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Optimizing e-Learning

Module One: Review Question

D)

Complete this sentence. Goal setting is

a) Critical

b) Useful

C) Meaningless
d) Soothing

Goal setting can be used in every single
area of your life including physical,
personal, spiritual, and ____

a) Educational

b) Financial

¢) Industrial

d) Medical

What is the single most important life skill
that most people never learn to do
properly?

a) Eat their vegetables

b) Run a marathon

c) Setting smart goals

d) Being on time

to your personal productivity.

Personal Productivity
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4) Setting meaningful, Adalell il paat s (4
goals is a great step toward achieving your LAl st gai Aad) 5 gl
dreams. ‘

\
a) Big R
b) Short-term sl adll (0
c) Long-term Y disk (z
d) Impossible haie (o

5) Accomplishing short-term ~_can el Bl pad  Sadlehelay ol Se (B
help you accomplish tasks. AP
a) Goals Slall (i
b) Dreams ‘

c) Careers pdal (=
d) Marriages iy (z
Gl 3l (a

6) What are the three P's? ‘P A 2 L (6
a) Peace, pensiveness, persistence 3l g sl g a3l (]

b) Priorities, purchases, personality

daddll g iy jiiall g il sl Y1 (o

c) Pension, passiveness, purpose ) .
d) Positive, personal, possible oAl caldl caeldll (#
(an ¢ o o) (3
7) SMART is an acronym for what words? faldsl jLaial & SMART (7
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a) Silly, maddening, artistic, realistic,
trailblazer

b) Saturated, melodramatic, animal,
redone, trouble.

c) Simple, manageable, alert, reasonable,
traceable

d) Specific, measurable, achievable,
relevant, timed

Achieving challenging goals requires a lot

of ___ energy.
a) Magic

b) Kinetic

c) Exhausting

d) Mental

When you are prioritizing, choose a goal
that will havethe _ impact on your
life.

a) Least

b) Cheapest

C) Better

d) Greatest

10) As we grow and change, our goals should

_____ too.
a) Change
b) Disappear

C) Increase
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d) Decrease

Module Two: Review Questions

1)

Routines and rituals can actually help
___ the spontaneity and funin your
life.

a) Increase

b) Decrease

) Sap

d) Eliminate

@

Routines allow you to have more
to spend on tasks.

a) Room

b) Money

c) Energy

) Fun
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3) “Any practice regularly performed in a set ot "33 A8y ylay UL L 5l ) o A s g (3
manner”isa
a) Accident Bia (
b) Coincidence B
c) Downfall Ada (2
d) Routine Lis (z
ba (2
4) Once you establish a routine it can O R (s e L) 2 jaas (4
: s Acs
a) Be setin stone )
b) Be difficult A B (S
c) Be modified bt S (2
d) Be easy gkl (£ (0
5) How many steps are there to building a 050 el &l gladll ae S (5
routine? e
Lad (@
a) Three (<
. ok (¢
b) Five
aly (2
c) Tons
d) One
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6) Which is not one of the three easy steps to  f0sis )l sl dlews il shd S0 (e dasl s Sl (4 e (6

building a routine?

a) ldentifying the task

b) Identifying yourself

¢) ldentifying sub-tasks

d) Identifying time or trigger

Sleep, meals, and ____ form the
building blocks of our lives.

a) Exercise

b) Irritating

¢) Noise

d) Distractions

Which can be considered a professional
routine?

a) Do tasks as they come up

b) Don't worry about organization

c) Set aside time to check email

d) Have no plan

Which of these is an easy way to simplify
your life?

a) Pay someone to do it

b) Plan your meals

c) Use electronic banking

d) All of the above
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10) Setting up a system for maintaining your

task tracking system is an example of
what?

a) Too much work

b) Laziness

c) Professional routine

d) Procrastinating

Module Three : Review Questions

)

Routinesand __ should form the
framework of your days at home and in the
office.

a) Procrastination

b) Difficult tasks

c) Rituals

d) Avoidance

There is no - to time
management.
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a) Answer s (
b) Path Gib (<
c) End o
d) Secret we (@
o (0

Electronic solutions are an example of a

a) Long road
b) Difficult project
c) Tracking system
d) Sneaky tool

4) Which of these is not a step to making the

most of your electronic solution?

a) Taking time to learn about features of
the application

b) Keep all your email accounts for home
and office together

¢) Adjust as much as you can

d) Keep personal and professional tasks
separate
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6) Youcankeepa_ calendar in the

8)

back of the journal.
a) Long-term

b) Short-term

c) Yearly

d) Activity

What's the term for the concept that allows
you to differentiate between important
tasks and urgent tasks?

a) Urgent/important matrix

b) Important/non-urgent matrix

c¢) Home/work matrix

d) Work/task matrix

What is the concept of the
urgent/important matrix called?
a) Roosevelt principle

b) Truman principle

c) Eisenhower principle

d) Trump principle

9) Who rediscovered the Eisenhower Principle

in 1994 and wrote a book centering on it?
a) Truman Capote

b) Stephen Covey

C) Maeve Binchy

d) John Grisham
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10) Which is not a quadrant of the faagall / Aalal) 48 siindl) 8 Gy (ol Lagal (10
urgent/important matrix? agas dale (I

a) Urgent and important Siale ol o1 ¢ o (o
b) Important, but not urgent

¢) Urgent and ethical Gl dale (¢
d) Not urgent and not important dage Qg g dlale cald (2
Module Four: Review Questions ALiY) daa) sa 2dagl pl) Baa gl)
1) Even if you have a plan in place, it's e Lliall agall (gad ¢ 3 jala ddad il S 1Y) s (1
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b) Avoiding
C) Regretting
d) Forgetting

What's the name of the rule for tasks that
can be done in sixty seconds or less?

a) Five minute rule

b) Not enough time rule

¢) One minute rule

d) Impossible task rule

What can be accomplished utilizing the

five-minute rule?

a) Writing a presentation

b) Creating an employee handbook

c) Cleaning off one part of your desk

d) Creating new files for all of your
correspondence

Which of these can you do when you feel

like you're sinking?

a) Give up and find another line of work

b) Make a list of outstanding tasks and
mark due dates on them

c) Contemplate on them

d) Assign them to someone else
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5) Like all other plans, you'll probably need to S ¥ e plisin ¢ gAY haball mes Jia (5

________yourto-do items and priorities,
once you've completed a few tasks.

a) Revisit

b) Eliminate

¢) Discard

d) Hide

After you've created a plan for the most

important items you should do what?

a) Celebrate with a night out

b) Transfer them to your tracking system

c) Take a break, you deserve it

d) Create more plans and weigh your
options later

When is a good time to clear your mind
and take a deep breath?

a) When you leave the office everyday
b) Before heading into the office

c) Every time you are called into a meeting

d) When you feel like you are sinking

If you're stuck on a task, set aside five
____each hour to work on it?

Seconds

Assignments

Tasks

Minutes

a
b
C
d
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9) Which of these can you do in 60 seconds
or less?
a) Run around the block
b) Put together a presentation
c) Accept a meeting invitation
d) Complete all of your assigned tasks

10) Quick email replies, stretches, reviewing
new RSS feeds are examples of what?
a) Things you can do in less than a minute
b) Fun things that don't require any
thought
c) Procrastination techniques
d) Stressful, meaningless tasks
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Module Five: Review Questions

D)

3)

What can you do to get a good start when
you're assigned a new task?

a) Create a plan

b) Run for the hills

¢) Go on vacation

d) Quit your job

When organizing and planning, try to
create the right ____ plan for the task.
a) Left

b) Fake

c) Size

d) Angle

Which of these would you want to spend
several days or weeks planning?

a) Lunch

b) Small projects

c) Complex projects

d) Late projects

4) Which tasks may only require a to-do list

and a calendar?

a) Small tasks

b) Laundry lists

c) Large tasks

d) Impossible tasks
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5) What kind of tasks would you use RACI paadll 5l RACI Sldabis prdicin il dledl ¢ 55l (5

charts or storyboards for? Sledal (e ) seadl
a) Large tasks ‘
3 J ()

b) Homework assignments ) Sl el (
¢) Medium tasks Al e Gl 5 (@
d) Small tasks A sid) el (2
3 pall algall (2

For large tasks consider using which of the

Laa sl alasind o jlie) 8 aua ¢ 50 algall dunailly

following? ¢ b
a) G'rocery |IS'tS g (
b) Birthday gifts

c) Gantt charts Sl ae Ll (@
d) Medium tasks cile cilhbia (z
You must understand what are G o jldiall Canliall Lo g () Gangy

appropriate for different size projects. Adliaall alaall
a) Tools aisl
b) Pens )

c) Computers e (=
d) People Jignasll 8 el (2

Online time tracking dashboards would be
used for 7

a) Small, easy tasks

b) Chores at home
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9) Visual time lines would be for: A yall dyia Hl Ja gladll) S5 (9
a) Simple tasks s alge
b) Large tasks
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Module Six; Review Questions

1) What is the art and science of planning,

organizing, and managing resources to
ensure that a project is completed
successfully?

a) Project management

b) Delegating appropriately

c) Placing blame

d) Avoiding all work

2) What does the Triple Constraint do?

a) Absolutely nothing worthwhile

b) Will do your projects for you

c) lllustrates the balance of the projects,
scope, schedule, quality, and cost

d) Wastes your time

During which phase does the project team
define the project scope, time, cost, and
quality of the project?

a) Celebration phase

b) Last phase

¢) Planning phase

d) Exercise phase
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4) What will increase with a cost increase?
a) New work clothes
b) Scope and time
C) Replacing upper management team
d) Everything

5) Whose job is it to identify how a change to

a single element will change the other
elements?

a) The maintenance department

b) Project manager

c) New hire

d) Human resources

6) A good schedule will allow you to _
while you're working on a

and
task.
a) Live, laugh
b) Sink, swim
c) Grow, change
d) Cry, shout

7) What's the preferred format for a personal

task management?

a) Simple, table-style format

b) Complex, matrix style format
c) Rubrics matrix

d) Reeves matrix
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8) What should be in the first column?

a) Coworkers phone numbers
b) Names of team members

) List of tasks to be performed
d) Due dates

9) What should be in the second column?

a) Specific duration of time for each task
b) Unrealistic time line

c) Delegated assignments

d) Cry for help

10) What does the letter | in RACI stand for?

a
b
C
d

~

Impossible
Irresponsible
Informed
Irreplaceable

_ = =

¢ RACI JsY) Gl e L

JSJJ:LS)&AA (.ﬁ

SV 3 gandl 8 () 5Sy o oy e
Janll ¢ 3y il g Sl 1 ({
Al slac] slaul (G

Lo bl Gpay Al pleall A (2
Gyl &l 8 (2

g Sal J}AA\‘;Q}S&QTQH\SLA
Lage IS 3a2aal) die 3l 32l ({
i i) Sled) (2
dacluall Wk 43 pa (2

daiue (I
Josa e (@
& (z

die Y (S ¥ (2
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Module Eight: Review Questions ALicd) Aan) ya ALY Baa 5l
1) Studies estimate that people spend how O Sl (B ) e o gy Gl o Sl ) 8 (1
long looking for things? AR
a) A lifetime ta (I

b) An hour and a half )
c) Days Caaiydebs (<
d) Weeks 4 (z
@M (2
2) What do you need in order to retrieve fae s A sall pla iuY liai e (2
materials quickly? Jled cilile Lads Sy ({
a) An effective filing system Lald (o
b) A maid '
c) A spouse EB(a
d) A mess as (2
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3) Even with advanced search tools, it's peell e ¢ Andiall Candl 0l ol e s (3
importantto _____ your computer files. 5 sl cilile
a) Abandon .
e 1 (i
b) Neglect > “;M (
¢) Organize Jeal (<
d) Erase ohii (z
™ (J
4) Which is one of the most common ways of Slilall ppdaiil 1o g3 JSY) Gkl saa) (& Lo (4
organizing files? zoN Sl (0
a) Dumping them in a drawer R T
el Ja) Gadd dallas (@
b) Asking someone else to handle it A > (
c) Creating a folder for each project g sode S alaa oL (2
d) Avoiding the process altogether Lalas dgleadl i (2
5) Which of these are not operating system fdadill ol ol e Cansd 038 0 51 (5
features? Al sl (§
a) Keywords N el
28 3 S (@
b) Flash drives SRS (5
) Tags Sl (2
d) Jump lists JEy) 2l @ (o
6) In order to keep your files organized you 5 bt elle oy ¢ il e e Lliall ol o (6
must clean up and your files. elilals
a) Hide iy (I
b) Archive &M
c) Erase ad )l (@
d) Distribute e (g
(2
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7) Which of these is not a system for Ty 285 )Y Ll 2 ¥ S laa gl (7
archiving your data? oW ek
a) Back of drawer

A A (@

b) External storage ‘
c) AandB <5 (z
d) Neither A nor B Qe YsIY (o
8) After you've created folders, what else can Lyl o 5L cliSay 2l L ¢ Cilaladll oLi) 22y (8
you create? was (]

a) A mess L .
- ' . oo . i
b) Origami 304 pos (=
c) Sub-folders e Al Slladl (7
d) Hoopla s (2
9) For email, you may want to create folders J Glalaa L) 8 e 55 a8 ¢ IV sl dailly (9

for_ with particular people. e (aladl e

a) Pictures )
b
b) Correspondence J}A (
c) Jokes Alul e (@
d) Evidence S (z
salgd (2
10) What are the three basic kinds of files? lalall AU Al g V) o L (10
a) Wood, rubber, air o) sell 5 Lalaall 5 uzal)

b) Working, reference, archival
c) Waste, redundant, activity
d) Wrong, rare, absent

435 W ¢ aa el ¢ Jasdl (o
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Ll ¢ Aaladl ge 300 ) ¢ s (7
L__Ca\.i:‘JAUcUn'; (J

Module Nine: Review Questions ALy dxa) pa sdaldl) Bas gl
1) Email can be agreat ____ X A 2ol 05 o R (1
a) Nuisance zle ) srae
b) Joy .
| (w
c) Time-saver zA (s
d) Headache a0 88 (@
gluall (2
2) Email can also be a great ___ . Wl (5 SV 2 050 of S (2
a) Disappointment Gl

b) Time-waster
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¢) Distraction
d) Friend

v W

)

@)
~—

2

Q
~—

)

@)
~—

£

Q
~

3

®)
~

Z

Email is best handled in
The office

Batches

Private

Incognito

Set aside a period of time at the beginning
of day, before or after lunch, and at the
___of your day.

Last

Best

End

Worst

Focus on getting your __ cleaned
out.

Locker

Purse

Inbox

Junk drawer

da¥ldga
el (2

(Bua (a

& oA 2l e Jalaill 43 Hla Juadl (3

Sl (
Cilada (@
el (a
EEGIE

Codny sh bl J ¢ sl Ayl 8 S ) a5l aad (4
ame G

Al

il (2

He (@

ij.\.ui (J

ki e 55 (5
wa
dadls (@

A‘)\Jl\ (3 53 (C

Ghegall 5ol (2
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6) When reviewing your email, try to take 38U Gl Jsla ¢ S ey 0 dan je e (6
_____right away. sdl e
a) A break il (
b) Action .
c) Issue dad (<
d) Water e (z
sl (J
7) Which of these is not an example of taking fel ya) a3l e Ve Gl Ll e 6 (7
action? Gaal gl cale e af gl (]
a) Read it, file or delete
. Aapai ¢ 3 (@
b) Reply, file it .
c) Reply, forward, reread sel Al ale) c gl aale) c 20 (2
d) Forward it, file it ledaia ¢« Lgan sizale) (2
8) Most email programs include to s A 2l el o alixe paua (8
save you time. LB gl gl
a) Photos JUCI
b) Minions ’
c) Tools &5 (@
d) Personal assistants @l (z
Omaddll cpae bl (2
9) Which of these is not a favorite feature? f4liaia 3 jp0 ol 038 e (1 (9
a) Attachments caldd - (d
b) Custom folders . il (o
c) Search tools
d) Junk mail filtering cadl @l (2
peall e p oyl ddas (o
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10) are the biggest obstacle to (s A 3l 06 of oSy (10
being more productive. il
a) Coworkers .
-le 3 ()
b) Emails e (
) Disruptions g (<
d) Bosses sl jise (z
glua (2
Module Ten: Review Questions AL dan) ya 28 pdilall Baa gl
1) means delaying a task. Aaga pali s (1
a) Spending auyl
b) Celebrat.mg. Qs (o
¢) Procrastination
d) Moving st (T
tﬂ_);.m (J
2) The ability to overcome procrastination in ot llba (gl o Qi) e 30l (2
your life is a ____of the most Lol il (g
sgccessful people. aws
a) Pity
b) Hallmark Aol (-
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c) Waste &= (¢
d) Curse dal (o
3) Which is not a reason for procrastinating? falllaall L Gl 585 (3
a) No clear deadline ol e gy
b) No treats _ el ¥ (s
c) Task feels overwhelming
d) No passion Aalu degall 25 (g
bl Y (2
4) Ifyou___ the habit of setting clear clazlyalglsaaiale 13 (4
priorities, the majority of time S 6l 5 Hla) O Al S
management issues will fade away? PO
adsn (!
a) Nurture
b) Avoid i (2
c) Designate o= (z
d) Eradicate Jlaiind (3
5) How many ways are there to overcome ety pull o Qlall 2l 3kl e oS (5
procrastination? bl (d
a) Hundreds .
b) Fifty Gt (=
c) Nine & (e
d) None Ay (o
6) If it doesn't need to be done in the first G ¢ J5Y) alid) 8 el Sl ) sl (S50 (6
place, you should _____it. clle
a) Set st (1
b) Forget e
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c) Delete
d) Regret

7) Can the task be given to someone else, is
an example of _____
Laziness

Delegation
Interrogation
Intelligence

soge

8) An example of seeking help from a trusted

mentor would be:
Avoidance

Asking for advice

Making someone else do it
Filing it

soge

9) In order to obey the 15 minute rule, each
step should:

Take hours to complete

Take no more than 15 seconds

Take no more than 15 minutes

Take no more than 15 years

oo e

d

~

10) A positive working environment involves:
a) Taco bar

b) Good options in vending machines

¢) Removing distractions

b (@
= (z

e (3

e Qe laa ¢ AT (adil dagdl sl of (S da (7

Jusll (i
A (@
Sl (2
S (a

140 Gsisa 2 e (e acbuall il e ABY) (6 (8
e

dapaill il (@

Ay dady JAT gl dos (2

alhas (2

Bsha I e g ¢ 488 15 ) saeldl JEaS (9
JaiSy ia el iy (]
3515 e S Goaas Y (0
43815 (e 81 G Y (g
Lle 15 (e JiST 3 i ¥ (2

e Jeall iy ancad (10
ok St

)l YT saa Gl LA (@
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d) Working alone cliddt ) (2
G2 Jae (2
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