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IsTime Managementimportant?

& Yes! Online learning
relies upon the
dedication of the
student.

& Therefore, time
management Is
essential to student
SUccess In online
COUFSES.
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Responsibility

& Your oenline classreom Is open 24/7. That
convenience IS a major advantage of online
learning, but it's alse a major challenge.

& YOUu must carve out adeguate time to
complete all of the work for your enline class,
and te complete it by the deadlines
established by your instructor.
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Responsibility,Continued

& Online classes are not necessarily easier than on-
campus classes, and they require an equal time
commitment.

& For a typical 3-unit en-campus class, you'd be in
class 3 hours each week, and expected to study and
prepare assignments anoether 6 or se hours each
week. Inan online class, you'll'need te commit to the
same 9 total hours each week. Those can be any 9
noeurs that work for you, as leng as they enable you to
meet the due dates for your Work.




PrinciplesofiTime Use

& Plan your day at the same time each day.

& Allew more time for learning new material,
drafting a paper, grasping concepts, etc.

& As you begin work on each part , jot dewn the
lime you expect to finish ; give yourself a
mini-reward when you finish on time.

& Review for only 15 to 45 minutes ,especially
pefore and after class.
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Principlesi-cont:.

& Do semething daily - don’t procrastinate.

& Schedule harder study tasks when you are
most alert. l,

& Plan to learn materal the first time so. later;
times can be used for review , etc.

& Don't try to allecate ALL your time; just make
sure you schedule what you have to get done.




When'to study:.

& Plan to study twe hours for
every hour you spend in class.

& Study your difficult subjects
first.

& Aveld marathoen study.
SEessIons.

& Study during the time you are
most alert each day.



Time Managementfor
OnlineLearning

& Don't get behind. Review the entire course, and develop your plan for
SUCCESS. Buy your textbook early so you can get started right away.

& Eindthe time of:day. when you work best online. You might be most
productive early in the morning, or during your lunch break at work, or;
late at night. Find the time that works best for you.

& Blocking out specific times during the weekto do your. work, and
be disciplined about keeping to that schedule. For a 3-unit class, block
out about 9 hours each week. Write them on your. calendar, and stick
to them.

& Loginto your course early each week. Early inthe week you can
see what you'll need toe accomplish for that week and modify your.
schedule If: necessary.




lime Managementifor
Online Learning (Continued)

& Login to your class often--at least a few times each week. You can
participate In discussions, check to see If your instructor has any new
announcements, and just stay connected with and focused on the
class.

& Don‘twaituntil the last minute to do your. Work, as computer
problems, an illness, a work crisis might cause you te miss a
deadline. Make it easy on yourself, and plan te complete your work at
least one full day before the deadline. That will give you seme
“preathing room™ It you encounter. a problem.

& Plan ahead. Ifyou know you'll be really busy at work next week, or.
have a big presentation due in anoether class, or you're going on a short
vacation, start your work for: the class in advance.
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Overcoming Rrocrastination

& Setrealistic goals:

& Use goodtime management
skills:

& Longterm planning.

& Break'downilarge tasks.

& Some tasksare notfun.

&) Plan rewards:

§) Learnto'see the relevance.
& Takeaction!



Being Realistic

& Monitor:howwellyour:
scheduleis\working:

& Evaluateifiyouhave < /)
enough study time. A A\

5§ Admitwhenthe schedule g@%
you have created isnot s #
Working: \

S
§) Thenreevaluate and starit
over; andover, and over.
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