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Chapter 1 

Introduction 

Time management is the act or process of planning and exercising conscious control over the 

amount of time spent on specific activities, especially to increase effectiveness, 

efficiency or productivity. Time management may be aided by a range of skills, tools, and 

techniques used to manage time when accomplishing specific tasks, projects and goals 

complying with a due date. Initially, time management referred to just business or work 

activities, but eventually the term broadened to include personal activities as well. A time 

management system is a designed combination of processes, tools, techniques, and methods. 

Time management is usually a necessity in any project development as it determines the project 

completion time and scope. 

Time management is often considered necessary because 

 (1) available time is limited,  

(2) time cannot be stored: if unused it is lost forever,  

(3) one's goals are usually multiple, sometimes conflict, and not all goals are of equal priority, 

 (4) goals cannot be accomplished without the application of effort, which requires the use of 

time. 

Main themes 

The major themes arising from the literature on time management include the following: 

 Creating an environment conducive to effectiveness 

 Setting of priorities 

 Carrying out activity around those priorities 

 The related process of reduction of time spent on non-priorities 

Time management has been considered to be a subset of different concepts such as: 

 Project management. Time Management can be considered to be a project management 

subset and is more commonly known as project planning and project scheduling. Time 

http://en.wikipedia.org/wiki/Planning
http://en.wikipedia.org/wiki/Effectiveness
http://en.wikipedia.org/wiki/Efficiency
http://en.wikipedia.org/wiki/Productivity
http://en.wikipedia.org/wiki/Management
http://en.wikipedia.org/wiki/Project_development
http://en.wikipedia.org/wiki/Priorities
http://en.wikipedia.org/wiki/Project_management
http://en.wikipedia.org/wiki/Project_planning


Management has also been identified as one of the core functions identified in project 

management. 

 Attention management: Attention Management relates to the management 

of cognitive resources, and in particular the time that humans allocate their mind (and 

organize the minds of their employees) to conduct some activities. 

 Personal knowledge management: Stephen Smith, of BYUI, is among recent sociologists 

that have shown that the way workers view time is connected to social issues such as the 

institution of family, gender roles, and the amount of labor by the individual.
[2]

 

Hillary Rettig has identified over-giving to family, friends, work, volunteering or activism, as 

prime obstacles to managing one's time. She recommends solutions including being aware of 

one's motives (e.g., striving to be a "hero" or self-sacrificing "saint," or over-giving as a form of 

procrastination), being clear on your roles and responsibilities, and establishing healthy 

psychological boundaries. 

 In recent years, several authors have discussed time management as applied to the issue of 

digital information overload, in particular, Tim Ferriss with "The 4 hour workweek",and Stefania 

Lucchetti with "The Principle of Relevance"
[
 

Stephen R. Covey has offered a categorization scheme for the time management approaches that 

he reviewed: 

 First generation: reminders based on clocks and watches, but with computer implementation 

possible; can be used to alert a person when a task is about to be done. 

 Second generation: planning and preparation based on a calendar and appointment books; 

includes setting goals. 

 Third generation: planning, prioritizing, controlling (using a personal organizer, other paper-

based objects, or computer or PDA-based systems) activities on a daily basis. This approach 

implies spending some time in clarifying values and priorities. 

 Fourth generation: being efficient and proactive using any of the above tools; places goals 

and roles as the controlling element of the system and favors importance over urgency.  
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Creating an effective environment 

Some
 
time-management literature stresses tasks related to the creation of an environment 

conducive to "real" effectiveness. These strategies include principles such as: 

 "get organized" - the triage of paperwork and of tasks 

 "protecting one's time" by insulation, isolation and delegation 

 "achievement through goal-management and through goal-focus" - motivational emphasis 

 "recovering from bad time-habits" - recovery from underlying psychological problems, 

e.g. procrastination 

Writers
  
on creating an environment for effectiveness refer to such matters as having a tidy office 

or home for unleashing creativity, and the need to protect "prime time". Literature also focuses 

on overcoming chronic psychological issues such as procrastination. 

Excessive and chronic inability to manage time effectively may result from Attention Deficit 

Hyperactivity Disorder (ADHD) or Attention Deficit Disorder (ADD). Diagnostic criteria 

include a sense of underachievement, difficulty getting organized, trouble getting started, many 

projects going simultaneously and trouble with follow-through. Some authors  focus on the 

prefrontal cortex which is the most recently evolved part of the brain. It controls the functions of 

attention-span, impulse-control, organization, learning from experience and self-monitoring, 

among others. Some authors argue that changing the way the prefrontal cortex works is possible 

and offers a solution.  

  Scheduling to be done 

Scheduling is best done on a regular basis, for example at the start of every week or month. Go 

through the following steps in preparing your schedule: 

1. Start by identifying the time you want to make available for your work. This will depend on the 

design of your job and on your personal goals in life. 

2. Next, block in the actions you absolutely must take to do a good job. These will often be the 

things you are assessed against. 

For example, if you manage people, then you must make time available for dealing with issues 

that arise, coaching, and supervision. Similarly, you must allow time to communicate with your 

http://en.wikipedia.org/wiki/Triage
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boss and key people around you. While people may let you get away with 'neglecting them' in 

the short-term, your best time management efforts will surely be derailed if you do not set aside 

time for those who are important in your life. 

3. Review your To Do List  , and schedule in the high-priority urgent activities, as well as the 

essential maintenance tasks that cannot be delegated and cannot be avoided. 

4. Next, block in appropriate contingency time. You will learn how much of this you need by 

experience. Normally, the more unpredictable your job, the more contingency time you need. 

The reality of many people's work is of constant interruption: Studies show some managers 

getting an average of as little as six minutes uninterrupted work done at a time. 

Obviously, you cannot tell when interruptions will occur. However, by leaving space in your 

schedule, you give yourself the flexibility to rearrange your schedule to react effectively to issues 

as they arise. 

5. What you now have left is your "discretionary time": the time available to deliver your priorities 

and achieve your goals. Review your Prioritized To Do List and personal goals  , evaluate the 

time needed to achieve these actions, and schedule these in. 

By the time you reach step 5, you may find that you have little or no discretionary time available. 

If this is the case, then revisit the assumptions you used in the first four steps. Question whether 

things are absolutely necessary, whether they can be delegated, or whether they can be done in 

an abbreviated way. Remember that one of the most important ways people learn to achieve 

success is by maximizing the 'leverage' they can achieve with their time. They increase the 

amount of work they can manage by delegating work to other people, spend money outsourcing 

key tasks, or use technology to automate as much of their work as possible. This frees them up to 

achieve their goals. 

Also, use this as an opportunity to review your To Do List   and Personal Goals  . Have you set 

goals that just aren't achievable with the time you have available? Are you taking on too many 

additional duties? Or are you treating things as being more important than they really are? 

If your discretionary time is still limited, then you may need to renegotiate your workload. With 

a well-thought through schedule as evidence, you may find this surprisingly easy. 



1. Clear your schedule. Don't overextend yourself. Recognize that your obligations and 

resulting stress are as important as other people's needs. Set limits around being 

interrupted or rescheduling your work time to accommodate others. Omit or reschedule 

some of your other obligations. You want to give full concentration to your studies 

without feeling guilty about what you're NOT doing. 

2. Get motivated. Create a work area that is free from distractions and commit to staying 

there for at least one to two hours. If you get side-tracked, remind yourself how this 

activity will help you to meet your goals.  

3. Prioritize. What has to be done first? When is it due? What is worth more in terms of 

your grade? What is worth more in terms of your personal, educational, or career goals? 

4. Make sure you understand the task. Ask questions. Get help if you need it. 

5. Break down the task into chunks. Estimate how much time you'll need to complete the 

task. Don't try to do it all at one time. Break it down so that it's "do-able" and not so 

overwhelming. Stay up-to-date on assignments to help avoid overload. 

6. It doesn't have to be perfect. Some people are so afraid that they won't perform perfectly, 

they won't do anything at all. Make sure you understand the expectations of your 

instructor. Then evaluate how important the task is and what level of performance is 

acceptable to you. Then just do it!  

7. When you really hate it, try to make it as enjoyable as possible. Work on this task first, 

while you have more energy. Reward yourself when you complete certain aspects of the 

task. Study with a friend. 

Principles of effective time management 

1. Commitment—if you can‘t commit to devoting time to a task, don‘t put it in your 

schedule. Only schedule those tasks you WILL do, be brutally realistic, not idealistic when 

making your schedule. Creating a schedule you can‘t actually keep is setting yourself up 

http://faculty.bucks.edu/specpop/chunks.htm


for frustration. If you don‘t actually stick to your schedule it will soon become useless. 

This may have happened to you in the past. 

2. Pursue fun with a vengeance. Make time for enjoyable, rejuvenating and satisfying 

activities like organizations, sports and entertainment. Organize your academic and other 

obligations AROUND these commitments to fun. 

3. Time vs. task focus—Think of your day in terms of time, not the tasks you have to do. 

Devote time to important tasks every day. It‘s hard to predict how long a task will take, so 

it‘s hard to schedule with great precision. But you can reliably schedule regular intervals 

of time and get into a routine. Make an appointment with yourself for a particular time 

period, and when playing or working, set a goal to ―Get the most out of this time.  

4. One thing at a time--Current research shows us that multi-tasking is a myth. In actuality 

we are switching back and forth between tasks. With each switch we pay a cognitive cost 

and a time cost. It takes time to get mentally back into the task, this makes us less efficient. 

When switching we lose the depth of our engagement, absorption. This depth is necessary 

at Princeton where you are expected to gain conceptual mastery, not merely a superficial 

understanding.  

5. Blocks of time--devote, on a regular basis, chunks of time to a specific class. Make it part 

of your schedule, your routine. Estimate how many hours per week you want to devote to a 

class. Set aside this many hours for working tasks in the course Slice up your task into 

pieces and allot specific blocks of time for specific pieces of a big project. 

6. Routine—It takes 30 days to create a habit, but good habits make your life easier. With 

good habits in place you don‘t have to make as many hard decisions, thus you are less 

likely to make unproductive ones such as talking yourself out of doing what you had 

planned.  

7. First Things First—if you can do so, schedule the things that are most important to you 

first thing in the day, or at the first available time slot. Anything that gets scheduled later 

in the day has a greater chance of getting interrupted, put off and never gotten to.   You 

won‘t be thinking or worrying about your work during your leisure time if you get 

academic tasks done first.  

8. Flexibility—How do you incorporate flexibility into your schedule? Don‘t schedule every 

hour of the day, leave empty time slots, and schedule in recreation time. Create a two-three 



hour block on Friday as a catch all make up time. When things come up and you are 

deciding whether to diverge from your established schedule, survey future hours and days 

to see where you can make up lost time. Switch blocks of time.  

9. In the moment of decision-making—respond vs. react. When faced with a decision or an 

impulse to diverge from your schedule, don‘t just react, RESPOND. Pause, don‘t act on 

impulse; take a moment to think. Remember what‘s most important to you and do what 

will help you get it: if exercise is a top priority for you, don‘t let a sudden fear about a 

grade prevent you from exercising. Don‘t let ―mind games‖ in which you create 

justifications get in the way or lead you astray.  

10. Organize your environment--both physical and social—for success, for support—be 

creative. 

 Choose carefully where you study and do other tasks: minimize distraction, maximize  focus. 

 Use physical reminders. If you want to work out more, but are getting bogged down in email, put 

your running shoes on top of your laptop. Make it harder to get off track and easier to stick to 

your plan by changing your environment. 

 Instead of friends being a ―distraction‖, enlist their support: 

                     Following are the aspects to be considered 

 Time of day: Whenever possible, you should schedule your most challenging courses and 

most intense study sessions during the time of day when you are most alert. Ask yourself 

if you are more alert/productive during the morning, mid-day, or evening and schedule 

accordingly. 

 Grouping: Do you prefer to learn or study alone, in small groups, or in large classes? If 

your prefer small groups, do not sign up for large classes. Try to get into classes where 

the instructor uses group activity as a teaching strategy. Form study groups to prepare for 

tests and exams. 

 Posture/Mobility: Some people prefer to sit at a table or desk (formal posture) in order to 

concentrate and study effectively. Others are able to learn more easily while sitting 

comfortably on a sofa or lying on the floor (informal). Still others need to move about in 

order to learn, and reading while walking on a treadmill might be appropriate. Further, 

some people have the ability to sit and study for long periods of time (high persistence), 



while others need to take frequent breaks (low persistence). Recognizing your posture 

and mobility needs will help you to plan where and when you should study. 

 Sound: Contrary to popular belief, not everyone needs to study in a perfectly quiet 

environment. However, if you do choose to study to music, choose Baroque classical 

music. The tempo and instrumentation of this music seems to be most compatible with 

study and learning. 

 Lighting: Studies have shown that some people become depressed because of light 

deprivation during the winter months. If you are one of those people, you should try to 

study and spend as much time as possible in highly lit places. Other studies have shown 

that reading ability can be affected by the light contrast between print and paper color. 

There is a high contrast between black letters printed on white paper. Some people find it 

easier to read black print on blue or gray paper which has less contrast and is easier on 

their eyes. Being aware that light does make a difference, you should study in the 

environment that best matches your learning preferences. 

 Temperature: While you can't always control the temperature of a room, you should be 

aware of your preference for either a cool or warm environment. Dress in layers so that 

you can adjust to differences in classroom temperatures. Choose to study in the 

environments in which you feel most comfortable. 

 

 

 

 

 

 

 

 



Chapter 2 

Project Management 

 Project management : The complete set of tasks, techniques, tools applied during project 

execution'.  

 Project Management Body of Knowledge (PMBOK) : The sum of knowledge within the 

profession of project management that is standardized by ISO.  

 Project management office: The Project management office in a business or professional 

enterprise is the department or group that defines and maintains the standards of process, 

generally related to project management, within the organization. The PMO strives to 

standardize and introduce economies of repetition in the execution of projects. The PMO is 

the source of documentation, guidance and metrics on the practice of project management 

and execution. 

 Project management process is the management process of planning and controlling the 

performance or execution of a project. 

 Project Management Professional is a certificated professional in project management. 

 Project Management Simulators are computer-based tools used in project 

management training programs. Usually, project management simulation is a group exercise. 

The computer-based simulation is an interactive learning activity. 

 Project management software is a type of software, including scheduling, cost control 

and budget management, resource allocation, collaboration software, communication, quality 

management and documentation or administration systems, which are used to deal with the 

complexity of large projects. 

http://en.wikipedia.org/wiki/Project_management
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Project Management Triangle 

 Project Management Triangle is a model of the constraints of project management. 

 Project manager : professional in the field of project management. Project managers can 

have the responsibility of the planning, execution, and closing of any project, typically 

relating to construction industry, architecture, computer networking, telecommunications or 

software development. 

 Project network is a graph (flow chart) depicting the sequence in which a project's terminal 

elements are to be completed by showing terminal elements and their dependencies. 

 Project plan is a formal, approved document used to guide both project execution andproject 

control. The primary uses of the project plan are to document planning assumptions and 

decisions, facilitate communication among stakeholders, and document approved scope, 

cost, and schedule baselines. A project plan may be summary or detailed.  

 Project planning is part of project management, which relates to the use of schedules such as 

Gantt charts to plan and subsequently report progress within the project environment.  

 Project stakeholders are those entities within or without an organization which sponsor a 

project or, have an interest or a gain upon a successful completion of a project. 

 Project team is the management team leading the project, and provide services to the project. 

Projects often bring together a variety number of problems. Stakeholders have important 

issues with others. 

http://en.wikipedia.org/wiki/Project_Management_Triangle
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 Proport  refers to the combination of the unique skills of an organisation's members for 

collective advantage. 

 Project management process 

1. Agree precise specification for the project - 'Terms of Reference' 

2. Plan the project - time, team, activities, resources, financials - using suitable project 

management tools. 

3. Communicate the project plan to your project team - and to any other interested people 

and groups. 

4. Agree and delegate project actions. 

5. Manage and motivate - inform, encourage, enable the project team. 

6. Check, measure, monitor, review project progress - adjust project plans, and inform the 

project team and others. 

7. Complete project - review and report on project performance; give praise and thanks to 

the project team. 

8. Project follow-up - train, support, measure and report results and benefits. 

1 - Agree precise specification (terms of reference) for the project 

Often called the project 'terms of reference', the project specification should be an accurate 

description of what the project aims to achieve, and the criteria and flexibilities involved, its 

parameters, scope, range, outputs, sources, participants, budgets and timescales (beware - see 

note below about planning timescales). 

A template for a project specification: 

1. Describe purpose, aims and deliverables. 

2. State parameters (timescales, budgets, range, scope, territory, authority). 

3. State people involved and the way the team will work (frequency of meetings, decision-

making process). 

4. Establish 'break-points' at which to review and check progress, and how progress and 

results will be measured. 

http://en.wikipedia.org/w/index.php?title=Proport&action=edit&redlink=1
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 Brainstorming can be a helpful process by which all relevant Terms of Reference criteria can be 

indentified and structured. 

Organizations may have standard TOR structures, such as the BOSCARDET example, which it 

is sensible to use where applicable, mindful of risks of omission or over-complication that can 

arise when following standard practice. 

2 - Plan the project 

Plan the various stages and activities of the project. Where possible (and certainly where 

necessary) involve your team in the planning. A useful tip is to work backwards from the end 

aim, identifying all the things that need to be put in place and done, in reverse order.  

Gantt Charts and Critical Path Analysis Flow Diagrams are two commonly used tools for 

detailed project management planning, enabling scheduling, costing and budgeting and other 

financials, and project management and reporting.  

Project management tools 

Four commonly used tools in project planning and project management, namely: Brainstorming, 

Fishbone Diagrams, Critical Path Analysis Flow Diagrams, and Gantt Charts. 

 Brainstorming 

Brainstorming is usually the first crucial creative stage of the project management and project 

planning process. See the brainstorming method in detail and explained separately, because it 

many other useful applications outside of project management. 

Unlike most project management skills and methods, the first stages of the brainstorming process 

is ideally a free-thinking and random technique. Consequently it can be overlooked or under-

utilized because it not a natural approach for many people whose mains strengths are in systems 

and processes. Consequently this stage of the project planning process can benefit from being 

facilitated by a team member able to manage such a session, specifically to help very organised 

people to think randomly and creatively. 

http://www.businessballs.com/brainstorming.htm
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Fishbone diagrams  

Within project management fishbone diagrams are useful for early planning, notably when 

gathering and organising factors, for example during brainstorming. 

Fishbone diagrams are chiefly used in quality management fault-detection, and in business 

process improvement, especially in manufacturing and production, but the model is also very 

useful in project management planning and task management generally. 

Fishbone diagrams are not good for scheduling or showing interdependent time-critical factors. 

Fishbone diagrams are also called 'cause and effect diagrams' the 1960s. 

At a simple level the fishbone diagram is a very effective planning model and tool - especially 

for 'mapping' an entire operation. 

Where a fishbone diagram is used for project planning of course the 'Effect' is shown as an aim 

or outcome or result, not a problem. 

.Project critical path analysis (flow diagram or chart) 

'Critical Path Analysis' sounds very complicated, but it's a very logical and effective method for 

planning and managing complex projects. A critical path analysis is normally shown as a flow 

diagram, whose format is linear (organised in a line), and specifically a time-line. 

Critical Path Analysis is also called Critical Path Method  and the terms are 

is PERT (Program/Programme/Project Evaluation and Review Technique) which is a specialised 

method for identifying related and interdependent activities and events, especially where a big 

project may contain hundreds or thousands of connected elements. PERT is not normally 

relevant in simple projects, but any project of considerable size and complexity, particularly 

when timings and interdependency issues are crucial, can benefit from the detailed analysis 

enabled by PERT methods. PERT analysis commonly feeds into Critical Path Analysis and to 

other broader project management systems, such as those mentioned here. 

Critical Path Analysis flow diagrams are very good for showing interdependent factors whose 

timings overlap or coincide. They also enable a plan to be scheduled according to a timescale. 

http://www.businessballs.com/acronyms.htm#PERT-acronym


Critical Path Analysis flow diagrams also enable costings and budgeting, although not quite as 

easily as Gantt charts (below), and they also help planners to identify causal elements, although 

not quite so easily as fishbone diagrams (below). 

Project critical path analysis flow diagram example 

 

Gantt charts 

Gantt Charts (commonly wrongly called gant charts) are extremely useful project management 

tools. The Gantt Chart is named after US engineer and consultant Henry Gantt (1861-1919) who 

devised the technique in the 1910s. 

Gantt charts are excellent models for scheduling and for budgeting, and for reporting and 

presenting and communicating project plans and progress easily and quickly, but as a rule Gantt 

Charts are not as good as a Critical Path Analysis Flow Diagram for identifying and showing 

interdependent factors, or for 'mapping' a plan from and/or into all of its detailed causal or 

contributing elements. 



Project financial planning and reporting 

Large projects are likely to require some sort of require dedicated accounting system, although 

conceivably Gantt Charts and financial management accounts can easily be administered within 

a spreadsheet system given sufficient expertise. If you don't know how to put together a basic 

financial plan, get some help from someone who does, and make sure you bring a good friendly, 

flexible financial person into your team - it's a key function of project management, and if you 

can't manage the financial processes your self you need to be able to rely completely on whoever 

does it for you. The spreadsheet must enable you to plan, administer and report the detailed 

finances of your project. Create a cost line for main expenditure activity, and break this down 

into individual elements. Create a system for allocating incoming invoices to the correct 

activities (your bought-ledger people won't know unless you tell them), and showing when the 

costs hit the project account.  

3 - Communicate the project plan to your team 

This serves two purposes: it informs people what's happening, and it obtains essential support, 

agreement and commitment. If your project is complex and involves a team, then you should 

involve the team in the planning process to maximise buy-in, ownership, and thereby 

accountability. Your project will also benefit from input and consultation from relevant people at 

an early stage. 

Also consider how best to communicate the aims and approach of your project to others in your 

organization and wider network. 

Your project 'team' can extend more widely than you might first imagine. Consider all the 

possible 'stakeholders' - those who have an interest in your project and the areas it touches and 

needs to attract support or tolerance. 

Involvement and communication are vital for cooperation and support. Failing to communicate 

to people  is a common reason for arousing suspicion and objections, defensiveness or resistance. 

4 - Agree and delegate project actions 



Your plan will have identified those responsible for each activity. Activities need to be very 

clearly described, including all relevant parameters, timescales, costs, and deliverables.  So 

publish the full plan to all in the team, and consider carefully how to delegate medium-to-long-

term tasks in light of team members' forward-planning capabilities. Long-term complex projects 

need to be planned in more detail, and great care must be taken in delegating and supporting 

them. Only delegate tasks which pass the SMART test.  

5 - Manage, motivate, inform, encourage, enable the project team 

Manage the team and activities in meetings, communicating, supporting, and helping with 

decisions (but not making them for people who can make them for themselves). One of the big 

challenges for a project manager is deciding how much freedom to give for each delegated 

activity. Tight parameters and lots of checking are necessary for inexperienced people who like 

clear instructions, but this approach is the kiss of death to experienced, entrepreneurial and 

creative people. They need a wider brief, more freedom, and less checking. Look out for 

differences in personality and working styles in your team. Misunderstanding personal styles can 

get in the way of team cooperation. Your role here is to enable and translate. Face to face 

meetings, when you can bring team members together, are generally the best way to avoid issues 

and relationships becoming personalised and emotional. Communicate progress and successes 

regularly to everyone. Give the people in your team the plaudits, particularly when someone high 

up expresses satisfaction - never, never accept plaudits yourself.  

6 - Check, measure, and review project performance; adjust project plans; inform project team 

and others 

Check the progress of activities against the plan. Review performance regularly and at the 

stipulated review points, and confirm the validity and relevance of the remainder of the plan. 

Adjust the plan if necessary in light of performance, changing circumstances, and new 

information, but remain on track and within the original terms of reference. Be sure to use 

transparent, pre-agreed measurements when judging performance. (Which shows how essential it 

is to have these measures in place and clearly agreed before the task begins.) Identify, agree and 

http://www.businessballs.com/meetings.htm
http://www.businessballs.com/personalitystylesmodels.htm


delegate new actions as appropriate. Inform team members and those in authority about 

developments, clearly, concisely and in writing. Plan team review meetings.  

7 - Complete project; review and report on project; give praise and thanks to the project team 

At the end of your successful project hold a review with the team. Ensure you understand what 

happened and why. Reflect on any failures and mistakes positively, objectively, and without 

allocating personal blame. Reflect on successes gratefully and realistically. Write a review 

report, and make observations and recommendations about follow up issues and priorities - there 

will be plenty. 

8 - Follow up - train, support, measure and report project results and benefits 

Traditionally this stage would be considered part of the project completion, but increasingly an 

emphasised additional stage of project follow-up is appropriate. 

This is particularly so in very political environments, and/or where projects benefits have 

relatively low visibility and meaning to stakeholders (staff, customers, investors, etc), especially 

if the project also has very high costs, as ICT projects tend to do. 

ICT (information and communications technology) projects often are like this - low visibility of 

benefits but very high costs, and also very high stress and risk levels too. 

Project management almost always involves change management too, within which it's very 

important to consider the effects of the project on people who have to adapt to the change. There 

is often a training or education need. There will almost certainly be an explanation need, in 

which for example methods like team briefing have prove very useful. 
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Chapter 3 

Attention 

Attention is the cognitive process of selectively concentrating on one aspect of the environment 

while ignoring other things. Attention has also been referred to as the allocation of processing 

resources.  

Attention is one of the most intensely studied topics within psychology and cognitive 

neuroscience. Attention remains a major area of investigation within education,psychology and 

neuroscience. Areas of active investigation involve determining the source of the signals that 

generate attention, the effects of these signals on the tuning properties of sensory neurons, and 

the relationship between attention and other cognitive processes like working memory and 

vigilance. A relatively new body of research is investigating the phenomenon of traumatic brain 

injuries and their effects on attention. 

Attention also has variations amongst cultures. 

 The relationships between attention and consciousness are complex enough that they have 

warranted perennial philosophical exploration. Such exploration is both ancient and continually 

relevant, as it can have effects in fields ranging from mental health to artificial intelligence 

research and development. 

1. Watch yourself 

Always watch yourself on how you are ―spending‖ your attention. I‘m afraid we often let our 

attention goes to whatever places it wants without proper control. 

2. Cut negative attention as soon as possible 

As soon as you realize that you are paying attention to something negative, stop it! Cut it as soon 

as possible before it reinforces itself. That is why it‘s important to always watch yourself. Cut the 

negative attention by moving your attention right away to something positive. 

3. Have a ―default‖ positive to quickly switch your attention to 



Since negative thoughts can quickly occupy our mind, we need to be able to pull out quickly. To 

do so, you need a ―default‖ positive to which you can quickly switch your attention. If you still 

have to spend time to find it, it might be too late. 

One thing you can use as default positive is inspiring and motivating quotes. When you start 

paying attention to negative thoughts, quickly switch your attention to the inspiring quotes to get 

yourself back on track. 

4. Fill the ―white spaces‖ 

The ―white spaces‖ are the times when you do nothing. They may be the transition from doing 

one task to the next, or they may be the time you spend on commuting. Whatever they are, the 

―white spaces‖ are the times when negative thoughts could easily attract your attention. So fill 

them with your default positive. 

5. Prevent ―leaks‖ in your attention ―bucket‖ 

―Leaks‖ in your attention ―bucket‖ makes your attention unable to positively reinforce itself. 

You may spend a lot of time yet achieve very little since you could never gather enough attention 

to be highly productive. 

What are the ―leaks‖? The ―leaks‖ are distractions and interruptions which take your attention 

away to the wrong place. So prevent them in every way to get the most out of your attention. 

6. Invest your attention on things with the highest returns 

Preventing leaks is like eliminating unnecessary expenses. While eliminating unnecessary 

expenses is good for your finance, it‘s not enough. To get the most out of your money, you 

should also invest it in places with the highest returns. Similarly, you should ―invest‖ your 

attention on things with the highest returns. 

The 80/20 rule is helpful here. The rule says that 20% of the causes gives 80% of the effects.So 

always spend your attention on the top 20% things which give the most returns. 

7. Know when to stop 



In whatever you do, diminishing returns applies. When you initially pay attention to something, 

the return is positive (provided that it is something useful). But over time, the return you get will 

decrease until at one point, you would get better return if you spend your attention to something 

else. This is the point where you should stop. Always be aware of the return you currently get 

from your attention, and stop before it‘s too late. 

Attention management refers to models and tools for supporting the management of attention at 

the individual or at the collective level (cf. attention economy), and at the short-term (quasi real 

time) or at a longer term (over periods of weeks or months). 

 

Strategies of attention management 

1. Take the Mystery Away 

The first and perhaps most important management strategy is to insure that all students 

understand how attention works and identify their particular profiles of attention strengths and 

weaknesses. Then, students should be taught attention management strategies. 

2. Understand Consistent Inconsistency 

Teachers and parents should understand that the inconsistency of children with attention 

problems is not evidence of a poor attitude or lack of motivation. It is a part of their biologically 

based attention dysfunction, and is beyond their easy control. 

3. Explore the Option of Medication 

For many children and adolescents, medication can be helpful in dealing with attentional 

difficulties. Medication can improve mental alertness and the intensity and duration of 

concentration. In addition, it may diminish impulsivity and hyperactivity. The student and his 

parents may wish to explore this option with his physician. 

4. Allow for Movement and Breaks 

It is helpful for students who have problems with inconsistent alertness and mental effort to be 

provided with opportunities to move around. For example, at school, teachers could ask the 



student to erase the board, collect papers or take a message to the office. At home, parents and/or 

the student could schedule regular breaks and change work sites. That is, the student could work 

several minutes at the kitchen table and several minutes on the living room floor. Each time the 

location is changed, the student may experience a burst of mental energy. Additionally, students 

may need to be doing something with their hands while seated. They may doodle, roll a piece of 

clay or perform some other manual tasks that enhance their alertness and arousal. 

5. Vary Instructional Strategies 

Teachers should use a variety of instructional strategies and these should be changed 

approximately every 15 to 20 minutes. For example, they could deliver information for 15 

minutes via lecture. This strategy could be followed by small group work or cooperative learning 

for 20 minutes. Next, students could engage in individual seatwork or watch a video. 

6. Use Signals 

The teacher and parents should have a private way of signaling students when they are tuned out. 

For example, a gentle tap on the shoulder may be effective. Also, the student's teachers and 

parents may need to signal him when something important is about to be stated. Looking right at 

him, his teacher or parent could say, "Now listen very carefully. I am about to give you 

important instructions about tomorrow's test.‖ 

7. Leverage Interests 

Attention is enhanced when interest is heightened. Thus, students should be encouraged to read, 

write and talk about subjects in which they are interested. Additionally, students' attention is 

enhanced when information is personally relevant to them. For example, if students need to learn 

a chronological timetable, the teacher could begin with having the students develop a 

chronological timetable of the important events in their own lives. 

8. Minimize Noise & Other Distractions 

Students who are easily distracted should benefit from a structured auditory environment. They 

may need preferential seating near the front of the classroom so that noise and distractions from 

other students are minimized. 



9. Develop Previewing and Planning Skills 

Teachers and parents can help students develop previewing and planning skills by requiring them 

to formulate plans for writing reports and completing projects. For example, when completing a 

book report, the students could submit plans for how they are going to accomplish this task. They 

will likely need specific instruction, followed by modeling, then guided practice, and finally 

feedback on performance. The concept of previewing should be explained to the students and 

they should be aware of the fact that the activities they are engaging in will help them develop 

previewing/ planning skills. It is helpful if they are first given practical examples of planning, 

such as planning for a party. 

10. Use Behavior Modification and Self-Assessment 

. The specific consequences for behavior change should also be identified. The consequence for 

positive behaviors must be more rewarding to the student than failure to complete the positive 

behavior. For example, if the child is allowed to stay up an extra 15 minutes in the evenings, this 

behavior must be more rewarding than leaving his/her dirty clothes on the bathroom floor. 

Additionally, performance of the targeted behavior must be the only way that the student is able 

to obtain the reward. In the previous example, the child is only able to stay up the extra 15 

minutes at night if he puts his dirty laundry in the designated place. School-home notes can be 

used to communicate back and forth between home and school. In both settings, charts and 

graphs can be used to monitor progress toward the goal. Students should be encouraged to assess 

their own behavior in addition to being assessed by the adult. They could be given an additional 

reward for accurate self-assessment. 

11. Discourage Frenetic Work Patterns 

To help students refrain from rushing through their work, teachers and parents could avoid 

making statements such as, "You can go out to recess as soon as you finish your assignment" or 

"You can watch television when you finish your homework." Offers such as these may 

inadvertently encourage students to work too quickly and carelessly. 

 

 



12. Get Organized 

A notebook with three sections labeled "Work to be Completed," "Work Completed" and "Work 

to be Saved" may be used to help students organize their assignments. Color-coding notebooks 

for different subjects may also be helpful for organizing work. 

13. Use Daily Planners 

A student should use a structured daily planner to help him organize his assignments and 

activities. A planner that is broken down by subject within the day and has sufficient room to 

write all the information he needs would be preferred. ELAN Publishing offers a number of good 

student organizers (available from CDL's A+ Store). Alternately, he may benefit from using a 

personal digital assistant (PDA). 

14. Set Up a Home Office 

At home, parents should guide their child/adolescent with setting up his/her own well-organized 

"office.‖ Parents should schedule a weekly time that their child/adolescent will dedicate to 

straightening up the office and making sure all office supplies are well-stocked (e.g., post-its, 

pencils, pens, highlighters, paper, paper clips, stapler). The student should find his/her best 

time(s) for studying (his/her most alert times of day), and post these times as his/her "Office 

Hours." The student should also experiment with different kinds of background noise levels that 

work best for him/her when doing homework of studying. Some children/adolescents actually 

concentrate better in a noisy environment or while listening to music while others may need to 

use ear plugs. 

15. Allow Time to Wind Down 

Many students with attention problems have trouble falling asleep at night. It is helpful for them 

to have an established routine for going to bed at night. For example, they could read a book or 

have a book read to them. They can engage in stretching exercises before getting in bed. They 

could drink a glass of milk or hot chocolate prior to going to bed. They might also listen to quiet, 

easy music while falling asleep. ―White noise,‖ such as a fan, may also be helpful in facilitating 

sleep. 



Attention economics is an approach to the management of information that treats human 

attention as a scarce commodity, and applies economic theory to solve various information 

management problems. 

In this perspective Thomas H. Davenport and J. C. Beck define the concept of attention as: 

Attention is focused mental engagement on a particular item of information. Items come into our 

awareness, we attend to a particular item, and then we decide whether to act.  

As content has grown increasingly abundant and immediately available, attention becomes the 

limiting factor in the consumption of information. Attention economics applies insights from 

other areas of economic theory to enable content consumers, producers, and intermediaries to 

better mediate and manage the flow of information in light of the scarcity of consumer attention. 

A number of software applications either explicitly or implicitly take attention economy into 

consideration in their user interface design, based on the realization that if it takes the user too 

long to locate something, they will find it through another application. This is done, for instance, 

by creating filters to make sure the first content a viewer sees is relevant, of interest, or with the 

approval of demographics. 

Herbert A. Simon was perhaps the first person to articulate the concept of attention economics 

when he wrote: 

"...in an information-rich world, the wealth of information means a dearth of something else: a 

scarcity of whatever it is that information consumes. What information consumes is rather 

obvious: it consumes the attention of its recipients. Hence a wealth of information creates a 

poverty of attention and a need to allocate that attention efficiently among the overabundance of 

information sources that might consume it"  

He noted that many designers of information systems incorrectly represented their design 

problem as information scarcity rather than attention scarcity, and as a result they built systems 

that excelled at providing more and more information to people, when what was really needed 

were systems that excelled at filtering out unimportant or irrelevant information In recent years, 

Simon's characterization of the problem of information overload as an economic one has become 



more popular. Business strategists such as Thomas H. Davenport or Michael H. Goldhaber have 

adopted the term "attention economy". 

Some writers have even speculated that "attention transactions" will replace financial 

transactions as the focus of our economic system (Goldhaber 1997, Franck 1999). Information 

systems researchers have also adopted the idea, and are beginning to investigatemechanism 

designs which build on the idea of creating property rights in attention  

Relationship with advertising 

"Attention economics" today is primarily concerned with the problem of getting consumers to 

consume advertising. Traditional media advertisers followed a model that suggested consumers 

went through a linear process they called AIDA - Attention, Interest, Desire and Action. 

Attention is therefore a major and the first stage in the process of converting non-consumers. 

Since the cost to transmit advertising to consumers is now sufficiently low that more ads can be 

transmitted to a consumer than the consumer can process, the consumer's attention becomes the 

scarce resource to be allocated. 

Intangibles 

According to digital culture expert Kevin Kelly, the modern attention economy is increasingly 

one where the consumer product costs nothing to reproduce and the problem facing the supplier 

of the product lies in adding valuable intangibles that can not be reproduced at any cost. He 

identifies these intangibles as: 

1. Immediacy - priority access, immediate delivery 

2. Personalization - tailored just for you 

3. Interpretation - support and guidance 

4. Authenticity - how can you be sure it is the real thing? 

5. Accessibility - wherever, whenever 

6. Embodiment - books, live music 



7. Patronage - "paying simply because it feels good", 

8. Find ability - "When there are millions of books, millions of songs, millions of films, 

millions of applications, millions of everything requesting our attention — and most of it free — 

being found is valuable." 

Social attention, collective attention 

Attention economy is also relevant to the social sphere. More specifically, long term attention 

can also be considered according to the attention that a person dedicates managing its 

interactions with others. Dedicating too much attention to these interactions can lead to "social 

interaction overload", i.e. when people are overwhelmed in managing their relationships with 

others, for instance in the context of social network services in which people are the subject of a 

high level of social solicitations. 

Social attention can also be associated to collective attention, i.e. how "attention to novel items 

propagates and eventually fades among large populations."  

Applications 

Controlling information pollution 

One application treats various forms of information (spam, advertising) as a form of pollution or 

'detrimental externality'. In economics an externality is a by-product of a production process that 

imposes burdens (or supplies benefits), to parties other than the intended consumer of a 

commodity. For example; air and water pollution are ‗negative‘ externalities which impose 

burdens on society and the environment. 

A market-based approach to controlling externalities was outlined in Ronald Coase's The 

Problem of Social Cost . This evolved from an article on the Federal Communications 

Commission ), in which Coase claimed that radio frequency interference is a negative externality 

that could be controlled by the creation of property rights. 

Coase's approach to the management of externalities requires the careful specification of 

property rights and a set of rules for the initial allocation of the rights. Once this has been 



achieved, a market mechanism can theoretically manage the externality problem. The solution is 

not necessarily simple in its application to media content 

E-mail spam 

Sending huge numbers of e-mail messages costs spammers very little, since the costs of e-mail 

messages are spread out over the internet service providers that distribute them (and the 

recipients who must spend attention dealing with them). Thus sending out as much spam as 

possible is a rational strategy: even if only 0.001% of recipients (1 in 100,000) is converted into 

a sale, a spam campaign can be profitable (Mangalindan 2002). Spammers are demanding 

valuable attention from potential customers, but they are avoiding paying a fair price for this 

attention due to the current architecture of e-mail systems. 

One way this might be implemented is by charging senders a small fee per e-mail sent, often 

referred to as a "Sender Bond." It might be close to free for an advertiser to send a single e-mail 

message to a single recipient, but sending that same e-mail to 1000 recipients would cost him 

1000 times as much. A 2002 experiment with this kind of usage-based e-mail pricing found that 

it caused senders to spend more effort targeting their messages to recipients who would find 

them relevant, thus shifting the cost of deciding whether a given e-mail message is relevant from 

the recipient to the sender Closely related is the idea of selling "interrupt rights," or small fees for 

the right to demand one's attention (Fahlman 2002). The cost of these rights could vary 

according to the interruptee: interrupt rights for the CEO of a Fortune 500 company would 

presumably be extraordinarily expensive, while those of a high school student might be lower. 

Costs could also vary for an individual depending on context, perhaps rising during the busy 

holiday season and falling during the dog days of summer. Interruptees could decline to collect 

their fees from friends, family, and other welcome interrupters. 

Another idea in this vein is the creation of "attention bonds," small warranties that some 

information will not be a waste of the recipient's time, placed into escrow at the time of sending 

(Loder, Van Alstyne & Wash 2004). Like the granters of interrupt rights, receivers could cash in 

their bonds to signal to the sender that a given communication was a waste of their time or elect 

not to cash them in to signal that more communication would be welcome. 

 



Web spam 

As search engines have become the primary means for finding and accessing information on the 

web, high rankings in the results for certain queries have become valuable commodities, due to 

the ability of search engines to focus searchers' attention. Like other information systems, web 

search is vulnerable to pollution: "Because the Web environment contains profit seeking 

ventures, attention getting strategies evolve in response to search engine algorithms" .It is 

estimated that successful exploitation of such strategies, known as web spam, is a potential $4.5 

billion per year business Since most major search engines now rely on some form of PageRank 

(recursive counting of hyperlinks to a site) to determine search result rankings, a gray market in 

the creation and trading of hyperlinks has emerged. Participants in this market engage in a 

variety of practices known as link spamming, link farming, and reciprocal linking. 

The economic incentives are similar to those of e-mail spam: it costs very little to spammers to 

create huge numbers of links, so even a very small conversion rate (percentage of searchers who 

click on a spam-boosted search result) can be profitable. The costs of web spam are distributed 

among the search engines, which must spend tremendous amounts of money and labor on 

developing spam-detecting technologies, and searchers, who must spend attention on 

determining which search results are valid and which are spam (since the search engines are 

never 100% successful in keeping spam out of their indexes). 

An attempt to change the economics of one kind of web spam is the "nofollow" attribute for 

hyperlinks, which causes search engines to ignore those links for the purposes of ranking results. 

The hope is that webmasters and makers of web discussion software will implement systems that 

automatically add the "nofollow" attribute to all hyperlinks not under a site owner's direct 

control. The effect would be to increase the cost of creating spam links, since spammers would 

only be able to create links on sites they controlled. 

. Currently the major search engines do not treat these as web spam, but this is a decision made 

unilaterally by private companies. There is no opportunity for negotiation over the question of 

what is an appropriate use of attention expressed through hyper linking. It remains to be seen 

whether a market-based approach might provide more flexible handling of these gray areas. 

 



Sales lead generation 

The realization that the attention focused by search engines was a valuable commodity led to the 

creation of the paid inclusion model, in which search engines charge advertisers to have 

hyperlinks to their sites included in search results. The dominant form of paid inclusion is Pay 

for placement, in which advertisers bid on the rights to have their hyperlinks listed in the results 

for a given search query. The auction winner then pays the search engine the agreed price per 

user that follows their hyperlink. With the advent of paid inclusion, profit-seeking web sites 

could choose to legitimately pay for the attention of searchers, rather than attempting to subvert 

search algorithms. 

The paid inclusion model, as well as more pervasive advertising networks like Yahoo! Publisher 

Network and Google's AdSense, work by treating consumer attention as the property of the 

search engine (in the case of paid inclusion) or the publisher (in the case of advertising 

networks). This is somewhat different from the anti-spam uses of property rights in attention, 

which treat an individual's attention as his or her own property. 

The Attentive User Interfaces (AUI) are User Interfaces that manage the user attention. For 

instance an AUI can manage notification (Horvitz et al. 2003), deciding when to interrupt the 

user, the kind of warnings, and the level of detail of the messages presented to the user. Attentive 

User Interfaces, by generating only the relevant information, can in particular be used to display 

information in a way that increase the effectiveness of the interaction (Huberman & Wu 2008). 

According to Vertegaal, there are four main types of Attentive User Interfaces  Visual attention 

• Turn management 

• Interruption decision interfaces 

• Visual detail management interfaces 

 

 

 



Chapter 4 

Setting Priorities And Goals 

Time management strategies are often associated with the recommendation to set personal goals. 

The literature stresses themes such as - 

 "Work in Priority Order" - set goals and prioritize 

 "Set gravitational goals" - that attract actions automatically 

 

Defining priority on following basis 

 Weekly List - The Weekly Calendar. 

Create a weekly calendar. Make it your basic time budgeting guide. List your courses, work, 

study time, recreation, meals, TV, relaxation, etc. Plan to study 1st priority classes when you 

work best. Be flexible, adapt your schedule to changing needs. Keep your schedule handy and 

refer to it often. If it doesn't work, change it. 

 Daily List  - The Daily "Things to Do." 

Write down all the things (not on your calendar) that you want to do today . Note homework due 

or tests to take or subjects you want to emphasize. include shopping, personal calls, etc. This list 

is a reminder. Use it to set priorities and to reduce decision-making and worry. If time is tight, 

move items to your long-term list. Rewrite this list each morning. Use visualization to help you 

focus on what to do. 

 Monthly List  - Goals and Other Things. 

This can be one or two lists, a weekly list and/or a monthly list. Put down your goals and things 

you have to do. What do you want to accomplish over the next month? What do you need to 

buy? Use this list to keep track of all your commitments. If you're worried about something, put 

it on this list. The purpose of this list is to develop long-term goals and to free your mind to 

concentrate on today. 

 What is the purpose of the job?  

If possible, express this in a single sentence starting with the word 'To' - for example 'To 

ensure effective distribution in the South East...' 

http://en.wiktionary.org/wiki/priority
http://en.wikipedia.org/wiki/Goal_setting


 What are the measures of success?  

Work out how your employer will decide whether you are good at your job or not. Find 

out what the key targets to be achieved are, and how achievement will be measured. 

 What is exceptional performance?  

Find out what this is considered to be, and work out how to achieve it. 

 What are the priorities and deadlines? 

You need to know this so that when you are overloaded with work, you know what to 

focus on. 

 What resources are available? 

This ensures that you are using all the tools at your command. 

 What costs are acceptable? 

This lets you know the boundaries within which you can move. 

 How does this relate to other people?  

What is the broader picture within which you have to work? 

These goals are recorded and may be broken down into a project, an action plan, or a simple task 

list. For individual tasks or for goals, an importance rating may be established, deadlines may be 

set, and priorities assigned. This process results in a plan with a task list or a schedule or calendar 

of activities. Authors may recommend a daily, weekly, monthly or other planning periods 

associated with different scope of planning or review.  

A goal is a desired result a person or a system envisions, plans and commits to achieve a 

personal or organizational desired end-point in some sort of assumed development. Many people 

endeavor to reach goals within a finite time by setting deadlines. 

It is roughly similar to purpose or aim, the anticipated result which guides reaction, or an end, 

which is an object, either a physical object or an abstract object, that has intrinsic value. To 

create a goal around time management, start by breaking down a version of the DMAIC model 

into three main categories: 

1. Define 

2. Measure 

3. Achieve 

http://en.wikipedia.org/wiki/Project_management
http://en.wikipedia.org/wiki/Action_plan


Goal-setting 

Goal-setting 

Goal-setting ideally involves establishing specific, measurable, attainable, realistic and time-

bounded (S.M.A.R.T.) objectives Work on the goal-setting theory suggests that it can serve as an 

effective tool for making progress by ensuring that participants have a clear awareness of what 

they must do to achieve or help achieve an objective. On a personal level, the process of setting 

goals allows people to specify and then work towards their own objectives most commonly, 

financial or career-based goals. Goal-setting comprises a major component of personal 

development. 

A goal can be long-term or short-term. The primary difference is the time required to achieve 

them.  

Short-term goals 

Short-term goals expect accomplishment in a short period of time, such as trying to get a bill 

paid in the next few days. The definition of a short-term goal need not relate to any specific 

length of time. In other words, one may achieve (or fail to achieve) a short-term goal in a day, 

week, month, year, etc. The time-frame for a short-term goal relates to its context in the overall 

time line that it is being applied to. For instance, one could measure a short-term goal for a 

month-long project in days; where as one might measure a short-term goal for someone's lifetime 

in months or in years. Planners usually define short-term goals in relation to a long-term goal or 

goals. 

Personal goals 

Individuals can set personal goals. A student may set a goal of a high mark in an exam. An 

athlete might run five miles a day. A traveler might try to reach a destination-city within three 

hours. Financial goals are a common example, to save for retirement or to save for a purchase. 

Managing goals can give returns in all areas of personal life. Knowing precisely what one wants 

to achieve makes clear what to concentrate and improve on, and often subconsciously prioritizes 

that goal. 

http://en.wikipedia.org/wiki/Goal-setting


Goal-setting and planning ("goal work") promotes long-term vision and short-term motivation. It 

focuses intention, desire, acquisition of knowledge, and helps to organize resources. 

Efficient goal work includes recognizing and resolving all guilt, inner conflict or limiting belief 

that might cause one to sabotage one's efforts. By setting clearly defined goals, one can 

subsequently measure and take pride in the achievement of those goals. One can see progress in 

what might have seemed a long, perhaps impossible, grind. 

Achieving personal goals 

Achieving complex and difficult goals requires focus, long-term diligence and effort. Success in 

any field requires forgoing excuses and justifications for poor performance or lack of adequate 

planning; in short, success requires emotional maturity. The measure of belief that people have in 

their ability to achieve a personal goal also affects that achievement. 

Long-term achievements rely on short-term achievements. Emotional control over the small 

moments of the single day makes a big difference in the long term. 

Personal Goal Achievement and Happiness 

There has been a lot of research conducted looking at the link between achieving desired goals, 

changes to self-efficacy and integrity and ultimately changes to Subjective well-being. Goal 

Efficacy refers to how likely an individual is to succeed in achieving their goal. Goal integrity 

refers to how consistent one's goals are with core aspects of the self. Research has shown that a 

focus on goal efficacy is associated with well being factor happiness (subjective well-being) and 

goal integrity is associated with the well-being factor meaning (psychology). Multiple studies 

have shown the link between achieving long-term goals and changes in subjective well-being, 

most research showing that achieving goals that hold personal meaning to an individual, 

increases feelings of subjective well-being.  

Self-Concordance Model 

The Self-Concordance Model is a model that looks at the sequence of steps that occur from the 

commencement of a goal to attaining that goal. It looks at the likelihood and impact of goal 

achievement based on the type of goal and meaning of the goal to the individual. Different types 

of goals impact goal achievement and the sense of Subjective well-being brought about by 

achieving the goal. The model breaks down factors that promote striving to achieve a goal, 



achieving a goal, and the factors that connect goal achievement to changes in Subjective well-

being. 

Self-concordant goals 

Goals that are pursued to fulfill intrinsic values or are important as they are integrated into an 

individuals self-concept are called self-concordant goals. Self-concordant goals fulfill basic 

needs and are aligned with an individual's True Self. Because these goals have personal meaning 

to an individual and reflect an individual's self-identity, self-concordant goals are more likely to 

receive sustained effort over time. In contrast, goals that do not reflect an individual's internal 

drive and are pursued due to external factors (e.g. social pressures) emerge from a non-integrated 

region of a person and are therefore more likely to be abandoned when obstacles 

occur.[8]Furthermore the Self-determination theory and research surrounding this theory shows 

that if an individual effectively achieves a goal, but that goal is not-self endorsed or self-

concordant, well-being levels do not change despite goal attainment.  

Goal management includes: 

 Assessment and dissolution of non-rational blocks to success 

 Time management 

 Frequent reconsideration (consistency checks) 

 Feasibility checks 

 Adjusting milestones and main-goal targets 

 For individual tasks or for goals, an importance rating may be established, deadlines may 

be set, and priorities assigned. This process results in a plan with a task list or a schedule 

or calendar of activities. Authors may recommend a daily, weekly, monthly or other 

planning periods associated with different scope of planning or review.  

Methods Used For Achieving tasks 

ABC analysis 

A technique that has been used in business management for a long time is the categorization of 

large data into groups. These groups are often marked A, B, and C—hence the name. Activities 

are ranked upon these general criteria: 

http://en.wikipedia.org/wiki/Time_management
http://en.wikipedia.org/wiki/Feasibility_study
http://en.wikipedia.org/wiki/Milestone_(project_management)


 A – Tasks that are perceived as being urgent and important, 

 B – Tasks that are important but not urgent, 

 C – Tasks that are neither urgent nor important. 

Each group is then rank-ordered in priority. To further refine priority, some individuals choose to 

then force-rank all "B" items as either "A" or "C". ABC analysis can incorporate more than three 

groups. 

ABC analysis is frequently combined with Pareto analysis. 

Pareto analysis 

This is the idea that 80% of tasks can be completed in 20% of the disposable time. The 

remaining 20% of tasks will take up 80% of the time. This principle is used to sort tasks into two 

parts. According to this form of Pareto analysis it is recommended that tasks that fall into the 

first category be assigned a higher priority. 

The 80-20-rule can also be applied to increase productivity: it is assumed that 80% of the 

productivity can be achieved by doing 20% of the tasks. Similarly, 80% of results can be 

attributed to 20% of activity. If productivity is the aim of time management, then these tasks 

should be prioritized higher. This view of the Pareto Principle is explored further in The 4-Hour 

Workweek by Timothy Ferriss.  

It depends on the method adopted to complete the task. There is always a simpler and easier way 

to complete the task. If one uses a complex way, it will be time consuming. So, one should 

always try to find out the alternate ways to complete each task. 



The Eisenhower Method 

 

 

A basic "Eisenhower box" to help evaluate urgency and importance. Items may be placed at 

more precise points within each quadrant. 

All tasks are evaluated using the criteria important/unimportant and urgent/not urgent and put in 

according quadrants. Tasks in unimportant/not urgent quadrants are dropped, tasks in 

important/urgent quadrants are done immediately and personally, tasks in unimportant/urgent 

quadrants are delegated and tasks in important/not urgent quadrants get an end date and are done 

personally. This method is said to have been used by U.S. President Dwight D. Eisenhower, and 

is outlined in a quote attributed to him: What is important is seldom urgent and what is urgent is 

seldom important. 

POSEC method 

POSEC is an acronym for Prioritize by Organizing, Streamlining, Economizing and 

Contributing. 

The method dictates a template which emphasizes an average individual's immediate sense of 

emotional and monetary security. It suggests that by attending to one's personal responsibilities 

first, an individual is better positioned to shoulder collective responsibilities. 



Inherent in the acronym is a hierarchy of self-realization which mirrors Abraham 

Maslow's"Hierarchy of needs". 

1. Prioritize - Your time and define your life by goals. 

2. Organize - Things you have to accomplish regularly to be successful (Family and 

Finances). 

3. Streamline - Things you may not like to do, but must do (Work and Chores). 

4. Economize - Things you should do or may even like to do, but they're not pressingly 

urgent (Pastimes and Socializing). 

5. Contribute - By paying attention to the few remaining things that make a difference 

(Social Obligations). 

Implementation of goals 

There are also time management approaches that emphasise the need for more focused and 

simple implementation including the approach of "Going with the Flow" - natural rhythms, 

Eastern philosophy. More unconventional time usage techniques, such as those discussed in 

"Where Did Time Fly, include concepts that can be paraphrased as "Less is More," which de-

emphasizes the importance of squeezing every minute of one's time, as suggested in traditional 

time management schemes. 

A task list (also to-do list or things-to-do) is a list of tasks to be completed, such as chores or 

steps toward completing a project. It is an inventory tool which serves as an alternative or 

supplement to memory. 

Task lists are used in self-management, grocery lists, business management, project 

management, and software development. It may involve more than one list. 



When one of the items on a task list is accomplished, the task is checked or crossed off. The 

traditional method is to write these on a piece of paper with a pen or pencil, usually on a note pad 

or clip-board. Task lists can also have the form of paper or software checklists. 

Writer Julie Morgenstern suggests "do's and don'ts" of time management that include: 

 Map out everything that is important, by making a task list 

 Create "an oasis of time" for one to control 

 Say "No" 

 Set priorities 

 Don't drop everything 

 Don't think a critical task will get done in one's spare time. Numerous digital equivalents are 

now available, including PIM (Personal information management) applications and 

most PDAs. There are also several web-based task list applications, many of which are free.  

 

 

 

 

 

 

 

 

 

 

 

 



Chapter 5 

Introduction to inventory 

 

The word inventory doesn't have the same meaning in the USA and in the UK: 

• In American English and in a business accounting context, the word inventory is 

commonly used to describe the goods and materials that a business holds for the ultimate 

purpose of resale (or repair). In American English, the word stock is commonly used to describe 

the capital invested in a business, while in British English, the sentence stock shared is used in 

the same context. 

• In the rest of the English-speaking world, stock is more commonly used, although the 

word inventory is recognised as a synonym. In British English, the word inventory is more 

commonly thought of as a list compiled for some formal purpose, such as the details of an estate 

going to probate, or the contents of a house let furnished.  

While accountants often discuss inventory in terms of goods for sale, organizations - 

manufacturers, service-providers and not-for-profits - also have inventories (fixtures, furniture, 

supplies, etc.) that they do not intend to sell. Manufacturers', distributors', and wholesalers' 

inventory tends to cluster in warehouses. Retailers' inventory may exist in a warehouse or in a 

shop or store accessible to customers. Inventories not intended for sale to customers or to clients 

may be held in any premises an organization uses. Stock ties up cash and, if uncontrolled, it will 

be impossible to know the actual level of stocks and therefore impossible to control them. 

While the reasons for holding stock were covered earlier, most manufacturing organizations 

usually divide their "goods for sale" inventory into: 

• Raw materials - materials and components scheduled for use in making a product. 

• Work in process, WIP - materials and components that have begun their transformation to 

finished goods. 

• Finished goods - goods ready for sale to customers. 

• Goods for resale - returned goods that are salable. 



• Stocks in Transit. 

• Consignment Stocks. 

. 

Inventory management is a science primarily about specifying the shape and percentage of 

stocked goods. It is required at different locations within a facility or within many locations of a 

supply network to precede the regular and planned course of production and stock of materials. 

Scope-The scope of inventory management concerns the fine lines between replenishment lead 

time, carrying costs of inventory, asset management, inventory forecasting, inventory valuation, 

inventory visibility, future inventory price forecasting, physical inventory, available physical 

space for inventory, quality management, replenishment, returns and defective goods, and 

demand forecasting. Balancing these competing requirements leads to optimal inventory levels, 

which is an on-going process as the business needs shift and react to the wider environment. 

Inventory management involves a retailer seeking to acquire and maintain a proper merchandise 

assortment while ordering, shipping, handling, and related costs are kept in check. It also 

involves systems and processes that identify inventory requirements, set targets, provide 

replenishment techniques, report actual and projected inventory status and handle all functions 

related to the tracking and management of material. This would include the monitoring of 

material moved into and out of stockroom locations and the reconciling of the inventory 

balances. It also may include ABC analysis, lot tracking, cycle counting support, etc. 

Management of the inventories, with the primary objective of determining/controlling stock 

levels within the physical distribution system, functions to balance the need for product 

availability against the need for minimizing stock holding and handling costs. 

The ABC analysis provides a mechanism for identifying items that will have a significant impact 

on overall inventory cost, while also providing a mechanism for identifying different categories 

of stock that will require different management and controls. 

The ABC analysis suggests that inventories of an organization are not of equal value.  Thus, the 

inventory is grouped into three categories (A, B, and C) in order of their estimated importance. 



'A' items are very important for an organization. Because of the high value of these ‗A‘ items, 

frequent value analysis is required. In addition to that, an organization needs to choose an 

appropriate order pattern (e.g. ‗Just- in- time‘) to avoid excess capacity. 

'B' items are important, but of course less important than ‗A‘ items and more important than ‗C‘ 

items. Therefore ‗B‘ items are intergroup items. 

'C' items are marginally important. 

ABC analysis 

From Wikipedia, the free encyclopedia 

The ABC analysis is a business term used to define an inventory categorization technique often 

used in materials management. It is also known as Selective Inventory Control. Policies based on 

ABC analysis: 

• A ITEMS: very tight control and accurate records. 

• B ITEMS: less tightly controlled and good records. 

• C ITEMS: simplest controls possible and minimal records. 

   

ABC analysis categories 

There are no fixed threshold for each class, different proportion can be applied based on 

objective and criteria. ABC Analysis is similar to the Pareto principle in that the 'A' items will 

typically account for a large proportion of the overall value but a small percentage of number of 

items.  

Example of ABC class are 

• ‗A‘ items – 20% of the items accounts for 70% of the annual consumption value of the 

items. 

• ‗B‘ items - 30% of the items accounts for 25% of the annual consumption value of the 

items. 



• ‗C‘ items - 50% of the items accounts for 5% of the annual consumption value of the 

items. 

Another recommended breakdown of ABC classes:  

1. "A" approximately 10% of items or 66.6% of value 

2. "B" approximately 20% of items or 23.3% of value 

3. "C" approximately 70% of items or 10.1% of value 

ABC Analysis in ERP package 

Major ERP packages (SAP, Oracle, Microsoft, etc.) have built in function of ABC analysis. User 

can execute ABC analysis based on user defined criteria and system apply ABC code to items 

(parts). See detail at external link. 

Example of the Application of Weighed Operation based on ABC class 

Actual distribution of ABC class in the electronics manufacturing company with 4051 active 

parts. 

 



Distribution of ABC class 

ABC class Number of items Total amount required 

A 5％ 65％ 

B 10％ 35％ 

C 85％ 5％ 

Total 100％ 100％ 

Using this distribution of ABC class and change total number of the parts to 4000. 

 Uniform Purchase 

When you apply equal purchasing policy to all 4000 components, example weekly delivery and 

re-order point (safety stock) of 2 week supply assuming that there are no lot size constraints, the 

factory will have 16000 delivery in 4 weeks and average inventory will be 2.5 week supply. 

Application of Weighed Purchasing condition 

Uniform condition Weighed condition 

Items Conditions Items Conditions 

 All items  Re-order point=2 week A-class items Re-order point=1 week supply 



4000 supply 

Delivery frequency=weekly 

200 Delivery frequency=weekly 

B-class items 

400 

Re-order point=2 week supply 

Delivery frequency=bi-weekly 

C-class items 

3400 

Re-order point=3 week supply 

Delivery frequency=every 4 

weeks 

 Weighed Purchase 

In comparison, when weighed purchasing policy applied based on ABC class, example C class 

monthly (every 4 week) delivery with re-order point of 3 week supply, B class Bi-weekly 

delivery with re-order point of 2 weeks supply, A class weekly delivery with re-order point of 1 

week supply, total number of delivery in 4 weeks will be (A 200x4=800)+(B 400x2=800)+(C 

3400x1=3400)=5000 and average inventory will be (A 75%x1.5weeks)+(B 15%x3weeks)+(C 

10%x3.5weeks)=1.925 week supply. 

Comparison of "Equal" and "Weighed" Purchase (4 weeks span) 

ABC 

class 

No of 

items 

% of 

total 

value 

Equal purchase Weighed purchase 

note No of 

delivery 

in 4 weeks 

average 

supply 

level 

No of 

delivery 

in 4 weeks 

average 

supply 

level 

A 200 75% 800 
2.5 

weeks 
800 

1.5 

weeks
a
 

same delivery frequency, 

safety stock reduced from 2.5 

to 1.5 weeks
a
, require tighter 



control with more 

man・hours. 

B 400 15% 1600 
2.5 

weeks 
800 3 weeks 

increased safety stock level 

by 20%, delivery frequency 

reduced to half. Less 

man・hour required. 

C 3400 10% 13600 
2.5 

weeks 
3400 

3.5 

weeks 

increased safety stock from 

2.5 to 3.5 week supply, 

delivery frequency is one 

quarter. Drastically reduced 

man・hour requirement. 

Total 4000 100% 16000 
2.5 

weeks 
5000 

1.925 

weeks 

average inventory value 

reduced by 23%, delivery 

frequency reduced by 69%. 

Overall reduction of 

man・hour requirement 

a)
 A class item can be applied much tighter control like JIT daily delivery. If daily delivery with 

one day stock is applied, delivery frequency will be 4000 and average inventory level of A class 

item will be 1.5 days supply and total inventory level will be 1.025 week supply. reduction of 

inventory by 59%. Total delivery frequency also reduced to half from 16000 to 8200. 

POSEC time management’s basic tenet is that for one to be capable of handling things that they 

may face, one needs to first bring to attention their daily personal responsibilities. This involves 

proper time management among the other things.  The acronym POSEC stands for Prioritizing 

by Organizing, Streamlining, Economizing and Contributing. 

http://en.wikipedia.org/wiki/JIT


The POSEC method of breaking down goals into smaller tasks works well for many people, but 

not all. The POSEC method teaches you to prioritize these smaller tasks so that reaching your 

ultimate goals is a matter of successfully completing these simplified tasks one step at a time. 

The method or school of time management known by the acronym POSEC provides rules for 

assisting people to organize their goals by level of importance and priority. Correctly carrying 

out this method leads to upward movement on the "Needs Hierarchy" developed by Maslow. 

The POSEC model is comprised of the five stages listed below. 

Prioritize – Characterize your responsibilities according to your set goals and prioritize your 

allotment of time. This could mean that you have to tackle your daily tasks in the order of their 

importance. This will help create personal efficiency and improve the total effectiveness of the 

team. The POSEC method of managing time is somewhat based on the Maslow‘s hierarchy of 

needs. 

Organize - This is defined as structuring one's current set of goals in an order. The goals would 

be a task list that has to be achieved regularly. By organizing, anyone would meet the basic 

needs of food, shelter and clothing. This would result in an increased feeling of freedom and 

security. Organizing the work desk, organizing the things around us to allow easy access to 

necessary equipment, punctuation during meetings, every day administrative tasks make up some 

of the tasks, where we would need to display more organizing skills. 

Streamline - Streamlining normally applies to the small jobs that you must do although no one 

really likes to do them such as washing dishes, and other household chores. These tasks are 

required for you to do, while not fond of doing them.  It involves making the jobs simpler and 

maintaining efficiency and security. 

Economize - Creating economy has to do with activities you must or would like to perform, but 

you are not required to do these activities urgently. Some tasks related to economizing include 

acquiring new skills, participating in projects of your preference, and taking part in personal 

development, etc. The tasks previously mentioned are considered the less important ones and, 

therefore, are found at the bottom of the list of priorities. 



Contribution - By focusing on activities which may not give obvious benefit at once but do so 

over a longer period of time, one can contribute to humanity. Such activities that can be 

performed are to be compassionate and to remain aware of others' feelings to contribute.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Chapter 6 

Pareto Method 

 

Pareto analysis is a formal technique useful where many possible courses of action are 

competing for attention. In essence, the problem-solver estimates the benefit delivered by each 

action, then selects a number of the most effective actions that deliver a total benefit reasonably 

close to the maximal possible one. 

Pareto analysis is a creative way of looking at causes of problems because it helps stimulate 

thinking and organize thoughts. However, it can be limited by its exclusion of possibly important 

problems which may be small initially, but which grow with time. It should be combined with 

other analytical tools such as failure mode and effects analysis and fault tree analysis for 

example. This technique helps to identify the top portion of causes that need to be addressed to 

resolve the majority of problems. Once the predominant causes are identified, then tools like 

the Ishikawa diagram or Fish-bone Analysis can be used to identify the root causes of the 

problems. While it is common to refer to pare to as "80/20" rule, under the assumption that, in all 

situations, 20% of causes determine 80% of problems, this ratio is merely a convenient rule of 

thumb and is not nor should it be considered immutable law of nature. 

The application of the Pareto analysis in risk management allows management to focus on those 

risks that have the most impact on the project.  

Steps to identify the important causes using 80/20 rule 

 80/20 rule 

1. Form an explicit table listing the causes and their frequency as a percentage. 

2. Arrange the rows in the decreasing order of importance of the causes (i.e., the most 

important cause first) 

3. Add a cumulative percentage column to the table 

4. Plot with causes on x- and cumulative percentage on y-axis 

5. Join the above points to form a curve 

6. Plot (on the same graph) a bar graph with causes on x- and percent frequency on y-axis 

http://en.wikipedia.org/wiki/Failure_mode_and_effects_analysis
http://en.wikipedia.org/wiki/Fault_tree_analysis
http://en.wikipedia.org/wiki/Ishikawa_diagram
http://en.wikipedia.org/wiki/80/20_rule


7. Draw line at 80% on y-axis parallel to x-axis. Then drop the line at the point of 

intersection with the curve on x-axis. This point on the x-axis separates the important 

causes (on the left) and trivial causes (on the right) 

8. Explicitly review the chart to ensure that at least 80% of the causes are captured 

In business 

The distribution is claimed to appear in several different aspects relevant to entrepreneurs and 

business managers. For example: 

 80% of a company's profits come from 20% of its customers 

 80% of a company's complaints come from 20% of its customers 

 80% of a company's profits come from 20% of the time its staff spend 

 80% of a company's sales come from 20% of its products 

 80% of a company's sales are made by 20% of its sales staff
[9]

 

Therefore, many businesses have an easy access to dramatic improvements in profitability by 

focusing on the most effective areas and eliminating, ignoring, automating, delegating or 

retraining the rest, as appropriate. 

In software 

In computer science and engineering control theory such as for electromechanical energy 

converters, the Pareto principle can be applied to optimization efforts. For 

example, Microsoft noted that by fixing the top 20% most reported bugs, 80% of the errors and 

crashes would be eliminated. In load testing it is common practice to estimate the 80% of the 

traffic occurs during 20% of the time. 

In software engineering, Lowell Arthur stated a principle, "20 percent of the code has 80 percent 

of the errors. Find them, fix them!"  

Occupational health and safety 

The Pareto principle is used in occupational health and safety to underline the importance of 

hazard prioritization. Assuming 20% of the hazards will account for 80% of the injuries and by 

categorizing hazards, safety professionals can target those 20% of the hazards that cause 80% of 

the injuries or accidents. Alternatively, if hazards are addressed in random order, then a safety 

http://en.wikipedia.org/wiki/Pareto_principle#cite_note-9
http://en.wikipedia.org/wiki/Computer_science
http://en.wikipedia.org/wiki/Optimization_(computer_science)
http://en.wikipedia.org/wiki/Microsoft
http://en.wikipedia.org/wiki/Load_testing
http://en.wikipedia.org/wiki/Software_engineering
http://en.wikipedia.org/wiki/Occupational_health_and_safety


professional is more likely to fix one of the 80% of hazards which account for some fraction of 

the remaining 20% of injuries. Aside from ensuring efficient accident prevention practices, the 

Pareto principle also ensures hazards are addressed in an economical order as the technique 

ensures the resources used are best used to prevent the most accidents.  

Other applications 

In the systems science discipline, Epstein and Axtell created an agent-based simulation model 

called Sugar Scape, from adecentralized modeling approach, based on individual behavior rules 

defined for each agent in the economy. Wealth distribution and Pareto's 80/20 principle became 

emergent in their results, which suggests the principle is a natural phenomenon. The Pareto 

principle has many applications in quality control It is the basis for the Pareto chart, one of the 

key tools used in total quality control and six sigma. The Pareto principle serves as a baseline 

for ABC-analysis and XYZ-analysis, widely used in logistics and procurement for the purpose of 

optimizing stock of goods, as well as costs of keeping and replenishing that stock. The Pareto 

principle was a prominent part of the 2007 The 4-Hour Workweek by Tim Ferriss. Ferriss 

recommended focusing one's attention on those 20% of customers who contribute 80% of the 

income. More notably, he also recommends 'firing' – refusing to do business with – those 20% of 

customers who take up the majority of one's time and cause the most trouble. In health care in 

the United States, 20% of patients have been found to use 80% of health care resources. Several 

criminology studies have found 80% of crimes are committed by 20% of criminal.This statistic is 

used to support both stop-and-frisk policies and broken windows policing, as catching those 

criminals committing minor crimes will likely net many criminals wanted for (or who would 

normally commit) larger ones. 

Drawing on several sources including the study of rats in crowded environments and communist 

management of American POWs in the Korean War, the writer Colin Wilson ascertained that 

20% of humans are "power men", suited to governing (and, often, exploiting) the other 80% of 

humanity. In the financial services industry, this concept is known as profit risk, where 20% or 

fewer of a company's customers are generating positive income, while 80% or more are costing 

the company money.  

Mathematical notes 
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The idea has rule of thumb application in many places, but it is commonly misused. For 

example, it is a misuse to state a solution to a problem "fits the 80–20 rule" just because it fits 

80% of the cases; it must also be that the solution requires only 20% of the resources that would 

be needed to solve all cases. Additionally, it is a misuse of the 80–20 rule to interpret data with a 

small number of categories or observations. 

This is a special case of the wider phenomenon of Pareto distributions. If the Pareto index α, 

which is one of the parameters characterizing a Pareto distribution, is chosen as α = log45 ≈ 1.16, 

then one has 80% of effects coming from 20% of causes. 

It follows that one also has 80% of that top 80% of effects coming from 20% of that top 20% of 

causes, and so on. Eighty percent of 80% is 64%; 20% of 20% is 4%, so this implies a "64-4" 

law; and similarly implies a "51.2-0.8" law. Similarly for the bottom 80% of causes and bottom 

20% of effects, the bottom 80% of the bottom 80% only cause 20% of the remaining 20%. This 

is broadly in line with the world population/wealth table above, where the bottom 60% of the 

people own 5.5% of the wealth. 

The 64-4 correlation also implies a 32% 'fair' area between the 4% and 64%, where the lower 

80% of the top 20% (16%) and upper 20% of the bottom 80% (also 16%) relates to the 

corresponding lower top and upper bottom of effects (32%). This is also broadly in line with the 

world population table above, where the second 20% control 12% of the wealth, and the bottom 

of the top 20% (presumably) control 16% of the wealth. 

The term 80–20 is only a shorthand for the general principle at work. In individual cases, the 

distribution could just as well be, say, 80–10 or 80–30. There is no need for the two numbers to 

add up to the number 100, as they are measures of different things, e.g., 'number of customers' vs 

'amount spent'). However, each case in which they do not add up to 100%, is equivalent to one in 

which they do; for example, as noted above, the "64-4 law" (in which the two numbers do not 

add up to 100%) is equivalent to the "80–20 law" (in which they do add up to 100%). Thus, 

specifying two percentages independently does not lead to a broader class of distributions than 

what one gets by specifying the larger one and letting the smaller one be its complement relative 

to 100%. Thus, there is only one degree of freedom in the choice of that parameter. 

Adding up to 100 leads to a nice symmetry. For example, if 80% of effects come from the top 

20% of sources, then the remaining 20% of effects come from the lower 80% of sources. This is 

http://en.wikipedia.org/wiki/Pareto_distribution
http://en.wikipedia.org/wiki/Pareto_index


called the "joint ratio", and can be used to measure the degree of imbalance: a joint ratio of 96:4 

is very imbalanced, 80:20 is significantly imbalanced (Gini index: 60%), 70:30 is moderately 

imbalanced (Gini index: 40%), and 55:45 is just slightly imbalanced. 

The Pareto principle is an illustration of a "power law" relationship, which also occurs in 

phenomena such as brush fires and earthquakes. Because it is self-similar over a wide range of 

magnitudes, it produces outcomes completely different from Gaussian distribution phenomena. 

This fact explains the frequent breakdowns of sophisticated financial instruments, which are 

modeled on the assumption that a Gaussian relationship is appropriate to, for example, stock 

price movements.  

Equality measures 

Gini coefficient and Hoover index 

Using the "A : B" notation (for example, 0.8:0.2) and with A + B = 1, inequality measures like 

the Gini index (G) and the Hoover index(H) can be computed. In this case both are the same. 

 

 

Theil index 

The Theil index is an entropy measure used to quantify inequalities. The measure is 0 for 

50:50 distributions and reaches 1 at a Pareto distribution of 82:18. Higher inequalities 

yield Theil indices above 1.[22] 

 

Eisenhower method is a principle you can use to improve the way you prioritize your tasks. 

This time management technique evaluates each of your given tasks accordingly. 

All of your tasks are analyzed and grouped together by using ―quadrants‖ of four sections: 

1. Urgent and Important – 1st Priority 

2. Not Urgent but Important – 2nd Priority 

http://en.wikipedia.org/wiki/Gini_index
http://en.wikipedia.org/wiki/Power_law
http://en.wikipedia.org/wiki/Brush_fire
http://en.wikipedia.org/wiki/Gaussian_distribution
http://en.wikipedia.org/wiki/Income_inequality_metrics
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3. Urgent but Not Important – 3rd Priority 

4. Not Urgent and Not Important – 4th Priority 

Imagine a square with four sections where each section is for each of the priorities above. 

 

These are the four divisions of tasks you should understand for the Eisenhower method. 

Here‘s a brief explanation on how each level of priorities is treated: 

 The tasks in the 1st Priority group are done immediately and personally. 

 The tasks in the 2nd Priority group are given a "deadline" or an end date. 

 The tasks in the 3rd Priority group get delegated to a person capable of doing it. 

 The tasks in the 4th Priority group are "dropped." Meaning it can be skipped from being 

done. 



Applied with Experience 

The Eisenhower method is used by the US President Dwight D. Eisenhower during his 

governance and shows the way on how he performed his tasks as he handled great 

responsibilities. 

There is a quote by him that is very relevant to his personal time management strategies: 

Urgent and Important – 1st Priority 

These are the most important ones and you have to quickly take action on them. These are 

unexpected situations and you usually won‘t have any time to plan for it. 

Examples: 

 Putting out the fire of something burning 

 Taking someone to the hospital for emergency reasons 

 Answering the phone call from your boss 

Not Urgent but Important – 2nd Priority 

These tasks are not immediate but they are significant in your life. You‘ll usually have the time 

to plan for them and work things out in careful procedure. 

Examples: 

 Preparing for the business seminar 

 Planning for the wedding ceremony and activities 

 Working on class projects 

Urgent but Not Important – 3rd Priority 



These are things and events that can happen instantly and may need your immediate attention 

and action but you can ignore them for later or delegate them to someone who can do it. 

Examples: 

 Answering phone offers 

 Interruptions from co-workers with their random conversations 

 Doing the lawn and managing the garden 

Not Urgent and Not Important – 4th Priority 

The last of the four priorities in the Eisenhower method is the least important and can be "done 

away." 

These are usually "timewasters" that can take your energies away from accomplishing something 

productive. 

Examples: 

 Watching TV and playing video games 

 Social media and texting except for business reasons 

 Gossiping, "chit chats" or casual conversations 

 

 

 

 

 

 



    Chapter 7 

Implementation of Goals 

There are also time management approaches that emphasise the need for more focused and 

simple implementation including the approach of "Going with the Flow" - natural rhythms, 

Eastern philosophy. More unconventional time usage techniques, such as those discussed in 

"Where Did Time Fly," include concepts that can be paraphrased as "Less is More," which de-

emphasizes the importance of squeezing every minute of one's time, as suggested in traditional 

time management schemes. 

A task list (also to-do list or things-to-do) is a list of tasks to be completed, such as chores or 

steps toward completing a project. It is an inventory tool which serves as an alternative or 

supplement to memory. 

Task lists are used in self-management, grocery lists, business management, project 

management, and software development. It may involve more than one list. 

When one of the items on a task list is accomplished, the task is checked or crossed off. The 

traditional method is to write these on a piece of paper with a pen or pencil, usually on a note pad 

or clip-board. Task lists can also have the form of paper or software checklists. 

Writer Julie Morgenstern suggests "do's and don'ts" of time management that include: 

 Map out everything that is important, by making a task list 

 Create "an oasis of time" for one to control 

 Say "No" 

 Set priorities 

 Don't drop everything 

 Don't think a critical task will get done in one's spare time. 

  Numerous digital equivalents are now available, including PIM (Personal information 

management) applications and most PDAs. There are also several web-based task list 

applications, many of which are free. 



Task list organization 

Task lists are often tiered. The simplest tiered system includes a general to-do list (or task-

holding file) to record all the tasks the person needs to accomplish, and a daily to-do list which is 

created each day by transferring tasks from the general to-do list.
[13]

 

Task lists are often prioritized: 

 A daily list of things to do, numbered in the order of their importance, and done in that order 

one at a time until daily time allows, is attributed to consultant Ivy Lee (1877-1934) as the 

most profitable advice received by Charles M. Schwab (1862-1939), president of 

the Bethlehem Steel Corporation. 

  An early advocate of "ABC" prioritization was Alan Lakein, in 1973. In his system "A" 

items were the most important ("A-1" the most important within that group), "B" next most 

important, "C" least important. A particular method of applying the ABC method assigns 

"A" to tasks to be done within a day, "B" a week, and "C" a month. 

 To prioritize a daily task list, one either records the tasks in the order of highest priority, or 

assigns them a number after they are listed ("1" for highest priority, "2" for second highest 

priority, etc.) which indicates in which order to execute the tasks. The latter method is 

generally faster, allowing the tasks to be recorded more quickly. 

  Another way of prioritizing compulsory tasks (group A) is to put the most unpleasant one 

first. When it‘s done, the rest of the list feels easier. Groups B and C can benefit from the 

same idea, but instead of doing the first task (which is the most unpleasant) right away, it 

gives motivation to do other tasks from the list to avoid the first one. 

  A completely different approach which argues against prioritising altogether was put 

forward by British author Mark Forster in his book "Do It Tomorrow and Other Secrets of 

Time Management". This is based on the idea of operating "closed" to-do lists, instead of the 

traditional "open" to-do list. He argues that the traditional never-ending to-do lists virtually 

guarantees that some of your work will be left undone. This approach advocates getting all 

your work done, every day, and if you are unable to achieve it helps you diagnose where you 

are going wrong and what needs to change.  

http://en.wikipedia.org/wiki/Time_management#cite_note-Morgenstern-13
http://en.wiktionary.org/wiki/priority


Why Make a Task List? 

How you keep track of the work you have to do can have a great impact on how effectively you 

manage your time. Making a written list (called a "task list" or "to-do list") of everything that 

needs to get done is a simple, yet amazingly powerful, strategy. In fact, students who have 

attended our time management programs have consistently rated the task list as THE single most 

effective time planning tool. 

One of the most useful aspects of task listing is that it provides a reality check for students at 

both ends of the spectrum of workload stress. A few students feel overwhelmed and stressed out 

because they overestimate how much work they have to do and the time needed to do it. Making 

a task list enables these students to get a realistic picture of their workload and helps them to 

realize it's more manageable than they assumed or imagined. 

Task listing provides an equally important reality check for students who underestimate their 

workload and have a serious lack of awareness of how much work there really is to do. They 

habitually put things off with the assumption that they'll have time to do it "later," and as a result 

end up always being behind and handing work in late, or not at all. 

Making a list of academic tasks on a regular basis provides several other benefits: 

 You'll be less likely to forget even minor tasks 

 You can determine which tasks have high priority and need to be done first, ensuring that 

deadlines will be met 

 You'll have both a short- and long-range view of the work coming up 

 You may procrastinate less when you have a realistic idea of how much work needs to be 

done 

Steps 

 Step 1: Get it All Down 

The first step is to write down all the academic tasks that need to be done in a specific period. 

For most students this is a simple extension of what they're already doing. Almost everyone has 



used a calendar of some sort to jot down due dates and tests. What makes a list more effective is 

making it regularly (usually once a week works well) and listing all school related tasks, 

everything from readings, to working on assignments or labs, to starting big papers, to preparing 

for tests and exams. It helps to keep the list in the same safe spot, a special notebook, for 

example, or, if you buy a time planner, look for one that provides blank task lists. You can keep 

the list on your computer if you take it with you daily and can access it easily. 

Step 2: Estimate 

For each item on the list, large and small, estimate the amount of time you think it will take to 

complete it. At first you'll probably find this difficult, and your guesses may be way off. The key 

to getting the hang of this is to keep track of how much time each task actually took, and 

compare that to your estimate. With practice and monitoring, your accuracy will quickly 

increase. 

Major assignments which span several weeks may pose a problem, but by breaking them down 

into steps, estimating becomes easier. An essay, for example, could break down like this: 

 Choose preliminary topic and do bibliographic search to make sure enough information is 

available to do the paper 

 Have topic approved by instructor 

 Do research 

 Organize and categorize research material and create an outline 

 Write rough copy 

 Get input from faculty, TA, writing and/or learning services consultant 

 Revise rough copy 

 Do references and footnotes 

 Print good copy 

Estimate how long each step will take and total the estimations. Then add a safety margin to the 

total. This "sanity zone" allows for all the unexpected things that can happen over the course of 

several weeks - everything from getting sick to not finding a book you need in the library. A 

good rule of thumb is 50% over the initial estimate if you don't have much experience with the 

http://www.lib.uoguelph.ca/assistance/learning_services/undergraduates/individual_&_small_group_assistance.cfm


particular type of assignment. The more experience you have, the less of a safety margin you'll 

need. 

Next, divide the total (estimation plus safety margin) by the number of weeks you have to do the 

assignment. Estimated time for assignment: 10 hours + 50% (sanity zone) = 15 

15 hours divided by 5 weeks to do assignment = 3 hours per week 

You would then put approximately 3 hours for this assignment on your task list each week for 

the next five weeks. If you need to compromise a few hours somewhere, assignment time is 

usually a safe choice if the due date is far enough away. 

Although at first it may be just wild guessing, estimating how long study tasks will take is 

probably the only way of getting a true picture of how much work you really have to do - hence 

the reality check. For this to work effectively, however, it's critical to be realistic about the 

amount of time the work will take. Students sometimes fall into the trap of estimating how much 

time they think a task should take, or how much time they'd like it to take, rather than how much 

time it will really take to do it well. 

It's also not uncommon for the time designated for a task to shrink to fit the time available, with 

the result that important assignments may end up getting only a minimum of effort. Once in a 

while this might be unavoidable, but it should be the exception rather than the rule. If you find 

yourself regularly compromising on important assignments and doing the minimum rather than 

your best work, you may need to spend more time on step three. 

Step 3: Prioritize 

The next step is to prioritize; decide which tasks are most important to do first and number them 

in order. Everyone has particular criteria for making these decisions: marks, due dates, required 

subjects and majors usually figure prominently when priorities are set. 

Sometimes during the semester (particularly if you've been procrastinating) there will be more 

items on the list than can be realistically completed in a week. If time is tight you can often 

postpone low priority items. 



Prioritizing forces you to weigh the importance of each item on the list and make conscious, 

intelligent decisions about what to do first, what to do later, or what not to do. 

Listing Other Tasks 

Some students also like to keep a list of other activities in their lives, like appointments, 

household chores or social events. Others find that they don't need a list for non-academic 

activities because they put them directly into a planning book or calendar. 

It helps when deciding on priorities to have an overview of both study tasks and other activities. 

Most of the time, if you're being consistent and strategic, you can plan studying around other 

activities. 

The task list is used in conjunction with the Master Time Plan and your preferred level 

of structure to create a time plan that works effectively for you. 

This work is licensed under a Creative Commons license 

Various writers have stressed potential difficulties with to-do lists such as the following: 

 Management of the list can take over from implementing it. This could be caused 

by procrastination by prolonging the planning activity. This is akin to analysis paralysis. As 

with any activity, there's a point of diminishing returns. 

 Some level of detail must be taken for granted for a task system to work. Rather than put 

"clean the kitchen", "clean the bedroom", and "clean the bathroom", it is more efficient to put 

"housekeeping" and save time spent writing and reduce the system's administrative load 

(each task entered into the system generates a cost in time and effort to manage it, aside from 

the execution of the task). The risk of consolidating tasks, however, is that "housekeeping" in 

this example may prove overwhelming or nebulously defined, which will either increase the 

risk of procrastination, or a mismanaged project. 

 

http://www.learningcommons.uoguelph.ca/guides/time_management/html/analyze_need_for_structure.html


 Listing routine tasks wastes time. If you are in the habit of brushing your teeth every day, 

then there is no reason to put it down on the task list. The same goes for getting out of bed, 

fixing meals, etc. If you need to track routine tasks, then a standard list or chart may be 

useful, to avoid the procedure of manually listing these items over and over. 

 To remain flexible, a task system must allow for disaster. A company must be ready for a 

disaster. Even if it is a small disaster, if no one made time for this situation, it can 

metastasize, potentially causing damage to the company .  

 To avoid getting stuck in a wasteful pattern, the task system should also include regular 

(monthly, semi-annual, and annual) planning and system-evaluation sessions, to weed out 

inefficiencies and ensure the user is headed in the direction he or she truly desires. 

 If some time is not regularly spent on achieving long-range goals, the individual may get 

stuck in a perpetual holding pattern on short-term plans, like staying at a particular job much 

longer than originally planned. 

Software applications 

Modern task list applications may have built-in task hierarchy (tasks are composed of subtasks 

which again may contain subtasks), may support multiple methods of filtering and ordering the 

list of tasks, and may allow one to associate arbitrarily long notes for each task. 

In contrast to the concept of allowing the person to use multiple filtering methods, at least one 

new software product additionally contains a mode where the software will attempt to 

dynamically determine the best tasks for any given moment.  

Many of the software products for time management support multiple users. It allows the person 

to give tasks to other users and use the software for communication 

In law firms, law practice management software may also assist in time management. 

Task list applications may be thought of as lightweight personal information manager or project 

management software. 

 

 



Time management systems 

Time management systems often include a time clock or web based application used to track an 

employee‘s work hours. Time management systems give employers insights into their 

workforce, allowing them to see, plan and manage employees' time. Doing so allows employers 

to control labor costs and increase productivity. A time management system automates 

processes, which eliminates paper work and tedious tasks. 

Human Capital Management  

Control Labour Costs 

Labour costs account for a significant percentage of every organization's budget. And TMS 

Attendance can handle the challenges such as payroll errors, accidental over-payments, and 

buddy punching by hourly personnel. Factor in the loss of productivity due to unnecessary 

manual processes, human error, and scheduling conflicts and it becomes increasingly difficult to 

control your labor costs - costs that can be  

controlled by TMS Attendance. 

Pay them Correctly and Efficiently! 

At TMS, our comprehensive and flexible time systems are all designed to simplify the 

complexities of payroll. Our client focused, highly customizable, time solutions help streamline 

workflows, ensure accuracies, and maximize efficiencies. We are committed to providing you 

the tools to take control of your payroll, allowing you to get back to business. 

TMS Complete Solutions 

Will provide streamlined, automated tools that help you track time and attendance, reduce 

manual administrative tasks, guarantee payroll accuracy and provide the type of support you've 

come to expect from TMS. We'll help you reduce costly errors, increase productivity, and control 

labor costs - human capital management doesn't have to be so hard.  



Chapter 8 

Software Applications 

Modern task list applications may have built-in task hierarchy (tasks are composed of subtasks 

which again may contain subtasks), may support multiple methods of filtering and ordering the 

list of tasks, and may allow one to associate arbitrarily long notes for each task. 

In contrast to the concept of allowing the person to use multiple filtering methods, at least one 

new software product additionally contains a mode where the software will attempt to 

dynamically determine the best tasks for any given moment.  

Many of the software products for time management support multiple users. It allows the person 

to give tasks to other users and use the software for communication 

In law firms, law practice management software may also assist in time management. 

Task list applications may be thought of as lightweight personal information manager or project 

management software. 

Application software 

The GNU Image Manipulation Program (GIMP), version 2.8. GIMP is freely distributed 

software. 

Application software is all the computer software that causes a computer to perform useful tasks 

beyond the running of the computer itself. A specific instance of such software is called a 

software application, application program, application or app.  

The term is used to contrast such software with system software, which manages and integrates a 

computer's capabilities but does not directly perform tasks that benefit the user. The system 

software serves the application, which in turn serves the user. 

Examples include accounting software, enterprise software, graphics software,media players, and 

office suites. Many application programs deal principally with documents. Applications may be 



bundled with the computer and its system software or published separately, and can be coded as 

university projects. 

Application software applies the power of a particular computing platform or system software to 

a particular purpose. 

Some applications are available in versions for several different platforms; others have narrower 

requirements and are thus called, for example, a Geography application for Windows, an 

Android application for education, or Linux gaming. Sometimes a new and popular application 

arises which only runs on oneplatform, increasing the desirability of that platform. This is called 

a killer application. 

Terminology 

In information technology, an application is a computer program designed to help people 

perform an activity. An application thus differs from an operating system (which runs a 

computer), a utility (which performs maintenance or general-purpose chores), and aprogramming 

tools (with which computer programs are created). Depending on the activity for which it was 

designed, an application can manipulate text, numbers, graphics, or a combination of these 

elements. Some application packages offer considerable computing power by focusing on a 

single task, such as word processing; others, called integrated software, offer somewhat less 

power but include several applications. User-written software tailors systems to meet the user's 

specific needs. User-written software includes spreadsheet templates, word processor macros, 

scientific simulations, graphics and animation scripts. Even email filters are a kind of user 

software. Users create this software themselves and often overlook how important it is. 

The delineation between system software such as operating systems and application software is 

not exact, however, and is occasionally the object of controversy. For example, one of the key 

questions in the United States v. Microsoft antitrust trial was whether Microsoft's Internet 

Explorer web browser was part of its Windows operating system or a separable piece of 

application software. As another example, the GNU/Linux naming controversy is, in part, due to 

disagreement about the relationship between the Linux kernel and the operating systems built 

over this kernel. In some types of embedded systems, the application software and the operating 



system software may be indistinguishable to the user, as in the case of software used to control a 

VCR, DVD player or microwave oven. The above definitions may exclude some applications 

that may exist on some computers in large organizations.  

In recent years, the shortened term "app" (coined in 1985) has become particularly popular to 

refer to applications for mobile devices such as smart phones and tablets, the shortened form 

matching their typically smaller scope in relation to applications used by PCs. 

Application software classification 

There are many different ways to divide up different types of application software, and several 

are explained here. 

Since the development and near-universal adoption of the web, an important distinction that has 

emerged has been between web applications — written with HTML, JavaScript and other web-

native technologies and typically requiring one to be online and running aweb browser, and the 

more traditional native applications written in whatever languages are available for one's 

particular type of computer. There has been contentious debate in the computing community 

regarding web applications replacing native applications for many purposes, especially on 

mobile devices such as smart phones and tablets. Web apps have indeed greatly increased in 

popularity for some uses, but the advantages of applications make them unlikely to disappear 

soon, if ever. Furthermore, the two can be complementary, and even integrated. Application 

software can also be seen as being either horizontal or vertical. Horizontal applications are more 

popular and widespread, because they are general purpose, for example word processors or 

databases. Vertical applications are niche products, designed for a particular type of industry or 

business, or department within an organization. Integrated suites of software will try to handle 

every specific aspect possible of, for example, manufacturing or banking systems, or accounting, 

or customer service. 

There are many types of application software: 

• An application suite consists of multiple applications bundled together. They usually 

have related functions, features and user interfaces, and may be able to interact with each other, 



e.g. open each other's files. Business applications often come in suites, e.g. Microsoft Office, 

LibreOffice and iWork, which bundle together a word processor, a spreadsheet, etc.; but suites 

exist for other purposes, e.g. graphics or music. 

• Enterprise software addresses the needs of an entire organization's processes and data 

flow, across most all departments, often in a large distributed environment. (Examples include 

financial systems, customer relationship management (CRM) systems andsupply chain 

management software). Departmental Software is a sub-type of enterprise software with a focus 

on smaller organizations and/or groups within a large organization. (Examples include travel 

expense management and IT Helpdesk.) 

• Enterprise infrastructure software provides common capabilities needed to support 

enterprise software systems. (Examples include databases, email servers, and systems for 

managing networks and security.) 

• Information worker software lets users create and manage information, often for 

individual projects within a department, in contrast to enterprise management. Examples include 

time management, resource management, documentation tools, analytical, and collaborative. 

Word processors, spreadsheets, email and blog clients, personal information system, and 

individual media editors may aid in multiple information worker tasks. 

• Content access software is used primarily to access content without editing, but may 

include software that allows for content editing. Such software addresses the needs of individuals 

and groups to consume digital entertainment and published digital content. (Examples include 

media players, web browsers, and help browsers.) 

• Educational software is related to content access software, but has the content and/or 

features adapted for use in by educators or students. For example, it may deliver evaluations 

(tests), track progress through material, or include collaborative capabilities. 

• Simulation software simulates physical or abstract systems for either research, training or 

entertainment purposes. 



• Media development software generates print and electronic media for others to consume, 

most often in a commercial or educational setting. This includes graphic-art software, desktop 

publishing software, multimedia development software, HTML editors, digital-animation editors, 

digital audio and video composition, and many others. 

•  Product engineering software is used in developing hardware and software products. 

This includes computer-aided design (CAD), computer-aided engineering (CAE), computer 

language editing and compiling tools, integrated development environments, and application 

programmer interfaces. 

Applications can also be classified by computing platform such as a particular operating system, 

delivery network such as in cloud computing and Web 2.0 applications, or delivery devices such 

as mobile apps for mobile devices. 

The operating system itself can be considered application software when performing simple 

calculating, measuring, rendering, and word processing tasks not used to control hardware via 

command-line interface or graphical user interface. This does not include application software 

bundled within operating systems such as a software calculator or text editor. 

Information worker software 

Enterprise resource planning 

o Accounting software 

o Task and scheduling 

o Field service management 

o Data management 

o Contact management 

o Spreadsheet 

o Personal database 

o Documentation 

o Document automation/assembly 

o Word processing 



o Desktop publishing software 

o Diagramming software 

o Presentation software 

o Email 

o Blog software 

o Reservation systems 

o Financial software 

o Day trading software 

o Banking software 

o Clearing systems 

o arithmetic software 

 Content access software 

o Electronic media software 

o Web browser 

o Media players 

o Hybrid editor players 

 Entertainment software 

o Screen savers 

o Video games 

o Arcade games 

o Video game console emulator 

o Personal computer games 

o Console games 

o Mobile games 

 Educational software 

o Classroom management 

o Reference software 

o Sales readiness software 

o Survey management 

 Enterprise infrastructure software 

o Business workflow software 



o Database management system (DBMS) software 

o Digital asset management (DAM) software 

o Document management software 

o Geographic information system (GIS) software 

 Simulation software 

o Computer simulators 

o Scientific simulators 

o Social simulators 

o Battlefield simulators 

o Emergency simulators 

o Vehicle simulators 

o Flight simulators 

o Driving simulators 

o Simulation games 

o Vehicle simulation games 

 Media development software 

o Image organizer 

o Media content creating/editing 

o 3D computer graphics software 

o Animation software 

o Graphic art software 

o Image editing software 

o Raster graphics editor 

o Vector graphics editor 

o Video editing software 

o Sound editing software 

o Digital audio editor 

o Music sequencer 

o Scorewriter 

o Hypermedia editing software 

o Web development software 



o Game development tool 

 Product engineering software 

o Hardware engineering 

o Computer-aided engineering 

o Computer-aided design (CAD) 

o Finite element analysis 

o Software engineering 

o Computer language editor 

o Compiler software 

o Integrated development environment 

o Game development software 

o Debuggers 

o Program testing tools 

o License manager 

 

 

 

 

 

 

 

 

 

 

 

 



Chapter 9 

Time Management Systems 

Time management systems often include a time clock or web based application used to track an 

employee‘s work hours. Time management systems give employers insights into their 

workforce, allowing them to see, plan and manage employees' time. Doing so allows employers 

to control labor costs and increase productivity. A time management system automates 

processes, which eliminates paper work and tedious tasks. 

Time & Attendance  

Having an industry-leading time system that provides hours worked is the first part of the 

journey, not the destination. Controlling labor costs, minimizing your compliance risk, helping to 

increase productivity by knowing your labor costs are all important considerations for your time 

system. 

With all our solutions, we deliver the high-quality labor information that you need to make better 

decisions. Whether you need a straight forward system with no frills or a more extended system 

with all the bells and whistles. TMS has the right solution for you!! Take a look at our options 

and imagine the possibilities. We look forward to helping you reduce your stress over time and 

attendance tracking while increasing your ability to manage your labor cost more effectively. 

TMS My Time 

The most cost effective Time and Attendance system available for small to mid-sized companies. 

With it's easy to learn and simple to use features, you will increase your efficiency in no time. 

Whether you're looking to make the move from manual tracking to an automated system or are 

unhappy with your current automated system, My Time provides all the important information 

you need without all the extras you don't want. 

TMS Attendance 

Our comprehensive labor management system is based on 30 years experience time and 

attendance. Reduce labor expenses, process payroll more quickly, and no longer worry about 



servers, back-ups, and security. Our hosted time and attendance service meets labor management 

needs at every step of the process, allowing you to get back to business. 

TMS Access 

Our Power Net systems are the most cost effective access control solutions in the industry. The 

patented combination of panel functionality and reader functionality are combined in the 

compact form factor of the Power Net Reader-Controller, which typically means significantly 

less hardware cost versus traditional panel-based systems. The Power over Ethernet (PoE) 

capabilities of the Power Net means no external power source or extra power wiring for the 

access control system itself or for the lock or other auxiliary devices. The Power Net is the 

greenest, most environmentally responsible access control system in the world, and the most cost 

effective to operate from a power usage perspective. 

1. Hours worked 

Time and attendance systems will accurately display the hours worked by your staff, so that you 

can make sure that you have the right number of employees in at all times, and you can arrange 

any cover you need. 

2. Eliminate fraud 

By ensuring that each employee clocks on and off, they won't be able to clock on or off for their 

colleagues. The so called "buddy-punching" will be a thing of the past, so it will be clear to see 

which staff have worked overtime, and when. 

3. Roll call 

In the event of an emergency, finding out which employees are on site will take moments, by 

consulting the time and attendance system. Instead of having to rely on colleagues to recall 

whether they've seen others, the system will accurately and immediately inform those who need 

to know. Whilst perhaps less important to those in an office environment, factory workers, or 

people who work with hazardous substances, or machinery will greatly benefit. 

 



4. Additional security 

Time and attendance systems can help to provide additional security, as the software will be able 

to determine who tried to gain access, where and when. This can be important if employees are 

trying to get into the warehouse after hours or at weekends. If the premises are often targeted, 

then an appropriate time and attendance system can halt criminals in their tracks. 

5. Traditional or modern 

For some small companies, a clocking in machine will provide all the information they need. 

With just a handful of employees, tracking time and attendance will be easy by checking the 

cards. For larger companies, a much more comprehensive system offering more features will be 

appropriate. 

6. Biometric 

Biometric systems are becoming more popular for time and attendance. With facial and hand 

recognition technology constantly improving, these systems are more accurate and so provide 

better timekeeping and security. Ideal for employees who perhaps need to carry things, or will 

have dirty hands, as well as for accessing areas of importance or high value products or date, 

biometric time management can make keeping track of lots of employees much easier. 

7. Computer Linked Time Recording 

Using dedicated software combined with the time recording hardware, will also help to make 

time recording more accurate and useful. As new features are developed and released, the 

software can be updated quickly and easily. 

8. Time reporting 

Time management software makes analysing the information easy, so that it's simple to ensure 

that there always enough staff on site, that lateness, holidays and unauthorised absences are 

clearly visible, and that any unusual patterns can be detected. Much more can be done with the 

reports, such as training requirement, and qualifications that are due to expire can be highlighted. 

 



 

9. Multi site 

For companies that have many locations, the HR and payroll Departments can be overrun with 

staffing issues. Using computer based time recording can make to make things much easier.10. 

Value for money. 

Getting value for money is essential, and so you'll want to make sure that you got the most 

appropriate time and attendance system that meets your current and future needs. 

Time Management tips 

- Be Efficient and Effective 

Efficiency means getting a lot done in a short time, but effectiveness happens when you also 

focus on activities that matter to you. You know how it is when chunk of your day is eaten up by 

a menial task (like checking email). You may get through hundreds of messages, even empty 

your in-box, yet still feel vaguely dissatisfied with your effort. 

While you got a lot done, it didn‘t feel as though you actually accomplished much – because it 

wasn‘t a task near and dear to your heart. As the old saying goes, you can run as fast as you 

want, but if you‘re going in the wrong direction, you still won‘t end up where you intended. 

-Learn Where Your Time Goes 

How much of your life is spent on ―time wasters‖? These are activities that do nothing to 

enhance your quality of life, and actually prevent you from accomplishing more important goals. 

You know you‘ve been seduced by a time waster when you find yourself:  

• watching TV shows you don‘t really care about 

• checking email over and over throughout the day 

• surfing the internet or cruising chat rooms with no purpose in mind 

• wandering around stores, just looking for bargains 



• spending a few hours every day running errands 

• shuffling the same papers back and forth on your desk 

-Draw the Line 

The good news is that it‘s easy to change these mindless habits and take control of your time 

management. All it takes is a conscious choice to spend your time differently, and set a little 

advance planning: 

•  When you come home, leave the TV off and find a more meaningful way to decompress (go 

for a walk, read a book, play with your kids). Review the TV schedule once a week, find those 

shows you really care about, and record them to watch later without commercials 

• Get into a routine of checking email no more than 3 times a day (morning, noon, and end of the 

day). Turn off the ―you‘ve got mail‖ alarm and program your system to only download emails on 

command 

• If you lose track of the world while web-surfing, set a timer to go off in 15 or 20 minutes. Make 

yourself get up and turn off the computer when it dings 

• For 30 days, shop only from a list. Only go to stores that carry the item you need, and if you 

don‘t actually need anything, don‘t go to the mall in the first place 

• Set aside a single ―errand day‖ each week and sit down with your family to plan your list. Put 

everything you need in one basket by the door, and plot your route in advance to avoid 

backtracking. If someone forgets an errand, either insist that it wait until the next errand day, or 

let them do it themselves 

• Take 5 minutes to sort through incoming papers every day. Put ―to-do‖ papers into a 

tickler/action file, and set aside time once a week to file and handle to-do‘s. Set up a spot for 

papers you‘re currently working on, and take 5 minutes to clear your desk before you leave each 

day. 

 

 



Elimination of non-priorities 

Time management also covers how to eliminate tasks that do not provide the individual or 

organization value. 

According to Sandberg, task lists "aren't the key to productivity that they're cracked up to be". He 

reports an estimated "30% of listers spend more time managing their lists than [they do] 

completing what's on them". 

Hendrickson asserts that rigid adherence to task lists can create a "tyranny of the to-do list" that 

forces one to "waste time on unimportant activities". 

-Make Time for Your Priorities 

These are just suggestions – you may find other time management tips to help you deal with your 

specific time wasters. Just a few simple changes will free up hours of time in your schedule each 

week. Now be sure to put them to good use. Block off time in your schedule for those important 

projects and don‘t allow anything to interrupt you. If someone asks you to do something else 

during that time slot, let them know you can‘t because you already have another appointment 

(you do – with yourself!) And enjoy the satisfaction you get from spending your new philosophy 

on time management! 

These time management tips can help you do more of what you want with your week. Imagine 

how great that is going to feel! 

For companies that have many locations, the HR and payroll Departments can be overrun with 

staffing issues. Using computer based time recording can make to make things much easier.10. 

Value for money 

Getting value for money is essential, and so you'll want to make sure that you got the most 

appropriate time and attendance system that meets your current and future needs. 

Benefits of effective Employee Management 

The reasons for integrating an automated time and attendance system will vary depending on 

your organisations's working patterns and unique requirements. But whatever the nature of your 



business, you can rest assured that a time and attendance system and  related employee 

management products will help your organisation run more smoothly and efficiently. 

Here are just a few of the advantages that you might want to consider: 

• Simplified Scheduling - The Mitrefinch time and attendance system can be customised to 

include information about production cycles, working patterns, flexi-time, shift work and 

holidays. This allows you to quickly create work schedules that match your organisation's ever-

changing needs. 

• Compliance with Workplace Legislation - Current legislation imposes strict limitations 

on the number of hours individuals can work, and the amount of break time they must have 

between shifts. An automated time and attendance system will help ensure that  workers' 

schedules conform to these rules. You can also implement and monitor fatigue management 

processes. 

• Integrates with HR and Payroll applications - The information gathered from the 

Mitrefinch time and attendance system can be used to establish the number of hours worked as 

well as Award Interpretation for payroll purposes. This information can be exported direct to 

your HR or Payroll system, removing the potential for error and data double entry. 

• Reduce Absenteeism and improve punctuality - By reporting absenteeism on a day to day 

basis Mitrefinch time and attendance software provides qualitative information which will help 

determine an efficient company workforce. Problem areas and absence issues are easily 

identified, allowing you to take appropriate action before they get out of hand. 

• Facilitate remote and flexible working - These are important considerations, especially if 

your team includes people who are parents or carers. With time and attendance tracking systems 

from Mitrefinch, you can keep track of employee working hours via a host of technologies both 

on- and off-site. 

 

 

 



Elimination of non-priorities 

Time management also covers how to eliminate tasks that do not provide the individual or 

organization value. 

According to Sandberg, task lists "aren't the key to productivity [that] they're cracked up to be". 

He reports an estimated "30% of listers spend more time managing their lists than [they do] 

completing what's on them". 

Hendrickson asserts that rigid adherence to task lists can create a "tyranny of the to-do list" that 

forces one to "waste time on unimportant activities". 

1: Be Efficient and Effective 

Efficiency means getting a lot done in a short time, but effectiveness happens when you also 

focus on activities that matter to you. You know how it is when chunk of your day is eaten up by 

a menial task (like checking email). You may get through hundreds of messages, even empty 

your in-box, yet still feel vaguely dissatisfied with your effort. 

While you got a lot done, it didn‘t feel as though you actually accomplished much – because it 

wasn‘t a task near and dear to your heart. As the old saying goes, you can run as fast as you 

want, but if you‘re going in the wrong direction, you still won‘t end up where you intended. 

2. Learn Where Your Time Goes 

How much of your life is spent on ―time wasters‖? These are activities that do nothing to 

enhance your quality of life, and actually prevent you from accomplishing more important goals. 

You know you‘ve been seduced by a time waster when you find yourself:  

• watching TV shows you don‘t really care about 

• checking email over and over throughout the day 

• surfing the internet or cruising chat rooms with no purpose in mind 

• wandering around stores, just looking for bargains 

• spending a few hours every day running errands 



• shuffling the same papers back and forth on your desk 

3: Draw the Line 

The good news is that it‘s easy to change these mindless habits and take control of your time 

management. All it takes is a conscious choice to spend your time differently, and set a little 

advance planning: 

• When you come home, leave the TV off and find a more meaningful way to decompress 

(go for a walk, read a book, play with your kids). Review the TV schedule once a week, find 

those shows you really care about, and record them to watch later without commercials 

• Get into a routine of checking email no more than 3 times a day (morning, noon, and end 

of the day). Turn off the ―you‘ve got mail‖ alarm and program your system to only download 

emails on command 

• If you lose track of the world while web-surfing, set a timer to go off in 15 or 20 minutes. 

Make yourself get up and turn off the computer when it dings 

• For 30 days, shop only from a list. Only go to stores that carry the item you need, and if 

you don‘t actually need anything, don‘t go to the mall in the first place 

• Set aside a single ―errand day‖ each week and sit down with your family to plan your list. 

Put everything you need in one basket by the door, and plot your route in advance to avoid 

backtracking. If someone forgets an errand, either insist that it wait until the next errand day, or 

let them do it themselves 

• Take 5 minutes to sort through incoming papers every day. Put ―to-do‖ papers into a 

tickler/action file, and set aside time once a week to file and handle to-do‘s. Set up a spot for 

papers you‘re currently working on, and take 5 minutes to clear your desk before you leave each 

day 

4: Make Time for Your Priorities 

These are just suggestions – you may find other time management tips to help you deal with your 

specific time wasters. Just a few simple changes will free up hours of time in your schedule each 



week. Now be sure to put them to good use. Block off time in your schedule for those important 

projects and don‘t allow anything to interrupt you. If someone asks you to do something else 

during that time slot, let them know you can‘t because you already have another appointment 

(you do – with yourself!) And enjoy the satisfaction you get from spending your new philosophy 

on time management! 

These time management tips can help you do more of what you want with your week. Imagine 

how great that is going to feel! 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Chapter10 

Comparing Different Types of Time Management Systems 

Be realistic in deciding on a time management system for day to day use. Be disciplines about it 

and select the time management system which is least complicated and quite accessible to use. 

 

Basic time management system pen and paper 

The paper journal page, though old fashioned, has not become obsolete. It is unsurpassed in its 

portability and accessibility. A daily planner is always energetic. It will never fail or be out of 

wireless range. You will never suffer a disk or memory error. The disadvantage of day planer is 

that does not synchronize automatically with your calendar on your p.c. If you don‘t use a pc to 

plan your schedule, you lose your day planner and don‘t have to backup. Many of us prefer a 

time management system, portable and synchronous with the calendar soft ware on our pc. 

Time management system device: personal digital assistant: 

While using a palm or Black berry, people choose mostly a personal digital assistant to keep 

track of their time. If you don‘t forget to use your docking station you can use it for years 

together without running out of battery power and your schedule will be automatically 

synchronized to your pc schedule.  

Which of the following time management "types" are you? While intended as fun, this time 

management exercise may provide you with some clues for more effective time management. 

The Fireman - For you, every event is a crisis. You're so busy putting out fires that you have no 

time to deal with anything else - especially the boring, mundane things such as time 

management. Tasks pile up around you while you rush from fire to fire all day. 

 

 



Typically seen - Running to car. 

The Over-Committer - Your problem is you can't say 'No'. All anyone has to do is ask, and you'll 

chair another committee, take on another project, or organize yet another community event. 

You're so busy you don't even have time to write down all the things you do! 

Typically seen - Hiding in rest room. 

The Aquarian - There is such as thing as being too "laid-back" - especially when it starts 

interfering with your ability to finish tasks or bother to return phone calls. Getting to things when 

you get to them isn't time management; it's simple task avoidance. 

Typically seen - Hanging out with feet on desk. 

The Chatty Kathy - Born to socialize, you have astounding oral communication skills and can't 

resist exercising them at every opportunity. Every interaction becomes a long drawn out 

conversation - especially if there's an unpleasant task dawning that you'd like to put off. 

Typically seen - Talking on cell phone. 

The Perfectionist - You have a compulsion to cross all the "t's" and dot all the "i's", preferably 

with elaborate whorls and curlicues. Exactitude is your watchword, and you feel that no rushed 

job can be a good job. Finishing tasks to your satisfaction is such a problem you need more time 

zones, not just more time. 

Typically seen - Hunched over latest project. 

Hopefully none of these time management personality profiles is a photograph of you! But 

perhaps these descriptions will provoke some thought about the different ways we manage or 

mismanage time, and some clues about how we might change our behaviors to make our time 

management efforts more successful. 



-What is the Best Time Management Planner Organizer System? 

There are many different types of time management systems - Franklin-Covey, Getting Things 

Done, Day-Timer, Day Runner, and more. What is the best time management planner organizer 

system? Read this helpful Bright Hub article to find the answer to this question. 

 What Are the Types of Time Management Planner Organizer Systems? 

Before determining what the best time management planner system is for you, it is important to 

understand the differences between the planner organizer systems. In the most broad sense, there 

are four broad types of planner organizer systems: 

 Pen and Paper Based (these are your Day Timers, DayRunners, and Franklin-Covey - really 

anything that can be printed out and kept in binders belongs in this category) 

 PDA (Either on your Palm-Pilot or other device geared towards planning) 

 Mobile (On your cell phone) 

 Computer Based (A program running on a desktop, laptop, or net book computer) 

At the very base, time management planner organizer systems all include a calendar of some 

sort, a to-do list, a list of important contacts, and perhaps even a list of your goals. In addition to 

different mediums for your time management planner organizer system, there are also different 

methods of time management incorporated in each system. In the next few paragraphs, you will 

learn a bit more about the types of time management systems. 

 Getting Things Done 

This system, created by David Allen, focuses upon "mind dumps" where you use a trigger list to 

get everything out of your mind and onto paper. Once you have gathered all the information that 

has been floating around in your head, you can organize the information. Anything that can be 

done in under two minutes should be done immediately. After this, you should schedule the next 

strategic action for each item. For example, writing a report is not a strategic next action, instead 

it is really a project requiring decomposition into individual steps. The strategic next action for 

writing a report might be "Pick up books from library." Instead of creating a "to-do" list, actions 

are grouped by category - call, errand, office, etc. 

 

 

http://www.brighthub.com/multimedia/publishing/articles/10698.aspx


Time management system Low tech reminders 

There are some strange people who tie a sting around their finger to remember something. Don‘t 

laugh at them. A visual reminding of some thing you are expected to do can be a powerful time 

management system. For example if you remember to pack your lunch every day but forget to 

get it to work with you, you can write a note on a bright neon colored paper ―did you remember 

your lunch today‖ and tape it to the inside of the visor of your car. 

Arriving at home, you can put the visor down. You will surely notice it the next morning when 

you get in to the car and remind you of taking lunch with you.Implementation of simple 

management systems are an effective means of growing more efficient and organized. 

There are some basic Principles of Time Management that you can apply. 

1. Identify "Best Time" for Studying: Everyone has high and low periods of attention and 

concentration. Are you a "morning person" or a "night person". Use your power times to 

study; use the down times for routines such as laundry and errands. 

2. Study Difficult Subjects First: When you are fresh, you can process information more 

quickly and save time as a result. 

3. Use Distributed Learning and Practice: Study in shorter time blocks with short breaks 

between. This keeps you from getting fatigued and "wasting time." This type of studying 

is efficient because while you are taking a break, the brain is still processing the 

information. 

4. Make Sure the Surroundings are Conducive to Studying: This will allow you to reduce 

distractions which can "waste time." If there are times in the residence halls or your 

apartment when you know there will be noise and commotion, use that time for mindless 

tasks. 

5. Make Room for Entertainment and Relaxation: College is more than studying. You need 

to have a social life, yet, you need to have a balance in your life. 

6. Make Sure you Have Time to Sleep and Eat Properly: Sleep is often an activity (or lack 

of activity) that students use as their time management "bank." When they need a few 

extra hours for studying or socializing, they withdraw a few hours of sleep. Doing this 



makes the time they spend studying less effective because they will need a couple hours 

of clock time to get an hour of productive time. This is not a good way to manage 

yourself in relation to time. 

7. Try to Combine Activities: Use the "Twofer" concept. If you are spending time at the 

laundromat, bring your psychology notes to study. If you are waiting in line for tickets to 

the REM concert, bring your biology flashcards to memorize. 

8. Time management system software 

9. Time tracking software is the time management system for any one who ekes his 

livelihood by hourly billing. This time management software often includes a billing 

module for the hourly time keepers to use one software application for time tracking, 

involving budgeting, and other accounting functions. 

Time tracking software 

Time tracking software is a category of computer software that allows its users to record time 

spent on tasks. This software is used by many industries, typically those employing hourly 

workers, however there are benefits to salaried workers, such as professionals who bill their 

customers by the hour, including lawyers and accountants. It represents an electronic version of 

the traditional paper timesheet. Tracking time can allow for increased productivity, as businesses 

better understand what business practices lead to wasted time. This type of software encourages 

accountability for large businesses, and allows for business owners to keep all time data in a 

central location. Many such packages allow the automatic generation of invoices to the 

professional's clients or customers based on the time spent and the hourly fee, and allow for the 

additional billing of related costs to each client or file. Many time tracking software companies 

offer workforce management packages that include time and attendance, scheduling, absence 

management, human resources, payroll, talent management, and labor analytics.  

Time tracking/recording software 

Time tracking/recording software automates time tracking process by recording what activities, 

when and for how long are performed on a computer. This was the second wave of the time 

tracking software. The idea is to get the actual picture about computer usage. Automatic time 

tracking/recording software shows applications, documents, games, websites usage. 

http://en.wikipedia.org/wiki/Computer_software
http://en.wikipedia.org/wiki/Lawyer
http://en.wikipedia.org/wiki/Accountant
http://en.wikipedia.org/wiki/Timesheet
http://en.wikipedia.org/wiki/Productivity


  

Types of time tracking software 

 Timesheet software software - allows to enter time spent performing different tasks while 

working. 

 Time tracking/recording software - automatically records activities performed on a 

computer. 

Time tracking software can be: 

 Standalone - used only to record timesheets, and generate reports 

 Integrated into accounting system - where timesheet data is directly fed into company 

accounts 

 Integrated into billing system - used to generate invoices, especially used by contractors and 

professionals such as lawyers 

 Integrated into project management systems - timesheet data is used in project management 

software to graph the effort being spent on each project or task. 

 Integrated into payroll system - timesheet data is used in payroll software to pay employees 

based on their time worked. 

Timesheet software 

Timesheet software is accounting software used to maintain timesheets. This was the first wave 

of the time tracking software when computers came to many offices,
[2]

 with the goal of replacing 

all heavy paperwork for greater organization. Timesheet software allows entering time spent 

performing different tasks while working. 

When used within companies, employees enter their time into an electronic timesheet, which can 

then be approved or rejected by supervisors or project managers. 

When used by freelancers, timesheet software allows creating reports for clients to explain how 

their time was spent. 

After 2006, timesheet software generally moved to mobile platforms and became more 

personalized, for example tracking time for each task individually. 

 

http://en.wikipedia.org/wiki/Project_management_software
http://en.wikipedia.org/wiki/Project_management_software
http://en.wikipedia.org/wiki/Project_management_software
http://en.wikipedia.org/wiki/Timesheet
http://en.wikipedia.org/wiki/Time_tracking_software#cite_note-post-2


- Benefits of effective Employee Management 

The reasons for integrating an automated time and attendance system will vary depending on 

your organisations's working patterns and unique requirements. But whatever the nature of your 

business, you can rest assured that a time and attendance system and  related employee 

management products will help your organisation run more smoothly and efficiently. 

Here are just a few of the advantages that you might want to consider: 

•Simplified Scheduling - The Mitrefinch time and attendance system can be customised to 

include information about production cycles, working patterns, flexi-time, shift work and 

holidays. This allows you to quickly create work schedules that match your organisation's ever-

changing needs. 

•Compliance with Workplace Legislation - Current legislation imposes strict limitations on the 

number of hours individuals can work, and the amount of break time they must have between 

shifts. An automated time and attendance system will help ensure that  workers' schedules 

conform to these rules. You can also implement and monitor fatigue management processes. 

•Integrates with HR and Payroll applications - The information gathered from the Mitrefinch 

time and attendance system can be used to establish the number of hours worked as well as 

Award Interpretation for payroll purposes. This information can be exported direct to your HR or 

Payroll system, removing the potential for error and data double entry. 

•Reduce Absenteeism and improve punctuality - By reporting absenteeism on a day to day basis 

Mitrefinch time and attendance software provides qualitative information which will help 

determine an efficient company workforce. Problem areas and absence issues are easily 

identified, allowing you to take appropriate action before they get out of hand. 

•Facilitate remote and flexible working - These are important considerations, especially if your 

team includes people who are parents or careers. With time and attendance tracking systems 

from Mitre finch, you can keep track of employee working hours via a host of technologies both 

on- and off-site. 

 



Chapter 11 

Categorize For Effective Time Management 

How do you actually manage time? The secret is in the categories. Look at your calendar for 

tomorrow. It's probably already full of events and activities that you're hoping to accomplish. As 

you work or afterward, you‘ll be filling in the blank spaces. 

Now look at the list and categorize it. How much time during your working day did you actually 

spend: 

1) Putting out fires. An unexpected phone call. A report that's necessary for a meeting that 

should have been printed yesterday. A missing file that should be on your desk. How much of 

your day was actually spent in crisis mode? For most people, this is a negative category that 

drains their energy and interferes with their productivity. 

Help With Organizing Files 

2) Dealing with interruptions. Phone calls and people dropping by your office will probably top 

the list when you‘re assigning events to this category. Once again, for most people, this is a 

negative category because it interferes with (and sometimes kills) productivity. 

Help Dealing With Interruptions 

Dealing With Incoming Phone Calls 

Staying on Schedule When Working 

Running a Successful Home-Based Business With Kids 

3) Doing planned tasks. This is the most positive use of time during your work day. You are in control 

and accomplishing what you intended to accomplish. Planned tasks can include phone calls, meetings 

with staff, even answering email - if these are tasks that you have put on your agenda. 

4) Working uninterrupted. You may not be working on a task you had planned to do, but you are getting 

to accomplish something, and for most people, this is a very productive, positive work mode. 



5) Uninterrupted downtime. Those times during the work day that are used to re-energize and regroup. 

Lunch or a mid-morning break may count if they're uninterrupted. If you're lucky enough to work with a 

company that offers on-site work-out facilities or nap rooms (Fortune), that would count, too. Everyone 

needs a certain amount of uninterrupted downtime built into their day to be productive during their work 

time. 

A Week of Your Past Is the Key to the Future 

Now that you understand the time management categories, it‘s time to use them to analyze your "typical" 

work week. Using whatever calendar system you use for listing appointments and activities in your daily 

life, go back and select a recent typical week. Go through the entries of each working day and categorize 

them according to the time management categories above. Keeping a running total at the bottom of each 

day will make it easy to see just how you've spent your working time each day. 

Now you have the data you need to make changes to the way you spend your time at work. Are you 

spending too much time putting out fires? Then you need to make the organizational or physical changes 

to prevent or defer these constant crises. Clean up and reorganize your desk, for example, so you can find 

the files you need easily, and establish a routine of putting the files you need for the next day out on your 

desk before you leave for the day. 

Not getting enough uninterrupted downtime during your working day? Then you need toSchedule Time 

for You. For instance, stop eating lunch at your desk and physically leave the building for your stipulated 

lunch time. 

By applying my work categories of time management, and making the changes you need to make to 

spend more of your time during your working day in the positive categories and less time in the negative 

categories, you‘ll truly be able to effectively manage your time - and accomplish the true goal of time 

management, to feel better. 

Practice the following techniques to become the master of your own time: 

o Carry a schedule and record all your thoughts, conversations and activities for a week. 

This will help you understand how much you can get done during the course of a day and 

where your precious moments are going. You'll see how much time is actually spent 

producing results and how much time is wasted on unproductive thoughts, conversations 

and actions. 

o Any activity or conversation that's important to your success should have a time assigned 

to it. To-do lists get longer and longer to the point where they're unworkable. 

Appointment books work. Schedule appointments with yourself and create time blocks 

for high-priority thoughts, conversations, and actions. Schedule when they will begin and 

end. Have the discipline to keep these appointments. 



o Plan to spend at least 50 percent of your time engaged in the thoughts, activities and 

conversations that produce most of your results. 

o Schedule time for interruptions. Plan time to be pulled away from what you're doing. 

Take, for instance, the concept of having "office hours." Isn't "office hours" another way 

of saying "planned interruptions?" 

o Take the first 30 minutes of every day to plan your day. Don't start your day until you 

complete your time plan. The most important time of your day is the time you schedule to 

schedule time. 

o Take five minutes before every call and task to decide what result you want to attain. 

This will help you know what success looks like before you start. And it will also slow 

time down. Take five minutes after each call and activity to determine whether your 

desired result was achieved. If not, what was missing? How do you put what's missing in 

your next call or activity? 

o Put up a "Do not disturb" sign when you absolutely have to get work done. 

o Practice not answering the phone just because it's ringing and e-mails just because they 

show up. Disconnect instant messaging. Don't instantly give people your attention unless 

it's absolutely crucial in your business to offer an immediate human response. Instead, 

schedule a time to answer email and return phone calls. 

o Block out other distractions like Facebook and other forms of social media unless you use 

these tools to generate business. 

o Remember that it's impossible to get everything done. Also remember that odds are good 

that 20 percent of your thoughts, conversations and activities produce 80 percent of your 

results. 

 

A variety of good time management tools are available to help you. 

 

Daily Planners  

A daily planner enables you to record your tasks on a predefined calendar. Usually, the planner has entry 

points for all 24 every day, allowing you to add any task at any hour on any day. Daily planners are 

available in different formats: pen and paper, digital (computer based), and mobile phone based. read 

more 

 

A helpful tool is the 3 Month repositionable system that allows you to constantly move and update your 

months as they expire. You can see the product at OfficeMax site. 



 

Digital daily planner  

If you find computer and digital equipment more convenient, a digital daily planner can be a very good 

solution. You need the daily planner with you all the time, so what happens if you leave your desk? If you 

have a digital daily planner, a good solution is your mobile phone, which can feature a daily planner, and 

off course, it‘s great if you can synchronize your computer with your mobile phone.  

 

To-do lists  

A to-do list is a list of all your tasks. You need such a list because you don‘t want to forget a task, and a 

to-do list is an important time-management tool that can be the starting point for your time planning. A 

good to-do list enables you to: see all your tasks at a glance, prioritize these tasks, and allocate time and 

resources wisely.  

  

Participants in the Time Management Training course will learn to: 

• Achieve better results through effective planning and clarifying objectives 

• Spend more time working toward your high-value goals 

• Refuse unreasonable requests 

• Understand the needs of different personality styles and how to work with them 

• Keep things in perspective 

• Handle paperwork effectively and discard much of what crosses your desk 

• Gain a balance between professional goals and personal time 

• Use time management tools more effectively 

• Set goals and prioritize them to determine if activities are goal-directed 

• Apply a critical-path network system to estimate time and activities required for 

reaching objectives 

• Spend less time putting out fires each day 

• Become effective at delegating lower priority items 

• Manage resources more efficiently 

Time Management Basics 

Time management basics are ridiculously important and I don't know about you, but I've never been to a 

company or university-sponsored training on time management.  

It's kind of funny when you think about it because productive people are the foundation of business yet 

most people have not been trained on it. 



Your organization or university may not go over time management basics, but I'm sure you've noticed that 

the most successful time managers naturally float to the top of business and life because of how much 

they get done. 

If you want to be more successful in life or business you must become more productive, not just on 

today's to-dos but within the framework of where you want to be in the next few years.  

 

MIT did a study on companies that showed that the average company's productivity growth results have 

leveled off to 1% per year after 1973. You can't expect to make more money or move in the direction of 

your dreams if you don't master time management basics. 

Time Management Thought Exercises 

What are you trying to accomplish? Without answering that for yourself, you don't have a direction in 

which to manage your time. 

You can create a 100-item to do list every day for a year and finish everything on it daily and you'll get a 

lot done. But if none of the items apply to your long-term goals, you won't be getting the right things 

done. The importance of managing your time lies in deciding on your long-term goals and building your 

daily activities toward them. 

Clarifying your goals is part of absolutely essential time management basics. 

Without clarity, you're actions don't align to move you where you want to go. If you're lost at sea and 

there's no land in sight, you can tread water but it's only so long before you get eaten by a shark or die of 

exhaustion… you need something to swim toward. 

In the sea of life, there are no search and rescue teams, you have to save yourself. Unless you're in the 

military, no one is going to assign you a schedule to accomplish your goals. You must identify your 

destination, devise a plan and take action. 

Calendar Planners: The Most Important Tool 

Once you've identified the advantages of managing your time, then identify your destination and create 

some action steps you need to accomplish to move closer to it. You need to choose a calendar planner to 

use as your basic time management road map. 

If you want to drive from Los Angeles to San Francisco in 8 hours, you'll check landmarks along the way 

against your timeline and adjust. 

You can plot dates for specific goals and the planner acts as a visual reminder of what you're trying to 

accomplish and allows you to true up your plan against your results. If it's important, write it down so you 

can forget about it until that time and use all of your mental energy to laser-focus on today's priorities. 

 

Evaluate your priorities and decide what you will NOT do.  



 

A time management basic, choosing what not to do gives you more time to invest in things that will move 

you closer to your goals. 

Without clearing some time for important things, you risk getting stuck in tedious activities that you'd be 

better off outsourcing (see buy, barter) or just abandoning.  

 

Continually ask yourself if this activity will bring you closer to your goal before committing to it. 

Group Similar Tasks Together 

Studies done on multi-tasking have proven that it actually takes longer to accomplish tasks when multi-

tasking than it does if you focus on one task at a time.  

 

The reason for this is that your brain has a set of rules it abides by when performing tasks and every time 

you change tasks, your brain has to reapply different rules. 

This slows down decision making and execution. In order to cater to this reality, it's a good idea to group 

similar tasks together when you can in order to become more efficient. 

Because your brain is already performing under that set of mental rules, the tasks are completed more 

quickly when grouped together than if you took a "buffet" approach of working on one from each 

category in sequence. 

If you have 3 phone calls to return, 10 emails to read, 2 letters to write and 2 documents to file, time 

management basics dictate grouping them together and do all of the 10 emails one after another before 

you move on to write the two letters then file the documents etc. 

Get Out Of Your Own Way 

Once you've clarified your goal, prioritized some action steps to get you there, plotted out a time line 

(with actual dates of completion!) and eliminated some time-sucks from your life, you have to act. As I 

explain in the meaning of time management article, it's much more than just getting things done. 

You can't wait for motivation, inspiration or some outside force to move you along toward your dreams. 

Procrastination is a bug that bites us all occasionally, but if you don't discipline yourself it will overtake 

your life. Procrastination leads to quitting, quitting leads to failure.  

 

There's an Irish Proverb I keep on my desk that says, "You'll never plow a field by turning it over in your 

mind." Don't waste the mental energy you used creating a time line by abandoning it the next day because 

you "don't feel like it." 

Resolve to take action now using some tips for managing your time to get you started. 



The actions you take every day are building your future. There is no "secret" to overcoming 

procrastination. You just do it. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Chapter 12 

Stress and Time Management 

What is stress? Stress is  created when 

the demands made on a person start to  

exceed that person's abili ty (or  

perceived ability) to cope. A gap is 

created between what a person 

needs/wants to do, and what they feel  

they are able to do.  

There are several reasons for stress;  we will focus on stress and time 

management:  

Many times the reason for stress is our lack of abil ity to achieve our goals on 

time. This leads to a situation where we can‘t perform at work ,  neglect tasks at  

home and find ourselves in a si tuation where we can‘t balance work and family 

life.  

We need to identify that we are in a stressful si tuation. Physical symptoms of 

stress include: tiredness, headaches, frequent colds, trouble sleeping, mu scle 

aches/tension, nausea, sweating or feeling hot.  

Emotional and mental symptoms of stress include: anger, anxiety, depression, 

irrational fears,  mood swings,  irritability, frustration, poor concentration, 

confusion, loss of humor, negative thoughts, fee ling overwhelmed, feeling out 

of ontroland loss of motivation.  

It  is  a nasty situation we don‘t want.  

There are several ways to tackle stress; we will focus on the time management 

approach. Better time management reduces many causes of stress.  If  you manag e 



your time right,  you will  be more effective,  achieve more and maintain balance 

in your life.  

There are two steps to solve this problem: Step one: Recognize the fact  that you 

are stressed (see all  the signs described earlier). Step two: Improve your time 

management. The road to improving your time management is simple. Go to our 

home page and select the ―learning‖ tab. This will describe a basic plan to 

improve your time management in three simple steps.  The first step is 

awareness. Understand the importan ce of time management and the benefits of 

allocating resources for it .  The next step is to adopt a simple and effective tool:  

a to-do list. The last  step is learning efficient techniques to use with the to -do 

list, starting with the use of t ime intervals.  

When you feel that you control the basic plan and see improvements in your 

time management, i t  is time for the advanced plan. We also describe some 

obstacles for time management. If you are aware of these hurdles you are in a 

better position to avoid them.  We will show you more time management tips, 

techniques,  tools and more. Each one of them will  helpyou to improve your time 

management.  

Here are a few articles where you can learn and get helpful ideas on stress and 

time management.   

 

Stress! What Causes It? What Is It?   

What is stress? Although we tend to think of stress as caused by external issues,  

issue in themselves are not stressful.  It  is  the way in which we interpret  and 

react to them that makes them stressful. People differ enormously in the type of 

events they interpret  as stressful and the way in which they respond to such 

stress.   

 

Stress In The Workplace –  How To Cope With It  

Most of us readily acknowledge that  stress is an inescapab le part  of life in our 

http://www.time-management-advice.com/stress-and-time-management.html
http://www.time-management-advice.com/stress-and-time-management.html
http://www.time-management-advice.com/workplace-stress.html
http://www.time-management-advice.com/workplace-stress.html


modern society.  It‘s in the home, the schools,  and the workplace. Workplace 

stress management is  becoming a buzz word of sorts, a s more companies seek 

ways to cope with workplace stressors. But what is  it?   

 

6 Steps To Stress Avoidance  

Anything taken too much is bad for the health,  and t he long term effects of 

stress are well documented, which is why it is such an important area. As with 

everything in life prevention is always better than cure so I have provided 6 

steps to help you avoid becoming stressful.  

Common Mistakes and Myths of Time Management 

Everyone makes time management mistakes. In fact , much of the process of 

creating systems that  work for you is a trial and error process. However,  if  you 

can avoid some common mistakes you‘ll be able to streamline your processes 

and elimina te much of the trial and error.  You‘ll  be able to focus on the tasks of 

building and growing your business and spending your day doing what you love.  

 

 1. Not Creating A Schedule That Works For YOU 

Make sure, when you create your schedule you take the following into 

consideration:  

•When are you most productive? For example, are you better able to focus first  

thing in the morning? In the evening after the sun has gone down? Mid -day? 

When is your best time to work? This is the time to schedule the high priority or 

profit  producing tasks.  

•What is your family/personal schedule? Parents,spouses,children and outside 

commitments all  play into your productivity and your schedule. For example, if  

you volunteer at  your child‘s school every Friday then it‘s probably a good idea 

to keep Friday clear and to focus on your business the other days of the week.  

•How much do you want to work each day or week? You‘re not required to work 

every day from 9-5. In fact, if you want to work two days a week or six it‘s all 

http://www.time-management-advice.com/Stress-and-time-management-atress6steps.html
http://www.time-management-advice.com/Stress-and-time-management-atress6steps.html
http://www.time-management-advice.com/time-management-schedule.html
http://www.time-management-advice.com/time-management-schedule.html


up to you. However, when you‘re planning your business, keep your needs in 

mind. 

 2. Not Recognizing Time Suckers  

Time suckers are those habits and tasks that  take way more time than you think 

they do. They consume your day and before you know it, it‘s  time to pick up 

your kids from school or make dinner.So….what is keeping you from be ing 

productive?   

 

 3. Forgetting about Balance  

It‘s almost guaranteed that if you neglect t o plan for and schedule time away 

from your business, you‘re going to suffer from burnout. We‘ve already 

discussed burn out a bit. It  affects your joy, your abili ty to focus and stay 

productive and it  affects your bottom line. A balanced life is  important to the 

success of your business. Now, l ike creating time management systems there is 

no one size fits all  approach to balance.  

 

Time management in the workplace  

We all face time pressure in the workplace. Good time management will  enable 

you to achieve more with your time and as a result improve your achievements 

at work while improving your quality of life.  Here are a few guidelines to 

improve time management in the workplace.  

E-mail  

E-mail is an essential tool in the workplace. There‘s no doubt about that. On the 

other hand, e-mails can pose a serious challenge to your time management 

because of several ―time killers‖ that accompany them. Let‘s go over these 

obstacles and look at  a few methods to overcome them.   

http://www.time-management-advice.com/time-management-mistakes-2.html
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Meetings  

In most organizations, meetings are a major task that  requires a lot of 

employee's t ime.Doing meeting right will  improve your t ime manag ement, in 

many organizations will be the key for success.The first sep is to understand 

that  meetings use your most valuable resource: time.Treat them carefully,  like 

you would treat any important resource.   

 

Obstacles  

During the day we face a lot  of interruptions.  These interruptions are time 

consuming; in fact , we tend to define them as ―time robbers,‖ and we have to 

protect our time from them.Interruptions  are natural and the ways to avoid then 

are covered in the Obstacles section.   

 

The Management Triangle   

The management triangle is  a very simple and efficient strategy to deal with our 

tasks.We need this strategy because our resources are limited and of course,  

time is one of them. The management triangle consists of three basic rules: See 

the full picture,  Focus in the most important issues and use simple and efficient 

tools.   

Balance between family and work  

Many times we feel  we have to choose between our job and our family.  

Obviously,  this causes a lot of stress on us. Well,  it  doesn‘t have to be that way. 

We can find a balance between our job demands and our family life.   

 

Procedures and time management  

Procedures have a positive and negative side.They have the connotation of too 

much bureaucracy; when we hear about procedures,  we think about 

organizations that suppress creative thinking. We are worried that  every task 

will take too much time or that we will not be able to respond to our 

environment as we should. Procedures also have a positive side.  W hen they are 
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used right, they can be a very powerful tool. What makes the difference between 

helpful procedures and paralyzing ones?   

Importance of Time Management 

 

1. You produce more results  

Since you are more efficient and focus more of your t ime on important tasks you 

get more done during the day which makes you a valuable commodity.  You 

elevate you to one of the most valuable people to potential  employers.  

 

2. You get more time off  

When you produce more at work you won‘t have to work late as often, or at  

least not as late, which gives you the chance to come home to your family and 

spend t ime with them, you also get the chance to work out and clean the house 

which decreases your stress and thereby your efficiency even more creating a 

positive spiral.  

 

3. You become more valuable to your employer  

When you produce more valuable results you become an incredibly important 

asset to your employer. By increasing your efficiency you can produce even 

twice as much as your colleagues, which leads us to point   

 

4. You get paid more  

When you produce more than your colleagues, if you ask for it ,  which makes 

you get paid more than your colleagues. If you produce twice as much you are 

worth twice as much to the company which should let you get paid twice as 

much.  

I have seen many people increase their salary by large  margins after learning 

proper t ime management.  

5. You have time to think long term  

Your best decisions and your highest motivation comes when you have clear 



goals and have the chance to make plans for their completion. When you free up 

time using time management you give yourself the chance to think about these 

larger questions.  

When you think long term you start seeing opportunities you might otherwise 

have missed or spot problems so that you can resolve them before they become 

crises.  

6. You aren’t  as stressed  

This is a god send gift.  

For me reducing my stress levels was the most important part  of learning time 

management. I could spend more time on things I enjoyed and I wasn‘t 

constantly bothered by my to -do list.  

 

7. You are happier  

With reduced stress  levels,  more time off,  a higher salary,  clearer goals and 

plans and more job security,  your life takes a turn for the better. You have a lot 

more reasons to be happy and your life has become a lot  easier to manage.  

Time Management as most precious resourc e 

Time management is  an essential skil l.  Time is our most important resource. We 

need to understand how much of it  we have, what we want to do with it ,  set  

priorities and spend it as wisely as we can. In short: we have to manage our 

time.  

We have a very important and limited resource; good management of it  will pay 

of big time.This is why learning time management is so important.  

Following our plan, you will realize that investing a few minutes a day, less 

than one percent of your time, will give you in ret urn benefits equal to many 

hours of work. Just try it.  It  will  take less than a few minutes of your time to 

understand our plan, and then a few minutes a day to try it.  You will be 

surprised when you see the improvements.  



This is your first t ime management  lesson, and may be the most important one:  

Time management can change our life. We should allocate resources to time 

management, and we should make it  a second nature. Don‘t worry; you will not 

have to do painfully changes. It is a step by step process, a nd what nice about it  

is that every small step improves your time management and hence your quality 

of l ife.  

Conclusion 

-Characterstics of Time Management  

 Start Early and Know Deadlines  

 Starting a project early gives you more time to plan and allows you to deal with 

complications in a more relaxed manner. It can also result in finishing earl ier,  

giving you a head start on the next project. It is important to differentiate 

between long- and short-term projects.  Spending too much time on a the former, 

while doing the latter, is counterproductive.  Set daily objectives for both types 

of projects with deadlines in mind.  

Seek Advice and Delegate  

 You don't know everything. Going about something t he wrong way because you 

are too proud to ask advice is not only foolish, but a waste of valuable time. No 

matter how complex the advice, it  is quicker and easier than start ing over. 

Delegating tasks saves everyone time. However, make sure your delegates a re 

qualified and well informed of their tasks. Having to constantly explain wastes 

everyone's time. Without micromanaging, check in on your delegates from time -

to-time to make sure they are getting the job done.  

 Flexibility is a crucial element of effectiv e time management. While still  in a 

project 's planning stage, anticipate problems ahead of time and plan for them so 

that when they do arise, you will be prepared and not have to waste time 



formulating a whole new response. Since no one can predict every s cenario,  try 

to come up with different angles to each project. The key is to never be 

panicked and without ideas.  

 No matter how skilled you are and how effectively you manage your time, you 

cannot do everything. Being honest about yourself and your limitat ions saves 

time and frustration, giving you more t ime to work to your strengths. It also 

makes you a more effective worker --what you reject may go to someone more 

qualified. You can still  help a project  that  you turn down by recommending 

alternatives or better people for the job.  

 Flexibility is a crucial element of effective time management. While still  in a 

project 's planning stage, anticipate problems ahead of time and plan for them so 

that when they do arise, you will be prepared and not have to waste ti me 

formulating a whole new response. Since no one can predict every scenario,  try 

to come up with different angles to each project. The key is to never be 

panicked and without ideas.  

 No matter how skilled you are and how effectively you manage your time, you 

cannot do everything. Being honest about yourself and your limitations saves 

time and frustration, giving you more t ime to work to your strengths. It also 

makes you a more effective worker --what you reject may go to someone more 

qualified. You can stil l  help a project  that  you turn down by recommending 

alternatives or better people for the job.  
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