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Module 4-Time Management

An online course offers you more flexibility for when you'll participate in class
discussion. With this flexibility, you'll need to be conscious of how to manage

your time to make sure you're keeping up with required class activities. It's very
easy to overlook how much of your day is spent commuting to work, preparing
meals, and when there's time...sleeping!

Watch this video to get you started!

To get started thinking about managing your time, please watch this video for advice from
experienced online students:

Justin'Gill

online M.S-in
Georgetown 0]
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Here are some additional materials to help you manage your time.

The reality of time management for a 5 cr. class

For every one hour spent in class you should spend 2 hours outside of class preparing

class/week of class/week class/week

11 weeks 4 hours, 10 min. 8 hours, 20 min. 12.5 hours
8 weeks >5 hours >10 hours >15 hours
2 weeks >10 hours >20 hours =30 hours

Yikes...that’s a lot of time.

Understand your course navigation
In other words....do not rely on CANVAS to tell you when an
assignment is due

Is your course organized by Modules?
How is 3 “week” defined in your course? Sun-Sat? Mon-Fri? When does the week end?
When is your professor available to answer questions? M-F, 9-57
How do the course deadlines translate to your time zone?

What are the weskly assignments?

Do you need to post to a Discussion Board every week? By when?

Do you need to respond to Discussion Board posts evary week? By when?
Are there bigger projects that will take a few weeks to complete? Rough drafts or cutlines due ahead of time?

Presentations? Group work?
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Daily Time Inventory Tool

This tool will help you think about how you spend your time during a typical day. Will you
have enough time in the day for your online coursework?

It's required that your entries below add up to exactly 24 hours. Don't be
discouraged if you run over the 24 hour limit. Make sure to change your hours around in
order to leave enough time for your online classes and homework.

Classes 0 | hrs
Studying/Homework 0  hrs
Sleeping 0 | hrs
Work/Internship 0 hrs
Family commitments 0 hrs
Personal care/grooming 0  hrs
Meal preparation/eating/dishes 0  hrs
Transportation (school/work) 0  hrs
Socializing/Exercise/Hobbies (Music, Sports, Movies, efc.) 0 hrs
Relaxing (TV, video games, efc ) 0 | hrs
Total 0 hrs

Save Daily Time Inventory

Click on the above link to view how you and other students in this course divide
their daily time.
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Weekly Assighment Plan

WEEKLY ASSIGNMENT PLAN
(Use to plan out when you will do specific study/assignments/papers)

Sun Mon Tues Wed Thurs Fri Sat

Morning

Afternoon

Evening

Study Habits and Resources

Research Path (Links to an external site.
o CMC Libraries provides step-by-step guide to help guide vour online research.

Get Research Help from an CMC Librarian (Links to an external site.

o Email, call, or chat online with a CMC Library Services librarian for assistance
during any stage of the research process - even help sorting through information you
find on the internet.

Learning and Study Strategies Inventory (LASSI) (Links to an external
&

CMC Learning Assistance Programs has written a guide to help you use the

right type of studying for various learning goals 1) taking notes 2) move

information into long-term memory 3) check for understanding of concepts

4) prevent forgetting 5) improving learning skills
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