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Time is the most important resource any human have, unlike
other resources it cannot be reverted, what you have spent of
it will never come back.

What you can focus on however is what you have left, what
you will do with it, how you will do it and what it's for.

Time iIs always a question about priority, nothing else — where
most people fail themselves is by not understand where their
time goes. If you actually ask people to write down the
amount of time they have spend during 1 week on different
tasks, the majority only get it about 75% right!
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* You can not manage what you can not measure. So the
first step for time management is measuring it (e.g. time

allocation to different tasks in a week).

» Every week you have 168 hours (7 days *24 hours) worth

of available time.



Example

Total time available each week, 168 hours.

Time
Spend

Sleep (8 hours 7 davs a week) 56
Work (8 hours > davs a week) 40
Work commute (2.3 hours 3 davs a week) 12.5
Dailv shower and getting dressed (0.3 hours 7 davs a week) 3.5
Make/eat breakfast (0.3 hours 7 davs a week) 35
Make/eat lunch (0.3 hours 7 days a week) 3.5
Make eat dinner (1 hours 7 davs a week) 7
Dailv exercise (0.5 hours 7 days a week) 3.5
Plav soccer (2.3 hours 1 dav a week) 2.5
Cleaning the house (2 hours 1 day a week) 2
Washing & Ironing (2 hours 1 day a week) 2
Go shopping (2 hours over 2 days a week) 2
Spend time in the garden (2 hours 1 dav a week) 2
Watch TV after work—weekend (2 hours a dav 7 davs a

week) 14
Watch a movie (2 hours 1 dav a week) 2
Going out with friend (8 hours over 2 days a week) 8
Smaller undefined things. 4

Total time used on dailv "routine” tasks

168
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Do Not Waste Any Time Anymore: Avoid The Time Robbers

Time robbers remain one of the biggest culprits in you wasting unnecessary
time. Are you conscious of the time robbers in your office?

1. Distractions (hobby)

What are the common distractions you have to deal with? Do you know
what they are? Are they emails, web pages, links, sms, Facebook, Twitter,
chats and messengers? Have you turned them off? Why have you not? Is
the reason more of an excuse or a real reason? Try not having them for half
a day and see how time you would have gained.

2. Set Routines

Do you set a routine for certain work so you can avoid giving yourself
excuses not to do certain work? Rather than blaming it on not having the
mood to do some projects, waiting for the right inspiration, etc. Many great
artists and authors are known to have a set routine they adhere to in order
to complete their work. What about you?

3. Focus On One Work At A Time

Have you ever thought multi-tasking is over rated? Focus. You can have
multiple projects but when you start on each of them, focus on one at a
time. When doing project A, do just that. Do not work on project A but you
are worrying on project B. Has it ever occurred to you that focusing makes
you gain more time? Don’t waste any time, learn to focus one work at a
time.



http://www.career-success-for-newbies.com/avoid-laziness.html
http://www.career-success-for-newbies.com/stay-on-task.html
http://www.career-success-for-newbies.com/stay-focused.html

4. Use Blocks Of Time

Be aware of when you are good at doing certain work. Are you better at
answering emails early in the morning when no one is in the office yet? Or
are you better at working on the proposal when it is all quiet and leave the
emails till when it is all noisy in the office? Use blocks of time to your
advantage and do not waste any time.

5. Keep A Schedule

How good is your discipline in keeping to a schedule? A lot of people have
to-do lists, but these to-do lists are almost always moving targets, so they
use it to cook up excuses why their assignments are not completed on
time. Do you keep to your schedule so you do not waste any time? Is your
to-do list accompanied by a "when you should complete the tasks"?



http://www.career-success-for-newbies.com/work-attitudes.html
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Work Breakdown Structure WBS “39"3 =
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A—Do preliminary market analysis

B—Develop preliminary product designs

C—Do preliminary manufacturing study

D—Evaluate & select best product design

E—Develop detailed marketing plans

F—Design manufacturing process

G—Develop detailed product design

H—Build and test prototype

|—Finalize product design

J—Order components

K—Order production equipment

L — Install preduction equipment
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Task Name

[January 21 [February 11 [1arch 1 [March 21 [April 11 [May 1
8 [ s | 122 [ 19 | 25 [ 212 [ 219 [ 226 | 35 | 312 | 319 | 326 | 42 | 49 | 416 [ 423 | 4:30

0 |Wave Energy Power Generator 4 v
1 1 Project Start s I

2 2 Alternator Test

3 2.1 Set up Alternator test equipment

4 2.2 Obtain performance curves

5 3 Fabricate prototype subsystems

6 3.1 Buoy

7 3.1.1 Finalize buoy design

8 3.1.2 Purchase buoy material

9 3.1.3 Fabricate meld

10 3.1.4 Fabricate FRP structure

1 3.1.5 Fill with foam

12 3.2 Spring Reel

13 3.2.1 Finalize Spring Reel design

14 3.2.2 Purchase Spring Reel material

15 3.2.3 Machine components

16 3.2.4 Assemble components

17 3.3 Gearbox

18 3.3.1 Finalize Gearbox design

18 3.3.2 Purchase Gearbox material

20 3.3.3 Machine components

21 3.3.4 Assemble components

22 3.4 Electronics

23 3.4.1 Design Electronic circuitry

24 3.4.2 Purchase electronics

25 3.4.3 Set up encoder

26 3.4.4 Set up microcontroller

27 3.4.5 Assemble circuitry

28 3.5 Fabricate Other components

29 4 Develop control system

30 4.1 Design control system

Kyl 4.2 Program microcontrolier

32 5 Prototype testing

33 5.1 Assemble prototype 313

34 5.2 Set up test equipment

35 5.3 Size flywheel

36 5.4 Test and validate prototype

37 6 Reports and Presentations

38 6.1 Preparations for Written Report and Progress Presentation |

39 6.2 Written Report due

40 6.3 Project Plan & Progress Presentation |
41 6.4 Preparations for Progress Presentation Il
42 6.5 Progress Presentation Il
43 6.6 Preparations for Design Day, Final Report and Presentation 413
44 6.7 Design Day & 426
45 6.8 Final Report Due & 427
45 6.9 Final Presentation QV




Vlgie wx3 0)9 33 G3iwlo) K (5 ju) dwls o ada yo YLL VI W oJg 0 ST S
Soib (50 039 2 Shal JuS sliue a5 doib 0 a3yl Baseliney, audsl aob
22 63ike) b Lo (3 5339) (bl o s3dsile ) A3ls5 0 Baselineast ,,
PSS doul s 40 an 95 L a5 . 3ib 93l e Lo 533 L 5 Lgle) (25 p> wlwl

é}.uu N 4 RERNT©Te Y oo 0)9).)).)



CPLES IR\ e



:;xw|)g)'..\.c|9§g5|)|.)g5)|.))g®[o.§w)3

Do 5o a3 05 93 Lo 9 IS 0 K 90 p lled s (1

OIS d9n9 wlled K daas 0,5 95 o w (2

bl 5o pIlET 0,5 5 9 SLL 0,5 K DS aid aSui (3

PNPIRY LOOP L asls asiuis »s (4

Dummy ACHIVILY 052 g0 wullas Jl asilss (5o o wallad (o sla SSinls J1 55 o s x5 sl (5
AL.;»'N..»).» Sl b8d 9059y a0 Ylo) e IS (PIB S99 (509090 wulled 'p.uf oslawl
S gul 50 03WS

el abls ) (509050 walled Pl il (50 aSib )

olled 5o Sbb 0,5 ol 9 0353 (5T 3ol L o plesd 3 b (13T 0 leuds sl (50 W 0,5 (6

bl 529 0b 05 o plous JI |yl



A,B

D,C




S0 9 SBASw 39 079 9 (Snwilo ) Glwilno

(550) oo s> sl 3 b ﬁ
5 A —
6 B _
10 c A,B
3 D A,B
5 E D,C




S0 9 SBASw 39 079 9 (Snwilo ) Glwilno

()9)) Vo) e cagllas s Gl
5 A —
6 B =
10 c A,B
3 D A,B
5 E D,C
6,6

C(10) 16,16

6,6 6,13



21-21

E(5) _e

6-6 6-13
aulled ES EF LS LF TF
A 0 0+45=5 6-5=1 6 1
B 0 0+6=6 6-6=0 6 0
c 6 6+10=16 16-10=6 16 0
D 6 6+3=9 16-3=13 16 7
E 16 16+5=21 21-5=16 21 o)




SEIMb 05 985 wle) (23359 =0
(Ei) 10,5 g955 vlo) (23595 =Max{Ex+D«i} 1, ik o
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B

Lk )3 £989 ulo) (5 3= Shbo S £989 Ylo) (2 p339)
(Li)io;bépc)l.o)'o,\_)i’),\_é = Min {L;j- D ij} | s ] o

9O._»_);i.);)'wl.zod._»m._»,.iLQso;&}égul.o)wﬁﬁégob)wﬁég)wlza)lw




-] elad g9 b Olo) 25395 ES = 10,5 £985 ylo)j o535/
|- ] wadled yLb vl 2339 EF = ES+D
| — ] edlad 9Ll ole) (5 3 LF = J 985 glo) (25 03
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walsd  ES  EF LS LF TF
1-2 0 0+4=4 8-4=4 8 4
1-3 0 0+3=3 3-3=0 3 0
1-4 0  0+5=5 10-5=5 10 5
2-4 4  4+2=6 10-2=8 10 4
3-4 3 3+7=10 10-7=3 10 0
2.5 4  4+5=9 20-5=15 20 11
3-6 3 3+8=11 22-8=14 22 11
4-5 10 10+10=20  20-10=10 20
4-6 10 10+5=15 22-5=17 22 7
4-7 10 10+2=12 32-2=30 32 20
5-7 20 20+12=32  32-12=20 32
6-7 15 15+10=25  32-10=22 32 7




