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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 IMS Pro: 
 

 
 
 

Topics = Projects: ClearContext allows the assignment 
of Topics to email conversations.  Use Topics to 
designate Projects and the IMS filing buttons to file 
ŜƳŀƛƭ ǘƻ ¢ƻǇƛŎ ŦƻƭŘŜǊǎΦ  ¦ǎŜ ŀ άκέ ǿƘŜƴ ŎǊŜŀǘƛƴƎ ŀ 
Topic to designate sub-ǇǊƻƧŜŎǘǎ όƛΦŜΦ άtǊƻƧŜŎǘ 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 IMS Dashboard to review your 
Messages and To-5ƻΩǎ ōȅ ŎƻƴǘŜȄǘΣ ǇǊƻject and/or 
date.  The Dashboard displays all To-5ƻǎΩ ς tasks, 
appointments, flagged items and deferred messages - 
and filters them by Topic or Category. 

 

 

  



 

3 Using ClearContext IMS Pro for Microsoft Outlook with Getting Things Done 
© 2007 ClearContext Corporation 
 
ClearContext is a registered trademark of ClearContext Corporation.  GTD and Getting Things Done are 
registered trademarks of David Allen & Company. ClearContext Corporation is not affiliated with David Allen 
& Company in any manner. 

 

 

 

TABLE OF CONTENTS 
Quick Reference ........................................................................................................................................ 2 

Introduction .............................................................................................................................................. 4 

Overview ................................................................................................................................................... 5 

Workflow ............................................................................................................................................... 5 

Review ................................................................................................................................................... 6 

Action Management ................................................................................................................................. 7 

Setup ..................................................................................................................................................... 7 

Processing ............................................................................................................................................. 8 

¢ƘŜ ά¢ƛŎƪƭŜǊέ CƛƭŜ ................................................................................................................................... 8 

Project Designation ................................................................................................................................... 9 

Someday/Maybe File .......................................................................................................................... 10 

Review ..................................................................................................................................................... 11 

IMS Dashboard .................................................................................................................................... 11 

ActionView .......................................................................................................................................... 12 

The Weekly Review ............................................................................................................................. 13 

RelatedView ........................................................................................................................................ 14 

For Advanced Outlook Users: Creating Custom Task Views that Include the Topic Name ................ 15 

Other Useful Features ............................................................................................................................. 16 

Prioritization........................................................................................................................................ 16 

Do Not Disturb .................................................................................................................................... 17 

Additional Information............................................................................................................................ 18 

About ClearContext ............................................................................................................................. 18 

 

 



 

4 Using ClearContext IMS Pro for Microsoft Outlook with Getting Things Done 
© 2007 ClearContext Corporation 
 
ClearContext is a registered trademark of ClearContext Corporation.  GTD and Getting Things Done are 
registered trademarks of David Allen & Company. ClearContext Corporation is not affiliated with David Allen 
& Company in any manner. 

 

INTRODUCTION 

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

ClearContext IMSΩǎ flexible and customizable email management features such as inbox prioritization 

and automated categorization with theiǊ ŦŀǾƻǊƛǘŜ ǇŀǊǘǎ ƻŦ 5ŀǾƛŘ !ƭƭŜƴΩǎ DŜǘǘƛƴƎ ¢ƘƛƴƎǎ 5ƻƴŜ 

methodology to 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.  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?έΦ  

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 

ClearContext discussion forums.  In particular the forum post GTD Users: Start Here contains a collection 

of GTD-related links. 

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
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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 IMS, 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 IMS 

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. 
 


