
Reference / incubation 

Short term filing 
(folders by group)

Long term filing : 

Large folders and files 

A-Z filing cabinet 

Calander 

Routine and habits 

Digital 
workflow : my 

all in one inbox 

Read & Review 

Long term reading Long term reading 
( articles) 

Events, appointments 
and meetings (like 

lectures )

Macs reading list (reading 
inbox) short term reading 

list 

Notes 


