
Welcome! 
Please get food, make a name tag, and sit with new people! 

We will get started around 5:10



Effective Time 
Management:Calendar 
Use, Time Blocking, and 

Brain Dumping
Dan Moore!



Introductions 
- Dr. Dan Moore (Dan) - He/Him/His
- Assistant Professor of Secondary Education
- Become a teacher! It’s awesome :) 
- I have three kiddos, Oliver, Benjamin, and Anderson 

Connect with the people at your table group! Share name, role, one future 
goal, and something about your personal life. 



Approaching Time Management 
Differently
1. We are finite beings with finite time! 
2. We can’t do everything. 
3. Presence and attention are better and more effective than multitasking 

Turn and talk: How do you feel when your cup 
is running over?



Time Management as Wellness 
1. Setting aside time to focus on what is most important to you is wellness! 
2. This workshop is not meant to teach you how:

a. To jam more tasks into your limited time
b. Become infinitely productive in your limited time 
c. Reply to email more effectively 
d. Meet everyone else’s needs 



This workshop is meant to help you set 
effective priorities in your own life, and 
then align your limited time to accomplish, 
or make progress toward, those priorities! 



The Power of 

The first lesson in our workshop today is that YOU CANNOT DO 
EVERYTHING, what a relief! 

Turn and Talk - How does it feel for you to say no? Think of one thing you’ve 
been asked to do lately, what was the cost of saying yes to that thing? 



Learning Outcomes 
Attendees will be able to: 

- Use their outlook calendar effectively.
- Conduct a brain dump & identify the most important priorities for the 

week.
- Build their calendar to reflect their priorities. 



Log into your calendar (The MSU one, friends) 

- Outlook is MSU’s official method of communication
- You should check your outlook email daily & use this calendar
- This is where your school events (such as advising appointment 

invitations) live



Outlook calendar! - Check Time Zone 

1. Click the cog in the top right corner of the screen. 
2. When the menu comes up, click “General”
3. Scroll to “Time Zone” and make sure it is set to “(UTC-07:00) Mountain 

Time (US & Canada)”
4. If it doesn’t click “Change” and it will take you through the process. 



Events in Outlook 

When someone invites you to an event, you should RSVP in your calendar. 
This lets them know if you can come, if you cannot come, or if you aren’t sure 
yet. 



Please get more food :) 



Learning Outcomes 
Attendees will be able to: 

- Use their outlook calendar effectively.
- Conduct a brain dump & identify the most important priorities for 

the week.
- Build their calendar to reflect their priorities. 



Brain Dumping! 
RAM vs. ROM - “RAM is  volatile memory that temporarily s tores  the files  you are working on.
ROM is  non-volatile memory that permanently s tores  ins tructions  for your computer” (Micron 
Technology Inc., 2023).



Brain Dump (Give some credit) 
This process comes from: https://passionplanner.com/

I’ve used Passion Planners to great success! (Finishing a M.Ed.; getting a Ph.D.) 
among other goals. – If you like working on paper, they have a downloadable 
section that is FREE  – https://passionplanner.com/collections/free-downloads

https://passionplanner.com/
https://passionplanner.com/collections/free-downloads
https://passionplanner.com/collections/free-downloads
https://passionplanner.com/collections/free-downloads


Brain Dump - Process 
1. Get a piece of paper and a writing utensil (Yes, analog works best here) 
2. Set a 5 minute timer 
3. Write as many tasks that you have to complete down as you can

a. This isn’t just work / school stuff - Include EVERYTHING you can think of that takes a bit of 
your time



Brain Dump - Process 
On a new sheet of paper (or word document) 

Create three headings: 

1. Most important 
2. Moderate importance 
3. Lease importance 

Migrate your brain dump list into these headings and get more specific: 

“Homework” – “Write classroom management plan draft for EDS 3210” or 
“Read for Class YYY” or “Complete Math practice problem set for YYY class” 



Brain Dump - Process
Think about your life: 

Set 1 or 2 goals that you hope to accomplish - write them down. 

Review your list with headings - are the things under “Most Important” 
contributing to those goals? If not, move them down (unless they are life-
sustaining). 



Learning Outcomes 
Attendees will be able to: 

- Use their outlook calendar effectively.
- Conduct a brain dump & identify the most important priorities for the 

week.
- Build their calendar to reflect their priorities. 



Building Your Calendar 
Reopen your outlook calendar, put it in Week View and look at the week of 
9/11.  

Create blocks in your calendar that are the immovable things: 

1. Class 
2. Work Schedule 
3. Time you are responsible for caretaking 

*Hot Tip* If they are recurrent events, make them recurrent! 





Be Realistic 
● Build in the time you think a task will take and add 10% (at least) 
● Consider deadlines (that may or may not be set by you) 
● Don’t forget commuting 
● DON’T multitask 
● It’s okay if you don’t get everything done 



Build your Calendar 
Once you’ve established what is immovable, plug your high priority tasks into 
what space is left 

BE REALISTIC - If you are in class for 10 hours on Monday, is it realistic that 
you then do your Math Problem Set or write your Lab Report? /// If you work 
until 12 AM on Monday Night, is it realistic to wake up at 5:30 AM to run? /// If 
you are watching your kiddo on Saturday mornings, is it realistic to try to get 
your [insert something here] done (also don’t multitask)?





Review your Calendar Daily! 
- If you have a task built into your calendar, do it! 
- If a new, higher priority task arises, bump something, don’t try to do both. 

- As you bump things, let them go. If you’ve bumped a task 3 times, it's not important, don’t 
do it. 

Lawn work example! 



Brain dump weekly 
I try (but often fail) to do this process weekly. 

I do use it in earnest during high demand times (beginning and end of 
semester). 

Once you’ve built a flow, you’ll probably have to dump less often. 





Learning Outcomes 
Attendees will be able to: 

- Use their outlook calendar effectively.
- Conduct a brain dump & identify the most important priorities for the 

week.
- Build their calendar to reflect their priorities. 



Exit ticket! 
Turn and talk - “My most important takeaway from today’s workshop is….” 

On the notecard, write your partner’s response :) 

Thank you!!! 
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