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I acknowledge the use of Microsoft 365 Copilot Microsoft Copilot on the dates 07.09.2026 to 26.09.2026 to complete my research for Part 2 and Part 3. I used the
Prompt{s}:
1. Ways to manage my time and avoid procrastination while studying.
2. I'm a student on a level 4 degree, what are two techniques to manage my time efficiently and avoid procrastination within my study's when I only have an hour a day. Show references for where your information comes from.
3. Show the reference list of where this information came from.
4. Show me references of books, websites, articles where I can find more information on pomodoro technique.
5. Show me references of books, websites, articles where I can find more information on small step start technique.
6. Show academic sources where I can research pomodoro technique.

I confirm that I have not presented any AI generated text as my own work. I confirm I have copies of my drafts, notes, and other resources I used before, and after the use of AI tools which I may be asked to provide in evidence. 

Part 1- Study Timetable:
	Amser /Time 
	Llun
Monday 
	Mawrth
Tuesday 
	Mercher
Wednesday 
	Iau
Thursday 
	Gwener
Friday 
	Sadwrn
Saturday 
	Sul
Sunday 

	00:00 - 00:59 
	 Sleeping
	 Sleeping
	 Sleeping
	 Sleeping
	 Sleeping
	 Sleeping
	 Sleeping

	01:00 - 01:59 
	 Sleeping
	 Sleeping
	 Sleeping
	 Sleeping
	 Sleeping
	 Sleeping
	 Sleeping

	02:00 - 02:59 
	 Sleeping
	 Sleeping
	 Sleeping
	 Sleeping
	 Sleeping
	 Sleeping
	 Sleeping

	03:00 - 03:59 
	 Sleeping
	 Sleeping
	 Sleeping
	 Sleeping
	 Sleeping
	 Sleeping
	 Sleeping

	04:00 - 04:59 
	 Sleeping
	 Sleeping
	 Sleeping
	 Sleeping
	 Sleeping
	 Sleeping
	 Sleeping

	05:00 - 05:59 
	 Sleeping
	 Sleeping
	 Sleeping
	 Sleeping
	 Sleeping
	 Sleeping
	 Sleeping

	06:00 - 06:59 
	 Sleeping
	 Sleeping
	 Sleeping
	 Sleeping
	 Sleeping
	 Sleeping
	 Sleeping

	07:00 - 07:59 
	 Getting ready for the day (Eating breakfast, get dressed)
	Getting ready for the day (Eating breakfast, get dressed)
	Getting ready for the day (Eating breakfast, get dressed)
	Getting ready for the day (Eating breakfast, get dressed)
	Getting ready for the day (Eating breakfast, get dressed)
	Sleeping
	Sleeping

	08:00 - 08:59 
	Making lunch, travelling to work
	Making lunch, travelling to work
	Making lunch, travelling to work
	Making lunch, travelling to work
	Making lunch, travelling to work
	Getting ready for the day (Eating breakfast, get dressed)
	Getting ready for the day (Eating breakfast, get dressed)

	09:00 - 09:59 
	Working
	Working
	Working
	Working
	Working
	 Family time, my own time
	 Family time, my own time

	10:00 - 10:59 
	Working
	Working
	Working
	Working
	Working
	 Family time, my own time
	 Family time, my own time

	11:00 - 11:59 
	Working
	Working
	Working
	Working
	Working
	 Family time, my own time
	 Family time, my own time

	12:00 - 12:59 
	Lunch
	Lunch
	Lunch
	Lunch
	Lunch
	 Family time, my own time
	 Family time, my own time

	13:00 - 13:59 
	Working
	Working
	Working
	Working
	Working
	 Family time, my own time
	 Family time, my own time

	14:00 - 14:59 
	Working
	Working
	Working
	Working
	Working
	 Family time, my own time
	 Family time, my own time

	15:00 - 15:59 
	Working
	Working
	Working
	Working
	Working
	 Family time, my own time
	 Family time, my own time

	16:00 - 16:59 
	Working, travelling to university
	Working
	Working
	Working
	Working
	 Family time, my own time
	 Family time, my own time

	17:00 - 17:59 
	University
	Working, travelling home
	Working, travelling home
	Working, travelling home
	Working, travelling home
	 Family time, my own time
	 Family time, my own time

	18:00 - 18:59 
	 University
	 Making/Eating dinner
	 Making/Eating dinner
	 Making/Eating dinner
	 Making/Eating dinner
	 Family time, my own time
	 Family time, my own time

	19:00 - 19:59 
	 University
	 My own time (hobbies)
	 Study for university assessments
	 My own time (hobbies)
	 Study for university assessments
	 Extra study if needed, if not - family time, my own time
	 Family time, my own time

	20:00 - 20:59 
	 Travelling home, eating dinner
	 Going to the gym
	 My own time (hobbies)
	 Going to the gym
	 My own time (hobbies)
	 Family time, my own time
	 Family time, my own time

	21:00 - 21:59 
	 Getting ready for bed
	Getting ready for bed
	Getting ready for bed
	Getting ready for bed
	Getting ready for bed
	Getting ready for bed
	Getting ready for bed

	22:00 - 22:59 
	 Sleeping
	 Sleeping
	 Sleeping
	 Sleeping
	 Sleeping
	 Sleeping
	 Sleeping

	23:00 - 23:59 
	 Sleeping
	 Sleeping
	 Sleeping
	 Sleeping
	 Sleeping
	 Sleeping
	 Sleeping


 
During Saturday and Sunday, if more time is needed for studying, I will allocate this weekly.







Part 2 – AI Activity Page:
I used Microsoft 365 Copilot to identify two study techniques to support my studying during my time at university.
Initial prompt:
1. “Ways to manage time and avoid procrastination while studying”
Initial output:
The strongest ways to manage your time and avoid procrastination while studying come down to making tasks smaller, planning realistically, and removing the friction that makes starting difficult. The sources you asked me to check highlight several evidence-based strategies that work consistently for students.
Key takeaways
The most effective habits are:
· Break big tasks into small, concrete steps so your brain doesn’t feel overwhelmed. 
· Plan backwards from deadlines and schedule each stage. 
· Use short timed sessions (20–30 minutes) to make starting easier. 
· Set clear, specific goals for each study block so you know exactly what “done” looks like. 
· Remove distractions deliberately (phone in another room, close tabs). 
· Use positive reinforcement and affirmations to reduce avoidance and perfectionism. 
Below is a structured, detailed guide based on these findings.
1. Break tasks into small, concrete steps
Large or vague tasks trigger overwhelm, which fuels procrastination. Sources emphasise breaking work into tiny, actionable steps such as:
· “Read two sources and make notes” instead of “do reading”
· “Draft the methodology section” instead of “work on dissertation”
· “Answer questions 1–5” instead of “study chemistry” 
This reduces the emotional barrier to starting and gives you quick wins.
2. Plan backwards from deadlines
Instead of only noting the final due date, divide the task into stages and schedule each one. Example from the sources:
· Week 1: initial reading
· Week 2: plan + draft main sections
· Week 3: first draft
· Week 4: edit + proofread 
This prevents last‑minute stress and spreads the workload realistically.
3. Use short, timed work sessions
Timed blocks (20–30 minutes) lower the “threat level” of studying and make starting easier. This aligns with Pomodoro‑style sessions and is repeatedly recommended:
· Commit to just 20–30 minutes
· If you continue afterwards, great
· If not, you’ve still made progress 
Short sessions create momentum, which reduces procrastination.
4. Set clear, specific goals for each session
Students procrastinate more when goals are vague. Better goals look like:
· “Review respiration notes and answer ten questions”
· “Finish pages 42–48 before the timer ends” 
Clear goals reduce distraction and help you stay focused.
5. Prioritise using urgency + importance
Sort tasks by:
· Urgency (deadline approaching)
· Importance (impact on grade) Do urgent + important tasks first, then schedule important tasks before they become urgent. 
This prevents wasting time on low‑impact work.
6. Remove distractions deliberately
Procrastination thrives when escape routes are easy. Sources recommend:
· Putting your phone in another room
· Closing unrelated tabs
· Studying in a consistent environment 
These small changes reduce cognitive load and help you stay focused.
7. Build accountability and positive reinforcement
Rewarding yourself for completing small steps helps your brain associate studying with positive feelings. Positive affirmations also help interrupt negative thinking patterns that fuel procrastination. 
This is especially helpful if perfectionism or self‑doubt is part of the problem.
8. Create a realistic weekly schedule
Combine fixed commitments (lectures, work) with flexible study blocks and buffer time. Review what you’ve completed at the end of each session to track progress. 
A realistic schedule prevents overload and keeps tasks manageable.
9. Manage the mindset behind procrastination
Procrastination is often emotional, not logical. Sources highlight:
· Reminding yourself of facts (“I’ve improved before”, “I’m capable”)
· Using affirmations to reduce fear‑based avoidance 
This helps break the cycle of avoidance and guilt.
A simple routine you can use
1. Put your phone away (ideally in another room).
2. Choose your study spot.
3. Write your smallest next action.
4. Work for 20–30 minutes.
5. Take a 5‑minute break.
6. Repeat 2–3 cycles.

Revised prompt:
1. “I'm a student on a level 4 degree, what are two techniques to manage my time efficiently and avoid procrastination within my study's when I only have an hour a day. Show references for where your information comes from.”
Prompts Identify / Validate sources:
1. “Please show the references of where this information came from”
2. “Show me references of books, websites, articles where I can find more information on pomodoro technique.”
3. “Show me references of books, websites, articles w
4. here i can find more information on small step start technique.”



This piece of writing discusses two study techniques I identified to support academic success including the “Pomodoro” technique (Smits, Wensel, and de Bruin, 2025) and the “Small Step Start” technique (Thread Weaver, 2026). 
Firstly, the “Pomodoro” is a self-regulation technique that involves studying in 25-minute focused study blocks followed by 5-minute breaks. Systematic breaks encourage students to divide main tasks into attainable smaller tasks that are easily manageable and reachable reducing distractions. Attributable to Pomodoro students' motivation, concentration, productivity improvement and mental fatigue lowering is facilitated. (Smits, Wenzel, and de Bruin, 2025). Moreover, short study sessions encourage regular progress resulting in higher assignment completion and higher sense of achievement (Kaplan, 2026). Similarly, short sessions support students to stay focused and interested avoiding procrastination (The Study Skills Handbook, 2024). In contrast, one challenge is it can disrupt students’ ‘flow-state’ due to the timer acting as a reminder (Smits, Wenzel, and de Bruin, 2025).
Secondly, the “Small Step Start” technique uses simple small actions to begin, rather than planning for larger tasks (Thread Weaver, 2026). Students obtain goals promptly with improved consistency when tasks are decomposed into manageable hierarchical mini tasks, resulting from the removal of procrastination triggers in large tasks (Correa, 2023). Moreover, evidence from a meta-analysis shows a correlation between specific attainable set tasks and the completion of tasks, resulting from students' performance being positively affected as attention is directed onto clear tasks ahead of them, increasing their effort and persistency (Blipp and Kleingeld, 2011). Furthermore, a relation is shown that students attaining goals and gaining internal and external rewards are connected to higher completion rates (Hollenbeck and Klein, 1987). Nevertheless, one challenge involves students lose focus and motivation towards the end of their goal due to completing easier and smaller tasks to begin, leaving larger and intricate tasks till last (Rusou, Amar, and Ayal, 2020). 
In conclusion, these techniques effectively support time management and procrastination by improving focus, effort and motivation which sequentially supports students’ studying.
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Reflection:
This reflection considers my experience of using Microsoft 365 Copilot to support academic study. It explores what worked well, the challenges experienced, the benefits and limitations of using artificial intelligence (AI), and how AI tools can be used responsibly in future academic work.
Microsoft 365 Copilot works efficiently and quickly when giving responses to prompts and it saves time searching for initial answers to questions. It gave a great baseline of what to look for as well as sources to deepen my search. Moreover, it offered a wide range of techniques and easily narrowed my search down with a refined prompt given. Furthermore, it explained the two techniques given which supports the understanding of the two techniques including how it works, why it works with evidence and how to apply it to my level 4 course. When identifying sources for my research, it offered many sources with its response including books, websites, articles and academic research. However, when prompted to provide more academic research options of the two techniques given, it gave a maximum of two sources. Therefore, to complete my search I had to do further research to find accurate and credible sources to my needs. A challenge I faced whilst using Microsoft 365 Copilot is that it gave a great technique, however it was not commonly known for the name given through Microsoft 365 Copilot, therefore I had to find the appropriate name to continue my research. Another limit to AI tools is that it can create errors due to the information not being reviewed, it can provide fake information and facts just to fill your needs with high confidence, as well as misinterpret information.
AI tools can be responsibly used within the future for academic research by using it as a baseline to begin searching for information and sources, as well as due to the quick and efficient responses, it can save student's time if limited. However, due to the sources not being accurate or credible for academic research, the information given should not be used within an assignment and should only be used to give students an idea of what to look for or where to begin searching.
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‘ Two Study Techniques To Support Your Academic Assignment Writing

This poster will discuss two different study techniques | have identified to support students to manage their time and avoid procrastination when

studying for universi

[ The"Pomodoro" Techni

The Pomodoro technique is a self-regulating technique, which involves a pomodoro cycle
consisting of 25-minute study sessions with 5 minute breaks, twice in a row. It uses systematic
breaks that encourage students to divide their main tasks into attainable smaller tasks that are
easier to manage and are reachable, which in turn reduces distractions as there Is a set task in

front of them. According to Smits, Wenzel and de Bruin
(2025), the Pomodoro technique supports students'
motivation, concentration, productivity improvement,
and reduces mental fatigue. Short study sessions
created by the Pomodoro technique encourage regular
progress which results in higher assignment completion
and a higher sense of achievement for students (Kaplan,
2026). Similarly, short study sessions that are created by
the Pomodoro technique supports students to stay
focused and interested In their task, thereby avoiding
procrastination (The Study Skills Handbook, 2024).
However, one challenge faced with this technique is that
it can disrupt student's 'flow state’; a state where people
do not realize time passing and are engrossed within the
task. Due to the timer from the Pomodoro technique, it
acts as a reminder and disrupts the 'flow-state’ (Smits,
Wenzel, and de Bruin, 2025).

This poster has investigated two different study techniques that will support students with their assignment writing, during the beginning of their

POMODORO TECHNIQUE

B ® q

[ The "Small-Step Start" Technique |

Souce: Artofit, 2026

The "Small Step Start" technique works by beginning with small
actions, so you do not realise you have begun, rather than larger
tasks that need planning beforehand (Thread Weaver, 2026). When
tasks are decomposed into manageable hierarchical mini tasks,
students obtain goals more promptly with improved consistency,
because of this procrastination triggers are diminished (Correa,
2023). According to Blipp and Kleingeld (2011) there is evidence
from a meta-analysis that shows a correlation between having set
specific attainable tasks and the completion of tasks. This results
from students’ performance being positively affected due to
their attention being directed towards clear set tasks ahead of
them, thus increasing their effort and persistency. Furthermore,
there is a relation that is shown between students attaining goals
and gaining internal and external rewards, resulting in higher
assignment completion rates (Hollenbeck and Klein, 1987).
Nevertheless, one challenge that is faced with this technique is that
students lose focus and motivation towards the end of their goal
because they begin with the tasks that are smaller and easier to
complete, which leaves the larger and more intricate tasks till the
end (Rusou, Amar, and Ayal, 2020).

university journey.
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