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AI acknowledgment –
Basic acknowledgment format of AI tool use
I acknowledge the use of Microsoft 365 Copilot on Sunday 6th September 2026 to purpose my work for part 2 of the portfolio. I used the prompts:
Examples of study techniques that can help me manage my time effectively.
What are effective ways I can manage my workload and meet deadlines?
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 
	 Sleep
	 Sleep
	 Sleep
	 Sleep
	 Sleep
	 Sleep
	 Sleep

	01:00 - 01:59 
	 Sleep
	 Sleep
	Sleep 
	 Sleep
	Sleep 
	 Sleep
	Sleep 

	02:00 - 02:59 
	 Sleep
	 Sleep
	 Sleep
	 Sleep
	 Sleep
	 Sleep
	 Sleep

	03:00 - 03:59 
	 Sleep
	 Sleep
	 Sleep
	 Sleep
	 Sleep
	 Sleep
	 Sleep

	04:00 - 04:59 
	 Sleep
	 Sleep
	 Sleep
	 Sleep
	 Sleep
	 Sleep
	 Sleep

	05:00 - 05:59 
	 Sleep
	 Sleep
	 Sleep
	 Sleep
	 Sleep
	 Sleep
	 Sleep

	06:00 - 06:59 
	 Sleep
	Sleep 
	 Sleep
	Sleep 
	 Sleep
	Sleep 
	 Sleep

	07:00 - 07:59 
	 Get ready for work
	 Get ready for work
	Get ready for work
	Get ready for work
	Get ready for work
	 Sleep
	 Sleep

	08:00 - 08:59 
	 Travel to work
	 Travel to work
	 Travel to work
	 Travel to work
	 Travel to work
	 Long run
	Walk

	09:00 - 09:59 
	 Work
	 Work
	 Work
	Work 
	 Work
	 Run
	 Walk

	10:00 - 10:59 
	 Work
	 Work
	 Work
	 Work
	 Work
	 Study
	 Walk

	11:00 - 11:59 
	 Work
	 Work
	 Work
	 Work
	 Work
	 Study
	 Rest

	12:00 - 12:59 
	 Work
	 Work
	 Work
	 Work
	 Work
	 Study
	 Rest

	13:00 - 13:59 
	 Work
	 Work
	 Work
	 Work
	 Work
	 Time with family and friends
	 Rounders game

	14:00 - 14:59 
	 Work
	 Work
	Work 
	 Work
	Work 
	 Time with family and friends
	 Finish writing assignment

	15:00 - 15:59 
	 Travel home from work
	 Travel home from work
	Travel home from work
	Travel home from work 
	Travel home from work 
	 Time with family and friends
	 Look over assignment

	16:00 - 16:59 
	 Walk
	 Interval run
	 Reading for assignment
	 Research for assignment
	 Walk
	 Time with family and friends
	Submit assignment (if due)

	17:00 - 17:59 
	 Uni
	Review lecture notes
	 Reading for assignment
	 Research for assignment
	 Time with family and friends
	 Write assignment
	 Prepare for the coming week

	18:00 - 18:59 
	 Uni
	 Review lecture notes
	 Gym class
	 Research for assignment
	 Time with family and friends
	 Write assignment
	 Meal prep for the coming week

	19:00 - 19:59 
	 Uni
	 Rest
	 Gym class
	 Netball game
	 Rest
	 Rest
	 Rest

	20:00 - 20:59 
	 Netball training 
	 Rest
	 Rest
	 Rest
	 Rest
	 Rest
	 Rest

	21:00 - 21:59 
	 Netball training
	 Rest
	 Rest
	 Rest
	 Rest
	 Rest
	 Rest

	22:00 - 22:59 
	Sleep
	 Sleep
	 Sleep
	 Sleep
	 Sleep
	 Sleep
	 Sleep

	23:00 - 23:59 
	 Sleep
	 Sleep
	 Sleep
	 Sleep
	 Sleep
	 Sleep
	 Sleep






Part 2 
Initial prompts:
Examples of study techniques that can help me manage my time effectively.
1. Use the Pomodoro Technique:
· Study for 25 minutes.
· Take a 5-minute break.
· Repeat 4 times.
· Take a longer break (15 to 30 minutes).
2. Create a Study Timetable
Allocate time for:
· Classes
· Revision
· Assignments
· Breaks and leisure activities
3. Break Tasks into Smaller Steps
· Research sources
· Create outline
· Write introduction
· Write main sections
· Edit and proofread
4. Use Active Recall
Examples:
· Flashcards
· Practice questions
· Quizzes

What are effective ways I can manage my workload and meet deadlines?
1. Prioritise Your Tasks
By identifying:
· What needs to be completed
· When it is due
· How important it is
2. Set SMART Goals
Make goals:
· Specific
· Measurable
· Achievable
· Relevant
· Time-bound
3. Use Time Blocking
Example:
· 9:00-17:00: Work
· 18:00-19:00: Assignment research
· 19:00-19:30: Dinner break
· 19:30-20:30: Coursework writing
4. Look After Your Wellbeing
Make sure to:
· Get enough sleep
· Take breaks
· Eat well
· Exercise regularly
· Maintain social connections


Refined prompts:
What strategies can I use to balance full-time work and study while maintaining my wellbeing?
1. Create a Realistic Weekly Schedule
Mapping out:
· Working hours
· Classes or study sessions
· Family and social commitments
· Exercise and relaxation time

2. Protect Your Wellbeing
Aim to:
· Get sufficient sleep.
· Eat regular, balanced meals.
· Stay physically active.
· Schedule time for hobbies and relaxation.
3. Use Effective Study Techniques
· Active recall (testing yourself rather than rereading notes)
· Spaced repetition (reviewing content over time)
· Practice questions
· The Pomodoro Technique
4. Manage Stress Proactively With:
· Deep breathing exercises
· Mindfulness or meditation
· Walking outdoors
· Talking with friends or family



What strategies can I use to plan and organise my study work around my full time job? 
1. Keep a Priority List
At the start of each day, identify your:
· Most important task
· Most urgent task
· Quick win task
2. Use Digital Tools
· Microsoft To Do
· Outlook Calendar
· OneNote
3. Create a Study Dashboard With:
· Module names
· Upcoming deadlines
· Progress percentages
· Priority levels
4. Keep Your Study Space Organised
Can make it easier to:
· Focus
· Find materials quickly
· Reduce stress


[bookmark: _Int_Gx4ree9x]Two study techniques identified as important are planning and organising work and using strategies to balance work and study while maintaining wellbeing. These techniques can support students who are combining full time study and employment, while helping to reduce the risk of stress and exhaustion. 

Firstly, planning and organising work can help manage responsibilities more effectively. A prompt using Microsoft 365 Copilot identified several ways to do this including keeping a priority list, using digital tools, creating a study dashboard, keeping study spaces clean and organised and using active recall. A priority list can help identify urgent tasks from less important ones, while digital tools can provide reminders and help monitor deadlines. A study dashboard can keep important information, such as resources and deadlines, in one place, which may make it easier to manage different responsibilities. Cottrell (2024) highlights the importance of effective planning and time management when managing study commitments. An organised and clean study space can help improve concentration and minimise any distractions, while active recall can be used through flashcards and practice questions. Dunlosky et al (2013) identified practise testing as an effective learning technique that can support and improve learning.

[bookmark: _Int_3IA0d1jW][bookmark: _Int_hJEPvEV9]Secondly, maintaining wellbeing is essential when managing full time work and study. Another prompt using Microsoft 365 Copilot identified four key strategies to help with this, including creating a realistic weekly schedule, protecting wellbeing, using effective study techniques and managing stress. Creating a realistic schedule can make you feel less stressed because there is a clear routine to follow. The NHS recommends using time management techniques, planning ahead, and setting small, achievable targets as ways of helping to manage stress (NHS, 2026). Protecting wellbeing can include getting enough sleep, eating healthily and staying physically active. Managing stress is very important because having too many responsibilities without effective planning could contribute to feeling overwhelmed.

Overall, combining planning and organisation with effective learning techniques and wellbeing strategies can help create a more balanced and manageable routine.


Finding resources -

AI 
Dunlosky, J. et al. (2013) “Improving Students’ Learning With Effective Learning Techniques: Promising Directions From Cognitive and Educational Psychology,” Psychological science in the public interest, 14(1), pp. 4–58. Available at: https://doi.org/10.1177/1529100612453266.

NHS (2026) Stress. Available at https://www.nhs.uk/every-mind-matters/mental-health-issues/stress/ Accessed: (9 September 2026).

Library Search
Cottrell, Stella. The Study Skills Handbook, Bloomsbury Publishing Plc, 2024. ProQuest Ebook Central, https://ebookcentral.proquest.com/lib/trinity/detail.action?docID=31357862.

AI Reflection

I believe using Microsoft 365 Copilot for this part of the assignment was a useful experience, though it took some getting used to. One of the things that stood out the most to me, was how quickly it could generate an answer once given a clear prompt, compared to reading books, or researching online. Copilot could quickly point me towards relevant information, which made getting two effective study skills much easier.

However, this came with a significant challenge, the amount of information it provided often made my writing go beyond the word count. Copilot gave extremely detailed responses, which took a lot of time and effort to filter down to fit the assignments word count for that part. I found that I had to go back and refine my prompts multiple times, asking Copilot to be more specific or to shorten its answers before I could copy exactly what I needed. While this was frustrating at times, I also believe it was a good process to communicate more precisely with AI tools and to not always accept the first response. 

In terms of benefits, I think AI can help with brainstorming ideas, refining research questions and finding potential sources to explore further. It can also provide simpler explanations and examples when struggling with a piece of work. When used appropriately, AI can therefore support independent learning and help students develop their own ideas, rather than replace their own thinking.

[bookmark: _Int_K6X2e4F8]Although, I believe AI cannot always be trusted for accuracy, therefore I had to verify the references Copilot gave me by researching the books and websites that were provided, to ensure the information given was correct. I thought this was time consuming because I gathered using AI just adds an extra step if you are going to research the books and websites yourself anyway. I also think that people may come reliant on using AI, which can raise concerns such as plagiarism if not paraphrased/referenced correctly.

Going forward, I would use AI such as Copilot, as a starting point to find some useful information, to then build on by researching and reading. I will always verify facts against credible academic sources and will take the time to rewrite ideas in my own words rather than copy and pasting AI text directly. If used in this way, I do believe Copilot and other AI tools can support studying, especially refining questions, and locating initial sources, while still allowing students to maintain the originality of their own work.
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