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Optimizing e-Learning

Module One: Review Questions

D)

Why is self-management important for
teleworkers?

a) They have to work on their own

b) They have to work odd hours

c) They have to work in groups

d) They have a test on it

What is one tool of self-management?
a) Creating different stacks of work
b) Throwing unneeded items in a box
c) Piling files on top of the desk to do
d) Writing deadlines on a calendar

What is one aspect of time management?
a) Learning about the assignment

b) Recognizing deadlines

c) Completing the weekly reports

d) Conserving energy

What is one tool of time management?
a) Filing reports in a cabinet

b) Ordering more office supplies

c) Creating a daily schedule

d) Changing the copy paper

What is a benefit of making plans ahead of

time?
a) It reduces errors in plans

b) It gives the employee something to do

c) It creates room for chaos
d) It makes the employee feel more

Telework and Telecommuting
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important

What is one form of organization?
a) Hanging up your coat

b) Moving files to another desk

c) Modifying your desk area

d) Emptying the trash can

Why is communication important to

teleworkers?

a) They have to talk to their teammates
even if they don't want to

b) They want to make lots of friends

c) They want to work alone

d) They must work together although
they're separated

Which of the following is a common tool of

communication?
a) Scrapbooking
b) Emailing
¢) Reading
d) Blogging

Who is the best person to hire as a
teleworker?

a) Administration secretary

b) Virtual team manager

c) Office manager
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10)

d) Those who can work with minimal
supervision

Why are more people working from home?
a) Saves money

b) Saves time

c) Allows them to cover more ground

d) All of the above

Module Two: Review Questions

1)

Teleworkers can solve problems on their
own if they have what?

a) Resources

b) Copy supplies

c) Up to date telephones

d) A company car

What is an example of a problem an
employee can handle on their own?
a) A computer crashes

b) The office catches fire

C) A paper jam in the copier

d) The internet server goes down

A lack of motivation in employees can lead
to what?

a) Decreased absences

b) Decreased productivity

C) Increased anger

d) Increased vacations

What is one method of staying motivated?
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a) Writing sticky notes

b) Taking on more assignments
c) Taking a vacation

d) Establishing clear goals

When management is not around,
employees tend to be

a) Happier

b) More productive
¢) More laid back
d) Lonely

Teleworkers should be able to manage
their time without what?

a) A big calendar

b) A set schedule

c) A computer

d) A manager present

Only can be held
accountable for their work.

a) The employee

b) The manager

c¢) The coworker

d) The CEO

The employee cannot blame

for not being accountable.
a) Themselves

b) Outside distractions

c) Their performance

d) Their time management
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10)

Teleworkers often face
a) Criticism

b) Problems

c) Obstacles

d) Band C

___________isone of the key aspects of
being successful at work.

a) Space

b) Motivation

c) Family support

d) A bigger breakfast

Module Three: Review Questions

)

Removing our bad habits can make us feel
what?

a) Depressed

b) More bored

c) More confident

d) Angry

What is one way to identify a bad habit?
a) Wait for someone else to point it out
b) Make a list of the consequences from it
c) See if we find them on our own

d) Do nothing

A common myth about making mistakes is
that they
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a) Should be done in public
b) Should be done in private
¢) Should be done all the time
d) Should be avoided

After making a mistake, the employee
should do what?

a) Reflect on what happened

b) Try to hide it

c) Blame it on someone else

d) Claim it won't happen again

What is the key to developing good

habits?

a) Controlling others around you

b) Controlling yourself in your
environment

c) To stop making mistakes all the time

d) To make sure your work is perfect

What is the first step to begin developing a
good habit?

a) Stopping the bad habit altogether

b) Getting someone else to do it for you

c) Waiting for the right idea

d) Determining what you want

What is one consequence of teleworkers
not being assertive?

a) They will begin to not like themselves
b) Their assignments may be ignored

c) Their coworkers may not like them
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10)

d) They will become bored

What is one way an employee can be

assertive?

a) Say what you're going to do and then
do it

b) Write their ideas down in a journal

c) Talk to a friend about it

d) Email the idea to everyone

Self-____can cover a wide range of
aspects and situations.

a) Esteem

b) Confidence

c¢) Management

d) Worth

Createan _____ to help you can change
bad habits.

a) Schedule

b) Action plan

) App
d) None of the above
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Module Four: Review Questions

D)

Flexibility is important in any schedule
because of what?

a) Short attention spans

b) Mean coworkers

c) Unexpected events

d) Late managers

Having a back-up plan for when things go
wrong can make an employee feel

a) Frustrated

b) Empowered

c¢) Worried

d) Happy

Removing time wasters from our day
allows the employee to do what?

a) Make more time for fun things

b) Add more things to do to their schedule
c) Take more breaks

d) Concentrate on work tasks

Which of the following is an example of a

time waster?

a) Checking our cell phone for personal
text messages

b) Filling the copy machine with more
paper

¢) Changing the empty ink cartridge in the
printer

d) Add labels to your file folders
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5)

8)

The maximum number of hours difference
in various time zones mentioned:

a) One hour

b) Twelve hours

¢) Ten hours

d) Four hours

What is one way teleworkers can cope

with working in different time zones?

a) Try no talking to each other

b) Moving locations in the same time zone
instead

c) Contacting teammates whenever they
feel like it

d) Keep track of the time difference for
teammates

What is one thing employees can do

during slow periods at work?

a) Take more breaks

b) Surf the internet

c) Check over already completed
assignments

d) Clean out the refrigerator

If an employee has a lot of downtime, they
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10)

may need more
a) Responsibilities
b) Discipline

c) Complicated tasks
d) Time off

Why is it important for teleworkers to be

especially aware of their time

management?

a) To track their work hours

b) Because they are responsible for their
work

c) AandB

d) None of the above

There is always something to be done in
the office.

a) True

b) False

el
Sl (1
(@
sdiadl gl (2
el (2

Lals 4 yo Lo 156 o amy oo Galalall agall (e 13U (9

§agii 5 5l
selee clelu gl (]
aelee (o slssue pgdY (2
=5l
G baa g 0 Y (2

Sl 4y ) sy s o5 Ll s (10

G
U

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

10

(i
(<



4 nn o
Mseeyat
cademy

Optimizing e-Learning

Module Five: Review Questions Aaldl) Bas gl) da) e

1) How many boxes are used in the faaledl/Adalal) 48 tinall 8 daddiiall Cilay jall 22 eS‘(l
Urgent/Important Matrix? “-‘)“ (!
a) Three :’i E;
b) Four e (s
c) Eight
d) Six

2) How does the Urgent/Important Matrix ‘-'}'*5;3‘;'5)‘3! s Aaldl/Alalall 48 sdinall Laelus t—*‘.eS‘(Z
help us with time management? oA el dLll o La gy o @5 AL S L;J;*; (!

a) It takes time out of our day from doing i U Fanlly 2 1 el s uk-' (
: el it 2 (<

pee o plasage s le pfi e el 58 (g
oAbl g La Ay W ey (0

other things to create it

b) It creates a chore list for us to follow

) It helps us decide what is important and
what is not

d) It allows us to see what needs to be
done and when

Setting deadlines for ourselves provides us ?3le Ul d 50 st Lilgd ) 50 30a3 (3
with what? N (
a) Discipline 1 i’i E:
b) Boredom sBaaY) e u 3l (2

c) Free time
d) More friends

One way to help stick to your deadline is to <k o=l (Alel 2o gally ol 5V (A sacluall 301 52a) (4
do what? f13ke dail o o8
gy K36 o Jsla (T
b) Rely on a friend to remind you about it g ol 128 Jsm S G LA; Jmm (=
OiSX Qs (i (g
c) Set a reminder system & smsall 138 Jpm dial Ahade S (3
d) Write a sticky note about it

a) Try to remember on your own
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5)

What is said to go in the glass jar before
anything else?

a) Tiny pebbles

b) The sand

c) Our 'big rocks’

d) The water

What is the last item that goes into the jar
in the glass jar exercise?

a) Sand

b) Water

c) Pebbles

d) Rocks

Procrastination can be hard to recognize

because:

a) We can see the consequences right
away

b) We like it so much

¢) We don't have time to stop and think
about it

d) We make excuses about why it's alright

8) What is one classic sign of procrastination?

a) Waiting to start on a project

b) Researching a future project now

¢) Changing the ink in the printer before it
runs out
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g e-Learning

d) Finishing an assignment early

There is only one version of the
Urgent/Important Matrix.

a) True

b) False

___ provide(s) a sense of structure
and balance for us.

a) Written directions

b) Deadlines

¢) Procrastination

d) Coworkers
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Module Six; Review Questions

D)

Planning for additional stress means
allowing what?

a) More problems

b) More discipline

c) A lunch break

d) "Wiggle room”

What is one way to prepare for additional

stress?

a) Ask someone else what they think

b) Identify situations that could cause
stress beforehand

c) Dive into projects without planning

d) Take more time off

When we need to seek help, we must know

what?

a) Who to contact

b) What color car the manager drives
¢) What the other coworkers are doing
d) Where to send office reports

What is one sign that could mean the

employee needs to seek help?

a) They finish the project early

b) They try to take on more assignments

c) They don't understand the content of
the assignment

d) They take too much time to finish
assignments
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5) What does it mean to be reactive? i) 3 ) 5S35 ‘(5
AChe Gigas iy oyl (]
Cisall (il s A jaa (g
Lo s o Cagan wiad Gl Gamy 33 (2

a) Act after a problem happens

b) Examine a problem beforehand

¢) Know the consequences of a situation
d) Take time to prevent something from

happening
6) What does it mean to be proactive? il 0585 o (i 130 (6
a) To award your top team performers A il el Jadl i (]

m v L_IJJ; d.\§ a ).\Aﬁ \ (C
S e I €

b) To fix a problem when it come up
c) To act before a problem happens
d) To support your team players

7) Establishing priorities helps the teleworker 3k Jad e any e dalall aelon <l sl Y aass (7
do what? goml S deall (]
a) Work faster inall Sl B bl sl (=
o ] ] daal g calaal yaas (z
b) Finish projects on time

Godl o) ae dual gl (2
c) Set clear goals

d) Communicate with teammates

8) What is one tip for setting attainable goals? flediad (S (A Bl Y) yatd danl s Ao 8 L (8
a) Include your coworkers Jarl) (2 B3] Gpe (1
wmasy (@
b) Start small ol el bl (g
c) Ask the manager for help pSika (o
d) Plan big
9) What is a sign that you should reach out Bacluall il Ciga g (Ao Jo5 (A Aadlal) (o8 L (9
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for help? S E a il
a) Projects are piling up Al Baga il (<
@ gl
b) Job quality decreases =3 (@
= \)1} () (J
c) AandB

d) Neither A nor B

10) Establishing is a good practice & Lee L) B A las 2 L) (10
to follow in order to keep track of work. -d‘j’d‘

A5l : |

a) Who the boss is w”)jj;‘g; ((

b) Priorities ;}L\ ('E

¢) Boundaries Gl e Y (2

d) None of the above
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Module Seven: Review Questions

D)

The  can affect how a home office

is organized.

a) Equipment

b) Layout

c) Supplies bought
d) Wall color

One aspect of setting up the home office
Is:

a) Installing computer equipment

b) Moving shelves

c) Stacking paper in the trays

d) Installing the carpet

Which of the following can be considered
an unneeded item in a home office?

a) Photo printer

b) Filing cabinet

c) Supply cabinet

d) Personal utility bills

Which of the following can be considered a

distracting item in a home office?
a) Wall art

b) Colorful pens

c) Television set

d) Excessive books

Teleworkers can face challenges when the

technology fails because:
a) They depend on it for everything

o) B o) Al e

i) Sl e 44 e S ol oS (1
Ciaza (T

bl (w

Bl adall a3 (=
Dl gl (e

L K\DY B 4.\3;\35\ a‘)\‘)} c\.».n.i\ u.a\}; .J;\ (2
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sl 3G puss (7
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b) They don't like traditional methods
c) They have to start from scratch
d) They have to do everything manually

When creating a hard copy back up plan,
which of the following should be included?
a) A number to the local pizza place

b) A list of nearby hotels

c) A list of emergency contacts

d) A list of alternate work to do

What is a benefit of building a daily routine
at work?

a) The employee finishes work sooner

b) The day goes by faster

c¢) The work seems more fun

d) The work flow runs smoother

The key to building a normal working day
is what?

a) Knowing what needs to be done

b) Scheduling the time right

¢) Having the right tools

d) Starting on the right day

Organizing our home office will aid in

a) Cleanliness
b
C
d

- =~

Productivity

~

A happy family
None of the above

~
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10) Setting up a home office in your family Aol o dilile mlae b e S L) (10
kitchen is ok. = (i
a) True b (2
b) False
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Module Eight: Review Questions

D)

5)

Staying in the loop of the virtual team can

be difficult because:

a) Employees don't usually like each other

b) Communication can be too hard

c) Managers don't do enough to help

d) Employees are in many different
locations

One method of staying in the loop is to:
a) Send letters or emails

b) Hold individual meetings

C) Have regular group meetings

d) Create an office newsletter

One tool to use for formal communication
is:

a) An email

b
C
d

-

A group meeting

~

A fax message

~—

A telephone call

One tool to use for informal
communication is what?

a) An emalil

b) A board meeting

¢) A phone call

d) An employee evaluation

When communicating with teammates, it is
important to:
a) Clearly state your point
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b) Give lots of hints 8 poa lalS i) (o
¢) Compliment them
d) Use small words

6) As a manager, when communicating with Oe ol Galadh aay e Jaall (318 e dial 5l ie < 038 (6
your teleworker team, it is important to: f13ke o o ol

Cilgll e il gally Juaiyl (1
agdll ol dalia (o

e S I (d

c) Speak in small sentences RS a3 (2

a) Contact employees by phone
b) Follow up to ensure comprehension

d) Talk with an accent

7) Virtual communication can seem ke s add e s O (Say gall Juaiy) (7

impersonal because: ; SEPUIN
Adline Culld alasiu) Gl oKy (0
A gl G (2

Ay claladll Jsla (2

a) The emoticons

b) People can use different methods

c) People do not have to see each other
d) The length of electronic conversations

8) Virtual communication has a lack of _ Soabia ol Y dLaSY\‘(S
obadl (]

a) Fonts ‘*A‘-*A” ‘THL»’Y} (<
b) Methods available MSJ‘S Ef
c) Clipart
d) Body language

9) The medium in which people communicate CulS 13) e o GalaiV L Jual sty ) Al gl aaias (9
depends on whether the information is . iad QLA;L:-A\
considered e (!
a) Informal :“j ((‘;
b) Formal Sy (e
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c) AandB
d) Neither A nor B

10) Although convenient, virtual O &) (el 538Y1 JuaiV) Jay ¢ 4iee e (30 a2l Sle (10
. O
e iy g (1

communication tends to be _

a) Counterproductive

b) Impersonal " (=

Wallipais (7
¢) Too personal Jeaea (5

d) Neglected
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Module Nine: Review Questions daulil) Bas gl Axa) e
1) What is one way to have frequent opils sall aa ) ySiall Jual il 35k gaa) oo W (1
communication with employees? A G elen pai d ) (]

AV ol gn Sl v el (7
o sie U il sl elesind (3

a) Send a mass text to the team

b) Make regular phone calls

c) Send an email every now and then
d) Call employees randomly

2)  Why is it important to stay in open il sall a7 5180 Jlall e clad) agall (e 13 (2
communication with employees? peSshe o s (!
Lo pm Lails ol B e ngd et (o

R | ool sl acdll HlelY (¢
) It lets them know you are always alagi] Ul Sliany

a) To keep an eye on their behavior

around
c) To show support for each other
d) It gives you something to do

3)  When teammates share information with 93le mndll pgmny go ila glaall o il 6D ) &Ly Lenie ‘(3
each other, they: Uandl lpmns g Gl ey (I
syl Jie ST =iy (7
Gl (B4l U e Bsiia sl (3

a) Feel annoyed with each other
b) Feel bored with each other

c) Feel more like family

d) Feel smothered by teammates

4)  How can teleworkers build social skills Tagin Lasd e laia¥) il el oliy ny e M A G
A e (]
s A 2 i) e vl Jw ) (@
Gandl leany Jon 4812 sl GV S JLie (g
Gl 8 ) e el Sl ians (3

within their team?

a) Share ideas

b) Send more emails

¢) Share demographic sheets about each
other

d) Talk on the phone with teammates

5)  Collaboration between team members 3l aady @il eliae] o oy sladll (5
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encourages what?
a) Hostility

b) Frustration

c) Tardiness

d) Communication

Although teleworkers often work very far
apart, collaboration helps

a) Bring them together
b) Keep them apart

c) Work independently
d) Transfer offices

One guideline to establish with family and

friends about the home office is what?

a) They must have an appointment to
come in

b) Not entering the office during work
hours

c) They cannot bring food into the office

d) They should not knock before entering

Setting expectations for friends and family
adds what?

a) Anger

b) Chaos

c) Structure

d) Harmony

How can virtual team members stay in
contact??
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a) Send emails oW Jgandl o (o
b) Provide schedule e S N (G

oSle L
c) Lots of phone calls Lskds (2

d) All of the above

10)  How can family and friends support your 05l b cllee 35en pe slirall; Abilall (Say 25 (10
at-home work efforts? oy Laladl Apuliad) 20l il ol i) (]
. st leagd (w0
a) Respecting your ground rules Sl 42 ‘*: (('
: =) d
b) Understanding you need for structure S,y e

c) AandB
d) Neither A nor B
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Module Ten: Review Questions
1) When employees know they can trust each
other, they do what?
a) Act like a team
b) Work by themselves
c) Carry on as normal
d) Go out to eat together

2) Which of the following is a way teammates
can build trust with one another?
a) Buy lunch for everyone
b) Play trust games
c) Offer advice and opinions
d) Talk online more often

3) Teleworkers can feel isolated from the
group because of what?
a) The large group of people
b) The separate offices
c) Their lack of talent
d) The lack of management

4) What is one way a manager can help
prevent the feeling of isolation in
teleworkers?

a) Email them once in a while

b) Fill them in on meetings they may have
missed

c) Transfer them to a new office

d) Include them in more group activities

5) Teleworkers can feel as though they are
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always in the office because:

a) They love their job

b) They work where they live

c) They have to work weekends
d) They work on holidays

Which is a way teleworkers can feel a

separation between work and home?

a) Use two different computers

b) Sleep in a separate house

c) Take breaks and lunches away from the
home

d) Move the office somewhere else

If the manager delivers a lack of feedback,
the employee can begin to feel what?

a) Hopeful

b) Proud

c) Bored

d) Unconfident

What is one way a manager can ensure
timely feedback to the employee?

a) Prepare feedback ahead of time

b) Deliver feedback once a year

c) Keep the feedback short

d) Type it up in an email

Trust is a key component in personal
relationships only.

a) True

b) False
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10)

Where should you take designated
breaks?
a) Outside the office
b) Inside the home
c) AandB
d) Neither A nor B
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