Chapter 4: Al for Time and Task Management

Artificial intelligence is revolutionizing personal time management by automating

task organization and prioritization. This chapter explores tools such as Notion Al

and Google Calendar with Al integration, as well as automated generation of to-do
lists and course plans.

4.1 Personal Organization with Notion Al

Notion Al integrates intelligent agents to automate the creation of pages, databases,
and project organization directly within your workspace.

It analyzes notes, emails, and external sources to structure your tasks, eliminating
time spent on manual formatting and organization.
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Example

Create a central dashboard for your Python courses and coding practice: type “/Al”
in a Notion page and ask, “Create a template for an introductory Python
programming course with semesters, lecture notes, and spaced revision sessions.”

Notion Al generates a database with properties such as Module (e.g., Data
Structures), Project Deadline, Mastery Level, and automatic formulas that track
average progress. Add reminders to review Python syntax or algorithms every
three days using automated checkboxes.



Practical example: Import your Python tutorial notes from Google Drive; the Al
then summarizes them into concise cheat sheets with tested code examples and
step-by-step explanations.

4.2 Organization with Google Calendar and Al

Google Calendar integrates Gemini (Google’s Al) to suggest smart
scheduling slots based on your habits, priorities, and existing meetings.
The Al automatically proposes adjustments—such as rescheduling tasks or
blocking focused work time—and synchronizes with Gmail to import deadlines.
For academic use, link it to Notion databases or Google Tasks to visualize your
study plans in one click.

Example

Google Calendar with Al (Gemini)

Link your calendar to Notion and activate Gemini. Ask: “Plan my math week with
4 hours of analysis lectures and 2 hours of probability revision.”

The Al suggests time slots (e.g., Monday 2—4 p.m. focus block on sequences), sets
up anti-procrastination blocks, and integrates lab deadlines (e.g., “Submit Stokes
theorem proof by Friday”).

Example:

For exam periods, Gemini analyzes past habits and suggests “Review differential
geometry 1 hour/day—alert if behind schedule,” synchronized with voice
reminders.

4.3 To-Do List Generation

Al tools such as Notion Agent or ChatGPT transform vague goals into
actionable lists with estimated duration and prioritization (e.g., using the
Eisenhower matrix).

They rely on task decomposition and prioritization logic, often inspired by the
Eisenhower Matrix, which classifies tasks into:

e Urgent & Important
o Important but Not Urgent

o Urgent but Not Important



o Neither Urgent nor Important

Additionally, complex projects can be broken into recurring subtasks and
automated through integrations such as Make.com for scheduled reminders and
workflow triggers.

Example:

“Prepare psychopedagogy module” becomes a to-do list containing steps,
resources, and assigned deadlines.

Conceptual Example

Initial vague goal:

“Prepare psychopedagogy module.”
Al-generated structured to-do list:

Urgent & Important

« Finalize course outline (1h)
o Prepare Week 1 slides (2h)
o Select core references (45 min)

Important, Not Urgent

« Create formative assessment quiz (1h)
« Design student activity sheet (1h)

Recurring Tasks

o Weekly review of content (+30 min every Friday)
o Update bibliography monthly

Each task includes:

o Estimated duration
e Priority level
e Suggested deadline



Example
Example Prompt in Notion Al

Prompt:

“Generate a weekly to-do list for L1 mathematics: prioritize linear algebra and
calculus, include exercises and time estimates.”

Example Result (Eisenhower-type organization)
High Priority (Urgent & Important)
o Solve 10 exercices on systems of linear equations (2h)
« Review derivatives rules and examples (1h30)
o Prepare tutorial sheet for Friday session (1h)
Medium Priority(Important but Not Urgent)
« Watch recorded lecture on vector spaces (45 min)
o Rewrite calculus notes clearly (1h)
Low Priority

o Optional reading on module extensions (30 min)
Practical example:
For a statistics project, the Al breaks it down into

“Collect data (30 min),
e Python regression script (1 h),
e LaTeX report (2 h)” with direct Jupyter Notebook links.

Others form

Monday (2h)

« [] Linear algebra: vectors, linear combinations, span (30 min)
« [] Exercises (45 min):



o [] Calculus: limits basics and algebra of limits (30 min)
« [] Exercises (15 min): 6 limit computations (including one indeterminate
form)

Tuesday (2h)

« [] Linear algebra: systems of equations, Gaussian elimination (45 min)

« [ ] Exercises (60 min): solve 4 systems (2 with parameters)

« [ ] Quick recap (15 min): write common pivot mistakes and how to avoid
them

Wednesday (2h)

« [] Calculus: derivatives rules (sum, product, quotient, chain) (45 min)

« [ ] Exercises (60 min): 12 derivative computations (mix polynomials,
rationals, trig, exp)

« [ ] Mini-check (15 min): verify using differentiation of a composed function

Thursday (2h)

« [] Linear algebra: matrices, matrix multiplication, inverse (45 min)

« [ ] Exercises (60 min): compute 4 products, find inverse of 2 matrices (2x2
and 3x3 if possible)

« [] Summary sheet (15 min): conditions for invertibility + common identities

Friday (2-2.5h)

« [] Calculus: applications of derivatives (monotonicity, extrema) (45 min)
« [] Exercises (75 min): study variations of 2 functions and find extrema
o [] Short quiz (15 min): 5 mixed questions (limits + derivatives)

Saturday (2.5-3h)

« [] Linear algebra: determinants + rank (60 min)

« [] Exercises (75 min): compute 4 determinants and use rank to discuss
solution sets

« [] Mixed set (30 min): 2 problems combining systems + matrices



Sunday (1-1.5h)

« [] Review (30 min): rework the 3 hardest exercises of the week

o [ ] Self-test (30-45 min): one past exam-style problem in linear algebra +
one in calculus

« []Plan next week (10-15 min): list weak points and choose 2 topics to
reinforce

4.4 Creation of Course or Revision Plans

Notion Al greatly facilitates the creation of lesson plans and revision plans by
automating the structuring of educational content, such as flashcards, timelines, or
quizzes, via simple prompts. This aligns with your past experiences using Notion
Al for matrix flashcards and demonstration to-do lists. Here is a practical guide
based on official and advanced tutorials.

A. Creating a Revision Plan for L1 Python

Step 1 — Prepare the Content
Create a new page in Notion and paste:

o Lecture notes (e.g., variables, loops, functions)
o Syllabus outline

o Study goal, for example: “Revise Python L1, 15 hours/week”

Step 2 — Activate Al
Select the text — type /ai or click “Ask AI”.

Example prompt:

“Create a structured revision plan for L1 Python: weekly timeline, key concepts,
exercises, quizzes, and spaced repetition schedule.”

Step 3 — Al-Generated Output
Notion Al may produce:

o Weekly structured timeline:
o Week 1: Python basics — variables, data types

o Week 2: Loops and conditionals



o Week 3: Functions and modular code
o Week 4: Lists, dictionaries, and sets
o Week 5: File I/0 and exception handling
o Exercises with estimated duration:
o Solve 10 Python exercises on loops (1h)
o Write 3 functions using parameters (1h)
o Debug a small Python program (45 min)
e Quizzes: Short multiple-choice or coding exercises
o Spaced revision dates: Reminders to revisit weak topics
We can refine the plan with database properties such as:
o Level of Mastery (Beginner / Intermediate)
o Next Revision (date)
o Estimated Study Time
e Priority
A Calendar View allows visual tracking of progress across weeks.
B. Creating a Lesson Plan for L1 Python
For instructors, Al can generate a full course plan.
Example prompt:

“Generate a 10-week L1 Python lesson plan: include learning objectives, exercises,
projects, quizzes, and timeline.”

Al Output Structure
1. Learning Objectives

o Understand Python syntax
o Write simple programs using loops and conditionals

o Use functions to structure code



o Work with basic data structures (lists, dictionaries)
2. Weekly Timeline
o Week 1: Python syntax, variables, basic data types
o Week 2: Input/output, conditionals
o Week 3: Loops (for, while)
o Week 4: Functions and parameters
o Week 5: Lists and dictionaries
o Week 6: Sets and tuples
o Week 7: File handling
o Week 8: Exception handling
o Week 9: Mini project (integrating previous concepts)
o Week 10: Review and assessment
3. Interactive Activities
o Code-along sessions
o Mini-project challenges
o Pair programming exercises
4. Assessment
o Weekly quizzes
o Mini programming assignments

o Final project evaluation

C. Database Organization in Notion

Organize the Al-generated plan in a Notion database with fields such as:

e Week



e Topic
o Activity Type (Lecture / Exercise / Quiz / Project)
o Resources (PDF, video tutorials, GitHub examples)
e Assessment Type
o Difficulty Level
This transforms a static course plan into a dynamic, trackable learning system.
D. Pedagogical Benefits
Using Notion Al for L1 Python:
o Promotes structured learning and time management
« Supports progressive skill acquisition
« Facilitates active coding practice
« Encourages spaced repetition for retention
Students and instructors should review Al-generated plans to ensure:
o Alignment with the curriculum
« Appropriate difficulty progression
« Accuracy of coding examples
Exemple:

create a ready-to-use Notion Al template specifically for an L1 Python course,
including weekly exercises, quizzes, and calendar tracking.

L1 Python Course — Notion Al Template



Database Structure (Main Table: “Python L1 Plan”)

L1 Python — 10-Week Study Plan (Pre-Filled)

. Activity Exercise / |Estimated| Level of Next .
Week| Topic Type Resources Quiz Time Mastery | Revision Priority
Python ) Exercise 1:
1 Basics: Lecture / Egg&:{t/?ggo Create 1n Bedinner Next Hidh
variables & |[Notes 1 variables and g Monday g
tutorial .
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Write a
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Notion Al Prompts
For Weekly Plan:

Create a weekly L1 Python study plan: include lecture topics, exercises, quizzes,
mini-project steps, estimated time, and spaced revision dates.

For Exercises & Quizzes:

Generate 5 coding exercises on {Topic} for first-year Python students, include
expected output and difficulty level.
For Mini Project Breakdown:

Create a step-by-step mini project for L1 Python students: include objectives,
tasks, estimated time, and deliverables.

How to Use This Template in Notion
1. Create a database table called “Python L1 Plan.”

2. Copy the above table into the database.

3. Add the following properties:
o Week (Number)

o Topic (Text)

o Activity Type (Select: Lecture / Exercise / Project / Quiz)
o Resources (URL / PDF / Video)

o Exercise / Quiz (Text)

o Estimated Time (Number + unit)




o Level of Mastery (Select: Beginner / Intermediate / Advanced)
o Next Revision (Date)

o Priority (Select: High / Medium / Low)

4. Activate Notion Al: select your table — /ai — “Ask AI” to refine exercises,
add code examples, or generate explanations.

5. Use Calendar View for weekly planning and buttons like “Review +1
Day” to automate recurring tasks.
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