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On some level, all of us struggle a bit to stay organised and on top of things. We use all
of our available resources to keep track - the calendar built into your email, your phone
calendar, productivity apps, a planner, a stack of post-its, or even random scraps of paper
for notes, reminders, and lists! Having so many organisational resources available to us can
turn into burden. Where did I write that phone number? Which calendar did I use to record
my doctor’s appointment? I completely forgot that this deadline was approaching – why
didn’t I see this coming? If this sounds familiar at all, let me offer up a potential solution: the
Bullet Journal. I won’t spend time explaining what it is since you can find a great description
at bulletjournal.com where the founder of the system, Ryder Carroll, takes you through
everything you need to know about bullet journaling. But, let me distill it down to the best
part: this system is completely customisable (unlike a templated planner) and you can adapt
your format even on a daily basis to suit your needs. Now that I’ve been using Ryder’s
system for almost two years, let me take you through my tips on how to start (and stick
with!) a bullet journal in ten easy steps.

1) THINK ABOUT WHAT YOU NEED FROM BULLET JOURNAL
The most basic way to use your bullet journal is a planner to track daily to-do list items. Do you also
need a place to plan your long-term goals? How about a place to help you plan, execute, and record
a new exercise regimen? Do you also want a place to record your feelings and daily thoughts?
Whatever you need, it helps to think on it a bit before starting. If you want to jump right in, that’s
fine too! You can always turn the page in your journal and start something new.
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2) COLLECT YOUR SUPPLIES
All you need is a blank journal and a pen. If you are a stationary junkie, you may want to consider a
nice journal and some nice pens, but it is certainly not required. A common misconception about
bullet journaling is that you need lots of expensive pens in all sorts of colors, markers, stencils and
rulers to be successful. And I definitely recommend starting out with the basics, and then building
up from there (again, only if you want) with nicer supplies.
3) CREATE A KEY
As Ryder points out on his website, the heart of bullet journaling is rapid logging. Rapid logging is
essentially short bullet points with tasks, appointments, reminders, and notes. A key can help you
remember the different “bullets” for each type of entry and to also track that status of that entry.
Over time, the symbols you want to use may change. Therefore, I recommend putting your key on
a sticky note in your journal, so that you can change it out as your personal bullet system evolves.
4) SET UP A FUTURE LOG AND SET YOUR GOALS
This is probably my favorite part of bullet journaling because it does something that random sticky
notes and to-do lists cannot: it helps you plan for the future.
The future log is simply a place to record appointments and deadlines that are coming up in the
next 6+ months. Make columns or mark areas and write the names of the upcoming months.
When I schedule my next dentist appointment, it goes right into my future log with the date and a
description. If I know that I have a March deadline on my next project, down it goes. I’ll talk about
how this future log comes in handy in step 5.
In addition to a future log,
I also dedicate a couple of
pages to some of my big
goals. I like to split them into
personal

goals

(complete

6-month exercise program)
and professional ones (write
and publish manuscript) so
it’s easier to stay organized.
As I’ll detail below, I refer back
to my goals and future log
every month.
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5) CREATE A MONTHLY LOG AT THE BEGINNING OF EVERY MONTH
Towards the beginning of the month, turn to a new page and make a list of the days of the month,
right down the page. Next, turn back to your future log and transfer any appointments or due
dates that are from that month! I love it, because you don’t have to remember it, your journal is
doing all of the heavy lifting! Add in other important events/appointments/tasks that you know are
coming up, and you are done. Your month, at-a-glance, is ready!
You can customize this page in a ton of ways. My favorite way to adapt it is to put the list of dates
down the middle of the page, instead of to the left. I put personal items on one side, and work
items on the other!
Every month, I also try to break down my large goals into more manageable ones. For example,
if my 2018 goal is to write and publish a manuscript, the first step would be to collect the data/
information for the paper. So that is my goal for the month! The next month might be making a
detailed outline of the paper. The purpose of this is that at the end of the year, you are so much
closer to your final goal.
6) EVERY DAY,
CREATE YOUR
TO-DO LIST!
Once your monthly log is
complete, turn to a fresh
page and write down the
day’s date. Underneath, start
writing down what you need
to do each day. Use your key
to organize your entries into
“bullets” and then mark them
off as you complete them. It’s
so simple and easy, but they
are all in one place.
You can also use daily entries to record things like what you ate, the weather forecast, or how you
were feeling. It’s completely up to you. The real beauty of this entire system is that you can change
it to whatever you want, even day to day. You can also go beyond creating a list, and create a bullet
for priority tasks.
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7) MIGRATE UNFINISHED TASKS TO THE NEXT DAY
The next day, migrate any unfinished tasks from your previous day. This is Ryder’s system, and I
love it because if I’ve migrated a task several times, I begin to wonder if I really need to do it. After
a long time using the system, I’ve become more mindful of how much I can handle each day and
how I prioritize the tasks on my list.
8) CREATE TRACKERS, LOGS, AND OTHER SPECIAL COLLECTIONS
At this point, you’ve accomplished the basics of the bullet journal system, and that is really all you
need. But, if you’d like your bullet journal to do more, you can create “collections.” Collections are
specialized entries in your journal that help with something specific. The most commonly used
collection is the habit tracker. You simply write a list of habits that you’d like to track (8+ cups of
water a day, whether or not you took vitamins, etc.) and you add a mark for each day it has been
completed. At the end of the month (or any time period you specify) you can see how you’ve done!
Personally, I don’t use many
special collections with one
major exception: traveling.
Whenever I go on a trip, I
set aside at least two pages
to write down my flight
information, packing list,
weather, and other details
to help me. For longer
vacations, I might plan
out what sites to see and
what restaurants to visit.
It’s such a fun way to look
forward to a trip while also
staying very organized.
The possibilities are endless for collections – essentially if you can think of it, you can create it!
9) JOIN THE BULLET JOURNAL COMMUNITY ON INSTAGRAM!
One great way to maintain a great journal is to join the online communities. There are great
communities on Facebook and YouTube, but I spend most of my time on Instagram. Hundreds
of thousands of men and women share photos of their bullet journals along with tips and tricks.

It’s a great place to find inspiration, ask questions, and share your work. You can find me here (@
bonjournal_) but of course you can follow Ryder himself (@bulletjournal) and some of my other
favorites (@tinyrayofsunshine, @inkbyjeng, and @minimal.plan). There are so many beautiful
journals; it’s sometimes easy to get discouraged. Worry not! You do not have to be artistic, or have
neat handwriting in order to make this work for you! But it is definitely fun to see what others are
up to in their bullet journals!
10) EXPERIMENT WITH NEW APPROACHES, AND MAKE IT
YOUR OWN
Throughout this article, I’ve hinted that you can do whatever you want with your bullet journal.
Ryder has given us the foundation, and we can customize to our hearts desire. My favorite way
to make my journal my own is to incorporate artwork into my pages. I used to keep a separate
sketch book, which I would never have with me when I wanted it. Now, since I carry my journal
everywhere, I always have a place to draw. Drawing is one way to make your journal unique,
but it’s also nice to try out new organizational approaches in order to find what is best for your
productivity. For example, I used to use a time ladder, which would help me plan exactly what time
throughout the day I needed to complete tasks. I eventually stopped needing them, but at that
time, they were such a handy way to keep myself on track every day. Customizing your journal can
take many forms – don’t be afraid to try out new things!
That’s it! I hope you
give bullet journaling
a try. Again, I’d like
to

emphasize

how

important it is not to
compare yourself to
others or to expect that
your journal will always
look pristine. At the end
of the day, your bullet
journal is there to help
you get things done!
Good luck, everyone.
Cheers to a happier,
more organized future!
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