
4: TIME MANAGEMENT 
FOR ONLINE 
LEARNING

Christina Page & Adam Vincent
Kwantlen Polytechnic University



1 6/14/2021

CHAPTER OVERVIEW
4: TIME MANAGEMENT FOR ONLINE LEARNING

4.1: USE YOUR COURSE PRESENTATIONS TO UNDERSTAND THE SHAPE OF YOUR SEMESTER
4.2: CREATE A SEMESTER SCHEDULE
4.3: DEVELOP A WEEKLY SCHEDULE THAT WORKS
4.4: MANAGE DAILY TASKS
4.5: CHOOSE A DAILY TASK MANAGEMENT SYSTEM
4.6: MAKE USE OF SMALL BLOCKS OF TIME

https://libretexts.org/
https://socialsci.libretexts.org/
https://socialsci.libretexts.org/Bookshelves/Education_and_Professional_Development/Book%3A_Learning_to_Learn_Online_(Page_and_Vincent)/04%3A_Time_Management_for_Online_Learning
https://socialsci.libretexts.org/Bookshelves/Education_and_Professional_Development/Book%3A_Learning_to_Learn_Online_(Page_and_Vincent)/04%3A_Time_Management_for_Online_Learning/4.01%3A_Use_your_course_presentations_to_understand_the_shape_of_your_semester
https://socialsci.libretexts.org/Bookshelves/Education_and_Professional_Development/Book%3A_Learning_to_Learn_Online_(Page_and_Vincent)/04%3A_Time_Management_for_Online_Learning/4.02%3A_Create_a_semester_schedule
https://socialsci.libretexts.org/Bookshelves/Education_and_Professional_Development/Book%3A_Learning_to_Learn_Online_(Page_and_Vincent)/04%3A_Time_Management_for_Online_Learning/4.03%3A_Develop_a_weekly_schedule_that_works
https://socialsci.libretexts.org/Bookshelves/Education_and_Professional_Development/Book%3A_Learning_to_Learn_Online_(Page_and_Vincent)/04%3A_Time_Management_for_Online_Learning/4.04%3A_Manage_daily_tasks
https://socialsci.libretexts.org/Bookshelves/Education_and_Professional_Development/Book%3A_Learning_to_Learn_Online_(Page_and_Vincent)/04%3A_Time_Management_for_Online_Learning/4.05%3A_Choose_a_daily_task_management_system
https://socialsci.libretexts.org/Bookshelves/Education_and_Professional_Development/Book%3A_Learning_to_Learn_Online_(Page_and_Vincent)/04%3A_Time_Management_for_Online_Learning/4.06%3A_Make_use_of_small_blocks_of_time


Christina Page & Adam Vincent 5/27/2021 4.1.1 CC-BY-SA https://socialsci.libretexts.org/@go/page/21376

4.1: Use your course presentations to understand the shape of your semester
Online courses often provide you with a great deal of flexibility in organizing your time.  This can be a tremendous asset,
particularly if you are balancing study with work, family, or other commitments.  However, this also requires you to accurately
determine how much work you must complete over the semester, and to develop a plan that allows you to complete this work
effectively.

Many students find it helpful to develop a semester schedule that provides an “overview at a glance” of what will be required. 
You will find the information you need for this in your course presentations.

The following video will help you to better understand how to read your course presentation and how to plan for the semester
ahead.

A YouTube element has been excluded from this version of the text. You can view it online here:
https://kpu.pressbooks.pub/learningtolearnonline/?p=70

Video Transcript: Creating a Semester Schedule

Creating a master schedule for your whole semester can help you to see the big picture and to stay on track. In this video, you
will learn how to compile the information from your course presentations into one master schedule that will allow you to see
your semester at a glance.

Here are 3 STEPS you can take to use your course presentations to create a semester schedule.

Step 1: Create a table with 7 columns, one column for each day of the week, and with one rows for each week of the semester.
Label the days, Monday, Tuesday, and all the way along, across the top of the table. Then label the weeks, across the side of
the table. At this point you can also add specific dates for each week of the semester. You can download a ready-made
semester schedule by clicking in the description of this video.

Step 2: Next, gather up all of your course presentations for the semester. You should have one for each course you are taking,
which includes details about the weekly schedule and readings, assignment due dates, and exams. If you have a part time job,
and know your schedule, and if you have family commitments which have a regular schedule, gather up these schedules as
well.

Step 3: Now, go through the course presentation looking for important details and commitments that will take place in Week 1
of the semester.  This could include required course readings, homework and assignments. On your semester schedule table,
find the day of the week these commitments need to be completed by and write them down. Make sure to include the course
name, the details of the commitment, and what it is worth if it is a graded assignment. Now keep working through your course
presentation, through each week of the semester.  Keep following these same steps for each of your courses, until you have
completed your schedule.

Now, add important life events to your semester schedule – this might include work events, family events, trips and special
occasions.
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In summary, once you have completed these 3 steps using your course presentations to create a semester schedule, you will
now have a central and easily accessible schedule that includes all of your commitments, in one place. You won’t have to go
searching through piles of paper, or back online through the course website, to remember what you have to get done each
week. As well, being able to see, in one place, what your commitments are today, this week, and in the upcoming weeks, can
help you organize your time in the most efficient way possible.
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4.2: Create a semester schedule
A semester schedule gives you a visual picture of the assignments, projects, tests, exams, presentations, and practicum requirements that will happen during the semester. If you are taking a
number of classes, this is a tool to be able to see what is coming up next.

By having the “big picture” in view, you will be able to proactively manage busy periods in your semester.  If you have flexible due dates, you will be able to schedule your assignments for the
optimal time in the semester.  For example, you may notice that you have a larger than typical number of major assignments due in week 6.  This allows you to schedule work on some of these
projects earlier in the semester.

Look at the example semester schedule below.  What do you  notice about what the student chose to include?  What will you include on your semester schedule?  After viewing the example
schedule below, download the semester schedule template to create your own schedule.  When you have completed your schedule, go to the next chapter to move ahead.
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Image Credit: Rawia Inaim
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4.3: Develop a weekly schedule that works
Your next step is to create a weekly schedule.  This will include your class times for face to face or blended classes, work commitments, volunteer roles, practicum placements, as well as any
other regular events in your week.  A weekly schedule is a good tool to evaluate whether your time use allows you to meet your overall goals.  Do you have enough time for study? Is there time
to maintain a healthy lifestyle?  Analyze the example student schedule below.  What do you notice about how this student has planned their week?

Image credit: Rawia Inaim

Download the weekly schedule template here. The following principles will guide you as you create your weekly schedule:

1. Record your regular weekly commitments on the schedule template.  This includes any face to face or blended class times.
2. Designate regular study blocks for each of your classes.  Remember that university courses typically require at least 9-12 hours of weekly study.  Remember that it is more effective to study

for multiple, shorter blocks of time during the week than to plan for one extended study block.  Shorter study periods will allow for greater focus.  Regular review will help you retain
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information well.
3. Record meal times, family times, laundry times, etc.
4. Record all regularly scheduled personal activities such as meetings, employment and athletics.
5. Record any special activities you need to do or want to do on a regular basis.
6. Schedule to start your study period with the courses you like least or that you’re not doing well in. Try to study the same subjects at the same time each study day. Although this seems to be

a mechanical way of scheduling, you will find that such a routine can help you develop a pattern for efficient and effective learning.
7. Schedule a weekly review (WR) for each course. Do it at the end of the week if possible. This weekly review gives you an opportunity to go over the past week’s notes along with the

reading assignments to see what you have been learning in the past week during class and study time for each course. You can also look ahead to plan the next week and determine how
much reading you need to do, what projects are due, and if any tests are scheduled.

8. Keep open some time for daily physical activity. Remember, research indicates that regular exercise will not only give you a general sense of well-being, but can reduce tension and help
you accomplish a tough class, study, and work schedule.

9. Label some empty blocks of time as OPEN for academic or personal needs.
10. Schedule some time during Friday, Saturday, and Sunday for you to play, relax, or do whatever you want to do. This is your reward for sticking to your schedule. In addition, you’ll enjoy

your free time more. Because it is scheduled you do not need to feel guilty.

Try it!
Download the weekly schedule template.  Create your weekly schedule based on the principles you have explored in this chapter.  Follow your schedule for a two week period.  Then, evaluate
and make adjustments.
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4.4: Manage daily tasks
Now that you can see the big picture of your semester and weekly priorities, the next step is to create a daily to-do list to
prioritize your tasks.  The video below introduces you to some principles for creating daily task lists. When you are finished,
move to the next section to choose strategies for managing your tasks.

A YouTube element has been excluded from this version of the text. You can view it online here:
https://kpu.pressbooks.pub/learningtolearnonline/?p=78

 

Managing Daily Tasks Video Transcript

By the time you’ve finished the day today, what will you have accomplished? In this video, you will learn to create a system to
manage your daily to-do list, so that you can prioritize effectively and use your time efficiently. For every task you have to
complete, you need to decide:

1.     When do I need to finish this by?

2.     How much time will it take? and

3.     Is this task a priority, or can it wait until later?

A good to-do list helps you make sure that you complete all of your high priority tasks, and that you allocate a manageable
amount of work to each day. So, how do you make a daily task list? First, you will want to find the format that works best for
you.  Some people prefer to use a paper planner.  Others prefer to use the reminders function on their phone, or another task
list app.  Choose the format that meets your needs the best. Second, you will need to divide your work into tasks that are
specific, measurable, and achievable. In general, a task should be anything that you can complete in a single work period – for
example, in an hour or less.  If you have a large project, break it down into smaller tasks.

Third, you will need to assign your tasks to a specific day.  Make sure that each day’s task list is reasonable and achievable.

Fourth, prioritize each day’s tasks.  What tasks must be finished today.  Be sure that you complete these before moving on to
lower priority tasks.  After the most important things have been done, move on to the less urgent tasks.

At the end of the day, decide what to do with any tasks that aren’t yet complete.  Most often, you will move the task to another
day.  You might also decide that the task isn’t important, and delete it from your list.

Finally, be sure to reward yourself for a day’s work well done. If you are able to create an effective motivational system for
yourself, you will be less likely to procrastinate, and more likely to finish your most important work each day.

To summarize, a daily to-do list can help you stay on track and achieve your most important goals.  Choose a tool that works
for you, organize your tasks, prioritize them, and work through your list each day.
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4.5: Choose a daily task management system
Some students prefer paper-based task management systems, while others prefer to use technology to manage daily tasks. 
Consider the following advantages and disadvantages of systems you might choose.

Choose a Daily Task Management System
System Advantages Disadvantages

Paper planner • User is not required to learn new
technology 
• Eliminates possible distraction with
apps
• Flexible and adaptable to user
preferences

• Difficult to share tasks with team
members in group projects 
• May require time to create effective
calendar and task list layouts

Online calendar (e.g. Outlook Calendar,
Google Calendar)

• Tasks and other life commitments
are integrated in a single view 
• Information is easily viewable on
multiple devices 
• Easy to schedule meetings with
team members or share events

• May be difficult to integrate smaller tasks
into the work plan 
• May be difficult to move incomplete
tasks to a new time slot on a later date

Time management app (e.g. Wunderlist,
Remember the Milk, Microsoft To-Do)

• Information can viewed on multiple
devices 
• Most apps allow project lists to be
shared between team members 
• Easy to integrate small tasks into
the daily task list 
• Easy to mark task completion 
• Incomplete tasks can be
rescheduled simply

• May require time to learn the platform 
• Apps may become obsolete 
• Some apps require payment

Reflection and Action
Consider what kind of task management system will help you most in your current study program:

1. What kind of time management system do you prefer?  Paper or technology-based?
2. Do you plan to keep your current time management system, or make some changes to support your online learning?  If you

are trying a new system, when will you evaluate how effective it is for you?
3. When will you organize your daily tasks?  Will you set aside a longer block of time on a weekly basis for planning, or set

aside a few moments for planning at the beginning or end of each day?

Click here to download a printable worksheet for your reflections.
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4.6: Make use of small blocks of time
Through using smaller blocks of time you can cover material in chunks (more on the next page) and not have to worry about
the larger whole. A mistake that many people make is that they try to cram information into their minds in one large session.
This isn’t a successful strategy for most students.

Look for smaller blocks of time to study. If you are a public transit user, you can likely spend 20 minutes on your bus ride to
read or review for your upcoming class or exam. You could even listen to an audio recording of your notes. In the evening,
instead of watching three episodes of your favourite TV show, you could watch one and spend the remaining time preparing
for your studies. Going out to eat often? Consider making something simple at home that you could put in the oven to cook
without needing tending to; that time could be used doing some work for class and still leave you time for other activities once
dinner is done.

Making time for your studies can be overwhelming. The following video introduces you to ways to use smaller blocks of time
to get your tasks done, while not using up numerous hours at once.

Click on the video to learn more as you continue down this pathway. Answer the questions (by clicking on the icons that
appear) to further your learning.  When you are finished, go to the next chapter to continue.

An interactive or media element has been excluded from this version of the text. You can view it online here: 
https://kpu.pressbooks.pub/learningtolearnonline/?p=84

Video Transcript:  Using Small Blocks of Time Productively

One trick to balancing work and study is taking advantage of small blocks of time to get things done.

In this video, you will consider the small blocks of time in your schedule, and identify strategies to increase your productivity
during these moments in your day.

Often, we think we need to have a lot of time available for study, or we think that we can only study at home or in the library. 
By adjusting your thinking, you’ll be able to open up additional productive learning time.

Do you commute by transit? Though it wouldn’t be ideal to try to master detailed or complicated reading material on the
bus, perhaps you can do some initial scanning or skimming while in transit, to prepare yourself for class or deeper reading
later.
Consider creating flash cards for material that you need to learn. You can take a set of flash cards with you and work
whenever a few minutes become available.  If you use one of the many flash card or self-testing apps available on your
phone, you’ll be able to easily pull out your phone and make use of those small blocks of time.
Self-testing is one of the most effective ways to learn. Create a list of study questions for your course. Pull out the list when
you have time available, and review a few questions.  Keep track of those you answer correctly, and those you need to
study more.
Does your course include access to online videos that explain and review key concepts? Watch a video or two to review, or
to improve your understanding of a key course idea.
Some courses also include access to online self-study questions. Try answering a few review questions in your spare
moments. These online quizzes usually provide immediate feedback on what you understand, and what you should study
further.
Do you like to learn by listening? Make an audio recording of the important points you want to remember, and listen while
you commute or exercise. Maybe audio books are for you – are any of your course materials available in this format?
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