
How to Use the Templates 
Task Lists
Use the Task Lists Template to plan what you need to 
do each week and when you plan to do it.

1.	 In the Task List by Course, create a column for each of your courses and major commitments. 

2.	 For each course and major commitment, write down the tasks that need to be done before 
the end of the week. 

3.	 Use the Task List by Day to start planning when you will do each task. 

4.	 Some students like to transfer their items from the Task List by Day to their Weekly Schedule.
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