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What About Sub-Projects?
If you have just started using the Ready-Set-Do! scripts this may not 
seem immediately relevant to you, but after you have been using the 
scripts for awhile you will begin seeing the relevance. 

When you Empty Your Head you typically do this by making new items in 
your Inbox and then processing them with the “Get INBOX to Empty” 
script. This process helps you separate your one-step actionables (which go 
in your Actionables folder) from your multi-step actionables (which become 
projects in your Projects folder).

But when you “Jot Some Thoughts Down” or “Add Moving Parts” to your 
projects, there is no equivalent process for separating out one-step project 
components from multi-step project components (i.e. sub-projects).

Moreover, these sub-projects already find themselves in the Projects 
folder where clarity and organizing happens. There is no further place to 
send them to break them down into smaller pieces.

What, then, do sub-projects need?



You are thus left with the following needs:

1. A way of separating out multi-step project components from 
one-step project components.

2. Getting the multi-step project components to a place where 
you can give them the same level of clarity and organization as 
the project it is connected with (e.g. clarify the sub-project’s 
Purpose, Standards, Vision, etc.).

3. Making sure that the multi-step project component still 
retains its place “within” the project it is related to so that the 
main project stays clear and defined.

4. Avoiding the “spring loading” trap of putting too many details 
and sub-details and sub-details of sub-details within a project 
such that your mind goes numb to the project as a whole and 
you avoid it because of its growing complexity.

What Do Sub-Projects Need?



The Solution to Sub-Projects
What is the solution?

! (i) Take the “sub” out of sub-projects — since they are really just 
projects related to other projects — and put them at the main 
project level for you to clarify and organize like your other projects. 

Main-Level Projects

“Within” Main Project

Main-Level Projects

“Within” Main Project



! (ii) Make a note “within” the main project reminding you that you 
are waiting for this sub-project to be completed and that it has 
already been put at the main project level for further clarity and 
organization. This is done by making an “alias” within the main project 
to that sub-project now at the main project level.

The Solution to Sub-Projects
What is the solution?

! (i) Take the “sub” out of sub-projects — since they are really just 
projects related to other projects — and put them at the main 
project level for you to clarify and organize like your other projects. 

Alias Made Within Main Project to Original Now at Main-Level



How Sub-Projects Are Made
There are two ways sub-projects are made:
! — Manually —
! 1. Whenever you run a “Get Clear On Projects” script and you choose 
! “More Action” --> “Review Moving Parts”  --> “Incomplete”  --> “Rename”
! 2. You’ll see a button “Make a Sub-Project.”
! 3. If you want to make the project component into a sub-project, just 
press “Make a Sub-Project” and it will be sent to the main project level.

! — Automatically —
! 1. Whenever you run a “Get Clear On Projects” script and you choose 
“More Action” --> “Review Moving Parts,” if the wording of the project 
component suggests that it’s a sub-project (e.g. Finalize, Implement, etc.) you 
will be asked you if you want to activate it.
! 2. “Incomplete” allows you to treat the component as a one-step 
actionable by specifying its next action.
! 3. “Activate” turns the component into a sub-project by sending it to the 
main project level.
! 4. “Incubate” does not make the component into a sub-project and moves 
you on to review the next project component.



When Projects Are Complete
Primary Purpose               √ Completed Part
Standards                        ----------------
Outcome Vision                  ----------------
Mission-Critical                √ Completed Part
Key Milestones                 √ Completed Part
Deliverables                    √ Completed Part

Once the primary purpose of a project is marked complete, and 
you are “Reviewing Moving Parts” for that project, you will be 
asked if you want to file it.

If the completed project happens to be a sub-project it will 
automatically be filed with its main project and “√ Completed 
Part” will be written to the comments for that sub-project now 
filed within its main project.

If the completed project is not a sub-project you are prompted to 
choose where in your Reference folder to file the project.

Note: Any left over standards, outcomes, or moving parts go to 
“Someday-Maybe” and get reassesed at the next weekly review.



The Advantages to This Approach
Separates Your Multi-Step Project Components from One-Step Project Components  
Your projects stay organized. You can see the sub-projects by means of the aliases to 
them you now have in the Mission-Critical, Key Milestones, and Deliverables folders for 
that project. And you have a sufficient reminder for your review - “Waiting for you to 
complete sub-project: Project-…”

Treating Sub-Projects As What They Are --> Projects
The only time you need to think of sub-projects “as” sub-projects is when you are 
dealing with the main project it is associated with. The rest of the time you should treat 
it no differently than any other project at the main level of your projects. The process 
for getting clear on Sub-Projects is the same as that for Projects. They belong together 
at the main level where they can both be seen as governed by the same process.

Gives Your Projects a More Proportional Horizon
Putting sub-projects with your other projects at the main-level gives the landscape of 
your projects a more proportional horizon. No one project looks bigger than another at 
the main-level because there is nothing to be clarified and organized “hiding” within any 
one of them that isn’t already at the main level. You may end up overwhelmed by the 
extra number of projects at the main-level, but it is actually a more accurate view of the 
commitments you have agreed to with your projects. Less falls through the cracks when 
sub-projects are brought to the main level. And the new alias “within” gives you access to 
the sub-project now at the main level when you need it. 

Note: Sub-projects of sub-projects are handled in the same way.



Sub-Projects & Project Detail
You have seen how you can drag a project onto the “Make Project Detail 
(Droplet)” and get a text file with that project’s detail. But what if you 
want the details on every sub-project with that project as well?

Any project that you drop onto the “Make Project Detail (Droplet)” will 
automatically search that project’s components for alias files linked to sub-
projects at the main-level of your Projects folder. And it will automatically 
make the detail for those projects and denote them as sub-projects 
underneath the detail of the main project.

To see how this works, just take a project with sub-projects and drag it 
onto the “Make Project Detail (Droplet).”

Making Project Detail (All)
To make a Master List providing the details on ALL projects in your Projects 
folder, select “Make Project Detail (All)” from the “9. Make Action Lists” folder 
in your dock. Sub-projects are not denoted as sub-projects on this list but 
simply have their detail made like the rest of your projects at the main-level.



And seeing the higher-levels connected with low-level tasks helps provide 
the “motivating backdrop” you need to complete those tasks and achieve 
the higher outcomes they ultimately relate to.

Instant Vertical Focus & Navigation
Ready-Set-Do! also makes it easy for you to navigate through the vertical 
dimensions of your actionable landscape and focus only on the levels that 
need your immediate attention.

When processing reading or actionables using the ‘Get Some 
ACTIONABLES Done’ or ‘Get Some READING Done’ scripts, you’ll notice 
tiered windows in the background taking you all the way up to the 
highest level goal or outcome that low-level task is connected with: 

‘Project-I am an Outstanding Scholar’

‘Project-I am Proficient in Latin’

‘Project-Finish Latin Workbook’ 

‘Complete this Latin lesson’



Instant Vertical Focus & Navigation

To navigate up from a low-level component in your active system that is 
connected with a project in your Projects folder, just double-click its alias 
to be taken to the project that governs that low-level component.

In addition, Ready-Set-Do! has an advantage over list-managers in that it 
allows you to navigate up and down the various levels of your actionable 
landscape from within each component. You can thus jump quickly from the 
trees to the forest or from the forest to the trees with one ‘click’.



Instant Vertical Focus & Navigation

Double-clicking the alias in your Read-Review folder took you to the 
project that task was connected with --> Project-I am Proficient in Latin.



To navigate up from a sub-project to a higher-level project, just double-
click the “<-- To Main Project” alias at the top of that sub-project to be 
taken to the main project that governs that sub-project. You can keep going 
up to higher levels by continuing to click the “<-- To Main Project” aliases 
at the top of each higher-level project until you reach the highest level 
project that governs them all.

Instant Vertical Focus & Navigation



Instant Vertical Focus & Navigation

Double-clicking the “<-- To Main Project” alias in “Project-I am Proficient in 
Latin” took you to the higher-level project it was connected with --> 
“Project-I am an Outstanding Scholar”. Since there are no more “<-- To 
Main Project” aliases to click, this is the highest-level project.



To navigate back down from the highest level project, just click the various 
sub-projects within it and it will begin taking you back down to the lower 
levels of your actionable landscape - from 40,000ft (’I am an Outstanding 
Scholar’) back down to the runway-task (’Complete this Latin lesson’).

Instant Vertical Focus & Navigation



Creating Vertical Dimensions
These vertical dimensions are created automatically any time you ‘activate’ a 
sub-project or ‘Make a Sub-Project’ when running the Get Clear on Projects 
scripts.

But you can also create vertical connections manually:

To connect a task in your Actionable, Read-Review, or Waiting Fors with a 
higher-level project, you can…
! • Drag and Drop it into the Project you would like to govern it 
! • Or, click “Incomplete” when processing that item and typing “Connect to 
project” for its next action.

To connect a project to another project you would like to govern it, you 
can…

! 1. Drag and Drop it into the Project you would like to govern it.

! 2. Then choose ‘Review Moving Parts’ --> ‘Incomplete’ --> ‘Rename’ --> 
‘Make a Sub-Project’



Understanding the “vertical dimensions” of your actionable 
landscape will take some time, but it will make a world of 

difference to your getting things done! 

It is also the key skill to master in order to advance to the 
“brown belt” in the RSD productivity report.

There are 10 belt levels in Ready-Set-Do!. 
The brown belt is the 7th, 

followed by the 1st, 2nd, and “3rd degree black belt.”

For help with gaining clarity on the vertical dimensions of your projects, be sure 
to try out the “Show Vertical Dimensions” script in “9. Make Action Lists…” 

Some Concluding Thoughts

To determine your current belt level, run “Generate Reports…”



Congratulations!
You completed the Ready-Set-Do! 

Sub-Projects Tutorial

Return to this Sub-Projects Tutorial when you need to be 
reminded of how to maintain “vertical focus” on your 

commitments and obligations. 


