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What we'll cover

* Productivity and organizing
» “Getting Things Done” methodology

* Tools:
- Jpilot
— Evolution
- Tracks
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Getting Things Done

e Five Phases of Work:

- Collect

- Process
- Organize
- Review
- Do




Collect...
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Mind like water




More like “Mind Like Water in Sink”




Write 1t down...

* \WWash the dishes in the sink

* Clean out the server

* Replace the sink in the kitchen
* Feed the cat

* (Whatever else comes to mind)




Processing...

* Top to bottom
e One at atime

 Paper / E-mail does not leave your hand until
it's processed

— Done via “Two Minute Rule”
- Project / Next Actions created
- Filed as reference material

— Thrown out



The Two Minute Rule...

006 Compose: Re: Fw: Winter Poem
File Edit Wiew Options Tools Help

& Oy -0 -8~ -

® An y a Ctl O n From: | Craig Maloney <craig@decafbad.net= - craig@decafbad.net

L4

you can finish |**
in less than

do it Sally & Ron wrote:
]

> An adorable winter pick me up.

Thanks for the winter pick-me-up! Very cute and funny!
Talk to you soon!
Love,

Craiq|

Craig Maloney (craig@decafbad.net) http://decafbad.net
"Work hard, rock hard, eat hard, sleep hard, grow big,
wear glasses if you need ‘em." -- The Webb Wilder Credo




Flip Side of the Two Minute Rule

* Any next action that takes longer than two
minutes, you'll need to put on your next actions
lists.

- And boy is that tough...
- ...really tough...




Process...

 \Wash the dishes in the sink

- Will be finished when they're done.
- No dependencies
- NA: Wash dishes in the sink

* Replace sink in kitchen

- Could do it myself, but don't want to
- Frank knows a good plumber

- NA: Call Frank for the number of the plumber who
replaced his sink



Process...

e Feed the Cat

- Something | want to do (still like the cat)

- Don't have any cat food in the house

- Meijer has cat food (and is open 24 hours to boot)
- NA: Get cat food from Meijer

e Clean out the server

- Something | want to do

- Already have a vacuum |'ve used before

- Think | have a can of air somewhere in the house
- NA: Find the air can in the laundry room



Organize...

e \Was the dishes inthe < Feed the cat

sink - @Errands: Get cat
- @Home: Wash the food from Meijer.
dishes in the sink. e Clean out the server
* Replace the sink in - @Home: Find the air
the kitchen can in the laundry
- @Agenda: Ask Frank room.

who he used for his
sink replacement.



Process...

 Calendar

- Items that need to occur on a specific date
* Appointments, reminders, etc.

e Next Action list:

- Next Actions organized by context, reviewed during
the day

* Projects list
— List of active projects reviewed at least once a week
« Someday / Maybe list

- Items you'd like to do at some point, but haven't
committed to doing (No next actions)



Organize...

Example Contexts
- @Agenda

- @Calls

- @Computer
- @Home

- @Office

- @Waiting For




GEAR!
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Review...

Review action and project lists at least once a
week (Weekly Review).

Weekly means WEEKLY (not monthly)
Much more in the book and online.
Most important part of GTD.

Keep your system current!



DO!

» Calendar

- Meetings, appointments, etc.?
» Context?

- What can | do at this moment?
* Energy

- Ready to go, or ready for bed?
* Priority

- What's the best thing | can be doing at the
moment?






FINISHED!




For more information...

* Getting Things Done

- http://davidco.com
- http://gtdtimes.com

* Tracks

- http://getontracks.org
« Jpilot

- http://jpilot.org
* Evolution

- http://gnome.org


http://davidco.com/
http://gtdtimes.com/
http://getontracks.org/
http://jpilot.org/

Thank you.



Creative Commons is Awesome

http://flickr.com/photos/mattman/125164478/sizes/o/
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http://flickr.com/photos/wendizzle/842305621/
http://flickr.com/photos/cjwood/2213166364/sizes/|/in/photostream/
http://flickr.com/photos/eurleif/198887384/
http://flickr.com/photos/rickels/2438601401/sizes/o/
http://flickr.com/photos/c2k2e/108326319/sizes/o/
http://flickr.com/photos/thevancats/422670805/sizes/I/
http://www.flickr.com/photos/erica_marshall/2737425814/sizes/|/
http://flickr.com/photos/88438917@N00/199221560/sizes/I/
http://flickr.com/photos/deadsquid/2247195467/
http://flickr.com/photos/walkercleaveland/1414999547/
http://www.flickr.com/photos/teo/66712296/

http://www.flickr.com/photos/jstar/429928698/sizes/o/in/set-72157594483755352/
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