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We will use a methodology called Getting Things Done

The GTD methodology was created by David Allen, who is known as one of the world's leading experts on personal and business productivity. 

In 2001, he published the book under the same title, Getting Things Done.

 The New York Times called it “the definitive business self-help book of the decade”



Your Inbox is not a task system
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Many of you probably work in a way that puts emails in your inbox, often as unread, as a reminder to follow up.

We get way too many emails, and you're constantly behind on your work.

In addition, we have emails on our phones and tablets, and we check our emails all the time.

And we've made it a habit to respond to emails just minutes after receiving them. Even on vacation.

This is not productive, because it disrupts the activity you're doing right now, and takes you out of the moment and what you're doing right now.

All research shows that to really do a good job, you have to sit down and concentrate on what you're supposed to be doing. 

Without distractions. This is especially important for those of us who use our heads more than our bodies in our daily work

But remember: "Your email box is NOT a task system. It is a tool for sending and receiving messages"

This sounds very simple, so why don't we work according to that logic?

In 2005, I read Dave Allen's book, Getting Things Done, which has created a system that has become a standard for this way of working.

YOUR LIFE’S STORY HERE

It also allows you to make variations of the methodology, which suits you and your tasks.



Create 3 categories

1.Follow up
2.Delegated
3.Reading
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We’ll start by making three categories in your email client. 

If you aren’t able to create categories in your email client, you can skip this step.



DEMO
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I’m creating the categories in Outlook. In Notes I don’t do anything. 



Book time for working with your emails
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Now you need to decide how many times a day you check your email

The most important thing about this system is that you don't have your email open all day, otherwise you'll just get distracted

I just to do this, and everytime I heard the New Email Sound, I checked it. That takes you of your work and where you are.

So what you do is set regular intervals where you check your email

You won't believe the results!



Work hours for Email

1.Morning
2.After lunch
3.Before I leave
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Today I check my email:

Morning
After lunch
At the end of the day

This can take anywhere from five minutes to half an hour, especially in the morning

But once I’ve done this, I’ve planned my day, and I have control over what I’m going to work on.

And now I can literally hear you shouting:

NO *BEEEP*ing WAY THIS WILL WORK FOR ME!

And I’m used to this. Because everyone thinks they’re in a special position and get so much more email than others.

But: You are NOT unique. Trust me

Try this system for two weeks. I promise you, you’ll work more efficiently.

And if you find that you need to check your email four times instead of my three, do it.

But set aside the same time every day!



DEMO
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I’m creating the repeating appointments three times a day in Outlook calendar and in the Notes calendar and make sure I’m busy.

The length depends on what your experience tells you. 



Empty your Inbox

1.Spam
2.Two minuters
3.Delegated
4.Follow up
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I sit down, open Outlook

And I start with the oldest emails and work my way up to the newest

Junk
I mark all emails that are junk as junk and delete the others

Two-minute ones
If an email takes me two minutes or less to respond to, I do it right then and there

Then I archive the email so that it ends up in Archive

Then it’s out of my inbox, and out of my head.

Waiting
Then we get to emails that are going to take you longer to do.

The first thing I do is ask myself:

Am I the right person to do this?

Can I delegate it?

I will then send a Teams message, and include the email, to whoever I think should be able to do this, and ask them

And here comes the important part:

We categorize this email as Delegated

And then we archive it

Follow up

These are emails that will take longer than two minutes

And we can't delegate to anyone else

This is where the integration between Outlook and To do and/or Planner, or Notes and To Do comes in

Because remember: Your inbox is NOT a task system

Now we are going to move the email from the inbox and into To Do

Remember: What we are doing now is not executing the task

We are processing the email



DEMO
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I’m creating the repeating appointments three times a day in Outlook calendar and in the Notes calendar and make sure I’m busy.

The length depends on what your experience tells you. 



REVIEW

Daily
Weekly

Getting things done

Foredragsholdernotater
Presentasjonsnotater
There are two more important points to this way of working

Daily planning
Weekly review



Daily review

1.To Do
2.Reading
3.Plan for today
4.Follow up
5.Delegated
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Every day you need to do a daily planning and review your tasks

Some people like to do this the day before, at the end of the workday to be ready for the next day

Personally, I like to do this in the morning

Since I am good at this system and have used it a lot, it doesn't take long

You will find that it may take time at first, but you will make up for it later



Weekly review

1.What got done?
2.What went according to plan?
3.Extend due dates?
4.Calendar for next week
5.Review appointments
6.Check To Do
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Then we have the weekly review. Some people like to do this on Friday afternoon to end the week

Some people like to do it on the weekend when there are no distractions

And some people like to do it on Monday morning, in the same session as the daily review

Personally, I like to do it on Friday afternoon

This is more of an overall review than the daily review

You will want to look at the following:

What was done this week

What went well

Do you need to extend and change the deadline on anything?

You also look at the upcoming week:

Go through your calendar and see what kind of meetings and appointments you have
Review the tasks that you know you have to do next week and take the actions you need to take on them

And THEN you are ready for a new work week



SUMMARY

1.COLLECT
2.PROCESS
3.ORGANIZE
4.REVIEW
5.DO
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So that's the Getting Things Done methodology I use for working with email, calendar, and tasks

Try this approach. And if you want to make some adjustments for your work situation, do so.

But I guarantee that if you really do this, it will improve your workday immensely

REMEMBER: You don’t HAVE to read your email the second a new one arrives
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PROJECTS
AREAS
RESOURCES
ARCHIVE
DO
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In this part of the course, we look at a method called PARA for how to best organize the information you have in OneNote.

The information you collect in OneNote or your Notebook can be links, articles, images, texts you want to use, meeting notes, ideas and anything else that you would use a notebook or binder for in the physical world.

PARA is a framework and method to make it easier to take care of all the information you have in your work, and in your life.

It was developed by Tiago Forte and presented in his book Building a Second Brain

Just like with GTD, this methodology revolutionized the way I worked, this time in information gathering, brainstorming and organizing it.



PROJECTS

• Introduce a new HR System
• Create a web site
• Plan a holiday
• Marketing

campaign
• Organize a wedding
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Projects
Anything you're working on that has multiple action points with a specific deadline or completion date

Examples:
Implementing a new HR system
Creating a website
Planning a vacation
Marketing campaign
Organizing a wedding



PROJECTS

• A set of decided action points
• Have a specific

goal or deliverable
• Are temporary and

have a due date
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Projects

Each of these examples requires:
Multiple action points to complete
Have a specific goal or deliverable
They are temporary and time-limited



AREAS

• Your health
• Career
• Family
• Banking and 

finances
• Car maintenance
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Areas
Examples:
Your Health
Career
Family
Banking and Finance
Car Maintenance
Housework

All of these fall under this area



AREAS

• Variable action points
• Are ongoing
• No specific due

date or final goal
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These are things where we have action points and actions that are constantly ongoing and have no specific end or final goal



RESOURCES

• Tips for video editing
• Watch list of

YouTube videos
• Career tips 
• Recipes
• Ideas and ad-hoc notes
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Resources
These are things we are interested in and useful references that we can use to look up or reuse.

This is like your own personally curated internet.

Examples:
Video editing tips
YouTube videos you want to watch
Career tips
Photography resources
Recipes
Templates and frameworks for working

A good way to think about the difference between Areas and Resources is that in Areas you put things that are private or just for you, while in Projects you put things that you can easily share with others.



ARCHIVE

PARA

Foredragsholdernotater
Presentasjonsnotater
Archive
Think of this as a digital filing cabinet.

They contain all the documents we no longer need to actively use, but still want to keep. By putting them here, we keep our active resources free of unnecessary clutter. That way, it becomes easier to work with them.



DEMO
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I’m creating the repeating appointments three times a day in Outlook calendar and in the Notes calendar and make sure I’m busy.

The length depends on what your experience tells you. 
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