
  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 

 

 

 

 

 

 

 

 
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, or do you “go with the flow” as things come up, 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 opportunities you’ll have to 

become a competent manager of time and priorities is in college, when you have greater self-
determination alongside more varied and significant responsibilities.  Whether you’re looking for 

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 

calendars can’t do.   You need to know of upcoming tests, papers, or special 
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 

allow you plan how you’ll be prepared for these events and due dates. 
 

 

 

 

 

 

 

 

 

 

How to create your monthly calendar: 
 
When you open up your Google calendar account, select the “Month” tab or click on the smaller 

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.   
 

Do this by clicking on the date and entering the event name. Once you have all this, you’re ready 
to plan out your preparation.  Work backwards from the due dates to identify preparatory steps 

and to ensure you’re ready for the deadline. 
 

 



 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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 
with the date and the word ‘What’ will pop up like the one below.    

 
 

 
 
 
 
 
 
 
 
 
 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Next, click on ‘edit event details’ and plug in your class schedule, identifying each class specifically.  
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 want a reminder for every class, then click on ‘Remove’ under ‘Options’ on the right 
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 (if 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. 
 

 

 

 
 

 
Now that you have your weekly “routine” scheduled, you can start to plug in your 

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. 
 
Secondly, it recognizes that what you’ve already given some thought to will stay with you 
better when it’s presented to you, so this system sends you 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-term retention of new material, eliminating the need to “cram” 
before a test because you already know the information.  Study sessions become time to 
polish concepts and think deeper about them—so you can apply, connect, and evaluate test 
items as needed, thinking clearly and confidently to earn a higher grade!  
 

The best part of PLRS is that it doesn’t require more time—if 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 
exercise or run; it allows your brain to “warm up” so that you can gain more from lecture.  How 
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 notes!  Think about what you’re hearing or seeing, 
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. 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Daily To-Dos 
 
The last step in successful time management is to create a daily to-do list; plan today 
what you will do tomorrow.  The best time to create a to-do list is at the end of a day 
for the following day, when you’re still more conscious of these items.  To-do lists 
allow you to see what you have to accomplish the next day.   This is where very 
specific assignments (read chapter 4, draft history essay, etc.) are identified so you 
remember to do them and so you make good use of any unexpected free time in your 
day. You should include both academic and personal obligations you may have to 
take care of.  Below is an example of a to-do list: 
 

1) Edit paper for English 100 (due tomorrow) 
2) Mail rent check (due Friday) 
3) Call for work schedule 
4) Pay car insurance (due next Monday) 
5) Begin review for Econ exam (due next Wednesday) 

 
 

If you’d like to carry a paper list you might find it helpful to keep a pad of paper by your bed to jot down 
items before sleeping and check when you get up.  Or if it’s more convenient to check your phone, use the 
notepad feature.  But if you can access your Google Calendar throughout the day, you can take advantage 

of the new task list feature: 
 

1) Open Google Calendars and click on ‘Tasks’ located in the upper left corner of the screen.  
2) Once open, a ‘Tasks’ bar will appear on the right side of the screen.  Under the title ‘Tasks’ you will 

see the words “No due date.”  This will change as you click the box to the left, which shows a + or a 
– when you click on it.  To create your list make sure the sign in the box shows -, then simply click 
below the title ‘- No Due Date’.  Once you click, you will see your cursor next to an empty box. 
Write out your ‘to-do’ item here as seen below.   
 

 
 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
When finished you can set a specific due date for the item by clicking on the arrow to the 
right and entering the date information.  You may not need to indicate specific due dates if 
all tasks are to be completed on the same day.   If you indicate a due date, the item will 
appear in the list and on the calendar for that date.  

 

 
 
 
 
Once finished, the list will remain on the right side of the screen. Items are automatically saved 
once entered.  If you do not want the list visible, click the X in the upper right corner of the box.   
Click the box to the left of the ‘to-do’ to cross out an items you’ve completed (see example above). 
 
Overall, creating a list allows you to see what you have to do for the day, and prioritize tasks based 
on importance. “To-dos” are also great for motivation because you are able to see all that you can 
accomplish in one day by crossing off items you complete! 
 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

Procrastination 
 
Do you have the intentions to study, but never quite get to it?  Do chores, friends, Facebook,  
re-runs of Lost or your pets keep you from starting that paper due tonight in class?  Do you claim, 
“I work best on a deadline”?  If any of these statements are true then you are a procrastinator!  
Procrastination is a problem we all deal with.  Studies have shown that a majority of people 
procrastinate in their daily lives whether it is doing laundry, calling our parents, filing taxes, or 
completing assignments.  Procrastination becomes a problem when it prevents us from 
achieving our set goals.  If you feel that you need some guidance in dealing with procrastination 
issues, contact us using the information below.  Remember: You are not alone!   
 
 

 

Need Personal Help? 
 

If you want more help with managing your time, or if you need help developing other 
study skills such as memory and exam techniques, reading strategies, note taking 

strategies and much more, make an appointment to visit a Learning Skills Specialist 
today by  

calling (562) 985-5350  
or coming into the Learning Assistance Center located in the  

Horn Center room 104. 
 

 


