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MASTERING YOUR
WORKFLOW WITH
EVERNOTE GTD:
HOW TO USE
EVERNOTE FOR
GETTING THINGS
DONE

In a world buzzing with
notifications,  emails,
and endless to-do lists,
the quest for true
productivity often feels
like chasing a mirage.
You might have a
brilliant system in your
head, but as soon as
the morning rush

begins, tasks slip
through the cracks.
This is where the
powerful combination
of a proven
methodology and a
flexible digital tool
comes into play. David
Allen's Getting Things
Done (GTD) method
has helped millions of
people clear their
minds and stay
organized. Meanwhile,
Evernote has
established itself as
the quintessential
digital brain. When you
learn the right way to
implement Evernote
GTD, you transform
your note-taking app


https://old.setefer.com/

from a simple
repository into a fully
functioning command
center. This guide will
walk you through
exactly how to use
Evernote for Getting
Things Done, turning
chaos into clarity and
stress into structured
action.

UNDERSTANDING
THE CORE OF
GETTING THINGS
DONE (GTD)

Before diving into the
technical setup, it is
essential to grasp the
philosophy behind
GTD. The fundamental
principle is that your
mind is for having
ideas, not for holding
them. When you try to
keep all your tasks,
projects, and
commitments in your
head, you experience
cognitive overload.
This leads to anxiety,
procrastination, and a

feeling of being busy

without being
productive. GTD
provides a five-step
workflow: Capture,
Clarify, Organize,
Reflect, and Engage.

The goal is to move all
your "open loops" out
of your mind and into a
trusted system.
Evernote serves as
that trusted system,
offering a  flexible
environment that can
adapt to the nuances
of this methodology
without forcing you
into a rigid structure.

Why
Evernote
IS an
|deal Tool
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for GTD

Many productivity
enthusiasts use
dedicated GTD apps,
but Evernote offers
distinct advantages.
First, its cross-platform
availability means you
can capture a thought
on your phone, clarify
it on your laptop, and
review it on your
tablet. Second, the
power of search is
unmatched. Even if
you forget to file a
note, Evernote's OCR
(Optical Character
Recognition) can find
text inside images and
scanned documents.
Third, the combination
of notebooks, stacks,
and tags provides a
two-dimensional

categorization system
that perfectly mirrors
the GTD contexts and
projects. When you
understand how to use

Evernote for Getting

Things Done
effectively, you
leverage these

features to build a
system that is both
robust and intuitive. It
is not about forcing
Evernote to be a task
manager; it is about
using its strengths to
support the GTD
workflow.

SETTING UP YOUR
EVERNOTE GTD
SYSTEM: THE
FOUNDATION

To begin your journey
with Evernote GTD,
you need to create a
clean and logical
structure. The classic
mistake is to create
hundreds of notebooks,
which leads to clutter
and decision fatigue.
Instead, we will use a
minimalist approach
based on the GTD
horizons of focus. Here
is how to build your



foundation:

e The Inbox

Notebook: This
is your capture
point. Create a
single notebook
called "!lInbox"
(the exclamation
mark ensures it
appears at the
top of your list).
Every new idea,
task, or piece of
information goes
here first. Do not
process it
immediately just
capture it.

* The Reference

Notebooks:
Create a
notebook stack
called
"Reference."
Inside it, create
notebooks for
areas like
"Projects
Reference,"
"Archive," and
"Knowledge
Base." These are

for information
that requires no
action but is
valuable to keep.
The Action
Notebooks:
Create a stack
called "Action."
Inside this, you
will have
notebooks that
correspond to
your GTD
contexts, such as
"@Calls",
"@Errands",
"@AtComputer",
and
"@WaitingFor".
We will populate
these as we
process our
inbox.

* The Projects

Notebook:
Create a single
notebook called
"Projects." Each
note inside this
notebook will
represent an
active project
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with a desired
outcome and the
next action
required to move
it forward.

e The
Someday/Mayb
e Notebook:
Create a
notebook called
"SomedayMaybe.
" This is for ideas
and aspirations
that are not
currently active
but should not be
forgotten. It is a
low-commitment
parking lot for
future
possibilities.

This structure keeps
your workspace lean.
You are not creating a
folder for every single
project; instead, you
are using the power of
tags and links to create
dynamic connections.
This is a crucial step in
learning how to use
Evernote for Getting

Things Done without
overcomplicating the
filing system.

THE FIVE PHASES
OF EVERNOTE GTD
WORKFLOW

With your notebooks in
place, it is time to
implement the core
workflow. Each phase
of GTD has a specific
role in Evernote, and
understanding this
rhythm is what makes
the system work.

Phase 1:
Capture
Everythin
g in Your
Inbox

Capture is the act of
getting things out of
your head. In Evernote,



this is incredibly easy.
Use the quick note
widget on your phone,
email a note to your
Evernote email
address, or use the
web clipper to save an
article. The rule is
simple: if it crosses
your mind, capture it.
Do not judge it. Do not
organize it. Just get it
into your !Inbox
notebook. This includes
tasks, ideas, meeting
notes, inspirational
guotes, and even
photos of whiteboards.
The goal is to achieve
a "mind like water,"
where nothing is
worrying you because
everything is safely
stored. When you are
learning how to use
Evernote for Getting
Things Done, this is the
most liberating step.
You give yourself
permission to forget,
trusting that your
system will remember.

To make capture
seamless, set up the
following tools:

e Email
Forwarding:
Get your unique
Evernote email
address and
forward
important emails
directly to your
Inbox.

e Mobile Widget:
Place the
Evernote quick
capture widget
on your phone's
home screen for
instant note
creation.

e Web Clipper:
Use the browser
extension to clip
entire articles or
simplified
versions for later
reading.

e Voice Memos:
Use the audio
recording feature
in Evernote to
capture thoughts
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while driving or
walking.

Phase 2:
Clarify
What
Each Item
Means

Once a week (or daily,
if you prefer), you will
process your !Inbox.
This is where you ask
the critical question:
"What is this?" and "Is
it actionable?" Open
your !Inbox notebook
and look at each note
one by one. If a note
requires action, you
need to decide the
very next physical
step. For example,
"Plan vacation" is not
an action; "Research
hotels in Paris on

Booking.com" is. If the
note does not require
action, you have three

options: delete it
(trash), incubate it
(move to

SomedayMaybe), or
reference it (move to
Reference). For
actionable items, you
enter the next phase of
organization. The
clarify step is often
skipped by beginners,
but it is the secret to
making GTD work.
Without clarity, you are
just moving digital
clutter around.
Mastering how to use
Evernote for Getting
Things Done means
you are ruthless about
defining what "done"
looks like.

Phase 3:



Organize
into

e @Computer
(tasks done at
your desk)

e @Waiting (tasks
dependent on

Contextsigeoreese |

and
Projects

After clarification, you
organize. This is where
tags become your best
friend. In your Action
stack, you have
notebooks for contexts,
but tags allow for more
granularity. For each
actionable note, you
will assign a context
tag based on where or
when you can do the
task. Common context
tags include:

e @Calls (phone
calls to make)

e @Errands (tasks
requiring you to
go somewhere)

to discuss with a
specific person)

Next, you can add a
project tag such as
"Project: Website
Redesign" or "Project:
Tax Filing." This allows
you to filter your notes
by both context and
project. The note itself
should contain the next
action and any
supporting information,
such as links,
documents, or notes.
You might also include
a checklist if the action
has multiple steps.
Remember to link
related notes together
using Evernote's
internal linking feature.
This turns each note
into a hub of
connected information.
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When you organize
effectively, your
Evernote GTD system
becomes a dynamic
map of your
responsibilities rather
than a static list.

Phase 4:
Reflect
through
Weekly
Review

The Weekly Review is
the engine of GTD.
Without it, the system
decays. In Evernote,
create a recurring note
called "Weekly Review
Checklist." This note
should guide you
through the following
steps:

1. Clear your !Inbox
to zero.

2. Review your
"Next Actions"
list (filter by
©@Computer,
@Calls, etc.).

3. Review your
"Projects"
notebook to
ensure each has
a next action.

4. Review your
"SomedayMaybe
" notebook to
see if anything
has become
active.

5. Review your
calendar for
upcoming
commitments.

6. Check your
@Waiting For list
to follow up on
pending items.

During this review, you
are not just looking you
are making decisions.
Move overdue items,
delete completed
tasks, and reassign
priorities. This is also
the time to scan your



Reference notebooks
to ensure they are
clean. The Weekly
Review is what keeps
your Evernote GTD
system honest and
trustworthy. When you
know that everything is
reviewed every seven
days, you can relax.
Your mind stops trying
to keep track of
everything because it
trusts the process.
Learning how to use
Evernote for Getting
Things Done effectively
means committing to
this weekly ritual
without exception.

Phase 5:
Engage
with Trust
and

10

Focus

Engagement is the
doing phase. Now that
you have a clean,
organized system, you
need to decide what to
work on at any given
moment. This is where
context tags shine. If
you have 15 minutes
before a meeting and
you are at your desk,
open your @Computer
tag and pick the
highest priority item. If
you are on the phone,
open your @Calls list.
This removes the
friction of decision-
making. You no longer
ask "What should |
do?" you ask "What
can | do in this
context?" The
discipline of
engagement in
Evernote GTD is about
trusting your triage.
You have already done
the hard work of
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clarifying, organizing,
and reviewing. Now,
you simply execute. As
you complete tasks,
mark them as done in
the note, or move
them to a "Completed"
notebook for archival.
This sense of progress
is motivating and
reinforces the habit of
using your system.

ADVANCED TIPS
FOR EVERNOTE
GTD POWER USERS

Once you have
mastered the basics,
you can enhance your
system with advanced
features. These tips
will help you get even
more value out of how
to use Evernote for
Getting Things Done.

Use
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Saved
Searches
for
Instant
Views

Instead of manually

filtering tags, create
saved searches. For
example, create a
search for
"tag:@Computer -
tag:@Done" which
shows all vyour

computer tasks that
are not yet done. Save
this search and pin it to
your sidebar. You can
create a saved search
for each context, for
your Waiting For list, or
for high-priority
projects. This gives you
instant access to highly
relevant views without
fiddling with filters.



Leverage
Template
s for
Recurring
Tasks

If you have a weekly
report, a «client
onboarding checklist,
or a meeting agenda
that you use
repeatedly, create a
template in Evernote.
Save it as a note in a
"Templates" notebook.
When you need to use
it, duplicate the note
and move it to your
Inbox. This saves time

and ensures
consistency. Templates
are a massive

productivity booster
within the Evernote
GTD framework
because they eliminate

12

the need to recreate
standard processes.

Integrate
with Your
Calendar

GTD distinguishes
between tasks (actions
you perform anytime)
and appointments
(actions tied to a
specific time). Use your
calendar for
appointments, not for
tasks. If a task must
happen today, consider
blocking time on your
calendar but keep the
details in Evernote. You
can also use Evernote's
calendar integration to
see your notes
alongside your events,
which helps with
context switching.

COMMON
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MISTAKE:EVERNOTE GTD
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