
Time Management Tools for Students, Entrepreneurs, and Business Professionals

Managing tasks and schedules efficiently is crucial, as time literally translates to value in work 

and study. Accelo’s “Time is Money” study (cited in Kickidler) found U.S. professionals waste 

roughly 59 million untracked work hours every day – about $8.8 billion lost daily (at $150/hour) . 

Modern time-management tools (like digital calendars and project apps) aim to reclaim that lost 

time. For example, Google’s productivity experts advise scheduling dedicated “focus time” 

blocks in your calendar to group similar tasks and minimize interruptions .

Scheduling Tools

Scheduling tools help you plan your day by placing appointments, classes, deadlines, and study 

sessions on a timeline. The most common examples are digital calendars: Google Calendar (free 

with a Google account) and Microsoft Outlook Calendar (free with Office 365) let users create 

events, set reminders, and share schedules. Google’s advisors note that booking “focus time” 

blocks in your calendar can boost productivity . Dedicated schedulers like Calendly (free basic 

tier; premium ~$8–12/month) or Doodle (free with ads; premium ~$6/month) simplify meeting 

organization by syncing with your calendar and letting invitees pick open slots. For instance, a 

student might use Google Calendar to block study periods around classes, while a startup 

founder might use Calendly to book client calls without endless email back-and-forth.

Task and Project Management Tools

Task management apps organize to-dos, projects, and team workflows. Popular examples 

include Todoist, Trello, Asana, Microsoft To Do, and Notion. Todoist (with about 30 million 

users ) offers simple text-based task entry, due dates, priorities, and labels. Trello uses visual 

“boards” and cards for projects; its free plan allows unlimited boards, while paid plans (~$10/

user/month) add features like workflow automation. Asana is a full-featured collaboration 

platform: teams can “create projects, assign tasks, set deadlines, and communicate” within it . 

Microsoft To Do (free) integrates with Outlook and offers shared task lists. Notion and Evernote 

combine notes with checklists; Notion’s free personal plan is generous, and its pages can include 

calendars and databases. For example, students might use Todoist to track class assignments or 

Trello to plan group projects, whereas entrepreneurs might use Asana or Monday.com to 

coordinate company tasks. Most of these tools sync across devices, and while basic features are 

often free, premium tiers (e.g. Todoist Premium at $4/month, Asana Premium at $10.99/month) 

add advanced functions like reminders, file attachments, or analytics.

Time Tracking Tools



Accurately tracking how you spend time helps identify inefficiencies. Tools like RescueTime, 

Toggl Track, and Clockify monitor work hours. RescueTime “runs in the background of your 

computer or phone and tracks your time spent on apps and websites,” then shows reports of 

where you’re spending most of your time . Toggl Track and Clockify use manual timers to log 

time by project; Clockify advertises “unlimited users, free forever” on its basic plan . 

Entrepreneurs often use these to invoice clients or optimize workflows, while students can track 

study hours versus social media. In one case, a student found RescueTime “a huge eye-opener” 

when its weekly report revealed excessive time spent on distractions . Over time, tracking data 

enables better scheduling, budgeting of tasks, and elimination of time leaks.

Focus and Distraction-Management Tools

Staying focused often requires structured work–break cycles. Pomodoro timers enforce intervals 

of work and rest: typically 25 minutes of focused work followed by a 5-minute break . Apps like 

Focus To-Do or Pomodone implement this pattern. For example, the Brain Focus Productivity 

Timer app “allocates a set amount of time for studying, and a set amount of time for a break,” 

which helps keep users on task . Gamified apps like Forest let you “grow” a virtual tree by 

resisting your smartphone, adding an incentive to avoid distractions. Website blockers such as 

Freedom or Cold Turkey temporarily block distracting sites during work periods. Many focus 

tools are free or inexpensive (e.g. Forest is free on Android and $1.99 on iOS; focus@will uses 

music and runs about $9.99/month). By enforcing breaks and blocking distractions, these tools 

help ensure your work periods are as productive as possible.

Comparison: Features, Usability, and Cost

• Scheduling: Google Calendar – 100% free, easy to use on web/mobile, 

integrates with Gmail/Meet; Microsoft Outlook Calendar – free with Microsoft 365, 

integrates with Teams; Calendly – free plan for one event type (individual use), 

Premium ($8–12/mo) adds multiple event types and integrations; Doodle – basic 

free polls (ad-supported), Premium (~$6/mo) for custom branding and analytics. 

Calendly and Doodle automate meeting scheduling, while calendars offer flexibility 

for personal and team planning.

• Task Management: Todoist – free tier (up to 5 active projects), Premium $4/

mo per user (reminders, labels); Trello – free (unlimited boards, 10 MB 

attachments), Business Class $10/mo (advanced checklists, 250 MB attachments, 

automation rules); Asana – free for small teams (basic tasks, list/board view), 

Premium $10.99/mo (timelines, dashboards); Notion – free personal (1,000 blocks of 

content), Pro $5/mo (unlimited blocks, history). Todoist and Trello are very user-



friendly for individuals; Asana and Notion offer more power for teams but have 

steeper learning curves.

• Time Tracking: Clockify – free plan (unlimited users and projects) ; $3.99/

user/mo adds timesheet approvals; Toggl Track – free for individuals (up to 5 users), 

Starter $9/user/mo adds team features; RescueTime – free (basic reports), Premium 

$6.50/mo (detailed charts, focus reports). Clockify and Toggl have simple start/stop 

timers and reporting; RescueTime works automatically in the background.

• Focus Tools: Most Pomodoro or focus apps are either free or cheap: e.g. 

Focus To-Do (free/Premium), Forest (free on Android, $1.99 iOS), Focus@Will 

(subscription ~$9.99/mo). Website blockers like Freedom cost about $6.99/mo for 

unlimited sessions. Usability is generally straightforward – set your work interval 

and go – but interface preferences vary.

Choosing the Right Tools

• Students: Favor simplicity and affordability. Look for free or student-

discounted options (Google Calendar, Microsoft To Do, Trello, Notion’s free plan). 

Avoid enterprise-grade software you won’t fully use. Use mobile-friendly apps for 

on-the-go access. For example, a student might pair Google Calendar for 

scheduling with Todoist to list assignments and a free Pomodoro timer for study 

blocks.

• Entrepreneurs and Startup Founders: Prioritize collaboration, integration, 

and scalability. Choose tools that support teams and tie into other software you use. 

For instance, a founder might use Asana or ClickUp to manage product 

development, Zoom for meetings, and Toggl Track for billing. Calendly’s premium 

tier (with team scheduling) can eliminate back-and-forth for client calls. Consider 

all-in-one platforms (Notion, Airtable) to keep docs, tasks, and data in one place, 

and be willing to invest in paid plans to handle growth.

• Business Professionals: You often juggle projects, teams, and meetings. 

Select tools that fit your corporate environment. Microsoft-centric users may lean 

on Outlook, Teams, and OneNote; others might use Google Workspace with Slack. 

Use a task manager (like Todoist or Planner) to track personal to-dos, and a project 

tracker (like Asana) for cross-team work. In any case, pick tools that integrate with 

your email/calendar system and with each other to reduce friction.

• General Tips: Identify your biggest time drains first and target tools to 

address them. Don’t overload yourself – it’s usually best to adopt one scheduling 

app, one task manager, and perhaps one focus app rather than dozens of tools. Trial 

free versions before buying: check usability and fit. Remember that cost matters: 

many tools have powerful free tiers, and paid plans are justified only if their extra 



features (team management, reporting, automation) save you significantly more 

time or money.

Sources: Use official tool websites and expert reviews for up-to-date feature lists and pricing. 

The recommendations above are synthesized from productivity research and real user 

experiences       .


