Intro
Welcome to my little introduction to
bullet journaling.
Bullet journaling uses a pen and a
notebook to keep track of appointments
and to-dos, to practice mindfulness in
reflection, and to be creative.
The aim is to organize your life in the
short-term and consciously set longterm priorities.
In this workshop I’ll introduce you to the
basics of the method, tell you a bit about
the philosophy behind it, and show
examples from my own notebooks .

Intro
The Bullet Journal method was invented
by Ryder Carrol.
He published a book about it, but you
can also watch his YouTube videos on
bulletjournal.com.

How to Start?
First, I’ll show you the basics of the
method. I’ll tell you more about the
philosophy behind the method later.
All you need to start bullet journaling is
a notebook and a pen.
(When I started, I just used an old
notebook that I had lying around,
nothing fancy.)

How to Start?
The bullet journal has five structural
elements:
1. Index (table of contents)
2. Future Log (long-term planning)
3. Monthly Log (short-term planning)
4. Daily Log (immediate planning and
note-taking)
5. Review and reflection (to learn from
your logs)
I’ll go through these elements one by
one and show how they work.

1. Index
Title the first two pages of your
notebook ‘Index’.
The index is like a table of contents.
As your journal grows, you enter the title
and page number of any entries and
notes that you want to find again.

2. Future Log
Title the following two pages of your
notebook ‘Future Log’ and add sections
for the next six months.
(If you start journaling in April, the first
month in the future log is May.)
The future log collects all the events,
appointments, or tasks that are relevant
in the long-term.

2. Future Log
For example, if on the 16th of June you
have to give a presentation in one of
your classes, you add this in a short form
to June.
Or if you have a blockseminar in July
(like I do), you enter it with the
respective dates.
You can also enter important birthdays.
When you start a new bullet journal,
dump all the important long-term
events in the future log. Add new entries
later as they come up.

3. Monthly Log
On the next page, create a header with
the name of the current month.
(I made the header larger so that it is
easily recognizable when I skim through
my book.)
Write down all the dates of the month on
the left-hand side and add the initials of
the corresponding days of the week.
You do this at the beginning of every
new month.

3. Monthly Log
Then add any important events and
tasks that are already scheduled for
specific days.
For example, I would add an entry “How
to BuJo workshop” for the day I want to
work on this presentation.
Let’s say you have a lunch date with your
friend Lisa on the 15th, and on the same
day you want to cook dinner for your
flatmates.
On the next day, April 16th, you’re
supposed to submit course work for a
seminar on Zombie Culture that you’re
currently taking.
And on Monday 27th, you have a Skype
appointment for a job interview (I forgot
to add a specific time here, which
wouldn’t happen to you, of course).

3. Monthly Log
On the right-hand side of the Monthly
Log, you add the title “Tasks”.
Here, you add all the tasks that are
relevant for this month but that aren’t
scheduled for fixed days yet.
Add a blank box bullet in front of each
task and fill it in when the task is done.
For example, at the beginning of the
month, you may have added tasks to
schedule both the lunch date with Lisa
and the job interview. You did that in
the first week of April, created the
entries in the calender, and filled in the
task bullets.

3. Monthly Log
Don’t add events that you can easily
remember without the added help of
the monthly log.
For example, adding all your university
classes for each day is unnecessary if
you have a fixed weekly schedule.
But you could draw up or glue in a
small version of your weekly schedule
on the bottom right of this page – or
even write it on a post-it that you can
easily transfer from month to month.

Example
This is how my current April Monthly
looks like.
I enter new appointments in pencil and
re-write them in ink afterwards.
(I added a sticker of Mr.Donothing because I have
three weeks of vacation in April. Yay! :-))

4. Daily Log
On the next free page, add a heading for
the current day. I do this every morning,
or even on the evening before.
Go through your monthly log and add all
your appointments for the day, and
schedule all the tasks you want to work
on today.
Add everything else that may not be part
of the monthly but that you need to keep
in mind today, like your regular classes
or shopping for groceries. Add specific
times where necessary.

4. Daily Log
The Daily Log is not just a to-do list, it is a
universal container for everything that
becomes important on that day.
For example, if Lisa told you about a cool
TV series that you’re interested in, you
might note down the title in the daily
log.
If, during the seminar on Zombie
Culture, you were given an assignment
for next week, you note it down in the
daily log. And at the end of the day, you
migrate it as a task to the Monthly Log,
so that you can schedule it for a later
date.
Or, in between classes, you take the time
to google recipes and jot down a
shopping list for the dinner you want to
cook later.

4. Daily Log
On the next morning, just create a new
Daily Log for the day where you left of
the last time you used the journal.

4. Daily Log
The Daily Log is also the place where you
add longer notes or diary entries – it is a
universal container and a brain dump.
Maybe your lunch with Lisa was a
special occasion, a reunion with an old
friend, where you talked a lot about
things that you want to remember later.
Just add a note for that and take all the
time and space you need to write down
your thoughts.

4. Daily Log
For notes that you want to add to over
the course of time, you can reserve
entire pages (called ‘Collections’).
For example, for the job interview you
scheduled for later in April, you might
want to make a list with things you need
to prepare. This list will grow over time,
so give it some space.
I like to draw borders around
Collections, so that they are easily
recognizable.
You can use collections for all kinds of
content that stands out in the flow of
your continuous Daily Logs: Reading
lists, class notes, travel packing lists,
“How to” lists, etc.

Using the Index
On the previous pages, we created some
content that is definitely worthwhile
adding to the index.
Just add a dash with the title or topic of
the reference you want to create and the
page number.
(This is why it is important that you add
page numbers to your journal, if it
doesn’t come with pagination.)

Example
This is an index from one of my bullet
journals.
I index entries by categories, like
“Teaching” or “Work”.
Entries in blue pen are back-references
to earlier journals. I number all my
journals, so a reference like “13.146”
means “Book 13, page 146”.
Page references like “20, 62” signify that
there are notes on the topic on pages 20
and 62.

5. Review and reflection
One of the central aspects of bullet
journaling is that you take time to
review the last month.
In the monthly review, you reflect on
what you did and where you currently
stand in your life, on the events,
experiences, and actions that were
meaningful to you.
Write about what worked well for you
and what didn’t.
The point is to get an idea of how you
want to approach the next month – do
you need to change what you do or how
you do it to get more of the things that
you find meaningful?
If that’s the case, plan for it in the next
Monthly Log.

5. Review and reflection
Reflection is so important for the bullet
journal method because it is a mindfulness practice.
All the time-management and taskmanagement aspects are not designed
to make you into a more efficient worker
drone, although they can also increase
your productivity.
They are designed to give you a record of
your past and present as a foundation
for planning your future.
The entire method is about enabling you
to do more of the things that you find
meaningful and less of the things that
you don’t.
It’s a tool to gain agency and control
over your life.

How I use the bullet journal
For over twenty years, I have used
notebooks for diary writing, for to-do
lists, for note-taking at work and in
classes, for doodling and for
calligraphy. But never really
systematically.
But when I started to use the bullet
journal method in early 2018, it made
me more organized and increased my
well-being.
Now, I use my journal every single day.
In a sense, it is a part of me, and when I
write in it, I feel connected to myself.
I know that some of my colleagues and
students share this experience – it is the
reason why we initially thought that
offering a “How to Bullet Journal”
workshop would be cool.

How I use the bullet journal
Starting a bullet journal is really easy,
the system is simple enough to try it out
for a couple of weeks.
Over time, it will become part of your
life and daily routine and you will tweak
the system so that it fits you well.
On the following pages, I’d like to show
you a variety of examples from how I use
the bullet journal, so that maybe you
can better see how you want to use it
yourself.

Notes on current projects
As a researcher, I have several larger
writing projects in the pipeline at any
given time, I teach seminars, and I give
presentations at conferences.
In my journal, I use Collections for these
projects to aggregate notes and
prioritize to-dos.
I use post-its for that because they can
easily be added, discarded, and rearranged. And I can easily migrate them
to a new journal when the current one is
full.
You could use this system for your own
term papers or to organize your course
work for classes.

Notes on current projects
I often print out schedules, important
emails, and other stuff relating to my
work and glue them into my journal.
Just remember to create an Index entry
with the page number so you can easily
find it again.

Collections
Remember the Collection for “Job
Interview Prep” that I created as an
example earlier?
I prepared this “How to Bullet Journal”
presentation in a Collection just like it.
The Collection stretched over more than
two pages, which I have indicated by the
open box frame on the right.

Collections
These are two Collections that have
proven useful and that I add to every
new bullet journal:
A running list of household chores
(urgh ...) and a list of films or series or
books that I want to check out.

Language learning
I’m learning a little Korean online and I
take notes on lessons in my journal.
If I did that more regularly, I’d probably
want to do it in a separate book because
these notes fill a lot of pages quickly.

Creativity
I’m a creative person, I like doodling and
doing calligraphy.
If that’s not your thing, that’s fine – the
bullet journal doesn’t have to be pretty,
even though judging from the internet
search results it seems to attract people
who like their books pretty.
Part of the reason of why I got into bullet
journaling in the first place was that it
offered a much needed way of
organizing myself – while also giving
me space to draw and be artsy when I
felt like it.

Creativity
I like that the concept of the Daily Logs is
so generous:
Before, I felt kind of bad when I doodled
in my to-do lists or in my work notes. And
I also felt bad to mix my artsy stuff with
diary entries or mundane things like
mixtape playlists.
In a bullet journal, it’s easier for me to
accept and appreciate all these things
as aspects of my everyday life, which are
bound together by the format of the
book.

Scrapbooking
If I feel like it, I also use my journals like
a scrapbook and travel companion.
I glue in maps, like here, or photos, or
concert tickets, or post cards.

Make it your own
There is no one way to use a bullet
journal.
I know that other people use their
journals to prep and reflect therapy
sessions, or to track their bouldering
projects, or as an ongoing art project, or
as a simple calendar with some added
‘functionality’.
To me, one of the simple joys of bullet
journaling is just spending time with
pen and paper, I find it meditative. I
think of each current journal as My
Book. I made it. :-)

bulletjournal.com
Check out Ryder Carroll’s website for
more information on the original
method.

zybura.de
I have also written more about my own
experiences with bullet journaling on
my personal website, if you’re
interested.

Thanks for reading
I hope this was interesting and useful for
you.
In a real-life workshop situation, I would
have liked to ask for questions and for
your own experiences journaling.
Instead, if you have comments or
questions, don’t hesitate to contact me
via email:
tyll.zybura@uni-bielefeld.de
Have a great semester in spite of the
challenging circumstances!

