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Curriculum Standards Alignment

Content Standards:

Understand the importance of time management and productivity
Learn how to create a personalized digital planner
Understand how to use digital tools and resources to enhance productivity

Skills Standards:

Critical thinking and problem-solving
Communication and collaboration
Digital literacy and technology skills

Cross-Curricular Links:

English Language Arts: writing and communication
Mathematics: data analysis and interpretation
Science: research and experimentation

Essential Questions & Big Ideas

Essential Questions:

How can I create a personalized digital planner to enhance my productivity and time management?
What digital tools and resources can I use to support my learning and productivity?
How can I use my digital planner to set and achieve goals?

Enduring Understandings:

Effective time management and productivity are essential for achieving academic and professional
success
A personalized digital planner can help individuals organize and manage their time, tasks, and goals
Digital tools and resources can enhance productivity and support learning

Student Context Analysis



Class Profile:

Total Students: 25
ELL Students: 5
IEP/504 Plans: 3
Gifted: 2

Learning Styles Distribution:

Visual: 40%
Auditory: 30%
Kinesthetic: 30%



Creating a Personalized Digital Planner

Introduction

Creating a personalized digital planner is a valuable skill that can enhance weekly productivity and time
management for young adults. A digital planner is a software application or online tool that helps
individuals organize and manage their time, tasks, and goals. In this lesson, we will explore the importance
of time management and productivity, and provide a step-by-step guide on how to create a personalized
digital planner using digital tools and resources.

Learning Objectives

Understand the importance of time management and productivity
Learn how to create a personalized digital planner
Understand how to use digital tools and resources to enhance productivity



Importance of Time Management and Productivity

Why Time Management and Productivity Matter

Effective time management and productivity are essential for achieving academic and professional
success. By learning how to prioritize tasks, manage time, and set goals, individuals can reduce stress,
increase productivity, and achieve their objectives.

Benefits of Good Time Management

Reduced stress and anxiety
Increased productivity and efficiency
Improved work-life balance
Enhanced goal achievement



Setting Up a Digital Planner

Choosing a Digital Planner Tool

There are many digital planner tools available, including Google Calendar, Trello, and Evernote. When
choosing a tool, consider your needs and preferences, such as ease of use, customization options, and
collaboration features.

Setting Up Your Digital Planner

1. Sign up for a digital planner tool
2. Set up your account and profile
3. Customize your planner layout and design
4. Start using your digital planner to manage your time and tasks



Customizing Your Digital Planner

Adding Customization Options

Most digital planner tools offer customization options, such as adding calendars, to-do lists, and notes. You
can also add custom fields and tags to organize your tasks and events.

Creating a Custom Layout

1. Determine your layout needs
2. Choose a layout template or create your own
3. Customize your layout with colors, fonts, and images
4. Save and apply your custom layout



Using Digital Tools and Resources

Digital Tools for Productivity

Google Drive and Docs
Trello and Asana
Evernote and OneNote
RescueTime and Focus@Will

Digital Resources for Learning

Online courses and tutorials
Webinars and workshops
Podcasts and videos
Blogs and articles



Reviewing and Adjusting Your Digital Planner

Reviewing Your Progress

Regularly review your progress and adjust your digital planner as needed. Reflect on what's working and
what's not, and make changes to optimize your productivity and time management.

Adjusting Your Digital Planner

1. Review your goals and objectives
2. Assess your progress and identify areas for improvement
3. Make adjustments to your digital planner layout and design
4. Update your tasks and events



Conclusion

Summary

In this lesson, we explored the importance of time management and productivity, and provided a step-by-
step guide on how to create a personalized digital planner using digital tools and resources. By following
these steps and regularly reviewing and adjusting your digital planner, you can enhance your productivity
and achieve your goals.

Final Thoughts

Remember, creating a personalized digital planner is a process that takes time and effort. Be patient, stay
consistent, and don't be afraid to try new things. With practice and dedication, you can master the art of
digital planning and achieve your full potential.



Assessment and Evaluation

Assessment Strategies

Quizzes and tests
Class discussions and participation
Project-based assessments
Peer review and feedback

Evaluation Criteria

Understanding of time management and productivity concepts
Ability to create a personalized digital planner
Effective use of digital tools and resources
Quality of work and participation



Teacher Reflection and Notes

Reflection

What did you learn from this lesson? What would you do differently next time? What strategies worked well,
and what didn't?

Notes

Use this space to jot down notes, ideas, and reminders. What do you need to follow up on? What resources
do you need to explore further?


