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For Organizing Your Life

f you're a person who spends a lot of time away from

your office, Newton PDAs provide you with the best and
broadest capabilities for capturing and organizing personal
and work information. The system’s flexible interface
allows you to enter information in the manner that works
best for you—whether you prefer the system’s built-in
handwriting recognition feature, the on-screen keyboard,
or a plug-in keyboard. Applications built into every
Newton device help you intelligently manage contacts,
dates, and information. And you can add specialized func-
tions by using any of the hundreds of commercial and
shareware applications available. Whether you need to
track expenses, pay bills while out of town, monitor email
and voice mail accounts, track billable hours, or access ref-
erence materials while on the road, the Newton platform
provides the best operating system for the most powerful
and flexible hand-held devices on the market today.




A summary of the GTD system:

(1) The core idea of getting everything into a "trusted system."

If I come up with a system for capturing everything
that does or may need doing, organizing it and coming back to it in a
timely fashion, then | will be free to focus my energies on the task

at hand.

(2) Once | have captured everything into a trusted system (the

project list and the Someday/Maybe list) | break those "projects”

(i.e. anything that has more than one step) down into doable "Next Actions."
If | break those projects down into the various next actions

needed to accomplish those goals in a step by step fashion, | can

better judge the status of a project, allot my time and be productive.

(3) The use of "contexts". If the next actions | have decided to emphasize

today or this week are assigned appropriate contexts, then | can be more
productive

with less stress and better track things.

David recommends contexts like Computer, Calls, Waiting, Errands, etc.
Thus if | am at the doctor's office with a

cell phone and 15 spare minutes there is no sense worrying about that
spreadsheet back on my desktop computer but | could get some calls
done while waiting. Thus part of what drives what next action | focus

on is not only by urgency and importance (ala Covey) but also context.

(4) The "Weekly Review" - the only way to keep a trusted system
trusted is to set aside a time for weekly review - if | have not

already done so | enter in the new bits of info and data that | have
collected during the week, | update records to show what | have done
that week, and | update the next actions for each project and

identify for priority the ones | will act on in the coming days/week.
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