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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 GTWith ClearContext Pro:
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Topges = Projects ClearContext allows th
assignment of Topics to email conversations. |
Topics to designate Projects and tidearContext
filing buttons to file email to Topic folders. Use
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0 A ®Sjebt 16ubNRE 2 SOl HE LV D

Categories = ContextUse ClearContext workflo\
buttons (Task, Schedule, Delegate, Defer, etc.
quickly process messages in the Inbox. W
creating a Task or Appointment, use Outlook nat
categories to denote context (@WaqrkaPhone,
etc.) for easy viewing of contespecific action
lists. ClearContext will automatically file messa
to their Topic folder as Tasks and Appointme
are created.

Review:Use theClearContexDashboardo review
your Messages andlo5 2 My context, project
and/or date. TheéDashboarddisplaysall Te5 2 §
tasks, appointments, flagged items and deferr
messages and filtersthem by Topic or Category.
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INTRODUCTION

Many individuals overwhelmed with information take control Bficrosoft Outlook by combining
ClearContex® #Hexible and customizable email management features such as inbox prioritizattbn a

Fdzi2 Yl GSR OFGSA2NAT I GA2Yy 6AGK GKSANI FI ZG2NAGS LI NI
create a powerful information management strategyBelow, we outlinebasic steps many of our

customers have taketo setup ClearContexaind Microsot Outlookto support GTD email processing

including creation otontextspecificaction lists, project categorization, creation and maintenanca of
GOGAOLESNE TAESI Iy RweekySdidaw. CearCdnigzk asp prévides #mall niei&y U

and measurement to help track how well you are handling emblige thisguideto get started¢ we

expect everyone will tweak the system to match their particulasrimfation processing requirements
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For the purposes of this guideewassumethat you havea working knowledge of GTD prior to
implementation of ClearContextsoftware. If not, we recommend you visit th@etting Things Done

websiteand find some reference materials to get you started. For an introducto@dtting Things

52y S IWhat$s&STH?

The process in this whitepaper was developed by ClearContext customers and is the resultvofickal
use of the product. For detailed discussion on Gettifgngs Done and ClearContext, see the
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http://www.davidco.com/
http://www.davidco.com/
http://www.davidco.com/what_is_gtd.php

ClearContext discussion forums. In partictiter forum postGTD Users: Start Hecentains a collection
of GTDrelated links

OVERVIEW

In his methodlogy, David Allen suggests categorizing your email by projectcantext 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 amnd @attlook categories can be
used to denote actionsActions can then be viewed by project or context using@ashboard

WORKFLOW

ClearContexgives severdeaturesto process the Inboguicklyandget it to empty. Each buttohelow
will automaticaly file theoriginalmessagedo an associated topic foldend link the item to thecurrent
message conversation

Taskopens an Outlook task. Assign an Outlook category toitidin to
maintain action lists

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

4,
Delegate
Schedulecreates an appointment with the current message contents.

Deferplaces the current message in a deferred folder for a given period «
time or until a given date. This is an excellent way to createraidtain a
Defer GGAO1LESNE FALfSO

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

=Y

File
Message
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Unsubscribe

FollowupMessageallows the creation of a special task tied to a message
conversation. Wen sending an email, create @lbw-up to remind youf
you do not receive a response within a specified amount of time. If you «
receive a response, the folloup task is automatically cancelled.

Unsubscribeautomatically files current and future messages of a give
conversation to either theirdpicfolder or an unsubscribed foldeiThis
helps remove those long email threads that you have no interest in that ¢
cluttering your Inbox.

REVIEW

In addition,severalClearContexteaturesprovide a view across all messages, tasks, and appointments;
regadless of location:

Dashboard

[l

ActionView

MessageContextlisplays all activity for a given message, task, or
appointment. This includes all messages in the current email conversa
(the original message and all replies tcait)d all appointments anthsks
createdfrom the conversatiorusing one of the workflow buttons above.

TheDashboarddisplays a project view of your dat@rill down into
individual projects by opening tabs that display all messages, tasks,
appointments, contacts and attachments by Topic. Tashboards the
control panel for implementation of GTD @GiearContextprovidingproject
centered information within Outlook

Much like the DashboardjctionViewdisplays a list of global T2 Q &
(tasks, deferred messages, and appointments) thatlmfiltered by date,
topic, category, and/or priority. The ActionView is perfect for those wha
want a more robust way to filter and reawv their task list, providing an
efficient vehicle for performing the weekly review.

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

Following! t t Sy Qa4 I ROAOST (KS &HKeHP #KI &2 &RdS O yQiY $ §ils:

delete, or file away for reference) will become tasr appointmentsin your trusted system
ClearContextPraQ @ ,¢Delddateand Schedule buttons allow you to quickly create tasks and
appointments from email mssages. Assign Outlook categories to these itemdetmte context,
ensuring thatthey are assigned to the appropriate action list.

."’E'-a\‘- H2 " 2 + N = Check Stock Prices

—/ Task Insert Format Text CutlookSpy | ‘ | S

" i x E‘ L’]' | Topic  Personal - *:-

?'J —J ?ﬁ Criginal Msg Mo Adtion =
Save & | Delete ActionView Assign
Close Task Categories
Actions Show ClearContext
ne@clearcontext. com] i) el o lives

Computer Clear "@Computer” sary 23, 2007 3:05 PM @Computer

Subject: Check Stock Prices ) I
Clear All Categories orm two
Start date: Mone C] @Computer Available categories:
. N J@Computer
pue date — 8 BRI . | [Categories... ] |@Computer
l @Read/Review -
Category Assignment in Outlook 2007 Category Assignment in Outlook Z)and Earlier

SETUP

The first step in settig this up, customize your Outlook Master Categories list to include the action list
OF iS3I2NRSa @&2dz dzasS 1 a @&2dz LINPOS&aa @2dzNJ hdzif 221
description will ensure that these display at the top of the categdités We realize that this is a very
personal list that each user will want to tweak for his/her on working styixamples of common
categories many of our customers have found useful include

@Car @Desk @Internet

@Delegate @Home @Phone

7 | Using ClearContext Pro for Microsoft Outlook with Getting Things Done
© 2009 ClearContext Corporation

ClearContext is a registered trademark of ClearContext Corpordidb. and Getting Things Done are
registered traderarks of David Allen & Compar@iearContext Corporation is not affiliated with David All:
& Company in any manner.

A



To custonue the category lisin Outlook 2003
and earlier

1. Open a new taskr appointment
2. Qick the categories buttomithe lower
right hand corner
3. Click tre Master Category list button
4. Edit the listas desired
PROCESSING

Oncethis setup is completeprocessthe inbox us
GkK2asS SyrAafa GKIG ez2d

ClearContextFile buttons and creating tasks or appointments for future work.
yIEGA@S OF §S32NE

appointments are createdassign a contexdiza A y

To customize the category list in Outlook 2007:

1. Rightclick the category color field on an
email, task, or appointment
{StSOG GKS arvtft /
Click New and add a category
Optionally add a&olor code

Repeat for each category

akrowbn

ing theClearContexworkflow buttons, answering
z Olys RStSGAYy3a GKzasing
#asks and

3 hdzif 221 Qa

G§S32N

aKIF G

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

THEQ ©KLERHALE
D¢ 5 QS N&

al ye FT2tt20 a
creatird | & G A O Cled0dhted® Def& d
button is an excellent way to maintain ar

electronic version of this fileThe Defer button
moves an email out of the inbox and schedules
as unread at a given time interval or on a give
date.

Defer Message

@ Time From Mow

z

Minutes
- Hourz
_ Specific Date an[FETN
“Weeks

Friday . M Months 2:00:00 Akd

(:‘ L] Inbox

— 1| = [ ClearContext Deferred
When a messages ideferred, a dated folder is L4 o oror
ONBI G§SR I a I ddzo¥2ft RSNJ 2T UGUKS | [ 20070218 i
5STSNNBRE TF2f{ RSN/ 2YVAARSNI GKSE| oo topic
JEAO] 2y bFyé RIEBQA F2f RSN (12 NB G Mamhleaontet Unibiaived )iy

or simply wait for the message to-ggpear in your Inbox as scheduled.

Forexample, say you receive an invite to a corporate networking eventon thé@25 L (i Qa & (
2FF YR 82dz R2y Qi ySSR (2 w{zxt dzydAf GKS R
24", The message is moved into a subfolder wigamonth and day you have designated. You can «
on this folder at anytime to see all messages pending for that day. Alternatively, the me
automatically reappears in your Inboxynread, on the 24, reminding you that you need to make
decisio about the event.
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PROJECIDESIGNATION
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Using ClearContext Topics to designate projects ensures that all messages in an email conwersation

past, present and futureare automatically associated with these projecEach email mesge may be

assigneda Topicviathe ClearContextoolbar. | f £ FdzidzZNB SYIF At Ay GKIFG SYI At
will be automatically assigned thispic name.

[3] Togic Prospects/Contoss |7 @ File Msg [ Thread

<Cles This Topic> For each Topic assigned, a ClearContext Topic folder is
e A TR ~ created forprojectbased filing of messagesrile Msg,
—mem S ed Topics ---- . . .
mnag%gn?m ? Threadand Topicbuttons quicklymove email messages
lﬁggmmdgxm with assigned topics from thenlbox to automatically
ok ISt created Topic foldersfor later reference In addition
N
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ClearContexttan automatically save semmessages in these topic folders to ensure thHtpasoject
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 theycaeated. ClearContext suggests Topic assignment based
on your email history with the current contact.

In addition to the Topic drop down on the [z 57 2o o0 Dol
ClearContextoolbars, theTopic Selector
can be used to quickly assign Topics. Pr¢
the Topic button to theleft of the Topic
drop down to pull up the Topic Selecto

Topic Search | Topic Tree

Type in or select a Topic name:

window. Start typing the Topic name an ;;n';g"eg"?e“:;“’“m‘“""
ClearContexwill narrow the Topic list to e Coorats sy G of
Management/Hire new assistant

match your search. Arrow down to selec Management Perform yearly reviens

] ) . Management/Prepare for Board Meeting
a Topic and assign to the conversatiol - AlTopics -
This dialog is particularly usg for those PersonalfCar Maintenance

. . . Personal/Find new tutor
who have a long list of projectsThe Topic personalMuscnstructon forlds
H 1 Prospec

Selector is also launched when a fil |Prospectsrepere weelly sales meeting
button is pressed on a messatjeat does
not havea Topic assigned. TR FeThread N B2 Tookc o To Topic | (Gancelun)

To automatically assigmprojects create

AutoAssign rules to analyze incoming messageschasesender, domain, keywords, etc... To create

multi-f S@S f LINE2SOGasx LIXIFOS | aké¢ 0S0o6SHoect {ikS al Ay
oClient/Implementatiort). ClearContext will automatically create Topic folders that reflect the hierarchy

(le.mt Ay F2f RSNJ /2 RSWI & LHAT S YSdeal A2y €0 D

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. Cieee©ntext >
Options > Preferences > Topic Optilmmsnore detail.

SOMEDAYM AYBEHLE
LT &2dz ¢2dAd R tA1S G2 F2t€t26 5F AR | { teSte/dspecid

ClearContext 2 LA O OI f f S Rsigi¢{22 AR | c&{teeiie &SRkt oé want to think about
later. Click the file Qytton and the message will automatically be placed in a subfolder of
/I £t SIENY 2yGSEG ¢2LIAO0O F2f RSN® 2 KSy @2dz2ONB NB
review.
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REVIEW

Once the Inbm has been processe@learContexprovides several methods for reviewing and acting on
ToDo Lists.

UMMARYDASHBOARD

TheSummaryDashboard is the control panel for your day. Use the Dashboard to view all of your
messages, tasks and appointmentsTmydc 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 theClearContexbashboardolder.
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