
  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 

 

 

 

 

 

 

 

 
Managing Your Time  

 
Everyone has the same 168 hours available each week, but some people seem to accomplish a lot 
more in that time than others!  How do you handle your time?  Do you manage it, or do outside 
factors control it?  Are you a planner or a procrastinator?  Do you allocate time blocs for your 

priorities , ÏÒ ÄÏ ÙÏÕ ȰÇÏ ×ÉÔÈ ÔÈÅ ÆÌÏ×ȱ ÁÓ ÔÈÉÎÇÓ ÃÏÍÅ ÕÐȟ and then push to meet the barrage of 
deadlines that seem to hit you in waves? 

 
Those who manage their time well generally enjoy greater success (academically and 

professionally), a more balanced life, and a less stressful or healthier physical condition, making 
them less susceptible to burnout and illness or injury.  One of the best opporÔÕÎÉÔÉÅÓ ÙÏÕȭÌÌ ÈÁÖÅ ÔÏ 

become a competent manager of time and priorities is in college, when you have greater self-
ÄÅÔÅÒÍÉÎÁÔÉÏÎ ÁÌÏÎÇÓÉÄÅ ÍÏÒÅ ÖÁÒÉÅÄ ÁÎÄ ÓÉÇÎÉÆÉÃÁÎÔ ÒÅÓÐÏÎÓÉÂÉÌÉÔÉÅÓȢ  7ÈÅÔÈÅÒ ÙÏÕȭÒÅ ÌÏÏËÉÎÇ ÆÏÒ 

a couple of tips to improve on a fairly effective system, or need to start from scratch, these 
guidelines can help. 

 
The first step in time management is to identify everything you need to manage, both your 

obligations (school, work, family) and the things you need or would like to do for yourself (social 
life, exercise, etc.).   The best way to do this is to map it out on a calendar.  The guidelines that 

follow are programmed around use of the FREE Google calendars account, available using the link 
below.  This account will let you create a weekly schedule accessible from anywhere you can get 

online. You can even sync it to your cell phone!   
 

GET STARTED NOW! 
Follow the instructions on the link provided, first to set up your account, and then to set up your 

time management plan. 
 

www.google.com/calendar 
 

 

Create a monthly, weekly, and daily plan that works for 

you!  
 

http://www.google.com/calendar
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Why a monthly calendar? 
 
A monthly calendar allows you to see upcoming events at a glance, which weekly 
ÃÁÌÅÎÄÁÒÓ ÃÁÎȭÔ ÄÏȢ   9ÏÕ ÎÅÅÄ ÔÏ ËÎÏ× ÏÆ ÕÐÃÏÍÉÎÇ ÔÅÓÔÓȟ ÐÁÐÅÒÓȟ ÏÒ ÓÐÅÃÉÁÌ 

events in time to be ready for them, especially when several due dates coincide 
or come in quick succession.  Getting it all on one page will help you know how 
many obligations you need to take care of in a short window of time, and it will 
ÁÌÌÏ× ÙÏÕ ÐÌÁÎ ÈÏ× ÙÏÕȭÌÌ ÂÅ ÐÒÅÐÁÒÅÄ ÆÏÒ ÔÈÅÓÅ ÅÖÅÎÔÓ ÁÎÄ ÄÕÅ ÄÁÔÅÓȢ 

 

 

 

 

 

 

 

 

 

 

How to create your monthly calendar: 
 
When you open up your Google ÃÁÌÅÎÄÁÒ ÁÃÃÏÕÎÔȟ ÓÅÌÅÃÔ ÔÈÅ Ȱ-ÏÎÔÈȱ ÔÁÂ ÏÒ ÃÌÉÃË ÏÎ ÔÈÅ ÓÍÁÌÌÅÒ 

month calendar to the left. 
 

1) Using each of your syllabi, enter all tests, papers, projects, or other due dates in any class, 
or other school responsibilities like monthly or weekly meetings.  

2) Then include any personal obligations you may have such as holidays or birthdays that 
you need to remember.   
 

$Ï ÔÈÉÓ ÂÙ ÃÌÉÃËÉÎÇ ÏÎ ÔÈÅ ÄÁÔÅ ÁÎÄ ÅÎÔÅÒÉÎÇ ÔÈÅ ÅÖÅÎÔ ÎÁÍÅȢ /ÎÃÅ ÙÏÕ ÈÁÖÅ ÁÌÌ ÔÈÉÓȟ ÙÏÕȭÒÅ ÒÅÁÄÙ 
to plan out your preparation.  Work backwards from the due dates to identify preparatory steps 

ÁÎÄ ÔÏ ÅÎÓÕÒÅ ÙÏÕȭÒÅ ÒÅÁÄÙ ÆÏÒ ÔÈÅ ÄÅÁÄÌÉÎÅȢ 
 

 



 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Why a weekly calendar? 
 

Weekly schedules serve two purposes: 
 

1) They establish a regular routine that lets you keep up in all classes, a 
key to learning new information more quickly and better. 
 

2) They allow you to plan specifically for occasional obligations that fall 
in a given week. 

 

 
 

The first step in creating your weekly planner is to input all classes, work hours and personal 
obligations that are consistent all semester long. 

 
Enter events into Google calendar by clicking on the hour you would like to schedule.  A box 
×ÉÔÈ ÔÈÅ ÄÁÔÅ ÁÎÄ ÔÈÅ ×ÏÒÄ Ȭ7ÈÁÔȭ ×ÉÌÌ ÐÏÐ ÕÐ ÌÉËÅ ÔÈÅ ÏÎÅ ÂÅÌÏ×Ȣ    

 
 

 
 
 
 
 
 
 
 
 
 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Next, cÌÉÃË ÏÎ ȬÅÄÉÔ ÅÖÅÎÔ ÄÅÔÁÉÌÓȭ ÁÎÄ ÐÌÕÇ ÉÎ ÙÏÕÒ ÃÌÁÓÓ ÓÃÈÅÄÕÌÅȟ ÉÄÅÎÔÉÆÙÉÎÇ ÅÁÃÈ ÃÌÁÓÓ ÓÐÅÃÉÆÉÃÁÌÌÙȢ  
In this window you can set the event time (starting and ending), identify it as repeating during the 
week and indicate the last date of the course (example below).   

 
 

 
  

The system will automatically send a reminder to your e-mail account each time the event occurs.  
If you do not  ×ÁÎÔ Á ÒÅÍÉÎÄÅÒ ÆÏÒ ÅÖÅÒÙ ÃÌÁÓÓȟ ÔÈÅÎ ÃÌÉÃË ÏÎ Ȭ2ÅÍÏÖÅȭ ÕÎÄÅÒ Ȭ/ÐÔÉÏÎÓȭ ÏÎ ÔÈÅ ÒÉÇÈÔ 
side of the page.  If you do want to set up a reminder, then choose how far in advance you would 
like to be reminded and whether you prefer that reminder to be an e-mail or pop-up (you must be 
logged onto Google calendar in order to receive a pop-up reminder).  Remember to save each 
event before you log out.   

 
 

 

 



 

 

 

 

 

 

    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Follow the above steps entering your class, work and personal schedule.  Be sure to enter all 
obligations you have on a weekly basis, including your work schedule (i f it is not regular, estimate 
the hours) and any extra-curricular activities (meetings, volunteer work, internship, etc.) or 
personal time (family time, commute time, social routines, exercise, etc.) that happen on a regular 
basis every week.   When you are finished, your schedule should look like the one below. 
 

 

 

 
 

 
.Ï× ÔÈÁÔ ÙÏÕ ÈÁÖÅ ÙÏÕÒ ×ÅÅËÌÙ ȰÒÏÕÔÉÎÅȱ ÓÃÈÅÄÕÌÅÄȟ ÙÏÕ ÃÁÎ ÓÔÁÒÔ ÔÏ ÐÌÕÇ ÉÎ ÙÏÕÒ 

study sessions, ensuring that they will not be in conflict with other priorities.  The best 
way to stay on top of material for every class is to use the PLRS system.   



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PLRS 
 

The most effective and time-efficient way to learn is to use the PLRS system.  PLRS is based on 
several known learning principles: 

 
First, because your brain stores new knowledge by connecting it to information already 
learned, PLRS has you learn what has already been covered in class before you are given 
new content to add to that. 
 
3ÅÃÏÎÄÌÙȟ ÉÔ ÒÅÃÏÇÎÉÚÅÓ ÔÈÁÔ ×ÈÁÔ ÙÏÕȭÖÅ ÁÌÒÅÁÄÙ ÇÉÖÅÎ ÓÏÍÅ ÔÈÏÕÇÈÔ ÔÏ ×ÉÌÌ ÓÔÁÙ ×ÉÔÈ ÙÏÕ 
ÂÅÔÔÅÒ ×ÈÅÎ ÉÔȭÓ ÐÒÅÓÅÎÔÅÄ ÔÏ ÙÏÕȟ ÓÏ ÔÈÉÓ ÓÙÓÔÅÍ ÓÅÎÄÓ ÙÏu to class better prepared to 
learn and remember what the professor teaches.   
 
Third, studies have shown that the more you see, hear and work with new information, the 
more likely you are to understand and remember it AND build upon it.  By having you 
consider the same material in several different ways within a short period of time, this 
system increases your long-ÔÅÒÍ ÒÅÔÅÎÔÉÏÎ ÏÆ ÎÅ× ÍÁÔÅÒÉÁÌȟ ÅÌÉÍÉÎÁÔÉÎÇ ÔÈÅ ÎÅÅÄ ÔÏ ȰÃÒÁÍȱ 
before a test because you already know the information.  Study sessions become time to 
polish concepts and think deeper about themɂso you can apply, connect, and evaluate test 
items as needed, thinking clearly and confidently to earn a higher grade!  
 

4ÈÅ ÂÅÓÔ ÐÁÒÔ ÏÆ 0,23 ÉÓ ÔÈÁÔ ÉÔ ÄÏÅÓÎȭÔ ÒÅÑÕÉÒÅ ÍÏÒÅ ÔÉÍÅɂif done correctly, it actually reduces 
your study time while increasing your understanding and retention! 

 
 

Learn better in less time with the

P-L-R-S Learning Cycle

LISTEN
during lecture

Focus

Take notes

Ask questions

Discuss

PREVIEW
STUDY

Before class

Textbook (SQ3R)

Review notes
STUDY 

INTENSIVELY
before next class

Learn it fully

REVIEW
after class

check for complete 

& clear notes

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Preview  

 
Designate a preview session before every class meeting, when you will review your notes from last 
class, take at look at the syllabus to see what will be covered for the next class session, and overview 
the assigned readings, think critically about the topics that will be covered and try get a basic 
understanding of the upcoming lecture material.  The preview is equivalent to stretching before you 
ÅØÅÒÃÉÓÅ ÏÒ ÒÕÎȠ ÉÔ ÁÌÌÏ×Ó ÙÏÕÒ ÂÒÁÉÎ ÔÏ Ȱ×ÁÒÍ ÕÐȱ ÓÏ ÔÈÁÔ ÙÏÕ ÃÁÎ ÇÁÉÎ ÍÏÒÅ ÆÒÏÍ ÌÅÃÔÕÒÅȢ  (Ï× 
much time you set aside may depend on what each class is like (a literature class may require longer 
preview time and less learning time, whereas math classes are the reverse). 
 
As you enter your preview sessions into Google Calendar, keep each one as close as possible to the 
actual class session.  If you plan to preview for 2 classes in one sitting, end with the class you will see 
first so that the information you preview last will be freshest in your mind for your first class the 
next day.  See the example below for clarification.  
 
 

 
 
 

 

Lecture  
 

Go to class and be sure to take ÎÏÔÅÓȦ  4ÈÉÎË ÁÂÏÕÔ ×ÈÁÔ ÙÏÕȭÒÅ ÈÅÁÒÉÎÇ ÏÒ ÓÅÅÉÎÇȟ 
and ask questions when you need to. 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Review  
 
Designate a review session as soon as possible after each class meeting.  Look carefully at your notes, 
making sure that they will be understandable in one or two weeks!  You may want to rewrite your 
notes and/or organize concepts into items you understand well and items that you need to focus on 
during a study session later.  If you plan to review for more than one class at a time, you should 
review the class you most recently got out of first; this is because that information is likely to be the 
freshest in your mind.  See the example below for clarification. 
 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Study  
 

Identify periods of time each week when you will learn all the material presented in class 
(lecture and/or assigned readings) and master the skill or process taught in class 

(homework problems etc.).  Know it well enough that you would do well on a pop quiz at 
the next class meeting. 

 

 

 


