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This Presentation

·Is taught by a rookie

·Is an overview only

·May motivate you to get the book (do it)

·Applies to email also

·Discusses how computing devices can 
help implement it

·Demo of ñThingsò on an iPod Touch



Managing Actions is the Key

·You can train yourself to be moreé
ƁProactive

ƁResponsive

ƁFocused in knowledge work

·Projects can be overwhelming
ƁReal problem is a lack of clarity

ƁChallenge is to determine the next step



Hereôs What Itôs About

·Capture all the things you need to get 
done
ƁNow, later, big, little, someday, work, personal

ƁPut them into a system

ƁGet them out of your head

·Discipline yourself to make front -end 
decisions about your things to do
ƁProvides a structure to get them done



5 Stages of Mastering Workflow

1. Collect

2. Process

3. Organize

4. Review

5. Do



The 
Flowchart



Collect

· Key:  Minimize # of collection buckets
· Types of collection tools
Ɓ Physical in -basket
Ɓ Paper -based note - taking devices
Ɓ Electronic note - taking devices
Ɓ Voice - recording devices
Ɓ E-mail

· Must empty them regularly
Ɓ Donôt put ñinò things back ñinò

· Goal:  Get an empty in -basket



Process

· Item -by - item thinking is required to 
move things from in -basket

· Is it a project?  A project is more than 
one step

· Just determine the next action

· If it will take less than 2 minutes, do it 
now



Organize

· Item -by - item thinking is required to 
move things from in -basket

· Determine the next action

· Only 3 things go on a calendar
Ɓ Time -specific actions

Ɓ Day -specific actions

Ɓ Day -specific information


