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Introduction

About this talk

APerson
- Stephan Schmieder (ssc)
- Doing GTD since nine months

AGoal
- making you even more productive

AWhen to ask questions
- Small Q&A session after each topic
- Shout if you got a question or ¢ a rhéar me
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Definitions
Project Arask with more than one action item
Ae.g. do laundry
AT ASingle physical action
fe.g. collect clothes
Processing KOrganizing list items

fe.g. divide dirty / dirty but wearable

ARegulary reviewed information buckets

Trusted system
fe.g. todo-list, calendar

ASomething you h a v eyat ddcided upon

Open loop / stufiii
fe.g. repeating ideas / should-dos
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Why Things Are on your Mind

AYou want something to be different tha
- clarified exactly what the intended outcome is
- decided what the very next action step is
- put reminders in a trusted system

AYour mind keeps reminding you of thing
- And it forgets to remind you when you have to do something.

AThis constant, unproductive preoccupation with all the things we have to do
Is the single largest consumer of time and energy

AThe lack of time is not the major issue
- The real problem is a lack of clarity and definition
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Outsource your Brain

Alf your mind is empty, it is always ready for anything

AMinimize open loops A relieve your processor
1) Capture open loops outside your mind
2) Clarify your commitment and decide what needs to be done
3) Keep reminders of all actions in a trusted system

APlanning things ahead means

- Knowing what to do
-Doing thingisl oho ilama e @z ombi e
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The Natural Planning Model

AStep 1: Defining purpose and principles
-l't never hurts to ask the Awhy?0 que:

-'f youbre not totally clear about t he
you have no chance of winning

AStep 2: Outcome visioning
- Outcome thinking makes wishes reality
AWhat are the deliverables?
- Imagine how success looks, sounds and feels like

AStep 3: Brainstorming
- The best way to get a good idea is to get lots of ideas

Chaos Communication Congress 2007 9



2413

The Natural Planning Model

AStep 4: Organizing
1) Identify significant pieces
2) Sort by components, sequences, priorities
AMake it MECE (mutually exclusive, commonly exhaustive)

3) Detall to required degree

AStep 5: Identifying next actions
- Decide on next actions for each currently moving part of the project

- f the project i1s stildl on your mi
- Force questions:
AWhat 6s the next action here?
AWhoo6s doing what wuntil when?

nd,
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Mastering Workflow Astufffi

\
In-basket

! ,
What is it? \ Trash

v

Is it actionable? —= no Someday / Maybe
Multistep v

% \ : es f
Plan project |~Projects y ' | Reference

Y \ Wh a tthe sext action?

Review plan Y

ﬁ Will it take less than 2 minutes? —¢
yes no
# l 1

Do it Delegate it Defer it

[ Waiting ] [ Calendar ] [Next actions]

Source: based on Workflow Diagram from the Getting Things Done book Chaos Communication Congress 2007 11
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Processing Email

AEmail is just another way of delegating actions:

ANot actionable ( APut to archive / reference material \
ASomeone else's responsibility ADelegate it
A Information request ARespond in 5 lines / 2 minutes
ANot relevant at the moment AMove to calendar, someday / maybe
A Actionable ATransform to actions
N y

AKeep inbox empty
ABatch-process emails and feeds

Source: http://video.google.com/videoplay?docid=973149761529535925&hl=en Chaos Communication Congress 2007 12
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ThinkingRock 1 todo -list on steroids

AComplete GTD workflow system
- Inbox, Project planning, Task management, Calendar (ical) , &

- needs better Filing and Brainstorming facilities
Ause Freemind* for now

AHighly customizeable
- Powerful filter and sort functionality for actions I,
AContext, Time, Energy, Priority, Due-d a t e , Keywor dJo= -
ASave filters / searches as tabs

- Reoccuring actions D & |
- Sequenced actions L\_ J

* http://freemind.sf.net
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Tools

ThinkingRock i1

GTD overview

main screens

Create Someday / Maybe

" @ ThinkingRock File Edt View Setwp Collct Process Review Toois H 3w Monleam @ " § ThinkingRock Flie Edit View Sewp Collect Process Review Tools Help tm o vonem @
‘ann Thinkinglock ‘aa0 ThinkingRack
& s 20 W6 w®

ORGANISE actors [ projecn
REVIEW ] =]
iy I Ll b ===
Oeiepea || scheas

A

Thought (1 of 2

Read the Nethieans book Topic [ Thinkinaock ]
15 this Actiananle?

Ove @
Not Actianabie

1§ O Deleteit

@ Record it as Future. Tickie (Mo 25 Jun 2007

© O Record it as nformation

[Z19]
Read file-/Users/ imoare/ Bonks/NetBeans RCP Book.odf
Examples are on o fenee netheans org.

Collect thoughts

" @ ThinkingRock [ St [ VY | Lk
&) ThinkingRock /Users,jmoore) Documents thinkingrock xenl

A Monl024AM @ 7

Create action

@ ThinkingRock File Edit View Sewp Collect Process Review Tools Help S a4 Monitisan @ 7
[aY:) ThinkingRock

& = u
[ <o8
S = m

5 D s0me med 1aton 1 reduce sess leves Personal
 Read the Nadlea

(XX} Add Thaughts

Thought [Casture some screen shots of Thinkingtock 2.0
Tosic | Thinkingfiack ]
[#[8[5]

Ntes Put on hitp [ [3ourcerarge. nef ik
and maybe hito.ww: thinkingrock com

(Cncd) GO |

Topic (ThinkingRock ]

‘Capture some screen shots of Thinkingfock 2.0
15 this Actionable?
Bys OnNo

Successful Outcome

of ThinkingRack how good i 5

Next Action

Deseription |Capture some screen shots of ThinkingRock 2.0

Content | Bcamputer on-fine )

Status (Do ASAR -e

Time (30 min B ey (3 ) ey (Mt |
/[9[0]

Motes Pk them 7 and e i

Created | Mon, 18)un 2007 | Stan (_Mon, 18Jun 2007 ) Due (_ Selectadate ) Done ] ( Selectacare )
Project

Create a new project {as more than one action is needed)
‘Add this project and)/or action to the following project
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Review / Do actions

Review / Plan projects

—m twmo wonuzeam @

@

(i sasen :

Descripton Camure somesereen shotsof Tumock 2.0

e
Success [ Thi i
o (i ) Toe (it W
s (G )
L T W e £]

7o

Notss

Crmes o, 14 un 2007 | e (Vo 8B BT ) Due (St v ) Bone

S )

Source: http://www.thinkingrock.com.au/
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