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Optimizing e-Learning

Done

Module One: Review Questions

What is the Frog?

a) Boring task

b) Dreaded task

C) Important task
d) Unimportant task

The frog you begin with should be the
hardestand ____.

a) Most complicated

b) Least complicated

¢) Most boring

d) Most significant

What is the action that you take when
procrastinating?

a) Obstacle

b) Frog

¢) Reward

d) Incentive

What will rewards provide?
a) Obstacles

b) ldentification of needs
¢) Incentive

d) Action

What should you do if you have not
completed the task within 15 minutes?
a) Cease the task

b) Continue working

Goal Setting and Getting Things
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c) Start over the next day
d) Time how much longer the task takes

What is a common excuse for not
completing a task?

a) Disinterest

b) Not in job description

¢) Lack of time

d) Too complicated

What can happen when you are assigned
large projects?

a) Feel motivated

b) Feel overwhelmed

c) Avoid procrastination

d) Planning is easy

What does completing small parts of a
project create?

a) Feeling overwhelmed

b) Motivation

C) Interest

d) Sense of achievement

Procrastination occurs when we avoid tasks
that we find

a) Work-related

b) Unpleasant

c) Too easy

d) Repetitive
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Module Two: Review Questions

When should you clean up your desk?
a) The end of each day

b) When a project is complete

c) The beginning of each day

d) When there is time

Which work-related task might become a
distraction?

a) Reports

b) Email

c) Meetings

d) Schedules

Where should you begin your attempt to
prevent procrastination?

a) At work

b) On weekends

c¢) At home

d) In every area of life

What needs to happen before creating a
daily schedule?

a) Schedule meetings

b) Complete tasks

c) Complete home tasks

d) Break down tasks
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What do rewards need to match?
a) Obstacles

b) Tasks

C) Interests

d) Procrastination

What could procrastination become?
a) Project

b) Task

¢) Obstacle

d) Reward

What are you likely to do if you cannot
complete a task on time?

a) Avoid it

b) Work faster

c) Ask for help

d) Extend the deadline

What will help you estimate the deadline?
a) Needs

b) Procrastination

c) Past tasks

d) Best case scenarios

By taking control of your , you
reduce procrastination.
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10)

a) Schedule

b) Work space

¢) AandB

d) Neither A nor B

While working, when should you take calls?
a) Anytime

b) When given permission

c) After a reward

d) Never
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Module Three: Review Questions

What should you focus on, in your goals?
a) What you want to change

b) What you want to achieve

¢) What you want to end

d) Who you want to be

What do positive goals remove?
a) Procrastination

b) Boredom

c) Creativity

d) Negativity

What should be the focus of personal
goals?

a) You

b) Timing

c¢) Others

d) Prioritized

Goals that are not personal are
a) Effective

b) Not clear

c) Ineffective

d) Clear

What will determine if goals are possible?
a) Abilities

b) Interest

¢) Outlook

d) Timing
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What is necessary to create possible goals?
a) Analysis

b) Honesty

c) Priorities

d) Timing

How many goals should you focus on at
one time?

a) 20

b)
)
)

@)

10
5
;

o

When should you approach goals outside
of the top five?

a) Inspare time

b) At the end of the day

c) At the beginning of the day

d) You do not

A good motto is: Focus on what you want
to achieve rather than what you want to
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Module Four: Review Questions

What is not a peak moment?
a) Having a child

b) Getting married

¢) Completing a repot

d) Finishing a marathon

Peak moments are always
a) Influential

b) Positive

c¢) Work related

d) Negative

Which goal is written in the correct tense?
a) |am losing 10 pounds

b) I lost 10 pounds

c) | will lose 10 pounds

d) I did lose 10 pounds

What reinforces personal goals?
a) Tense

b) Written goals

c) Prioritized goals

d) “I" statements

More points should be assignedto
a) Uncommon tasks

b) Boring tasks

c) Tasks usually avoided

d) Common tasks
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What determines rewards?
a) Guidelines

b) Personal preference

¢) Present actions

d) Tasks

What is not a method used to track
progress?

a) Written goals

b) Spread sheet

¢) Online tool

d) List by hand

What is necessary for tracking?
a) Time of achievement

b) Rewards

c) List of goals

d) Points

Positive are powerful motivators.

a) Relationships

b) Memories

c) Attitudes

d) None of the above
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Module Five: Review Questions

What is true of an urgent task?
a) Meets goals

b) Should be done quickly

¢) Is not important

d) Should be done first

Which type of task helps you meet goals?
a) Urgent

b) All tasks

¢) No tasks

d) Important

What percentages of your tasks make up
80 percent of your accomplishments?

a) 20

b) 80

) 100

) 40

o 0O

What should you link to the 80/20 Rule?
a) Obstacles

b) Priorities

c¢) Goals

d) Interests

What is a high-tech option for time
management?

a) Phone app

b) Paper calendar

c) Day-timer
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10)

d) Excel

Which of the following is safe to include in

a calendar?

a) Notes

b) Phone number
¢) Quicken

d) Word

How long does it take a habit to form?
a) 21days

b) 66 days

c) Depends on the individual

d) One month

What is an example of a ritual?
a) Typing

b) Listening

c) Creating goals

d) Brushing teeth

What is the key to getting things done?
a) Following rules

b) Assistance from colleagues

¢) Time management

d) Goals

Urgent tasks are goal related.
a) True
b) False
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Module Six: Review Questions

When should you complete a task that
takes a minute?

a) Immediately

b) At the end of the day

c) Every morning

d) On breaks

What happens when the one-minute rule is
not followed?

a) Tasks take the same amount of time

b) Tasks take longer

c) Tasks are shorter

d) Nothing

What is a common mistake of scheduling?
a) Being too lenient

b) Not scheduling

c) Being too strict

d) Not being accurate

How much time should you allow between
scheduled tasks?

a) 3 minutes

b) 2 minutes

¢) 1T minute

d) 5 minutes

sduialud) Bas ¢l) daa) ya

A8 5 i aga LS oing e (1

s (]
esdl g A (@
N (a
Jualsh Sl (2

fhas) 5 488 Bacld ¢ L) &b Y Ladie sy 13l (2
gl s (3 it plgall (]

skl G g (3 jainss dlgall (2
sl (2
ey (2

4 ganl) & ailal) Uaddl 8 La (2
las Slaludae o 65 (T

sl ae (@
hadala s (¢
aal ae (2

3 saaall algall G e O g )1 (4 oS (3

58a3 (T
gldy (@
Basl g 4ddy  (z
dah (2

This document is a property of Asaseeyat Academy (Asaseeyat Academy is a service provided by Asaseeyat Consulting Service — COPY RGHT FROTECTED ©
©ihs sine adall (5 s - (R LiiuY) landll il AS 55 e Aedis Fadd clnlid $paST) Slaulil GuanlSY @l 285 5l) o3a

16



4 nn o
Mseeyat
cademy

Optimizing e-Learning

What will you feel by completing steps in a
task?

a) Achievement

b) Overwhelmed

c) Disappointment

d) Interest

What does breaking tasks up improve?
a) Interest

b) Tasks

c) Focus

d) Goals

What type of technology would you use on
your smartphone?

a) Yahoo

b) Apps

c) Google

d) Bing

What will determine if an app is effective?
a) Cost

b) Time

¢) Reviews

d) Lifestyle

When creating a schedule, you should
follow the ___ rule.
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Module Seven: Review Questions

What should you do to determine if a
strategy is effective?

a) Determine the cost

b) Research it

c¢) Determine the interest level of interest

d) Determine the profit margin

What will improve productivity?
a) Trivia

b) Interest

c) Repetition

d) Attention

What is not a way to improve speed?
a) Attention

b) Games

c) Apps

d) Tasks

You should get faster at a task____.
a) All at once

b) By changing your technique

c) By being competitive

d) A bit at a time

What does the word should indicate?
a) Guilt

b) Decision

c) Interest

d) Commitment
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10)

Which type of language will increase
productivity?

a) Indecisive

b) Negative

¢) Decisive

d) Respectful

What becomes a cycle?
a) Productivity

b) Success

c) Goal setting

d) Action

Which type of goal would you attempt to

reach to build success?
a) Complex goal

b) Long term goal

c) Difficult goal

d) Easy goal

Improving your will increase
productivity.

a) Success

b) Vocabulary

c) Scheduling

d) Time management strategies

What is the key to productivity?
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Module Eight: Review Questions

D)

What is the main mistake that people make

with “to do” lists?

a) Make them too short

b) Important

¢) Neither urgent or important
d) Make them too long

What will important tasks align with?
a) Interest

b) Schedule

c¢) Goals

d) Desires

How big should a chunk be?
a) 1hour

b) 15 minutes

¢) 30 minutes

d) 20 minutes

What should be included in your to do list?

a) Chunks
b) Projects
c) Tackle
d) Time

What will help make creating “to do” lists a

habit?

a) Make them in the morning
b) Make them at the same time
c) Make them at night

-A0al8l) Saa gl dea ya

£ ALAU" 231 g8 e ) 4SSy () e W L)l 8 Le (1

Jas 3 yuad Lelea (\
e (<
laa dlsh Lelas (2

Plagall aleall ana (38 siin 3 e (2

el (i

dsa> (<
<Yl (z
e (2

ekl aan 05 o an oS (3
saalgicls (I

a5 (o
488,30 (z
488320 (2

el Lualall algall Aaild L airaai cong 531 L (4

=
aaadl (@
wle (z
cEl (2

ale "alall" L) @ oL Jaa e 2l 3 L (5
zlaall 8 Lelea (i

Gl i A lglea (<
Gl (¢
goml S lelan (o

This document is a property of Asaseeyat Academy (Asaseeyat Academy is a service provided by Asaseeyat Consulting Service — COPY RGHT FROTECTED ©
©ihs sine adall (5 s - (R LiiuY) landll il AS 55 e Aedis Fadd clnlid $paST) Slaulil GuanlSY @l 285 5l) o3a



4 nn o
Mseeyat
cademy

Optimizing e-Learning

10)

d) Make them every week

What should you do with unfinished tasks?

a) Remove them from the list

b) Work late to finish them

¢) Combine with new

d) There should not be any unfinished
tasks

How often should you create a schedule?
a) Daily

b) Weekly

c) Monthly

d) When necessary

What should you do with each task?
a) Break it down

b) Finish it

¢) Add it to the to list

d) Estimate the time needed

In the Chunk, Block, Tackle theory, what
does block mean??

a) Practice the task

b) Set atime

c) Ask for assistance

d) Forget about it

Creating a “to-do” list will help you reach
your goals.
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a) True
b) False
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Module Nine: Review Questions

What goal is not possible to work toward?
a) Broad

b) Specific

c) Measurable

d) Timely

What type of goal may provide reasoning?
a) Measurable goal

b) Specific goal

c) Timely goal

d) General goal

What question does a measurable goal
answer?

a) When

b) Location

¢) How much

d) Where

What type of goal helps you realize when it
is reached?

a) Timely goal

b) Realistic goal

c) Specific goal

d) Measurable goal

What happens when goals are not
attainable?

a) You will reach them

b) You will not try to reach them
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10)

¢) You will make progress.
d) You will adjust them

Goals should be
a) Simple

b) Easy

c) Taxing

d) Challenging

What factor will determine if a goal is
realistic?

a) Available tools

b) Timing

¢) Team members

d) Measurement

What are realistic goals linked to?
a) Interest

b) Time

c) Abilities

d) Challenge

What do timely goals encourage you to
do?

a) Move forward

b) Timing

c¢) Team members

d) Measurement

What should you do after reaching a

and attainable.
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a) Adjust the goal

b) Continue goal

¢) Remove goal

d) Reevaluate the goal
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Module Ten: Review Questions

What is the best option when mistakes
happen?

a) Deny responsibility

b) Accept responsibility

c¢) Blame others

d) Make excuses

What should you never do when accepting

responsibility?
a) Apologize
b) Grovel

c¢) Reframe
d) Explain

What will stunt personal growth?
a) Looking at the future

b) Living in fear

c) Accepting responsibility

d) Bouncing back

What should be your focus after making a
mistake?

a) Past

b) Future

c) Mistake

d) Fear

What is necessary to adapt after a mistake?

a) Forget about it
b) Look at it honestly
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¢) Withdraw
d) None of the above

What does your mistake become when you
adapt?

a) Weakness

b) Asset

c) Skill

d) Liability

What should you not do when asking for
help?

a) Ask directly

b) Beg

c) Be sincere

d) Be thankful

Besides trust and diversity, what is a
support system based on?

a) Interest

b) Mutual respect

c) Company

d) Vocation

What is the importance of bouncing back
after making a mistake?

a) You will learn something

b) You will regain trust

C) Relying on your support system

d) None of the above
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10) are opportunities to adapt and iy asilliadar (10
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d) None of the above
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