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Time Management Training Project Plan 

Scope 

The purpose of the Time Management for Online Learners project is to address the needs 

of CSU Fullerton online students.  The number of students utilizing distance education through 

online courses at CSUF continues to grow.  Successful completion of an online course depends 

on many factors, including the student’s prior knowledge of the course topic, their motivation, 

and their ability to manage their time.  Effective time management is a skill that requires 

identifying required activities, setting priorities and goals for completing the work, and 

continuously monitoring progress. 

HBG Inc. has been contracted to produce a multimedia training module that will serve as 

a resource for effective time management techniques, increasing the likelihood that CSUF online 

students will achieve their educational goals.  The 15-minute self-executable flash module will 

contain instruction on time management, helpful tips, and self-assessment activities to provide 

feedback to the learner on how well they understand and can apply the principles of time 

management. 

The module will be made available via the CSUF website to all students that register for 

an online class.  Students will be notified of this resource upon registration. Students who 

complete the training will be sent follow-up surveys at several points during the term to allow 

them to self-assess their progress and make needed adjustments. 

Goal 

The goal of this project is to provide an easily accessible training and self-assessment 

resource to assist all CSUF online students gain a level of understanding of effective time 

TIME MANAGEMENT TRAINING PROJECT PLAN 3



 

 

management skills needed to allow them to succeed in their individual online learning 

experience. 

Objectives 

On completion of the training, CSUF online students will be able to: 

 Name the 5 keys to effective time management 

 Create their semester planner using the course syllabus 

 Use an Eisenhower box to set priorities from a list of tasks 

 Define a space that provides a productive work environment 

 Enlist the support of family, friends and coworkers 

 Designate time each day for logging in to the course board 

 Make effective choices when faced with time management issues 

Description of the Learners 

The target learner for the Time Management training typically ranges in age from 18 to 

55 years of age and has a minimum of a high-school education.  They will include both 

traditional and non-traditional students, some who may already have completed college 

coursework, or have earned a degree or certificate. Learners are assumed to possess a minimum 

10th grade reading level. 

Learners have varying work and other commitments that may impact time available for 

online studies. For example, some learners may work full-time in addition to being enrolled in a 

full-time degree program, while others may have fewer constraints on their time.  This will affect 

the time available for their instructional activities. Students’ motivation to succeed may be 

extrinsic, intrinsic or both.  They may be on a path to earn a degree/certification or on their quest 

for self-improvement. 
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Students enrolled in an online course must complete the SmarterMeasure Learning 

Readiness Indicator, a web-based assessment which measures a learner's readiness for 

succeeding in an online and/or technology rich learning program.  The 124-item survey covers 

individual attributes, life factors, learning styles, technical competency, technical knowledge, on-

screen reading rate/recall, and typing speed/accuracy.  A detailed report is provided to the 

student to provide immediate feedback regarding their strengths and weakness as they relate to 

online learning. 

Description of Pedagogy 

Our whole-task approach is problem-centered, with realistic scenarios.  Learners are 

supported and guided during the problem-solving episodes to minimize cognitive overload.  The 

lesson pedagogy supports inductive learning, where learners have the freedom to try different 

actions and reflect on outcomes.  Intrinsic feedback enables learners to see the consequences of 

their actions and infer the accuracy of their action from the consequence.  Avatars are engaged to 

model expert thinking and provide learner guidance. 

Although the Time Management training module will be made available to all students, it 

will be specifically targeted to online learning students, to whom it is very relevant.  The 

scenarios provide common dilemmas with which students can identify.  These scenarios are 

combined with the instructional content to complement the material and provide opportunities 

for formative feedback.  

The transfer of learning for this training is primarily near, dealing with time management 

of an online learning situation.  However, there is opportunity for far transfer to other situations 

in the learner’s life. 
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Forms of Assessment 

Level 1 – Post-training Survey 

Following the completion of the module, the student will be emailed a survey and a have 

a link in their CSU dashboard to provide feedback on their experience using the Time 

Management training module. 

The survey will use a 3-point Likert scale to rate the following: 

 Overall impression 

 Ease of use 

 Time required to complete 

 Understandable 

 Usefulness 

Level 2 – Assessing Learning During Training 

During the user's experience in the Time Management training module, the user will be 

posed various questions to have them indicate their ability to make decisions related to various 

time management dilemmas. At the end of the module, the learner will be provided a list of 

unordered tasks related to time management and asked to put them in the correct order. 

Level 3 – Assessing Behavior Change During Semester 

Following the completion of the Time Management training module, the learner will be 

emailed follow-up surveys at four, eight and twelve weeks to see how they are applying the five 

keys of Time Management in their online course experience. 

The survey will use a 3-point Likert scale to self-assess: 

 Overall ability to manage their time 

 Success applying Key 1 
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 Success applying Key 2 

 Success applying Key 3 

 Success applying Key 4 

 Success applying Key 5 

 Changes they will make to their time management strategy 

 Did they make the changes from the last survey? (only at eight and twelve weeks) 

 If so, how did the changes affect ability to manage their time (only at eight and 

twelve weeks) 

Level 4 – Assessing Results and Return on Investment End of Semester 

At the end of the semester, the student will be sent a final survey to have them provide 

feedback on how they felt they handled Time Management overall during the semester. CSU will 

also be able to track the grade awarded for the course as another indicator of how the student 

performed. 

The survey will use a 3-point Likert scale to self-assess: 

 Overall ability to manage their time 

 Success applying Key 1 

 Success applying Key 2 

 Success applying Key 3 

 Success applying Key 4 

 Success applying Key 5 

 Did they make the changes from the last survey?  

 If so, how did the changes affect ability to manage their time  
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Feedback from learners will used to gauge the effectiveness of the training module. HGB, 

Inc. will analyze the data provided and make recommendations for enhancements to the Time 

Management training module. 
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Constraints - Hardware 

Computers:  PC Details and comments 
RAM: 1 GB minimum 
Monitor resolution: 1024 x 768 minimum 
Sound Card: required 
Network: n/a 
Processor: n/a 
Hard Drive capacity: n/a 
CD-ROM: n/a 
Modem speed: Dial-up internet access not supported 
Computers:  Macintosh    
RAM: 1 GB minimum 
Monitor resolution: 1024 x 768  minimum 
Sound Card: required 
Network: n/a 
Processor: n/a 
Hard Drive capacity: n/a 
CD-ROM: n/a 
Modem speed: Dial-up internet access not supported 
Computers:  Other   N/A 
RAM:  
Monitor resolution:  
Sound Card:  
Network:  
Processor:  
Hard Drive capacity:  
CD-ROM:  
Modem speed:  
Comments:  Use this area to provide other 
information that will help define the 
hardware constraints, such as distribution 
of different types of computers, their 
accessibility, and so on. 
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Constraints - Software 

Computers:  PC Details and comments 
Operating system, including release no.: Windows XP, Vista or 7 
Browser, including version no.: Internet Explorer 7 or higher, Firefox 3.0 or 

higher, Chrome 18.0 or higher, Safari 4 or 
higher 

Word processing: n/a 
Spreadsheet: n/a 
Network: Broadband or high-speed internet access. 

Broadband includes DSL, cable, and wireless 
connections. 

Authoring system required: n/a 
Testing system required: n/a 
Other:  
Computers:  MAC    
Operating system, including release no.: Mac OS X 10 or higher 
Browser, including version no.: Internet Explorer 7 or higher, Firefox 3.0 or 

higher, Chrome 18.0 or higher, Safari 4 or 
higher 

Word processing: n/a 
Spreadsheet: n/a 
Network: Broadband or high-speed internet access. 

Broadband includes DSL, cable, and wireless 
connections. 

Authoring system required: n/a 
Testing system required: n/a 
Other:  
Computers:  Other   N/A 
Operating system, including release no.:  
Browser, including version no.:  
Word processing:  
Spreadsheet:  
Network:  
Authoring system required:  
Testing system required:  
Other:  
Comments:  Use this area to provide other 
information that will help define the 
software constraints, such as use of 
integrated packages, such as Lotus Notes, 
firewall software, security restrictions,  and 
so on. 
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Constraints - Budget 

Total available budget:   $  16,720.00 
Comments: 

Payment Contingencies 
 

Payment 1:  Project Plan delivered on 5/20/2012 
 
Payment 2:  Alpha (Prototype) version delivered on 
6/3/2012 
 
Payment 3:  Beta version on 7/1/2012 
 
Payment 4:  Final Version on 7/22/2012 
(15-minute self-executable flash module) 
 

 
 
 
$  4,180.00 
 
$  4,180.00 
 
 
$  4,180.00 
 
$  4,180.00 

 

Constraints - Timeline 

Final deadline:   7/22/2012 
Intermediate deadlines:  (List all deadlines here, for 
both client and developer.) 

 

Deadline 1: Approve Project Schedule 5/16/2012 
Deadline 2: Deliver Project Plan 5/20/2012 
Deadline 3: Deliver Prototype (Alpha) Version 6/3/2012 
Deadline 4: Complete Alpha Testing 6/11/2012 
Deadline 5: Complete Alpha Regression Tests 6/27/2012 
Deadline 6: Deliver Beta Version 7/1/2012 
Deadline 7: Complete Beta/Usability Testing 7/8/2012 
Deadline 8: Complete Beta Regression Tests 7/19/2012 
Deadline 9: Deliver Release Version 1.0 7/22/2012 
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Constraints – Client Responsibilities 

Item Primary Contact Persons 
Contract negotiation/legal: Doug Boynton, CSU 
Project coordination: Doug Boynton 
Subject-matter:  (Name SME contacts, availability, and 
any other constraints.) 

Alisa Berger 

Assets:  (Such as video, audio, artwork) Alisa Berger 
Technical:  (Hardware, networks, webmaster) Pat Wright 
Billing: Tim Miles 
Required actions:  
Providing materials:  (Scripts, assets, etc.  Include 
persons responsible for doing and for sign-off.)  

Item 1: CSU Student Database API Pat Wright 
Item 2: Survey Results Pat Wright 

Required reviews and turn-around:  (Include persons 
responsible for doing and for sign-off.)  

Review 1: Project Schedule Doug Boyton 
Review 2: Project Plan Doug Boyton 
Review 3: Alpha (Prototype) Version Doug Boyton 
Review 4:  Beta Version Doug Boyton 
Review 4:  Final Version Doug Boyton 

List required client actions with timelines:  (For 
example, required reviews, turn-around times, sign-off 
requirements, and so on.) 

 

Action 1: Project Plan Sign-off 5/25/2012 
Action 2: Alpha (Prototype) Version Sign-off 6/8/2012 
Action 3: Beta Version Sign-off 7/6/2012 
Action 4: Final Version sign-off 7/27/2012 

Invoice payments:  
Payment 1:  $  4180.00 5/28/2012 
Payment 2:  $  4180.00 6/18/2012 
Payment 3:  $  4180.00 7/9/2012 
Payment 4:  $  4180.00 7/30/2012 
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Constraints – Developer Responsibilities 

Item Primary Contact Persons 
Project Management: Amy Harrell 
Billing: Amy Harrell 
Design Laurie Bailyn 
Content Laurie Bailyn 
Graphics Peter Gale, Laurie Bailyn 
Audio/Video Peter Gale 
Implementation Peter Gale 
Testing Laurie Bailyn, Amy Harrell 
Technical Peter Gale 
  
Required documents:  
Planning: Project Plan Amy Harrell 
Design: Flowchart & Storyboards Laurie Bailyn 
Interface: Style Guide Peter Gale 
Testing: Alpha Evaluation Guide, Beta/Usability Test 
Procedure 

Amy Harrell 

Evaluation: Student surveys Amy Harrell 
  
Deliverables: Date Due: 
Deliverable 1:  Project Plan 5/20/2012 
Deliverable 2:  Project Schedule 5/20/2012 
Deliverable 3:  Alpha Version (Prototype) 6/3/2012 
Deliverable 4:  Beta Version 7/1/2012 
Deliverable 5:  Final Version (V1.0)  
15-minute self-executable flash module 

7/22/2012 
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Costing Guide

Project Definition
Hours Rate Sub-total

Amy Harrell 16 hours @ $50.00 per hour. $800.00
Laurie Bailyn 8 hours @ $50.00 per hour. $400.00
Peter Gale 8 hours @ $50.00 per hour. $400.00

hours @ per hour. $0.00
Total hours  for Project Definition: 32.00
Total cost  for Project Definition: $1,600.00

Content Acquisition
Hours Rate Sub-total

Amy Harrell 2 hours @ $50.00 per hour. $100.00
Laurie Bailyn 8 hours @ $50.00 per hour. $400.00
Peter Gale 2 hours @ $50.00 per hour. $100.00

hours @ per hour. $0.00
Total hours  for Content Acquisition: 12.00
Total cost  for Content Acquisition: $600.00

Design
Hours Rate Sub-total

Amy Harrell 2 hours @ $50.00 per hour. $100.00
Laurie Bailyn 16 hours @ $50.00 per hour. $800.00
Peter Gale 2 hours @ $50.00 per hour. $100.00

hours @ per hour. $0.00
Total hours  for Design: 20.00
Total cost  for Design: $1,000.00

Scripting
Hours Rate Sub-total

Amy Harrell 4 hours @ $50.00 per hour. $200.00
Laurie Bailyn 8 hours @ $50.00 per hour. $400.00
Peter Gale 4 hours @ $50.00 per hour. $200.00

hours @ per hour. $0.00
Total hours  for Scripting: 16.00
Total cost  for Scripting: $800.00
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Costing Guide

Graphics
Hours Rate Sub-total

Amy Harrell 0 hours @ $50.00 per hour. $0.00
Laurie Bailyn 4 hours @ $50.00 per hour. $200.00
Peter Gale 8 hours @ $50.00 per hour. $400.00

hours @ per hour. $0.00
Total hours  for Graphics: 12.00
Total cost  for Graphics: $600.00

Video
Hours Rate Sub-total

Amy Harrell 4 hours @ $50.00 per hour. $200.00
Laurie Bailyn 4 hours @ $50.00 per hour. $200.00
Peter Gale 4 hours @ $50.00 per hour. $200.00

hours @ per hour. $0.00
Total hours  forVideo: 12.00
Total cost  for Video: $600.00

Audio
Hours Rate Sub-total

Amy Harrell 4 hours @ $50.00 per hour. $200.00
Laurie Bailyn 4 hours @ $50.00 per hour. $200.00
Peter Gale 4 hours @ $50.00 per hour. $200.00

hours @ per hour. $0.00
Total hours  for Audio: 12.00
Total cost  for Audio: $600.00

Screens
Hours Rate Sub-total

Amy Harrell 4 hours @ $50.00 per hour. $200.00
Laurie Bailyn 4 hours @ $50.00 per hour. $200.00
Peter Gale 24 hours @ $50.00 per hour. $1,200.00

hours @ per hour. $0.00
Total hours  for Screens: 32.00
Total cost  for Screens: $1,600.00
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Costing Guide

User Authentication
Hours Rate Sub-total

Amy Harrell 0 hours @ $50.00 per hour. $0.00
Laurie Bailyn 0 hours @ $50.00 per hour. $0.00
Peter Gale 8 hours @ $50.00 per hour. $400.00

hours @ per hour. $0.00
Total hours  for User Authentication: 8.00
Total cost  for User Authentication: $400.00

Data Management
Tasks: Hours Rate Sub-total
Amy Harrell 0 hours @ $50.00 per hour. $0.00
Laurie Bailyn 0 hours @ $50.00 per hour. $0.00
Peter Gale 8 hours @ $50.00 per hour. $400.00

hours @ per hour. $0.00
Total hours  for Data Managment: 8.00
Total cost  for Data Management: $400.00

Survey Instruments
Hours Rate Sub-total

Amy Harrell 8 hours @ $50.00 per hour. $400.00
Laurie Bailyn 2 hours @ $50.00 per hour. $100.00
Peter Gale 2 hours @ $50.00 per hour. $100.00

hours @ per hour. $0.00
Total hours  for Survey Instruments: 12.00
Total cost  for Survey Instruments: $600.00

Alpha (Prototype)Testing
Hours Rate Sub-total

Amy Harrell 12 hours @ $50.00 per hour. $600.00
Laurie Bailyn 8 hours @ $50.00 per hour. $400.00
Peter Gale 22 hours @ $50.00 per hour. $1,100.00

hours @ per hour. $0.00
Total hours  for Alpha Testing: 42.00
Total cost  for Alpha Testing: $2,100.00
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Costing Guide

Beta/Usability Testing
Hours Rate Sub-total

Amy Harrell 12 hours @ $50.00 per hour. $600.00
Laurie Bailyn 8 hours @ $50.00 per hour. $400.00
Peter Gale 24 hours @ $50.00 per hour. $1,200.00

hours @ per hour. $0.00
Total hours  for Beta/Usability Testing: 44.00
Total cost  for Beta/Usability Testing: $2,200.00

Project management
Hours Rate Sub-total

Amy Harrell 20 hours @ $50.00 per hour. $1,000.00
Laurie Bailyn 4 hours @ $50.00 per hour. $200.00
Peter Gale 4 hours @ $50.00 per hour. $200.00

hours @ per hour. $0.00
Total hours  for Project management: 28.00
Total cost  for Project management: $1,400.00

Clerical
Hours Rate Sub-total

Amy Harrell 8 hours @ $30.00 per hour. $240.00
Laurie Bailyn 8 hours @ $30.00 per hour. $240.00
Peter Gale 8 hours @ $30.00 per hour. $240.00

hours @ per hour. $0.00
Total hours  for Clerical: 24.00
Total cost  for Clerical: $720.00

Travel
Airfares $0.00
Hotels $0.00
Car rentals $0.00
Per diem $1,000.00
Mileage $500.00
Taxi $0.00
Parking $0.00

Total cost for Travel $1,500.00
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Costing Guide

Project Summary

Total expenses (non-salary) $1,500.00
Total salaries $15,220.00

TOTAL HOURS 314.00
TOTAL COSTS $16,720.00
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Team Assignments & Responsibilities 

Team Manager: Amy Harrell 
Team members: Laurie Bailyn & Peter Gale 
 

Task Amy Harrell Laurie Bailyn Peter Gale Team 
PLANNING     
Scope, Goal & 
Objectives     

Description of Learners     
Description of Pedagogy     
Constraints     
Budget     
Content Acquisition     
Flowchart     
Storyboards     
Forms of Assessment     
Alpha (Prototype) 
Evaluation     

Beta (Usability) Testing 
Procedure     

Project Schedule     
Team Responsibilities     
DESIGN     
Brainstorming     
Flowchart     
Storyboards     
Narrative     
Style Guide     
DEVELOPMENT     
Graphics     
Slides     
Audio     
Video     
Create Alpha (Prototype)     
Alpha Evaluation     
Beta Development     
Create Beta Version     
Beta/Usability Testing     
Release Version     
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ID Task Name % Complete Work Duration Start

1 Initial Brainstorming 100% 8.92 hrs 9 hrs Mon 4/23/12

2 Brainstorming Meeting 100% 3 hrs 1 hr Mon 5/7/12

3 Project Plan 100% 81.5 hrs 96 hrs Tue 5/8/12
4 Create Preliminary Schedule 100% 2 hrs 2 hrs Tue 5/8/12

5 Write Scope, Goals & Objectives 100% 2 hrs 2 hrs Tue 5/8/12

6 Write Learner Description 100% 4 hrs 4 hrs Thu 5/10/12

7 Write Pedagogy 100% 4 hrs 5.6 hrs Fri 5/11/12

8 Write Forms of Assessment 100% 4 hrs 4 hrs Mon 5/14/12

9 Content Acquisition 100% 8 hrs 8 hrs Sat 5/12/12

10 Create Flowchart 100% 4 hrs 4 hrs Sun 5/13/12

11 Write Style Manual 100% 8 hrs 8 hrs Wed 5/16/12

12 Develop Prototype Storyboards 100% 12 hrs 20 hrs Sun 5/13/12

13 Write Alpha Test Procedures 100% 4 hrs 4 hrs Tue 5/15/12

14 Specify Constraints 100% 4 hrs 4 hrs Fri 5/18/12

15 Write Budget 100% 4 hrs 4 hrs Sat 5/19/12

16 Project Schedule 100% 4 hrs 4 hrs Fri 5/18/12

17 Review Final Schedule 100% 1.5 hrs 0.5 hrs Tue 5/15/12

18 Approve Final Schedule 100% 0 hrs 0 hrs Wed 5/16/12

19 Team Status Meeting #1 100% 3 hrs 1 hr Wed 5/16/12

20 Write Beta/Usability Test Procedures 100% 4 hrs 4 hrs Thu 5/17/12

21 Develop Learner Follow-up Survey 100% 4 hrs 4 hrs Sat 5/19/12

22 Review Project Plan 100% 3 hrs 1 hr Sat 5/19/12

23 Project Plan Updates 100% 1 hr 1 hr Sat 5/19/12

24 Approve Project Plan 100% 0 hrs 0 hrs Sat 5/19/12

25 Deliver Project Plan 100% 1 hr 1 hr Sun 5/20/12

26 Development 100% 78 hrs 80 hrs Wed 5/23/12

27 Acquire/create Graphics 100% 8 hrs 8 hrs Wed 5/23/12

28 Develop Captivate slides 100% 24 hrs 24 hrs Wed 5/23/12

29 Record Video 100% 10 hrs 16 hrs Wed 5/23/12

30 Record Audio 100% 10 hrs 16 hrs Wed 5/23/12

31 Integrate Audio 100% 12 hrs 20 hrs Sun 5/27/12

32 Integrate Video 100% 8 hrs 5.33 hrs Thu 5/31/12

33 Produce Alpha version 100% 4 hrs 4 hrs Sat 6/2/12

34 Deliver Alpha version 100% 2 hrs 2 hrs Sun 6/3/12

35 Alpha Testing 100% 38 hrs 200 hrs? Mon 6/4/12
36 Conduct Alpha testing 100% 8 hrs 24 hrs Mon 6/4/12

37 Alpha test updates 100% 16 hrs 29 hrs Thu 6/14/12

38 Alpha regression testing 100% 8 hrs 24 hrs? Sat 6/23/12

39 Produce Beta version 100% 4 hrs 4 hrs? Sat 6/30/12

40 Deliver Beta version 100% 2 hrs 2 hrs? Sun 7/1/12

41 Beta Testing 100% 22 hrs 128 hrs? Mon 7/2/12
42 Conduct Beta/Usability testing 100% 6 hrs 18 hrs? Mon 7/2/12

43 Beta test updates 100% 8 hrs 18.67 hrs? Wed 7/11/12

44 Beta regression testing 100% 8 hrs 16 hrs? Tue 7/17/12

45 Produce 1.0 Release version 100% 4 hrs 4 hrs? Fri 7/20/12

46 Deliver 1.0 Release version 100% 2 hrs 2 hrs Sun 7/22/12

100% Amy Harrell[33%],Laurie Bailyn[33%],Peter Gale[33%]

100% Amy Harrell,Laurie Bailyn,Peter Gale

100% Amy Harrell

100% Amy Harrell

100% Amy Harrell

100% Amy Harrell

100% Amy Harrell

100% Laurie Bailyn

100% Laurie Bailyn

100% Peter Gale

100% Laurie Bailyn

100% Amy Harrell

100% Amy Harrell

100% Amy Harrell

100% Amy Harrell

100% Amy Harrell,Laurie Bailyn,Peter Gale

5/16

100% Amy Harrell,Laurie Bailyn,Peter Gale

100% Amy Harrell[50%],Laurie Bailyn[50%]

100% Amy Harrell

100% Amy Harrell,Laurie Bailyn,Peter

100% Amy Harrell

5/19

100% Amy Harrell

100% Peter Gal

100%

100% A

100% A

100%

S S M T W T F S S M T W T F S S M T W T F S S M T W T F S S M T W T F S S M
Apr 22, '12 Apr 29, '12 May 6, '12 May 13, '12 May 20, '12 May 27

Task

Split

Progress

Milestone

Summary

Project Summary

External Tasks

External Milestone

Deadline

Page 1

Project: Time_Management_Project.mp
Date: Sat 7/21/12
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 Gale

e[67%],Laurie Bailyn[33%]

Peter Gale

my Harrell[21%],Laurie Bailyn[21%],Peter Gale[21%]

my Harrell[21%],Laurie Bailyn[21%],Peter Gale[21%]

Peter Gale[60%]

100% Peter Gale[150%]

6/2

100% Amy Harrell

100% Amy Harrell[11%],Laurie Bailyn[11%],Peter Gale[11%]

100% Peter Gale[55%]

100% Amy Harrell[11%],Laurie Bailyn[11%],Peter Gale[11%]

100% Peter Gale

100% Laurie Bailyn

100% Laurie Bailyn[17%],Peter Gale[17%]

100% Peter Gale[43%]

100% Amy Harrell[17%],Laurie Bailyn[17%],Peter Gal

7/20

100% Amy Harrell

T W T F S S M T W T F S S M T W T F S S M T W T F S S M T W T F S S M T W T F S S M T W T F S S M T W T F S S M T W T F S S M T W T
 '12 Jun 3, '12 Jun 10, '12 Jun 17, '12 Jun 24, '12 Jul 1, '12 Jul 8, '12 Jul 15, '12 Jul 22, '12 Jul 29, '12

Task

Split

Progress

Milestone

Summary

Project Summary

External Tasks

External Milestone

Deadline

Page 2

Project: Time_Management_Project.mp
Date: Sat 7/21/12
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Style Manual 
Look and Feel 

Format Text-based tutorial with embedded video, audio, and interactive 

elements for self-assessment. 

Screen Size 1024 x 768 

Logo Only used on the title screen with a semi-transparent effect applied. 

Fonts and Color Headings and primary text in Chalkduster, White #ffffff size 48 on a 

dark blue #082747 banded background at the top of the slide.  

There will only be one level of headings used. Main body text Adobe 

Myriad Pro, black #000000 size 24 on a nearly white #f1f0f0 

background.  Color choices mimic the fullerton.edu web site. 

Buttons Other text is 24 pt. following the same color scheme as the heading. 

Global ‘Exit,’ ‘Back’, and ‘Next’ buttons for simple navigation at 

the bottom of the screen. ‘Home’ button used on key slides.  

Some buttons will trigger audio or video, typically located in the 

bottom left corner. 

Style Conventions 

Grammar, Usage All text written in standard English at the 10th grade reading level. 

Tone, Voice A positive and encouraging tone using active voice. Video and audio 

content style will vary based on the author. 

Culture The sole audience is the online adult learner, likely between 18 and 

55 years of age. All attempts will be made to avoid gender or 

cultural bias. 
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Graphics Simple images meant to convey symbolic value. Video narration 

with text overlay to highlight key ideas. 

Audio Narrative audio of short duration will be used throughout. 

Functionality 

Screen Size Due to larger displays and faster Internet connections, display will be 

at 1024 x 768. Use of video may require up to 2 to 12 MB per screen 

depending on how many videos a user chooses to stream. 

User Interface Aside from the native support of browsers for Tab-based navigation. 

No hot keys will be provided or mapped for functionality. Users will 

be expected to use the keyboard for text input on some form fields. 

TIME MANAGEMENT TRAINING PROJECT PLAN 23



TIME MANAGEMENT TRAINING PROJECT PLAN 24



Audio Narration:
“Welcome to your online course!  I am Laurie, and I will be your guide on the journey to successful time 
management.  In this module, you will learn the 5 keys for successfully managing your time as an online 
learner.  Managing your time is one of the biggest challenges online learners face, and is the most commonly 
cited reason why students end up not completing an online course.  Throughout this module, you will hear 
time management tips from three successful online learners.  Click on the photos of Laurie, Amy and Peter to 
hear our stories.  All three of us are students in an online degree program at Cal State Fullerton.  We will be 
sharing our secrets to time management success as we move forward.  After hearing our stories, please enter 
your name, and then click “Continue” to get started!”

Photo/Video of Laurie – click for narration: “I am returning to school for my masters degree after a decade of 
homeschooling my two sons, who are now 12 and 14.  Time management is a challenge for me because of my 
busy family life and other commitments.  I chose an online program so that I could work organize my 
schoolwork around my family’s activities.  My biggest time management challenge is not procrastinating, 
because I like to reserve evenings and especially weekends for family time.  This requires completing my 
assignments early in the week.  I look forward to sharing what I have learned so far about managing my time.”

Photo/Video of Amy – click for narration: “I tried a few years ago to complete a Masters program through 
night-school, but I was just so tired after driving there, going to class for 3 hrs and then driving home.  I chose 
the online program at Cal State Fullerton because it allowed me to go to school while balancing work and 
home life.  My day is consumed by 2-3 hrs commuting plus 8 hrs in the office, so I have little time in the 
evening left to split between school and family.  So my big challenge is time management.  I try to use my 
lunch hour plus one hour in the evening to work on school work.  This helps me keep from piling everything 
up until the weekend and allows me to have more time with my family and for myself.”

Photo/Video of Peter – click for narration: “I ambitiously started this online program six years ago, but then 
realized that I couldn’t keep juggling all the things I had up in the air. It became too easy to let my online 
course become something that I would put off until later. I would wait until the kids were in bed, my grading 
was done and lessons prepared. Foolishly, I also took on some extra duties at school. This all led to lack of 
sleep and I would up getting sick. My online degree program came to a tragic end. This time, six years later, I 
am working hard to keep my balance and have fewer commitments. I still have to prioritize each day’s needs, 
but I keep my online degree program at a higher level of priority.”
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Audio Narration:
“This module will take about 15 minutes.  If you need to exit at any time, click on the “x” in the 
navigation bar at the bottom of the screen.  You may use the menu on the left side of the screen to 
navigate to any learning section.  After the module, there will be a short quiz to help you assess your 
readiness for implementing these time management techniques.  There will also be scenarios 
interspersed throughout that will challenge your thinking on time management.  You are also 
welcome to return to this module at any time during your studies as an online learner.  Click 
“Continue” to go to the main menu where you can select one of the 5 keys to successful time 
management.” 
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Audio Narration: N/A
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Audio Narration:
“Getting and using a planner is key!  Some people prefer a paper planner, others like calendar applications 
such as Google Calendar.  Since a syllabus accompanies every course you take, you will usually know far in 
advance when major papers, projects and assignments are due, as well as when tests and quizzes are 
scheduled.  Enter these into your planner right away, so that you will know to rearrange study time around 
them.  Then, at the beginning of every week, log in and review the commitments for the upcoming week.  Be 
specific in blocking out time for reading, research, posting, studying, etc., and then stick to it!” 

Click on our photos for our personal tips on using a planner, and then click the “Menu” button to select 
another topic, or click “Continue” to go to the next page, where you will learn to prioritize the tasks in your 
planner.”

Photo/Video of Laurie – click for narration: “I use Google Calendar for planning.  I have it installed on my 
laptop, smartphone, and iPad, so that it is always handy.  Google Calendar syncs with all my devices, and 
allows me to set alerts.  What has worked for me is to sit down at the beginning of each week and set mini-
goals for each day, for everything that I need to do, and then I take it one day at a time.  If I meet my goals for 
the day, then I will have the time to relax with my family in the evening!”

Photo/Video of Amy – click for narration: “As soon as I have access to the syllabus, I put all the weekly 
assignments and due dates in my iPhone calendar.  It has a feature to add notes and I can enter any specific 
information about each week’s reading and activities.  It sends me reminders and allows me to sync with the 
calendar on my Mac.  I designate set blocks of time each week for reading and working on assignments.  As 
soon as I get information about larger projects, I try to determine how much time it will take and start planning 
backwards from the due date to set aside time several weeks in advance.  Working a little on a project each 
week helps me avoid the stress of doing it at the last minute.”

Photo/Video of Peter – click for narration: “Calendaring is crucial, especially when you have a family with 
five kids! It’s good to also block out time for travel or kid’s activities. Too many times my children have come 
to me and told me about something the day of the activity or the night before. Help them to be successful in 
the future by teaching them to respect your time. Get in the habit of planning as a family once a week to make 
sure everyone respects your study time.”
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Audio Narration:
“This is called an Eisenhower box.  When you sit down with your planner at the beginning of the week, use it 
to prioritize your tasks for the week.  It’s human nature to want to procrastinate difficult tasks until later, but 
resist the urge!  Schedule the most difficult and important tasks so that they are started early in the week.

Click to read our tips for prioritization, and then click the “Menu” button to select another topic, or click to the 
next screen to learn about Elena’s dilemma, and see if you can help her.”

Photo/Video of Laurie – click for narration: “I admit to never having heard of an Eisenhower box until now, 
but I would like to give it a try.  I guess I do something like this already, although I don’t write it out; I just do 
it in my head.”

Photo/Video of Amy – click for narration: “I had never used an Eisenhower box before but my priorities are 
based on the same basic idea of listing all the tasks that are coming up the next week, plus any project work.  
Then I rank them based on if they are due that week, how much time the task will take, and how important 
they are.  I can figure out what I’m going to work on in the blocks of time I have set aside and keep on task for 
the week and the semester.”

Photo/Video of Peter – click for narration: “This time planning tool is new to me too! But it is a great idea. 
How often do we give up what we want most—earning that A in the class—for what we want at the moment. 
This is a simple tool to prioritize your tasks, especially if you need to coordinate what is the highest priority 
with a  spouse. I wonder if this could get me out of grocery shopping...?”
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Display “That’s Correct!” or, “That’s Incorrect” message, followed by audio narration:
“Now that you have a planner, how much time should you block out for study?  Generally, online 
classes require about the same amount of study time as an on-campus class.  For a typical 3 unit on-
campus class, you’d be in class 3 hours each week, and be expected to study and prepare 
assignments another 6 or so hours per week.  In an online class, you’ll need to commit to the same 9 
hours per week.  If you are taking 2 classes, or 6 units, like Elena, that would be a total of 18 hours 
per week.  These can be any 18 hours that work with the rest of your schedule, as long as you meet 
the instructor’s deadlines. Your workload will vary based on your assignments, but this is a good 
amount of time to block out in your planner.

Click the “Menu” button to select another topic, or click “Continue” to learn about resisting 
electronic distractions, so that you make the most of your study time.”
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Audio Narration:
“Since we need a computer to complete most of our assignments as online students, we have to resist 
being distracted while trying to complete schoolwork.  It is impossible to get schoolwork done while 
eying your current Ebay auctions, or sifting through the latest Facebook posts.  When it’s time to 
study, turn off the TV, set your cellphone to vibrate (or better yet, turn if off), sign out of your email 
and social networks, and focus solely on your schoolwork.  You’ll find that you complete your 
assignments faster, and then be able to reward yourself later with some guilt-free time online or in 
front of the TV.

Click to get our tips, and then click the “Menu” button to select another topic, or click “Continue” to 
learn about enlisting support.”

Photo/Video of Laurie – click for narration: “This is totally my problem!  I am so easily distracted by 
the Internet.  I take a short break, and then before I know it I have wasted a half hour shopping for a 
holiday that is months away, planning a vacation, or chatting online with my sister.  The only thing 
that works for me is to literally shut off the WiFi on my laptop, and place my phone on vibrate and 
out of reach.  When it’s study time, I only turn the WiFi on if I need it for research or the Discussion 
Boards.”

Photo/Video of Amy – click for narration: “This is a big challenge for me, because I have my iPhone
by my side and there's always a TV on downstairs.  I have to fight the urge to sit on the couch and 
work because it can cause me to take several times longer to get something completed.  I get a lot 
accomplished if I work at the desk that is set up in my bedroom.  I close the door and turn off my 
phone.  If I focus on work for a solid hour or two, then I can go watch TV with my family.”

Photo/Video of Peter – click for narration: “The big problem I have is that when I don’t take time to 
write down all my tasks that have come up during the day, something will jog my memory and 
before I know it I have wandered off task to do something else. It doesn’t always have to be about 
leisure activities. Sometimes other things we need to do, and seem like more fun, can take up too 
much of our time away from those harder tasks that take longer to finish.”
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Audio Narration:
“Let your supervisor and co-workers know that you are taking classes.  Some students are able to work out 
more school-friendly schedules with their workplace or even negotiate moving down to part-time schedules 
while they’re in school.  You may even be able to combine a school assignment with a project for work.  It 
never hurts to explore your options, and you’d be surprised how many supervisors are glad to hear an 
employee is advancing their education.  Also, ensure your family supports the quiet time you need to study.  
Find a quiet study area that is “off-limits” at designated times, so that you can focus uninterrupted.

Click on our photos for tips on enlisting support, and then click the “Menu” button to select another topic, or 
click “Continue” to read about another scenario, this one involving the challenges of juggling school and 
family.”

Photo/Video of Laurie – click for narration:
“My family has been very supportive, even my kids, who are enjoying watching me juggle projects and 
research papers, just like they do.  I am trying to set a good example for them by managing my time well.  The 
one thing I would like to change is my study environment.  My office space is off the kitchen, which is very 
distracting.  I really should have the guest bedroom upstairs double as an office, which would help me focus 
when I am trying to get work done at home.”

Photo/Video of Amy – click for narration:  “I discussed this with both my family and my employer before 
when I made the decision to go back to school.  I expressed how important achieving this goal was to me.  
They were all aware of the impact of going back to school and taking online courses would have in the office 
and at home.  At work, I was able to use a task at work for one of my class projects.  At home, I have a desk 
set aside at home and my family respects my “space” when I have the door closed.”

Photo/Video of Peter – click for narration: “Space to work is a problem in our house too. I have a nice desk 
that is in a little bit of a quieter room, but the TV room is too close by. Sometimes I can even see its reflection 
in my computer monitor. Although I type fast, sometimes my thoughts flow better if I use my dictation 
software. Well, that doesn’t work if the environment is too noisy. If you can, a quiet dedicated environment is 
a must! I also don’t like to study on my bed. It’s too comfy and before you know it I am seeing my eyelids 
instead of my computer screen.”
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Photo/Video of Laurie – click for narration:
“I would advise Dave to be diligent about blocking out time every week in his planner.  Then, he needs to find 
a quiet place away from home and work to spend his study time.  Maybe a library, or even a coffee shop 
would work.  Once he is there, he needs to be really efficient, and avoid distractions.  He should shut off his 
phone, and his Internet access, unless he needs it for class.  He should aim to at least complete the minimum 
amount of posts, and not beat himself up if he can’t do anything extra that week.  If possible, maybe he can 
enlist a relative to watch the kids sometimes so that he can get away with his wife a bit, even if it’s just to the 
coffee shop together to study while she reads or surfs the net!”

Photo/Video of Amy – click for narration: “This is when balancing priorities and managing time are so 
important.  Dave has a new priority and responsibility of being a dad, so it’s vital he plans out set times that 
will be spent on school work.  During that time, he and his wife need to agree that he will be able to have time 
free from any other responsibilities.  Dave should either find a study space outside the home—maybe a coffee 
shop or the library—or, as the twins get older, mom can take them to a relative or friend’s house so Dave can 
have quality work time at home.”

Photo/Video of Peter – click for narration: “This may seem kind of silly and unrealistic, but Dave also risks 
hurting his relationship with his wife if he doesn’t ever share with her. If he come across something interesting 
in his reading, he can share it with her every once in awhile. Who knows, she may even help hone his thinking 
and give him a different perspective before he posts. The key is hard work, but also don’t forget who all the 
hard work is for.”

Audio Narration, “Click the “Menu” button to select another topic, or click “Continue” to learn about the 
importance of logging in regularly, which is something Dave will definitely need to do in order to stay on 
track.”
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Audio Narration:
“Use your lunchtime or coffee break to log in to your classes.  Instead of going out for lunch, pack your own 
to make the best use of your daytime free time.  Be sure to log in every day.  An instructor may post a message 
that will impact your planning for the rest of the week.  It can be too easy to just not log on, and then fall 
behind.  The same holds true for discussions.  To get the most out of online classes, you need to be active on 
the discussion boards.  To do this, it helps to stay current on the latest posts, so you don’t have an 
overwhelming number to read when you finally check in.  Use your mobile devices to help with this; often you 
can access a discussion board right from your phone, making it easy to keep up even when you only have short 
breaks during the day.

Click to get our tips, and then click the “Menu” button to select another topic, or click “Continue” to take a 
short self-assessment to see if you’ve got what it takes to manage your time as an online learner!”

Photo/Video of Laurie – click for narration:
“I’m curious by nature, so I tend to log on several times a day just to make sure I’m not missing anything!  
Since I do my work during the day, the lunchtime thing doesn’t really apply to me, but I agree that logging in 
almost every day is important.  I’ve found that reading other students’ comments and contributing to the 
discussion boards really enhances my learning, so I try to read as many posts as I can, even though I obviously 
can’t respond to most of them.”

Photo/Video of Amy – click for narration: “I take my lunch to work and try to get the most out of my lunch 
hour, whether it is reading for the week or working on assignments.  I try to log on every day to avoid missing 
any announcements or getting behind reading discussion posts.  I can even access the class assignments and 
discussion boards through the mobile app on my phone.  So even if I ride the bus to work, I can get a lot 
accomplished.”

Photo/Video of Peter – click for narration: “I love responding to as many posts as I can. It creates a better 
sense of an online community but also allows you to better practice your writing skills. It may not be for 
everyone, but since I am alone in my classroom every day at lunch, when I am not helping a student at least, I 
use dictation software between bites. It may sound weird, but If I can compose my thoughts mentally first, the 
computer lets me “type” far faster using my voice than I can with my fingers. Although I still have to do some 
editing when I am done, it allows me to post more content than I would otherwise.”
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If item is placed incorrectly, “Try again!” message appears.  When item is placed correctly, “You are 
on your way!” message appears.  When all items have been placed correctly, the following audio 
narration is activated:

“You did it!  You are well on your way to a successful term as an online learner.  Click the “Menu” 
button to select another topic, or click “Continue” to learn more about our final suggestions, which is 
making sure that you set aside time for yourself.”
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Audio Narration:
“An important part of time management is to also make time for yourself.  Try to get enough sleep, 
eat healthfully, and exercise so that you are prepared mentally and physically for all the demands on 
your time.  Set realistic goals, and stay flexible as things change.  Stay positive, and try not to 
procrastinate to avoid getting overwhelmed.  Keep your long-term goals in mind, and try to enjoy the 
journey as well as looking forward to the destination!

Click on our photos for tips, and then click the “Menu” button to select another topic, or click on the 
‘x’ in the navigation bar if you are ready to exit the tutorial.  We wish you success in your online 
studies!”

Photo/Video of Laurie – click for narration: “At the end of the week, if I have met all of my goals, I 
treat myself to a day off from logging on.  I also try to get active outside as much as possible on the 
weekend.  I love going for a bike ride or taking my dog to the park.  This allows me to start the new 
week refreshed and ready.”

Photo/Video of Amy – click for narration: “I really do try to get as much done during the week so I 
can have at least one full day off on the weekend to do something fun, even if it's just laying out by 
the pool. I also try to take one lunch hour during the week to take a walk so I don't get totally burned 
out. And if there’s an opportunity to socialize, I make it a priority to get my work done ahead of time 
so I can have a little fun.”

Photo/Video of Peter – click for narration: “You have really got to take as much pleasure as you can 
in the little things. No matter how busy I get as an online student, family is still a big priority. Each 
week, I volunteer for one son as a Boy Scout Instructor, and for the other son as an AYSO Soccer 
referee. I like these activities because it is a way for me to connect with my children in a simple way 
that doesn’t require much preparation time. Find whatever works for you and make sure you don’t 
sacrifice that. Again, it’s all about finding the balance that works for you.”
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Alpha Test Procedures 

PROTOTOYPE (ALPHA) EVALUATION FORM  
TIME MANAGEMENT PROJECT 
Reviewer:  _________________________________ Date:  _________________ 

Computer:  PC  MAC OS:_______________ Browser/Version:__________________ 
Please use the following evaluation criteria when executing the prototype version of the product.  

 
ITEM ACCEPT

-ABLE 
NEEDS 
WORK 

COMMENTS 

Subject matter    
Matches goals    

Content structure    

Content accuracy    

Language, style, grammar    

Reading level    
Cultural bias - language    

Cultural bias - reference   
 

Technical terms and jargon   
 

Spelling, grammar, and 
punctuation. 

   

Glossary    

Hot words    

Auxiliary information    
Introduction   

 

Directions    

Help    

Conclusion    
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Affective considerations    
Motivation    

    

Interface    
Displays    

Presentation modes    

Text quality    

Animation and graphics    

Input    

Spacing    

    

Navigation    
Navigation aids    

Restarting    

Passive bookmarking    

Active bookmarking    

    

Pedagogy    
Methodologies    

Interactivity    

Cognitive capacity    

Cooperative learning    

Learning metaphor    
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Learning Strategies    

User control    

Questions    

Answering questions    

Quality of feedback    

Format of feedback    

Mastery level    

    

Invisible Features    
Records and data    

Security and accessibility    

Too much data    

    

Robustness    
Controls: Buttons, Links    

For normal user actions:  
Follow normal learner 
path, refer to help, exit and 
return 

   

For unusual user actions: 
Jump back and forth, click 
different places on the 
screen 

   

Computer/OS 
Compatibility 

   

Browser Compatibility    
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Supplementary 
Materials 

   

Manual:  General    

Manual: Program operation    

Manual: Program content    

Auxiliary materials: 
Learner Module 
Completion Survey 

   

Learner In-Semester 
Survey 

   

Learner Course 
Completion Survey 
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Beta/Usability Test Procedures 

Time Management Training Video Usability Test 

 
Welcome:  Hello and thank you for agreeing to participate in the beta evaluation of the Time 
Management project!  We appreciate you taking the time to complete the following test 
procedure and giving us your honest feedback.   
 
Purpose: The purpose of this test is to identify problems with the Time Management training 
module—either something that is not working correctly or something that might be confusing to 
users like you.  Remember, we are not testing you—there is no right or wrong answer.   
 
Requirements: You will need a computer with Broadband/DSL internet access, audio capability 
(sound card & speakers), Adobe Flash 10.0 or greater and an internet browser of the most recent 
or previous version (Internet Explorer, Safari, Firefox, Chrome). 
 
Directions:   

1. Please start by providing completing the Evaluator Demographic Form.  Be assured that 
your personal information will not be shared—it for internal use only.   
 

2. Record the information about your computer hardware and software below and then 
proceed to the evaluation by accessing the Time Management training video using the 
link provided. 
 
Specific Computer/Software used for this Test: 
PC or Mac: _______________________________________________________ 

Operating System: _________________________________________________ 

Browser and Version: ______________________________________________ 

Screen Resolution:_________________________________________________ 

3. When you are finished, please complete the Evaluator Exit Questionnaire.  Please feel 
free to go back through the video if you need to.  Turn in all the documents to the 
facilitator. 
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Time Management – Usability Testing 
Demographic Information Questionnaire 
(Please note, your information will not be sold or given to outside entities.  It is for internal use only.) 
 

 

1. Name:  ___________________________________________ 
 

2. Age Group:       18-24     25-34    35-44     45-55     over 55 
 

3. Gender:    Female     Male  

 

4. Years Using the Web:  _______________ 
 

5. How often do you use the internet? 
Daily     Weekly     Monthly    Occasionally Never 
 

6. What do you usually do on the internet? (e.g., email, use reference materials such as 
encyclopedias and dictionaries, read news, curriculum activities, games, entertainment etc.) 

_________________________________________________________________ 

_________________________________________________________________ 

_________________________________________________________________ 

_________________________________________________________________ 
 

7. Is this your first online course?  YES   NO 

a. If NO, how many online classes have you taken previously? ___________ 
 

8. May we contact you about your input at a later date?   
If so, please provide your e-mail address. _______________________________ 
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Please Let Us Know What You Think… 
 
 

(Please note, any information you provide is for internal use only.) 
 
Time Management Training 
 

1. What is your general impression about the Time Management training video?  
______________________________________________________________________ 
______________________________________________________________________ 
______________________________________________________________________ 
______________________________________________________________________ 

2. What features of the Time Management training video were vague or confusing to you, if 
any? 
______________________________________________________________________ 
______________________________________________________________________ 
______________________________________________________________________ 
______________________________________________________________________ 

3. What topics were left out that you think should have been included? 
______________________________________________________________________ 
______________________________________________________________________ 
______________________________________________________________________ 
______________________________________________________________________ 

4. What did you like best about the Time Management training video?  
______________________________________________________________________ 
______________________________________________________________________ 
______________________________________________________________________ 
______________________________________________________________________ 

5. What did you like the least?  
______________________________________________________________________ 
______________________________________________________________________ 
______________________________________________________________________ 
______________________________________________________________________ 

6. Would you like to make any other comments about the Time Management training video? 
______________________________________________________________________ 
______________________________________________________________________ 
______________________________________________________________________ 
______________________________________________________________________ 
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Time Management Training 

Training Survey Questionnaire 
(Please note, your information will not be sold or given to outside entities.  It is for internal use only.) 
 

Please take a minute to give us your feedback on your training experience: 

1. Please select one of the following choices to rate your overall impression of the Time 

Management training. 

a. Very Good – The training provided me a lot of new strategies for managing time. 

b. Average – The training offered a few strategies for managing time. 

c. Poor – The training provided no new strategies for managing time. 

 

2. How easy was the training to use?  

a. Extremely Easy – The training was very easy to follow; I had no questions. 

b. Somewhat Easy – I only had a few places where I was confused. 

c. Difficult – I was very confused and the training was hard to follow. 

 

3. How would you rate the time required to complete this module? 

a. Too Long – The training took way too much time. 

b. Just right – The training was just the right amount of time. 

c. Too Short – The training needed to be longer. 

 

4. How easy was the material to understand? 

a. Extremely Understandable – The training was extremely easy to understand. 

b. Somewhat Understandable – The training was mostly understandable. 

c. Difficult to Understand – The training was very difficult to understand. 

 

5. How useful will this training be in managing your time for your online course? 

a. Extremely Useful – The training will be extremely useful. 

b. Somewhat Useful – The training will be somewhat useful. 

c. Not at all Useful – The training will not be useful. 
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Time Management Training 

Semester Survey 
(Please note, your information will not be sold or given to outside entities.  It is for internal use only.) 
 

Please take a minute to give us your feedback on how well you are applying the 5 Keys of Time 

Management this semester: 

1. How would you rate your ability to manage your time for your online course?. 

a. Very Well – I do an excellent job of managing time and meeting deadlines. 

b. Somewhat Well – I do okay but have missed a few deadlines. 

c. Not Well – I’m always missing deadlines and am falling behind. 

2. How well are you using your planner for managing your time (Key #1)? 

a. Extremely Well – I have all my assignment deadlines entered and tasks scheduled. 

b. Somewhat Well – I have deadlines entered but don’t always follow it. 

c. Not Well – I didn’t buy a planner and just refer to my syllabus. 

3. How well are you doing at setting priorities for tasks (Key #2)? 

a. Extremely Well – I reassess my task list each week to allocate time for tasks. 

b. Somewhat Well – I reorganize priorities as deadlines are approaching. 

c. Not Well – I don’t prioritize tasks; I just work on what I’m most interested in. 

4. How well are you doing at eliminating distractions during your work time (Key #3)? 

a. Extremely Well – I have a distraction-free place to work on my assignments. 

b. Somewhat Well – I find a distraction-free place some days during the week. 

c. Not Well – I work on school while I’m watching television. 

5. How supportive are your friends, family & co-workers in your online learning experience 

(Key #4)? 

a. Extremely Supportive – Everyone understands my need to have time to work on 

assignments. 

b. Somewhat Supportive – I sometimes have to make compromises for my family and 

work over school. 

c. Not Supportive – Everyone tells me that I spend too much time on school work. 
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6. How diligent have you been at logging into the course website daily (Key #5)? 

a. Extremely Diligent – I log into the course website daily. 

b. Somewhat Diligent – I log into the course website 3-4 days each week. 

c. Not Diligent – I only log into the course website 1-2 days each week. 

 

The following question are only to be included for weeks 4, 8, and 12 surveys: 

7. What changes are you going to make in the next four weeks to improve the way you manage 

time for completing course assignments? 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

 

The following questions are only to be included for weeks 8, 12 & post-semester surveys: 

8. Did you make the changes you proposed on the last survey?  YES   NO 

 

9. If YES, how did the changes affect how well you manage time for completing course 

assignments? 

a. Very Large Improvement – The changes have made a big difference in my ability to 

keep up with assignments. 

b. Some Improvement – The changes have made some improvement in my ability to 

keep up with assignments. 

c. No Improvement – The changes have made no improvement in my ability to keep up 

with assignments. 
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