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* Chapter 4: Al for Time and Task Management

= Personal organization
(Notion Al, Al-enhanced Google Calendar)

= Generation of to-do lists, creation of course plans or
revision schedules
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4. 1. Introduction:
Definition: Time Management

@ Time management refers to the set of methods and
techniques used to organize, plan, and control the
time spent on different activities in order to improve
efficiency and productivity

Definition: Task Management

® Task management consists of identifying,
structuring, prioritizing, and monitoring activities
required to achieve a specific objective.
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4. 1. Introduction:
Definition: Artificial Intelligence (Reminder)

@ Artificial Intelligence (Al) is a field of computer
science that aims to design systems capable of
performing tasks that normally require human
intelligence, such as:

® Decision-making

@ Planning

® Learning

® Language understanding
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4. 2 Why Integrate Al into Time Management?

Traditional Problems

Without intelligent tools:
® Poor time estimation
@ Difficulty prioritizing tasks
@ Forgetting important tasks
@ Cognitive overload
® Procrastination
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4. 2 Why Integrate Al into Time Management?

Definition: Optimization
e Optimization is the process of finding the best possible
solution under given constraints (time, resources, priority).

* Al helps to:

¢ Minimize stress
¢ Maximize productivity
v’ Meet deadlines
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4. 3 Fundamental Al Concepts Applied to Planning

4.3.1 Scheduling
Definition

* Scheduling is an optimization problem that consists of
organizing a set of tasks over time while respecting
constraints.

Possible Constraints:
< Deadlines
< Priorities
< Available time
< Task dependencies
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4. 3 Fundamental Al Concepts Applied to Planning

4.3.1 Scheduling
Simple Example
Tasks:
— Review Al (2h)
— Programming assignment (3h)
— Read chapter (1h)
Available time: 4h
The system must decide:
— Which task should be done first?
— How should time be distributed?
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4. 3 Fundamental Al Concepts Applied to Planning

4.3.2 Prioritization
Definition

Prioritization consists of ranking tasks according to their
importance or urgency.

An Al system may use:
= Priority rules
= Computed scores
= Machine Learning
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4. 3 Fundamental Al Concepts Applied to Planning
4. 3.3 Machine Learning
. Definition

Machine Learning is a branch of Al that allows systems
to automatically learn from data.

In time management, it enables systems to:
" Learn user habits
= |dentify productive hours
= Automatically adjust schedules

Example:
If a student works better in the evening, the system will
schedule complex tasks in the evening.
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4. 3 Fundamental Al Concepts Applied to Planning
3.4 NLP (Natural Language Processing)
Definition

* Natural Language Processing (NLP) allows machines to
understand and interpret human language.

Example:
“Remind me to study Al tomorrow at 6 pm.”

The system must identify:
* Action - remind

* Task - study Al

* Time - tomorrow 6 pm
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4. 4 Modern Al Tools for Personal Organization
Notion Al — Notion Al
Definition

* An intelligent assistant integrated into a productivity
platform.

Al Features:
s*Automatic plan generation
***Intelligent summarization
s*Checklist creation
s*Content structuring
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4. 4 Modern Al Tools for Personal Organization

* Google Calendar : Google Calendar is an online
scheduling service developed by Google that allows
users to organize events, appointments, and reminders.

* ltincludes intelligent features such as automatic time-
slot suggestions and smart notifications to optimize time
management.

Intelligent Features:

s* Automatic time slot suggestions
s»*Conflict detection

‘*Smart reminders

s Automatic scheduling

12
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4.5 Automatic Generation of To-Do Lists
. Definition: Intelligent To-Do List

* An intelligent to-do list is a task list generated or organized
automatically using Al techniques.
It prioritizes, schedules, and adapts tasks based on
importance, deadlines, and user behavior.

. Transforming an Objective into Tasks
Objective: “Prepare for the Al exam”
Al process: Result:

1. Decompose the objective Read Chapter 1

Solve exercises
Review labs
Simulate exam

Estimate time

PWONR

2
3. Classify by priority
4. Organize chronologically
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4.6 Creating an Intelligent Schedule
Definition: Adaptive Schedule

* An adaptive schedule is a dynamic planning system that
automatically adjusts tasks according to changes such as
delays, new activities, or available time.

* It uses intelligent rules or data analysis to optimize time
allocation and improve efficiency.

* An adaptive schedule automatically adjusts according to:
1. Actual time used
2. Delays
3. Newly added tasks

14
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**4.6 Creating an Intelligent Schedule
Definition: Adaptive Schedule
 Example of Automatic Generation

Data:
< 3 chapters
< 7 days
< 2 hours per day
The algorithm may distribute:
< Chapters at the beginning
< Exercises in the middle
< Global review at the end

15
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4.8 Advantages of Al in Time Management
1. Automation : Al automates repetitive and routine tasks such
as:
< Scheduling meetings
< Sending reminders
< Organizing task lists
< Detecting schedule conflicts
This reduces manual effort and minimizes human errors.

2. Time Saving : Intelligent systems quickly analyze
< Task priorities
< Deadlines
< Available time

* They automatically generate optimized schedules within seconds,
saving significant planning time compared to manual organization,
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4.8 Advantages of Al in Time Management

3. Stress Reduction : By organizing tasks clearly and logically:
< Users better visualize their workload
< Reminders prevent forgetting important tasks
< Balanced distribution reduces overload

A well-structured plan reduces anxiety, especially before exams or
project deadlines.

4. Optimal Planning

Al systems can apply optimization algorithms to:
< Rank tasks according to priority
< Distribute work efficiently
< Minimize time conflicts

* Unlike intuitive planning, Al-based planning relies on rational
calculations and structured decision-making.

17
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4.8 Advantages of Al in Time Management

5. Personalized Adaptation
< Using Machine Learning, Al systems can:
< Learn user habits
< ldentify peak productivity hours
< Automatically adjust schedules

Example:
If a student is more productive in the morning, the system may
schedule complex tasks during that period.

18
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9 Limitations and Risks

1. Overdependence
< Excessive reliance on Al tools may:
< Reduce personal organizational skills
<+ Decrease autonomy
< Create difficulty planning without digital assistance
Al should remain a support tool, not a replacement for personal
responsibility.
2. Incorrect Automatic Estimation
< Al systems may:
< Underestimate task duration
< Misinterpret priorities
< Generate unrealistic schedules
Algorithms are not always perfectly adapted to every situation.

19
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+* 9 Limitations and Risks

3. Loss of Personal Discipline
< If users rely only on automated recommendations:
< They may stop reflecting on their own priorities
< Their self-organization skills may weaken

* Personal discipline remains essential for effective time

management.

4. Privacy Concerns

* Al tools often collect:
< Personal data
< Daily habits
< Academic or professional information

20
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+*10. Al Tools for Generating To-Do Lists, Course Plans, and
Revision Schedules

. 1. ChatGPT : ChatGPT is a generative Al assistant that
understands natural language instructions and produces
structured responses.

In an academic context, it can:
< Break down a project into detailed tasks
< Generate organized to-do lists
< Create revision schedules based on deadlines
< Design structured course plans
* |ts main advantage is flexibility and personalization.
However, students must critically review the generated
content to ensure accuracy.
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+*10. Al Tools for Generating To-Do Lists, Course Plans, and
Revision Schedules

. 2. Notion

* Notion is a digital organization platform that combines
task management and note-taking, with integrated Al
features.

* It helps students:
< Organize projects by subject
< Track deadlines
< Automatically generate task lists
< Monitor progress
* Itis particularly useful for managing academic projects in a
structured and visual way.
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+*10. Al Tools for Generating To-Do Lists, Course Plans, and
Revision Schedules
3. Todoist
* Todoist is a simple task management application.
* It allows students to:
< Set priorities
Add deadlines
Receive reminders

/
0’0

/
0’0

< Organize daily tasks
* |tisideal for students who prefer a clean and minimal
planning system.
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+*10. Al Tools for Generating To-Do Lists, Course Plans, and
Revision Schedules

. 4. Anki

* Anki is a study tool based on spaced repetition.

* |t automatically adjusts review frequency depending on
student performance. It is especially effective for
memorizing:

< Definitions
< Algorithms
< Theoretical concepts

* It supports long-term retention but requires consistency

24



Chapter 4: Al for Time and Task Management

_ Research
+** 10. Al Tools for Generating To-Do Lists, Course Plans, and

Revision Schedules

o 5. Reclaim.ai

* Reclaim.ai is an Al-powered scheduling assistant
connected to digital calendars.

* |t automatically inserts study sessions into free time slots
based on priorities and deadlines. It is useful for students
with busy schedules.
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_ Research
+** 10. Al Tools for Generating To-Do Lists, Course Plans, and

Revision Schedules
. 5. Canva
e Canva is a design platform with Al support.
* It helps students:
< Create visual study plans

< Design course syllabi
< Prepare organized presentations

* |t improves the visual quality and clarity of academic
materials.
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_ Research
+** 10. Al Tools for Generating To-Do Lists, Course Plans, and

Revision Schedules
° These Al tools enhance academic organization, time
management, and productivity.

. However, students should use them as supportive assistants
while maintaining critical thinking and personal responsibility.

e If you would like, | can also provide:
< A short academic summary
< A practical classroom activity
< A comparison table

27



