R A

Comprehensively integrates all of your files & programs
into David Allens GTD® workflow.

GTD is a registered trademark with David Allen & Co.
Ready-Set-Dol! is not dffiliated with David Allen & Co. or endorsed by David Allen.
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The Ready-Set-Do! Advantage

ITERATION: Leverage the Power of One-At-A-Time

You may have experienced the flow that comes by processing your Inbox one item at-a-
time. The Ready-Set-Do! scripts enable you to employ that same principle throughout
your GTD System with quick iteration. This increases the speed of your workflow and
Keeps your mind from freezing up between two or more items in your system.

AUTOMATION: Automate Your Workflow with Audible Coaching

The Ready-Set-Do! scripts automate your workflow and audibly coach you through your
Daily and Weekly reviews. This ability to automate greatly reduces redundancy in your
system and keeps your focus more on getting things done.

PROGRAM-INDEPENDENCE: Free Your System from Over-Reliance on One Program
The Ready-Set-Do! scripts work with ALL of your programs (including those yet to be
invented!) by streamlining your workflow through your computers file system
architecture. This affords you the freedom from over-reliance on one application that
may or may not have long-term future software support.

HYPER-LINKING: Integrate All of Your Projects & Actions

The Ready-Set-Do! scripts keep your system more integrated. The ability to link and
hyperlink elements of your system keeps you from having fo rewrite the same things in
a different place. In the case of Actionables and Projects, this hyperlinking streamlines
your workflow by keeping your ‘Thinking side’ and your ‘Doing side’ from trying to do
the others job.
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Your New Ready-sSet-Do: DesKtop

ALl OT The ITems yyou See on The right are allases, Tnar IS, they
INK YoUu To ITemsS elsewhere when you CliCKk on them. | hey

The w-»wuuluuw wmuwwwwm¢
| rem . Customizing The location or
m.m@@“w wk%@ldﬂﬂ#

ou wish to change the names of these folde S 10 omething else you Ineed
to change the correspo ding default names RSD uses to match o?ated in
<< home >> /lerarﬁfl\ I ation 3 eady—Set—Do’/ RSD Settings/Folder
Names. e

For more on customizing your Ready-Set-Do! experience, see
"_How To Use Ready-Set-Do!” in "10. Ready-Set-Do! Help...”
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Your.New INBOX" Folader

~ TICKLER
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Put ever:yfhing in this folder. This is the "bucket" through ARl
which you will collect and process all of your “stuff.” &
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Your New w( 5 AL Er\JJA\P
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A alias nle To your
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Cal application.

Double- Cllcklng this icon will open your iCal application.
Use iCal as you normally would for entering calendar events.
If you use a different calendar program, change the link of

this alias to your preferred calendar program.
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-V /here all of " “actionable items go
(i.e. any one- step actions you can do based on
location context = @ Home, @ Office, @ Errands (Hardware
Store), @ Computer, @ Online, @ Library, efc)
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~ TICKLER

Where A d/eﬁne,' Cldl"lfy, | REFEE;ENCE
more-than-one-step actionables. &
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Your New WAITING FOR" Folder
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Your New “READ-REVIEW Folder —

READ-REVIEW

" TICKLER

PWhere all of your reading material goes (i.e. anything you can read o
w

based on location context - @ Book: Read..., @ Computer: Read..., rererence

@ Home: Read..., @ Office: Read...) &
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This folder functions essentially like your physical
File System at your home or office. Put all of your
non-actionable reference files here.
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Juggling the GID Workriow
~earning Tthe G1U System IS a (ot [Ike learning now 10 juggie

. First, like juggling, you have fo get good at one task before
mastering anorner.

.. (oecon aw;wuxp uauiiuw?af Inother Task wirhour

becomes pro C|en’r at s sus

/

~ this “relaxed control

'\\V\

In the same way, Gef’rlng hlngs Do e’ beglns W|’rh mastering basic
tasks like emptying ones head, getting ones inbox to empty, and moves
on to more involved tasks like getting clear on Projects and
consistently doing the Weekly Review.
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J»;pjg}[lﬂg rhe GID Workriow
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L'I"‘Clendar as Hard
Lines

Getting Inbox fo
Empty One Item
At-a-Time

~ WAITING FOR

; READ-REVIEW
'n5|s’ren’rly Doing
the Weekly Review 2

ST
*KEY HABIT* TICKLER
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7. Set the new event to repeat “every day” (I set mine up to repeat every day  REFERENCE

except for the day I do my Weekly Review which you can do using "Custom”).

&

”

That’s it! Now your Daily Review script will run every day! Do the same steps for "™ FPA
your Weekly Review, but set it to repeat every week (whatever day you wish), @
and choose "8. Do WEEKLY REVIEW" instead as the file to open. -

Send to Paper




\G}\:'iiﬁ'lg N") \ 10 VW fQ‘J\Jf !fl?)()n Do

~ TICKLER

A

Put ever:yfhing in this folder. This is the "bucket" through ARl
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Habit #1: Emptying Your Head

You will prim&rily be using your Inbox to Empty Your Head.
=
So lets try doing that right now:
1. GO -|-O your dOCk. Write what's on your mind here:
2. Select Ready-Set-Do! folder.
3. Select 1. Empty Your Head.

Cancel - Done

4. You will see a box like this one.
5. Think of 5-10 things you have on your mind right now.
6. Type each one and press "Done” after each one.

7. When you are done, leave the field blank and press "Done.’
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1abIT #1: EMpTYIng Your Head

NOW leTs go see what happenead:

. Double-=click your “Inbox" and lookK Insice.

. You Should see a list or newly cCreared tolders with
The "'W‘&ﬂb you w w

e o "9 amyu dea, i

R T

ose 1. | mp’ry Your Head” from the doc

You now have a \andy new Sci Yy J

in one place and knowing whevre fo ﬁnd them!

ng down ideas

Note: The Ready-Set-Do! scripts consistently use folders in this

way. The logic of this will be made more apparent as you finish
the QuickStart Guide.
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GetTing The IVIoST From Your 1nbox

JTher suggestions ror GetTing The VoSt Trom Your InboX

w*u '-umwumz lwwmeIwuw
ko1 Bauid A S il s et W Y i

' - You can decud what to do m

. roc‘és's y’“\xr Inbox.

r dont know where to

3. Anything yo Gont RRER AT It
put right now, put into your ‘Inbox to process later.

4. If you wish, you may also save important emails or drag and
drop important websites into your Inbox you can process later.
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Habit #2: Getfing Inbox To EmpTy"

NOW [eTS procCess The Items You JUusT put InTo your lnboX:
J0 2103y OUT SUOC R
. oeéleCt Kkeady->et-Uo: tolder.
2lect 2. Get INBOX fo Empty.”
““”W%WDM»M 1 couple of questions ¢
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Habit #2: Getting Inbox fto "Empty"

What is it? - Give the item a name that clarifies what it is.

s it Actionable? - or Non-Actionable? - i.e. Is it something doable?
What is the successful outcome? - Describe what ‘done’ would mean for this item.

It's a Project - i.e. anything that takes more-than-one step to complete
It's an Action - i.e.anything that takes only one action to complete
It's Reading - Why do you want to read? Estimated time to read?! Location!?

< 2 min? - i.e. Can it be done in less than 2 minutes? Then do it now.

Next Action? - e.g. @ Phone: Call Tony to book these flights (location context = @ Phone -

Make sure to specify all next actions this way: @ Home, @ Office, etc.)

Projects - Attach the item to a particular project in your Projects folder.
Keep until... - Keep until a specific date.
Someday-Maybe - Perhaps you will do this someday.

Reference - File the item away in your Reference folder.

Trash - Send the item to the trash.

Is it actionable?

A

Is it

non-actionable?

e

What is it?

What is the
successful outcome?

Projects

Keep until...
Someday-Maybe
Reference

Trash

It's Reading...
It's a Project

It’s an Action

|

l—<2min?—l

Yes

£

Do Now

No
\

Next Action?

N

Delegate Defer OK
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aappllcahon

Double- Cllcklng this IC(;?IA Wll"i open Yyour iCal application.
Use iCal as you normally would for entering calendar events.
If you use a different calendar program, change the link of

this alias to your preferred calendar program.
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H3: Ireat the Hard Lines or your
Calendar as kara Lines

- Only day and fime-specific actions go on your calendar to do on that specific

';-4;.?Re d -‘Sef-Do' has iCal set as the W s Ty
déﬂg{’“’P If you use another T

link for the alias to yo/ur p erred rogram by selecting ’rhe Calendar alias,
choosing “File --> Get Info” and pressing “Select New Original...”

If you ONLY use a handheld device or a paper-based calendar, you can make
a new folder somewhere on your computer, name the folder “Look at
handheld calendar” or “Look at your Daytimer” and then link the “Calendar”

desktop alias to that folder fo remind you to check your handheld or paper-
based calendar instead of iCal.
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-V /here all of " “actionable items go
(i.e. any one- step actions you can do based on
location context = @ Home, @ Office, @ Errands (Hardware
Store), @ Computer, @ Online, @ Library, efc)
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Getting to Know Your Actionables

When you open this folder, it should open to list view, enabling you to
see the name of each item along with its comments. (Note: If you do not
see this folder in list view, make sure “Folder Actions” are enabled.
Control-click the desktop and choose “Enable Folder Actions”)

| ACTIONABLES
~ Name | Comment:
. Print out the staff report @ Computer: Print out the staff report for the meeting on Wednesday
|1 Get some new pens @ Errands (Office Store): Buy a pack of 10 new pens
" Purchase a labeler @ Errands (Office Store): Purchase a labeler for labeling my paper-based file folders

_ Read David Allen’s book _Cetting Things Done. @ Online: Buy David Allen's book _Getting Things Done_
" Subscribe to David Allen’s Newsletter @ Online: Go to David Allen’s website and subscribe to the newsletter
| Upgrade my Computer's Operating System @ Online: Purchase the new upgrade for my computer
[ Call Dentist and reschedule appointment @ Phone: Call dentist to reschedule appointment for next week

Any time you are asked to specify a "Next Action” for an item you should
begin by specifying the “location context” followed by a *:” —- that is, the
location where that item should be done (e.g. @ Home:, @ Office:, @
Phone:, etc.)

Notice that you can then “sort” the items by these locations by clicking
the "Comments” subheading above.

You can also "manually” change the next actions for any item by doing
"Command-i” or selecting "Get Info” from the File menu and changing the
comments for that item.
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Accessing Your Actionables

There are two Vi}/dys of accessing your Actionables:
1. Manuallﬂy = by simply double-clicking or opening the Actionable folder.
2. Automatically - by using the “3. Get Some ACTIONABLES Done” script.

| ACTIONABLES
~ Name | Comment:
= . Print out the staff report @ Computer: Print out the staff report for the meeting on Wednesday
| Get some new pens @ Errands (Office Store): Buy a pack of 10 new pens
" Purchase a labeler @ Errands (Office Store): Purchase a labeler for labeling my paper-based file folders
_ Read David Allen’s book _Cetting Things Done._ @ Online: Buy David Allen's book _Getting Things Done_
" Subscribe to David Allen’s Newsletter @ Online: Go to David Allen’s website and subscribe to the newsletter

< Upgrade my Computer's Operating System @ Online: Purchase the new upgrade for my computer
[ _ Call Dentist and reschedule appointment @ Phone: Call dentist to reschedule appointment for next week

Lets try that now:

a. Begin by making sure you have a good number of items in your Actionable
folder to process.

(Note: If you need more, add some manually by doing "Command-Shift-N" to
make a new folder, name it what you wish, and do "Command-i“ or File menu
--> "Get Info” to specify the next action).

b. Once you have a good number of items in the folder (at least enough with
a few different location contexts). Run the "3. Get Some ACTIONABLES
Done” script from Ready-Set-Do! folder in the dock.
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Habit #4: Doing Actionables by Location Context .

~ Name
. Print out the staff report

= . Cet some new pens
" Purchase a labeler

| ACTIONABLES
I Comment:
@ Computer: Print out the staff report for the meeting on Wednesday
@ Errands (Office Store): Buy a pack of 10 new pens
@ Errands (Office Store): Purchase a labeler for labeling my paper-based file folders

~ Read David Allen’s book _Cetting Things Done._ @ Online: Buy David Allen's book _Getting Things Done_

" Subscribe to David Allen's Newsletter
"_‘_; Upgrade my Computer’'s Operating System
[ A Call Dentist and reschedule appointment

@ Online: Go to David Allen’s website and subscribe to the newsletter
@ Online: Purchase the new upgrade for my computer
@ Phone: Call dentist to reschedule appointment for next week

yaivl

V

Please make your selection:

Online
Library
Agendas
Computer

Home
Email
Errands
Loyola
Phone
Newton

B s od

A list will be created based on the “location
contexts” you specified at the start of each
items comments (either manually or by running
the "Get Inbox fo Empty” script).

@ Errands (Bookstore): Purchase German vocab
cards

[a. Purchase German vocab cards]

Time --> Energy --> Priority

Defer Until

You will then be prompted to act on each
item for the location context you chose. Then
you can choose another location, and so on.
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Habit #4: Doing Actionables by Location Context .

4

Takes you to the next item for
grE(;;ands (Bookstore): Purchase German vocab the loca’rion con’rex'r you
chose. In this case, to the
next item with a next action
that begins with "@ Errands.”

[a. Purchase German vocab cards]

Time -->

Energy -->

Defer Until

Priority

Have you completed [@ Errands (Bookstore): Defer [a. Purchase German vocab cards] until?
Purchase German vocab cards] for [a. Purchase

German vocab cards]?

Rename Incomplete

Tomorrow

Next Week - Sends to next week in
your Tickler file

Next Month - Sends to the first of the
next month in your Tickler file

OK - Sends to "Tomorrow,” "Someday-
Maybe,” or "October 25" in your Tickler

*i.e. whatever date you specify

Rename - allows you to rename the
Item

Incomplete - prompts you to re-specify
the next action if necessary

Complete - prompts you as tfo whether
you want to trash the item or send it
to your Reference folder
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Where you define, clarify,
more-than-one-step actionables.
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) J ’ (e g Fm|Sh | i Wt 3 READ-REVIEW
TICKLER

3. Au’romahca Iye time you p Ss I’rs a PrOJec’r

when running the ™ Gef INBOX to Empty” script. v

REFERENCE

Because staying clear on Projects is one of the more &
'involved’ of the 9 GTD habits to master it is given more S e

focused treatment in the Projects Tutorial. 5
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Jerting 0 KNOW Your wairing rors

" TICKLER
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Habit #5: Following Up Waiting Fors

| WAITING FORS

Name ! —
« FallClass Schedule Keep until Spring Semester begins

Cet David Allen book back from Joe Smith Waiting for Joe to finish reading this book (loaned out Cct. 11, 20035)

_+ Get alabeler to print labels out for my file folders Waiting for package to arrive (ordered online 10/11/05)

- Finalize agenda for next strategy meeting Waiting for Susan to review the items you sent her (sent email October 11, 2005)

. Upgrade Your Computer's Operating System Waiting to receive package in the mail from Apple (ordered from Apple Store 10/11/05)
Purchase David Allen's book _Cetting Things Done_ Waiting to receive the book in the mail (ordered online October 11, 2005)

Wai’r'ing Fors are Made in the Following Way:

1. Manually - by simply making a new folder "Command-Shift-N“, naming
it, and putting it into this folder. Then "Command-i” or File menu --> "Get
Info” and specifing the comments (or next action) as "Waiting for...” or
"Keep until...”

2. Automatically - when running any script that prompts you to specify
the next physical action and you write the next action beginning with
either “"Waiting...” or “Keep until...”
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Habit #5: Following Up Waifing Fors =
| ”

| WAITING FORS
CALENDAR
Name 0 _
Fall Class Schedule Keep until Spring Semester begins "
| Get David Allen book back from Joe Smith Waiting for Joe to finish reading this book (loaned out Oct. 11, 2005) -
_+ Get alabeler to print labels out for my file folders Waiting for package to arrive (ordered online 10/11/05) ACTIONABLE
_ Finalize agenda for next strategy meeting Waiting for Susan to review the items you sent her (sent email October 11, 2005)
. Upgrade Your Computer's Operating System Waiting to receive package in the mail from Apple (ordered from Apple Store 10/11/05) —
. Purchase David Allen's book _Getting Things Done_ Waiting to receive the book in the mail (ordered online October 11, 2005) N\ j
PROJECIS
&
™

’
.

WAITING FOR

[Constructive Position Available] <}

READ-REVIEW

Delegate [Constructive Position Available] to who?

Waiting for your to finish and send off your CV

WAITING FOR

John Doe
oy Email ) (inPerson) =
TICKLER
Y
_ N _ . REFERENCE
Defer [Constructive Position Available] until?
Position Availablel? | 5 ’
October 25| S
Waiting for your to ¥
——— T S,
Delegate To Defer Until S
N
“ .

Sends to appropriate folder based on new comments Send toPaper



&
What The Butfons Mean & Do
| o

At this point, it may be good to say something about the buttons. N
When using the scripfs, you may wonder whether you should click a e
particular button because you are not sure what it means or does. AGTIONABLE
For situations like this just choose 10. Ready-Set-Do! Help... --> pR;j\gzL S
“"What Buttons Mean & Do” from the Ready-Set-Do! folder in your
dock. %
WAITING FOR
The list is in alphabetical order for easy reference. 5
V4

Get Latest RSD Scripts... 4
TIP: If you ever ilgle . Ready-Set-Do! Read Me T Empty Your Hea

ourself ‘stuck’ just Loty S
Y J . Get Some ACTIONABLES Done 5=

| Ready-Set-Do! Tutorials
'« _How to Use Ready-Set-Do!

icki ‘ CKLER
keep ClleIl’lg Ieﬂ'm05+ _Listen to David Allen's Books... - . Get Clear on PROJECTS
button until you see _Order Folders, Labeler, Paper... | - Follow Up WAITING FORS
Y . : . Get Some READING Done 4
W " _Read David Allen's Books... . CeR s ,
Cancel. _Send Ready-Set-Do! Feedback... | £220 ERENCE

_Visit David Allen's Website... : EO:VE:KFY RE_WEW
& _What Buttons Mean & Do e XELELON IR
—— — e, 10. Ready-Set-Do! Help... >
. at if 'wanted to.

| Plug-In Read Me Files ~ Remove from Dock

| Ready-Set-Do! Droplets | Open at Login

| Ready-Set-Do! Registration - Show In Finder
Reset RSD Desktop '

Uninstall Ready-Set-Do!

Open to Paper



GetrTing To KNOwW Your Redd-Reviews ==

READ-REVIEW

" TICKLER

PWhere all of your reading material goes (i.e. anything you can read o
w

based on location context - @ Book: Read..., @ Computer: Read..., rererence

@ Home: Read..., @ Office: Read...) &

”
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Habit #6: On-Hand Reading Done In-The-Moment

There are two Vi}/dys of accessing your Read-Reviews:
1. Manually - by double-clicking or opening the "Read-Review” folder.
2. Automatically - by using the “6. Get Some READING Done” script.

| READ-REVIEWS
| Comments
» | finished getting through the _New French with Ease_ book @ Home(<15min): Do lesson 74 {lesson 73 of 131 complete)
‘ | finished reading David Allen's book _Ready for Anything_ @ Book(<30min): Read through Part V "Reminding Yourself of the Fundamentals”

, Read this article at nytimes.com @ Online(<15min): Read this article on market trends in Southeast Asia
, Read thru this PDF file Tony sent you @ Computer{<30min): Read this PDF file because Tony sent it to you

The "Get Some READING Done” script allows you to move through items
one-by-one according to the location context you choose. But you can
also process these items based upon how much time you have.

If you prefer this one-by-one approach, feel free to use this script. If
you prefer to survey your entire Read-Reviews at-a-glance, then do so
manually by opening the folder.

Most of your reading will be done somewhere besides your computer,
such as paper printouts, books, or on your PDA. (Note: See later on how
to print out your Action Lists - including your Read-Reviews)

Action Lists = lists of contents in Actionable, Read-Review, & Waiting For
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0 Know Your Tickler i
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Contains all twelve months of the year as individual
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folders along with your "Someday-Maybe” Folder &
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Geffing To Know Your TicKler

Inside your Tickler folder you will find more folders:
® 12 Folders for each of the 12 Months of the Year
® Your “Someday-Maybe” folder

|/ ACTIONABLE [,; 09-September
W PROJECTS | 10-October

| S WAITING FOR B 11-November
| | = 12-December

@ READ-REVIEW [ SOMEDAY-MAYBE

" =_TICKLER

| # REFERENCE

Inside each Month folder you will find folders numbered from 1 to 31. Any time
you "Defer Until” when running a script, you will find those items somewhere in
these folders. When you run your "Do DAILY REVIEW® script, the contents of
that day’s folder will be brought up for you to review.

The "Someday-Maybe” folder is where you place any projects you might someday
get to or possible future vacation plans, etc. When you run your “Do WEEKLY
REVIEW” script you will be prompted to review the items in this folder.

As always, you can either place things here “manually” by dragging and dropping
items into the folders, or “automatically” by running the scripts.
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GeTTing T0 KNOW Your Reference rolder o

READ-REVIEW
"~ TICKLER

This folder functions essentially like your physical REFERENCE
File System at your home or office. Put all of your &

”

non-actionable reference files here. oA

%

Send to Paper




I'he Reference tolder IS located In your home folder and should not be moved. The
- deSKtop has an allds 1o Tnis tolder. 1t jyou move or delefe This Tolder from jyour
- home folder, the “Do Weekly Review" script will not run properly when if asks you
‘Dwe your Checklists. Put all or your non-actionable rererence marerial in your
- Reference folder, and keep NINGSAMANISEIOICETIorganiZzed b yRIopICHds &/oUBWOUIC
our home or office filing system.

, Al lc- ‘._
1"4 ist
| raVehng 1g Checklist :
7 >ersonal Checkllsts
urchase Checklist
' | LifeGoals
| l 7777777777 S | Afﬁrmatl”’"'

etc...:./

———> CHECKLISTS: Your Checklists folder is located inside of your Reference
folder. This is where you put David Allen's 30-50,000ft Checklist, Triggers Checklists
(i.e. things to jog your memory about things you may have forgotten about), and
any other checklists you would like to make and put in here (e.g. House Cleaning
Checklist, Summer Vacation Checklist, Taxes Checklist, etc.) Every time you run your
Weekly Review script it will prompt you to review any relevant checklists to jog
your mind for items you may need to add to your Active System.

K« .

?i‘lﬁg to Know Your Reference Folder =
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ViaKing AcTion LISTS

. Empty Your Head
. Get INBOX to Empty
. Get Some ACTIONABLES Done
. Get Clear on PROJECTS
% 5. Follow Up WAITING FORS
& 6. Get Some READING Done
(1} 7. Do DAILY REVIEW
@, 8. Do WEEKLY REVIEW
9. Make Action Lists...
«2* 10. Ready-Set-Do! Help...

Remove from Dock
Open at Login
Show In Finder

Open

) 4
WAITING FOR

READ-REVIEW

TICKLER

2
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5

Viaking AcCTion LISTS
roure nor aiways going 10 be ar your compurer 10 process your
xcTionables .dnd geT Things done. 50 T0 make your AcTion LISTS
portable Yyou can do the following:
1. Go To Ready->et-Do: Tolder In your docK

"3 >elect 9. MWW

. Wait a few minut
sorts your Actior ab 13

5. Now you can (a) print them ou’r, (b) save them as plain text
files and port them to your PDA, iPod, or other portable device,
or (c) save them as html and upload them to your website.
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Your “Daily Review"

. Empty Your Head
. Get INBOX to Empty
. Get Some ACTIONABLES Done

. Get Clear on PROJECTS
. Follow Up WAITING FORS
Get Some READING Done
&l 7. Do DAILY REVIEW
@, 8. Do WEEKLY REVIEW
@ 9. Make Action Lists...
77 10. Ready-Set-Do! Help...

Remove from Dock
Open at Login
Show In Finder

Open

N

INBOX

CALENDAR

7
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PROJECIS
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Habit #7: Doing Your "Daily Review"

The "Do DAILY REVIEW" script will essentially walk you through the following
steps: '

1. Review your Calendar -- opens iCal (or alternative program) and prompts you to review

2. Review Tickler Items (if any) -- pulls out the day's Tickler items for you to review,
then places them appropriately (those with next actions already defined go to Actionable,
Read-Review, Waiting For based on their comments; any without next actions get dropped
in the “Inbox” to be processed)

3. "Get INBOX to Empty” script is run -- you process items in Inbox

4."Get Some ACTIONABLES Done” script is run -- you do Actionables

5. "Follow Up WAITING FORS” script is run -= you follow up Waiting Fors

6. Get Some READING Done” script is run -- you do some Reading

Each element can be “skipped” if you prefer. Of course, all of these things can be
done individually by you as well, either manually, or by choosing the scripts from
the dock individually.

IMPORTANT: The Daily Review is Key for one critical reason - If you have any
items you have "Deferred Until” that are lurking about in your Tickler folder
somewhere for a particular day, you either need to remember to check that folder
manually by double-clicking the day's folder or by running the "Do DAILY REVIEW”
script which does it for you.

The best way to stay on track is to set the "Do DAILY REVIEW" script to run
automatically which you should have done at the beginning of this tutorial.
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Your “Weekly Review"

Do WEEKLEYREVIEW

. Empty Your Head
. Get INBOX to Empty
. Get Some ACTIONABLES Done

. Get Clear on PROJECTS

. Follow Up WAITING FORS
Get Some READING Done
Do DAILY REVIEW

. 8. Do WEEKLY REVIEW
@ 9. Make Action Lists...
‘77 10. Ready-Set-Do! Help...

Remove from Dock

Open at Login

Show In Finder

Open

N

INBOX

CALENDAR

7

ACIIONABLE
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\\_ J

PROJECIS
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5};, G i ; '- e . ‘ k‘! .
~ Habit #8: Doing Your “Weekly Review " .
o

AL

Ihe Do WEEKLY REVIEW sC IpT TUNS very much tike Your Ldlty Review but
rocuses jyou more on geffing cledr on everything ratner Than geadring jou up To
Jer Things done.

Ihe Key element Included In The VWeeKly Keview SCript IS That IT runs the 4. GeT
m» ARG QR 5 e d A B R BT s RS AU @ G
n ALL of your Projects.

1T will also help you survey the broader wmaim -dlendar by W
M"“- J“’o U O €VI v O h D S enaar w u DTINC . nvthina rfoCCAT X3 WAITING FOR
UW uzfure %E’Teﬁa ar lares 1o remind you f.» p 'omln’ ‘-en S |

i e s S -
N g S ; B R «
/ S AN = . I,
/e . . o DN ot =
S '.. S
/ < e
S

The "eekly“‘R view also includes extra 4;4";‘"13 at include d r;r-based hraed
 fo ders to keep you orgarfizifigihosereteme 5 of your sys’rem ’ =

This script is also_’rhe onlne" hat - you to revieW any relevant Checklists TlCKL_ER

to jog your mind for anything additional you may need to add to your system. m’

REFERENCE

The one thing you will notice the most when doing the Weekly Review is just how

often you will see a blank text box. Anything you put info that box will be put

into your Inbox to be processed later; or if it is a project, into the "1-PROJECT Seli) A

SUPPORT"” folder for that project. -
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Habit #10: Keep Them All Going

Remember that ,,fh"e GTD Workflow is like juggling. You need to learn
each of the nine habits and stay proficient at those you have already
mastered. But the true joy comes once you sustain the rhythm of

Juggling for awhile.

Doing Actionables
in the Moment by

Location

Treating “Hard
Lines” of your
Calendar as Hard
Lines

Getting Inbox fo
Empty One Item

On-Hand Reading
Done in the Moment

Context

At-a-Time

Q-0

Keep Them
All Going

%@&

Getting Everything
Out of Your Head

Following Up
Waiting Fors

3

|

Getfting Clear
on Projects

Consistently Doing
the Weekly Review

*KEY HABIT*

Consistently Doing
the Daily Review

INBOX
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Juggling The GID Worktlow

Remember that the GTD Workflow Is like juggling. You need to learn
cCCITV L NC =R CDTES SETICUS 1A 7EPTOTILICTILEA L NOS© ByOTRNCVE JELTECU Y
\astered. But The frue Joy comes once jou sustdin The rnythm or

e S RV 2

w s e U = and like wum,) Q;&.uu 0 9 WWJ

?'Jus’r keep at it! Eve ally the intermittent experience of “relaxed

control” will yield ‘to the more consistent experience of the clarity and
flow that relaxed control can generate.

And once you've maintained that level of clarity and flow for a time
you'll know that almost religious experience of having a...

“mind like water”
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Frequently Asked Questions

I. Can | put regular items in these folders or do they all have to be folders? CA’i‘Eﬁ e
Yes, you can put anything your computer identifies from any program of any file-type and it will work just
fine.Aliases are made to documents and other file types just as easily as they are to folders. So any file- v‘
type should work. ;
ACTIONABLE
2. Can | make my own “location contexts® or do | have to use just typical ones like @ L
Office, @ Home, etc.? N
Yes, you can make whatever location contexts you wish.Write “(@ Neverneverland:...” for a next action A

and that and any other location will work the same way. e
%

3. Does a person need to already know David Allen’s “Getting Things Done> System in WAITING EOR
order to use the scripts? %
s

Having some basic familiarity with David Allen’s system will certainly help.The more familiarity the sooner </
one can acquire the skill-set needed to get the most of these scripts. But | made these scripts with the  RrReaD-REvIEW
dual purpose in mind of helping both those who are already familiar with GTD workflow gain greater

proficiency with it and helping newcomers gain introduction to it by audibly walking them through each &2

element in the system. Hopefully these scripts do just that, but users will have to be the judge. TICKLER

4. Can I change the icons of the desktop folders? v
I8

Of course you can. | love good icons, and these are the best I've found that most accurately communicate
what each folder does, but if you have other icons you would rather use, you can use them instead. This

will not affect the scripts in any way.To change icons, simply do “Command-i”’ on the icon you want, select 4
the icon in the upper left corner, do “Command-c” (or copy), then do the same for the icon you want to '

REFERENCE

Send to PDA
change but do “Command -v” (or paste) instead. Websites of the icon designers who were generous in
allowing me to incorporate their icons with these scripts are found in the Read Me files. =
“
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~ongraruiarions: rou compteied ine WUICKSTArt uide.

LT THIS IS Yyour NrsT Time ‘hrough The QuickStart Guide, AGTIONABLE
jour next step Is To get Through The Frojects [uforidl. (&

S, ~ ; READ-REVIEW

A ea . Om 'I'he Re ay- adk JO: 10 ; A
e W & » e Aol P e

Done agaln. S e | TICKLER
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Alright. Youre all set now. REFERENCE
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