includes all messages in the current email conversation 
(the original message and all replies to it) and all appointments and tasks 
created from the conversation using one of the workflow buttons above. 
 

 
 

 The Dashboard displays a project view of your data.  Drill down into 
individual projects by opening tabs that display all messages, tasks, 
appointments, contacts and attachments by Topic.  The Dashboard is the 
control panel for implementation of GTD in ClearContext, providing project 
centered information within Outlook. 
 

 
 

 Much like the Dashboard, ActionView displays a list of global To-5ƻΩǎ 
(tasks, deferred messages, and appointments) that can be filtered by date, 
topic, category, and/or priority.  The ActionView is perfect for those who 
want a more robust way to filter and review their task list, providing an 
efficient vehicle for performing the weekly review. 
 

 

ClearContext measures your email productivity and presents the results in 
the Scorecard.  The Scorecard helps identify problem areas to work on and 
shows how you have managed your Inbox size over time. 
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ACTION MANAGEMENT 

Following !ƭƭŜƴΩǎ ŀŘǾƛŎŜΣ ǘƘŜ ōǳƭƪ ƻŦ ȅƻǳǊ ŜƳŀƛƭ ƳŜǎǎŀƎŜǎ όǘƘƻǎŜ ǘƘŀǘ ȅƻǳ ŎŀƴΩǘ ŀƴǎǿŜǊ ƛƴ ǘǿƻ ƳƛƴǳǘŜǎΣ 

delete, or file away for reference) will become tasks or appointments in your trusted system.  

ClearContext ProΩǎ ¢ŀǎƪ, Delegate and Schedule buttons allow you to quickly create tasks and 

appointments from email messages.  Assign Outlook categories to these items to denote context, 

ensuring that they are assigned to the appropriate action list. 

 

  
Category Assignment in Outlook 2007 Category Assignment in Outlook 2003 and Earlier 

 

SETUP 

The first step in setting this up, customize your Outlook Master Categories list to include the action list 

ŎŀǘŜƎƻǊƛŜǎ ȅƻǳ ǳǎŜ ŀǎ ȅƻǳ ǇǊƻŎŜǎǎ ȅƻǳǊ hǳǘƭƻƻƪ ƛƴŦƻǊƳŀǘƛƻƴΦ  tǳǘǘƛƴƎ ǘƘŜ ΨϪέ ǎȅƳōƻƭ ƛƴ ŦǊƻƴǘ ƻŦ ŜŀŎƘ 

description will ensure that these display at the top of the categories list.  We realize that this is a very 

personal list that each user will want to tweak for his/her on working style.  Examples of common 

categories many of our customers have found useful include: 

@Car 

@Delegate 

@Desk 

@Home 

@Internet 

@Phone
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To customize the category list in Outlook 2003 

and earlier: 

1. Open a new task or appointment 

2. Click the categories button in the lower 

right hand corner 

3. Click the Master Category list button 

4. Edit the list as desired 

To customize the category list in Outlook 2007: 

1. Right click the category color field on an 

email, task, or appointment 

2. {ŜƭŜŎǘ ǘƘŜ ά!ƭƭ /ŀǘŜƎƻǊƛŜǎΧέ ƳŜƴǳ ƛǘŜƳ 

3. Click New and add a category 

4. Optionally add a color code 

5. Repeat for each category 

 

PROCESSING 

Once this setup is complete, process the inbox using the ClearContext workflow buttons, answering 

ǘƘƻǎŜ ŜƳŀƛƭǎ ǘƘŀǘ ȅƻǳ ŎŀƴΣ ŘŜƭŜǘƛƴƎ ǘƘƻǎŜ ǘƘŀǘ ȅƻǳ ŘƻƴΩǘ ƴŜŜŘΣ ŦƛƭƛƴƎ ǊŜŦŜǊŜƴŎŜ ƳŀǘŜǊƛŀƭ using 

ClearContext File buttons, and creating tasks or appointments for future work.  As tasks and 

appointments are created, assign a context ǳǎƛƴƎ hǳǘƭƻƻƪΩǎ ƴŀǘƛǾŜ ŎŀǘŜƎƻǊȅ ŀǎǎƛƎƴƳŜƴǘ ŦŜŀǘǳǊŜ ŀƴŘ ƻƴŜ 

the categories created above.  This will automatically associate the item with the appropriate action list. 

THE ά¢ICKLERέ FILE 

aŀƴȅ D¢5ΩŜǊǎ Ŧƻƭƭƻǿ aǊΦ !ƭƭŜƴΩǎ ǎǳƎƎŜǎǘƛƻƴ ƻŦ 
creatinƎ ŀ άǘƛŎƪƭŜǊ ŦƛƭŜΦέ  ClearContextΩǎ Defer 
button is an excellent way to maintain an 
electronic version of this file. The Defer button 
moves an email out of the inbox and schedules it 
as unread at a given time interval or on a given 
date.  
 
When a message is deferred, a dated folder is 
ŎǊŜŀǘŜŘ ŀǎ ŀ ǎǳōŦƻƭŘŜǊ ƻŦ ǘƘŜ ά/ƭŜŀǊ/ƻƴǘŜȄǘ 
5ŜŦŜǊǊŜŘέ ŦƻƭŘŜǊΦ  /ƻƴǎƛŘŜǊ ǘƘŜǎŜ ȅƻǳǊ ǘƛŎƪƭŜǊ ŦƛƭŜǎΦ  
/ƭƛŎƪ ƻƴ ŀƴȅ ŘŀȅΩǎ ŦƻƭŘŜǊ ǘƻ ǊŜǾƛŜǿ ǳǇŎƻƳƛƴƎ ƛǘŜƳǎ 
or simply wait for the message to re-appear in your Inbox as scheduled. 
For example, say you receive an invite to a corporate networking event on the 25thΦ  LǘΩǎ ǎǘƛƭƭ ǘƘǊŜŜ ǿŜŜƪǎ 
ƻŦŦ ŀƴŘ ȅƻǳ ŘƻƴΩǘ ƴŜŜŘ ǘƻ w{±t ǳƴǘƛƭ ǘƘŜ Řŀȅ ōŜŦƻǊŜΦ  /ƭƛŎƪ 5ŜŦŜǊ ŀƴŘ άǎŎƘŜŘǳƭŜέ ǘƘŜ ƳŜǎǎŀƎŜ ŦƻǊ ǘƘŜ 
24th.  The message is moved into a subfolder with the month and day you have designated.  You can click 
on this folder at anytime to see all messages pending for that day.  Alternatively, the message 
automatically re-appears in your Inbox, unread, on the 24th, reminding you that you need to make a 
decision about the event. 
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PROJECT DESIGNATION 

 

Using ClearContext Topics to designate projects ensures that all messages in an email conversation ς 

past, present and future - are automatically associated with these projects.  Each email message may be 

assigned a Topic via the ClearContext toolbar.  !ƭƭ ŦǳǘǳǊŜ ŜƳŀƛƭ ƛƴ ǘƘŀǘ ŜƳŀƛƭ ǘƘǊŜŀŘ όƻǊ άŎƻƴǾŜǊǎŀǘƛƻƴέύ 

will be automatically assigned this Topic name.  

For each Topic assigned, a ClearContext Topic folder is 

created for project-based filing of messages.  File Msg, 

Thread and Topic buttons quickly move email messages 

with assigned topics from the Inbox to automatically 

created Topic folders for later reference. In addition, 
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ClearContext can automatically save sent messages in these topic folders to ensure that all project 

correspondence is properly tagged and stored together in one filing system.  Topic assignments are 

automatically carried over to Tasks and Appointments generated from email conversation and Topics 

can be easily assigned to new items as they are created.  ClearContext suggests Topic assignment based 

on your email history with the current contact. 

In addition to the Topic drop down on the 

ClearContext toolbars, the Topic Selector 

can be used to quickly assign Topics.  Press 

the Topic button to the left of the Topic 

drop down to pull up the Topic Selector 

window.  Start typing the Topic name and 

ClearContext will narrow the Topic list to 

match your search.  Arrow down to select 

a Topic and assign to the conversation.  

This dialog is particularly useful for those 

who have a long list of projects.  The Topic 

Selector is also launched when a file 

button is pressed on a message that does 

not have a Topic assigned. 

To automatically assign projects, create 

AutoAssign rules to analyze incoming messages based on sender, domain, keywords, etc...  To create 

multi-ƭŜǾŜƭ ǇǊƻƧŜŎǘǎΣ ǇƭŀŎŜ ŀ άκέ ōŜǘǿŜŜƴ ǘƘŜ aŀƛƴ tǊƻƧŜŎǘ ƘŜŀŘƛƴƎ ŀƴŘ ǘƘŜ {ǳō-Project (i.e. 

άClient/Implementationέ).  ClearContext will automatically create Topic folders that reflect the hierarchy 

(i.e. mŀƛƴ ŦƻƭŘŜǊ ά/ƭƛŜƴǘέ ǿƛǘƘ ǎǳō-ŦƻƭŘŜǊ άLƳǇƭŜƳŜƴǘŀǘƛƻƴέύΦ 

Users of mobile devices can instruct ClearContext to duplicate Topics in the category field to ensure that 

project designation is communicated to the external device in addition to context.  See ClearContext > 

Options > Preferences > Topic Options for more detail. 

SOMEDAY/M AYBE FILE 

LŦ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ Ŧƻƭƭƻǿ 5ŀǾƛŘ !ƭƭŜƴΩǎ ǎǳƎƎŜǎǘƛƻƴ ǘƻ Ƴŀƛƴǘŀƛƴ ŀ {ƻƳŜŘŀȅκaŀȅōŜ ŦƛƭŜΣ Ŏreate a special 
ClearContext ¢ƻǇƛŎ ŎŀƭƭŜŘ ά{ƻƳŜŘŀȅΦέ  !ssign ¢ƻǇƛŎ ά{ƻƳŜŘŀȅέ to ideas that you want to think about 
later.  Click the file button and the message will automatically be placed in a subfolder of your 
/ƭŜŀǊ/ƻƴǘŜȄǘ ¢ƻǇƛŎ ŦƻƭŘŜǊΦ  ²ƘŜƴ ȅƻǳΩǊŜ ǊŜŀŘȅ ǘƻ ǊŜǾƛŜǿ ǘƘŜǎŜ ƛǘŜƳǎΣ ƻǇŜƴ ǳǇ ǘƘŜ ¢ƻǇƛŎ ŦƻƭŘŜǊ ŦƻǊ 
review. 
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REVIEW 

Once the Inbox has been processed, ClearContext provides several methods for reviewing and acting on 

To-Do Lists. 

SUMMARY DASHBOARD 

 

The Summary Dashboard is the control panel for your day.  Use the Dashboard to view all of your 

messages, tasks and appointments by Topic or Category.  This is a best way to review and work on your 

projects or action lists on a daily basis.  Access the Dashboard from the button in the toolbar or by 

clicking on the ClearContext Dashboard folder. 

 




















