How to Use a Planner
Tips and Suggestions from a STAR Student Success Coach
We’ve met with several students who are having difficulties with time-management. Many of you
(students) are taking several classes, which have several overlapping assignments and due dates. In
addition to classes, many of you are trying to balance working a full-time or part-time job, as well as
responsibilities within your home.
A planner can be a useful tool when trying to manage all of your responsibilities. However, using a
planner effectively is critical. Here are our tips and suggestions for how to use a planner.

Choose the right planner for you.
 Digital planners versus paper planners. There are several options for planners on your phone,
tablet, or computer. You can also buy a handheld planner. Which one will best allow you to
manage your schedule and keep up with your responsibilities?
 Monthly planners are a good choice if you don’t have many tasks to plan for. Monthly planners
provide an overview of the entire month and help you plan for events that are more distant into
the future, such as travel plans or holidays.
 Weekly planners are a popular choice. They allow you to schedule for daily tasks and events,
while also giving you an overview of the entire week. You can manage your daily routine while
also planning for upcoming deadlines, such as an assignment due at the end of the week.
 Daily planners allow you to plan day-by-day. The downside is that daily planners don’t allow for
you to look ahead. It may be easy to forget about upcoming tasks and deadlines. If you choose a
daily planner, pair it with a weekly or monthly planner.
Use the same planner for everything. It’s easier to keep up with things if they’re all in one place.
 Add your work schedule. Account for time traveling to and from work.
 Add your school-related tasks.
 Add personal events and schedule your free time.
Always carry your planner with you.
 This will allow you to add things to your planner as they come up.
At the start of the semester, write down each one of your classes for each week. Use your
syllabus to view the assignments for each class. Then, write down each assignment and due date
in your planner.
 For bigger projects that will require more time to complete, break the project down into smaller
steps. For example, if you have a big essay due in three weeks:
o Schedule days to complete the research for the paper – write the deadline for when the
research should be completed.
o Schedule days to complete an outline and first draft – write the deadline for when to have
the first draft completed.
o Schedule days to complete the final draft – write the deadline for when to have the final
draft completed. Your personal deadline for the final draft should be a few days before
the essay is due to be submitted to your instructor. This will allow you plenty of time to
review the essay and make any necessary revisions before turning it in.
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Have a weekly/daily planning day.
 Choose one day of the week, such as Sunday evening, to write down plans for the upcoming
week. Utilize this time to view upcoming assignments and deadlines.
Complete daily check-ins.
 Throughout the day, mark everything that has been completed. Make adjustments or add notes.
 At the end of the day, go over your schedule for the next day.
Be creative with your planner.
 Decorate your planner to make your planning sessions fun!
 Add pictures or drawings to your planner.
 Some people color code events in their planner. For example, all of your assignments can be
written in blue. Personal events can be written in red. Your work schedule can be written in
green.
 Lastly, make your planner unique to you. Your method for using your planner doesn’t have to
resemble someone else’s. Do what works for you.
Please see an example of a weekly planner below.
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