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Optimizing e-Learning

Module One: Review Questions

1.) What is Not affected by records

management?

a) The way data is defined
b) The way data is stored

c) The way data is collected
d) The way data is accessed

2.) What determines the shape that a records

management system will take?
a) They will all be the same

b) Organizational needs

c) People

d) Age of the organization

3.) What type of email does not need to be

4) What determines if the document becomes

archived?

a) Those that detail business matters
b) Those that detail personal matters
¢) Those that detail legal matters

d) All emails need to be recorded

part of a record?

a) The parties involved

b) The age of the document

c) The sender of the document
d) The purpose of the document
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5.) How long are records kept?
a) They are kept 5 years
b) They are kept 7 years
¢) It depends on the record
d) They are kept 10 years

6.) What is not a reason to archive something?
a) Personal
b) Historical
c) Political
d) Legal

7.) What occurs after documents are created?
a) They are disposed of
b) They are identified as records
c) They are captured
d) They are managed

8.) What occurs immediately before action is
taken with records?
a) Capture
b) Assessment
c) Management
d) Nothing
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9.) What type of records might be found in an el b lgle ) siall (S (Al Bl ¢ 55 L (9
organization? o ebAlevlad
a) Purchasing receipts Rl “"M‘ (=
b) Tax documents x\uyfjs\ (z
c) Communications PSR (:
d) All of the above

10.) Records management systems will .S C3lad) 5l Aalail (i (10
create and : J“‘J‘” (!
a) Uniformity ?@‘d‘ (<
b) Understanding = (e

- LAA; ™
c) AandB o Y0

d) None of the above
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Module Two: Review Questions 1ALl Basgl) daa) ja

1) What format is not a record? ol 2y ¥ IS 6l (1

a) Instant message

b) Text gl (
¢) Email NG
d) Personal conversation s SW aL (z

dpadd dalaa (2

2.) What should be done with drafts of flatiuall 1o gusey alee g (s3I L (2

documents? . ‘

a) Maintain them Leale Ll ()

b) Archive them agitd ) (@

¢) Discard them o

d) It does not matter bl (e
e Y (2

3.) What is Not a policy that record programs Plassdl) el all Leallas O a1 el 2 L (3

should address? o
a) Conversion and storage G2 A5 sl (]
b) Disposal ol (o
¢) Retention Lyl (z

d) Standards
_).u\:.d\ (J
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4.) What should be done once the details of a fmndll s Jaaldi apaat o jaa alee g Al e (4

record program are decided?

a) Complete the program gl dasi (1
b) Create a manual Jala eL&) (@
¢) Inform employees il $3 (2
d) Update information

il glaall Enaat (2

5.) What is necessary to ensure security in ¢ SV lalaiall 8 GaY) Jlaal 555 00 2 e (5
larger organizations? o
a) Management systems solY) Al (I
b) Physical items Al jualiall (o
c) Electronic storage s At (2
d) Subsystems
e il il (2
6.) What do organizational activities Akl Aads) eaaad A L (6
determine? ‘
a) The records systems necessary ) Sl i (]
b) Support for the organization dabaial ae (o
) Notring e
d) Training
il (a
7.) What is ARMA? fARMA » L (7
a) State organization ‘
b) International organization sl plass (1
c) Record keeping system A 50 dabaie (@

d) National organization

@le\ r,.\.1=..u5\ (2
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8.) What is true of organizational standards?
a) The change frequently
b) They should be consulted
c) They have similarities between them
d) All of the above

9.) Managing records is an ongoing process
that affects _____in an organization.
a) Everyone
b) The managers
c) The record keepers
d) All of the above

10.) Establishing a records program with
appropriate standards will help ensure that
records are

a) Readily available

b) Easy to read

c) Easily maintained

d) Hidden from view
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Module Three: Review Questions FAIEY Bas ol daa) e

1) What should be considered in the
environmental analysis?

€l Julaill 8 adle ] ye cany 531 L (1

a) Legal implications L En
b) Company structure A< ,all JSa (@
¢) Record accuracy dadl 48y (7
d) Department functions

(.u.nd‘ kJSLla) (.ﬁ

2.) In which of the following would you o) i I V) e 61 8 (2

examine records?

a) Functional b (
b) Structural L (@
c) Environmental Ll (z
d) Survey

C_..MS\ (2

3.) What is internal information? A Gleglaall 4 L (3

a) Laws o
b) Standards ol &l (]
c) Business plan ) (@
d) Publications Jaall ik (z

Gle sabad) (3

4.) What is not necessarily an interview fillia paic 59 palh ul L (4

component?

a) Introduction Al - 1 (]
b) Open-ended questions da gide Al (o
c) Follow-up ilid) (7
d) Interview .

ablad) (o
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5.) What is an internal advantage? 412138 300 a2y 13 (6
a) Weakness ‘
b) Strength inall (]
c) Opportunity iy (-
d) Threat il (g
gl (a
6.) What is an external trend? S Al olaiyl 4 L (6
a) Opportunity o
b) Weakness il ()
c) Strength Caxaall (G
d) Threat sl (z
g (a
7.) What is more likely in international el ) Eua g Al sall cilaliall (& = V) 4 L (7
organizations in terms of legal obligations? 0 gLl
a) Fewer legal regulations
b) Only international regulations A lall 0 gl e BBl 22e (1
c) Only local regulations 18 30 50 501 (o

d) More legal regulations . ‘
L Alaall il W) (2

A Al ) W e 2 3all (0

8.) What is done once the legal obligations £ ) el VY SLIES) 2 e alee 2y 531 Le (8
are discovered? )
a) They are explained to the entire staff sl eal lea i - (1
b) They are incorporated into the records Ml ) iy (A Lgaed (2
management program Sl i e 5 (2
c) They are incorporated into the bylaws )
d) They are taken to the board of directors B Ol el ey (2
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9.) Functional record management requires
understanding the _____ of records within
the work of the company.

a) Size

b) Value

C) Importance
d) Context

10.) By collecting records and analyzing
information, changes can be made to the
records management program that will
support ______needs.

a) Organizational

b) Employee’s

¢) Resource

d) None of the above
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Module Four: Review Questions “day) 1) 3aa gl daal se
1.) What are repetitive steps? 95,8l il shadll & L (1
a) Process ) ‘

b) Creative process Alead (!
C) Sub-processes delay) dlaall (2
d) Function T il il (g
bl (o
2.) When are routine processes done? $ag 5l Slleall o5 e (2
a) Weekly L
b) Daily be sl (I
c) Monthly Ly (&
d) It does not matter U o
265 (@
e Y (2
3.) What is true of creative processes? fage luY) Glleall iy musaa 8 Lo (3
a) They can become routine ) ; ‘
b) They are never repeated s i ol ot (!
c) They have strict guidelines 12 S8 Y (@
d) They may be repeated T oo g 53 (530 g (2
LS8 R (2
4.) Which organizations engage in creative e Y Cllead) b el s ) clabid) 4 L (4
processes? )
a) All J(
b) Creative i luy) (<
¢) International Al (z
d) Local _
Ll (2
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5.) What is true of a functional analysis? f ksl dlaill e musaall 8 Lo (5
a) Itis only done once

) ‘
b) It is focused on basic processes B daaly 5 el (]

c) Itis not beneficial to records
management
d) It is done more than once

6.) How is a process analysis represented?

a) Flow chart

b) Scatter chart

c) Process graph
d) All of the above

7.) What is the second step in the records

Ll allea) e 5S4l (@
SOl ) 2l Y (7

B‘)ALJA‘):\S\(;S:' (.J

Phleal) Jiad Jid o S (6

I
e i (2
el Sl o N (2
Slel 3yl S (2

andl o 3 4l 5 5ha)l A L (7

survey? ‘
a) Determine the scope Aaill a3 ()
b) Collect records Gl pan (2
c¢) Complete surve
) P y JolS e (2
d) Complete research

Gl JleSial (o

8.) What does a records survey examine? f3and) e dmndy (3 e (8
a) Individual functions
b) Control systems
¢) Records storage

d) All of the above

A dll il gl (

aSadl) dakif (o
Slad) (33383 (7
Slelaysle IS (2
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9.) Most records management systems focus ke o @3l 5 )ls) Aalail plas <5 (9
on_____ processes. oy (!
a) Routine gy (<
b) Creative _ d‘*“‘\%‘ (z
c) Business s o (0
d) Unknown
10.) Every company has regular ezt dalite Ll 483 JS (10
which become processes. cleldadl (I
a) Meetings :Eif\;: (<
b) Schedules el (i
c) Activities IR (

d) All of the above
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Module Five: Review Questions

1.) What is created from the steps of the sub-

functions?

a) Main function
b) Series

c) Tertiary process
d) Sub-process

2.) How does functionality operate?
a) From the bottom
b) At all levels
c) From the top
d) None of the above

3.) What item is an effective tool to help one

prioritize?

a) Process analysis

b) Function analysis

¢) Records management
d) All of the above

sdaldl) Bas gl) daal sa
fage Al Callla gl <l ghad (e & giae s e (1
Lot dla gl (
ALl (2
8 leall (2
dae A Adaadl (o

faila gl) Jani caS (2
dal e (]
Syl gn e (2
TV (S

d.\u\.a.q;@ly (J

Basd e gyl ZAQMHLQB\J‘MQ.;H\ paiall 4l (3

NG PAAY

Adedl Jias (1
Ak gl Jidas (o
Sl 31 (72
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4.) When is the prioritization process sl Y] pant dlee JSE e (4

complete? ) ‘

a) When the routine processes are iyl Slleal) st oy Leie (1
identified Lo |y llead) 0a5 25 Ladie (G

b) When the creative processes are JLSYG juts Lesie (g
identified

c) When it feels complete

Glleall paen 2aa3 a4 Ladie (2

d) When all processes are identified
5.) What is created from assessing functions? feaila gl malli e 03083 o 53 L (5
a) Model . ‘
b) Identifier gasad (!
c) Diagram <l (o
d) None of the above gzl sl (g
™ Laa ;L_;J: Y (J
6.) What level will the model go to for routine T 5l Slleall 23 sail) St 5 st ol V) (6
processes? N )
a) Function bl (]
b) Elementary A9y (@
c) Series LA (7
d) Unknown .
g me e (2
7.) What will models and diagrams help with? il 8 Al o g Hl) 5 il g el O Al e (7
a) Create )
b) Capture gy (!
¢) Maintain LlE (o
d) All of the above Al (2
G e S (0
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8.) What is needed in the diagram? § il an )l 8 stlaall L (8
a) Model . ‘
b) Agenda g ()
c) Title e Jsaa (@
d) Identifier sl (z
9.) Once you have established the context of dlae ey ) Zlsdu ¢ Olall Bl £ L) 3 e (9
records, you will need to begin the R —
process Aaaal) (]
ol ol (2
a) Modeling Gl (5

b) Recording
c) Classification
d) None of the above

d.w\.,u;@i\}f (J

10.) By implementing classification, you bl s ) ey (e (S ¢ all] 385 A (16 (10
will be able to build links between the adlige  sglagid Gl %fmf’m?“d'
records that assist in the retrieval and the Chmy\ (!
_ ofrecords. u—uj\ (-

a) Clarification Sl s C K ((GJ
b) Storage
c) Sorting

d) All of the above
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Module Six; Review Questions

1.) What style is arranged strictly
alphabetically?
a) Encyclopedia
b) Quality
c) Serial.
d) Dictionary

2.) What would use a digit grouping?
a) Purchase orders

b) Patient files

C) Invoices

d) Receipts

= — & —

3.) What may be necessary with large files?

a
b
C
d

~—

Group together
Continuations
Color coding
All of the above

—_ = =

4.) What type of subjects may be filed
together?
a) Large
b) Any
c¢) Small
d) None

sdudld) Bas gl) daal sa

?ﬁqg&yy\gﬁjﬂ\%@)ﬁ(ﬂggﬂ\u\ﬁu

33 gal) (<
bl (z

€ adl) anil) paiiy 38 31 Lo

)yl ‘)A‘}i (\
A (o
YLy (J

A i) (o

Al Sl (2

G laa IS (2

s e Sy Al Ao guim sall & 53 L

S
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5.) What will help determine if an elementary sl eloal Gl i S 13 Lo s (b sels W L (5
action should be included in modeling? fiadall
a) Legal requirements
b) Routine process 4o plal clllaial (i
c) Employers Aas s, ke (o
d) They are never included ‘
Jendl QL) (2
120 Leisanzat Y (2
6.) Why would intermediate levels not have Ao A Gl e A siall S siasall Jeani Y 1L (6
their own subdivisions? Sl Lalall
a) Not necessary
b) They would Losya o (0
c) To make room for elementary st (o
d) Space . _
A1) Al all Jlaall ~Lud) (2
aludl (2
7.) What is metadata typically associated with? fodle Aasijall ddua ll SUL (8 L (7
a) Paper records o )
b) Electronic records Al el (]
c) Hybrids A s Iy ) (o
d) All of the above tined (g

Slel 3yl IS (2
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8.) What is not a type of metadata?
a) Structure

b) Creative

c) Descriptive

d) Administrative

_ — T ~—

9.) The system of storingand _____ records
will determine how the records are
arranged and grouped and how files are
built.

a) Alphabetizing
b) Digitizing

c) Maintaining

d) All of the above

10.) What is considered the traditional
method of record management?

a) The cloud

b) Digital

¢) Encyclopedic

d) Paper-based

Sty ENW UL PN TN

fhioa sl UL e le s Y e (8

el (]
gl (=

= (@
Loy (2

S sl (g 535 aUad 23 (9
(lalall oLis) 488 5 Lgrpaniy
g s (
idailadl (7
Slelyygle IS (2

feSlad 313 Al 45,0 L L (10

) (i
(<@
=l (2
g, (2
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Module Seven: Review Questions Aaild) a3 gl) daa) e
1.) What does the subject-based method fg s sall o A 48, phall alalats o3l L (1
ignore? ‘
a) Legality el (!
b) Purpose oA (&
c) Compliance JiY) (z
d) Business

Ll Qe (2

2.) How many tiers are in the business fdlae ¥ aia Ay sl (8 il sl 220 oS (2
classification method? . )
a) None st Y (!
b) 2 2 (<
¢ 5 5
3 3 (z
3 (-
3.) What helps guide the creation of new Baaa il oL} 4 58 (B 2oy 21 Le (3
records? ‘
a) Folders Slalaall (]
b) Models kel (o
¢) Directories JN (2
d) Diagrams i
Al agu N (o
4) What happens when models for records go s Al sl Sl z3les 0585 Ladie Suaay e (4
too far? o ‘
a) Difficult navigation cadl da (!
b) Easier navigation el v (o
c) Depends on the records

OOl e adizg (2
d) Unknown . (e
e pe (2
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5.) What is necessary to navigate records

without subject groupings?
a) Model

b) Index

¢) Flow Chart

d) Nothing

6.) What will help determine the best

8.)

grouping?

a) Index

b) Model

c) Automated system
d) Regulations

How is metadata collected in electronic
records?

a) Conversion

b) Indirectly

c) It depends

d) Directly

What will guide the use of metadata?
a) Standards

b) Classification

c) Index

d) All of the above

—_ T~

QJ\}A\Q&WU}LQM\U&JM%J})&AJ&Q
z il (\

ool (<

S5 Bl (¢

;@1\2{ (.ﬁ

?kwwi;ﬁ&‘“;mwgmu

el (I
gl (@
S Hlail) (z
= (2

Jasadl (i
Ale e S (<

sl (2

faa ) cutilyl) e\JiL.n\ A g1 Lgﬂ\ L

aleall
ol (z
Slel )l IS (a
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9.) Electronic records lack the _ that
paper records have.
a) Subject
b) Familiarity
¢) Restrictions
d) Function

10.) Electronic records are not as limited
by _ and can be easily created and
accessed.

a) Creativity

b) Physical space
c) Tagging

d) Classification
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s A ASTY) sl 85 (9
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Jeli (i

aay (<
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Module Eight: Review Questions ALALY Baa gl) dal e
1.) What is necessary in hybrid systems? Aingl Lai¥ 3 g y5ma o L (1

a) Cross-reference ‘

b) The contract is changed Al Lyl ()

c) Itisinred Sl yas & (G

d) Itis struck through ¥ ol ) (7

doshia ) (2
2.) What should be kept in a single location? faaly OlSa A 4 Bl o Al L (2
a) New clauses )
b) New contracts By 35k ()
c) Process steps 3uaa dghe (o
d) A conclusion Aleall il sha (2
dalall (o
3.) What is easier for managing creative ety dinll e 510y e 8 Lo (3
record processes? ‘
a) Electronic s (]
b) Paper Gosll (@
¢) Hybrid :
d) They are all the same o
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4.) What is necessary when creative processes Sl 8 Lol Yl Slleall 345 die (5 )5 00 2 L (4
are implemented in electronic records? faa 5 Asly)
a) Expand the number of subfolders
b) Link metadata Lo LAl Claladl e gpugiy o8 (]
c) Use an index Lda ) i) Loy (o

d) Limit the number of subfolders .
T el (a

doe Hill lalaall e paad (2

5.) How many methods for accessing records f sl ) Jgasll 3k 22e S (5
are there? ‘
a) 4 4 (
b) 9 9 (<«
¢ 5
5 (=
d) 7 &
7 (2
6.) What is needed in a hybrid system? Sopadl sl G glhadll 0 Lo (6
a) File cabinets ' ‘
b) Shared drive Glalel) G5 ()
c) Printers A4S sl skl (o
d) All of the above Cladl (g

Slelaysle IS (2

7.) What is necessary to ensure hybrid systems — Sgesse JS5 duagl) Aalail) alatiul glaal 55500 s Lo (7
are used correctly?

a) ERM s zall Sl sl (]
b) Processes Gliled) (o
c) Policies sl (¢
d) Training

i) (J
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8.) What does excess documentation create?
a) Official copies

b) Confusion

c) Access

d) Nothing

_ — T ~—

9.) Even as more and more companies
attempt to go paper-free, it is not always
possible to remove ____ from the
records.

a) Tags

b) Labels

c) Paper files

d) All of the above

10.) Routine processes are based on
____ activities and exist in both paper
and electronic format.

a) Creative
b) Repetitive
c) Strategic
d) Basic

30 G55 ce iy I (8
dpan ) s (]
A Y (<
Jsasll (z

;LFJY (J

wuah;ﬂu&)d\wm)d\} ‘)A]\L_NJIAACA@;(Q

A ) Wl Saall (e (¢ A Gl Chlatiol)
Rut) B |

cladadl (i

4 )l ekl (z

Slelaygle IS (2
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Module Nine: Review Questions Aaulil) Baa ) daa) e
1) What is a primary value to an organization? s pall Aowailly L) il o e (1
a) Evidence ‘

b) Information il ()
¢) Administration il slaall (2
d) Outside the company Y (=
A,z s (a
2.) What is a secondary value to an P all Al 4 50 Al (& Lo (2
organization? ‘
a) Administration syl (0
b) Monetary Al (o
c) Legal A6 5 (z
d) Evidence
Jall (o
3.) What is true of macro appraisal? S A i) (8 misiall 2 L (3
a) There is one method ‘
b) There are different methods baals 45 5k i (I
c) Itis standard dalide 3yl Gl (o
d) Itis not used any longer e ) (2

piiiy el (2

4.) What is the approach in macro appraisal? f A puill 8 el 8 Lo (4
a) Top-down ; ‘ ‘
b) Bottom-up Jiul el 0 (]
¢) Broad el Q) did (e (o
d) Narrow |
& (2
Gaa (2
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5.) What results in the loss of information?

a
b
C
d

~—

Late disposal
Multiple copies
Early disposal
Regulations

= = =

6.) What is a trend exploration based on?

8.)

a) Agencies
b) Audit

c) Regulations
d) Artifact

How is a retention schedule divided?
a) Function

b) Type

c) Subject

d) Class

How often should retention schedules be
assessed?

a) Yearly

b) 24 months

c¢) 6 months

d) Every other year

el slaall G138 Y 505 M e (5

Akl alag (i
Badmia Fuwi (@
DSl paladll (=
RRURE

ol CaliSin) aalay D Je (6

sl (i

1Y) (a

Colatnl) Joan anadl ohy ol (7
kg (|
g s (@

grasd (2
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felaiiuy) J gl anli Cany B e oS (8
Lsiv (]
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el s (z
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9) ___are necessary for every records L la 3l gl JSV Ay 55 pa 9
management system. el (i
a) Labels :\“S ! (i
b) Folder.s L_Lu.\s.ﬁ\ (.G
c) Appraisals G las e 5 Y (2

d) None of the above

10.) How will you know which records to e Ll Y] gy A S3adl G i aS (10
maintain? o
a) Evaluate them peansy o3 (
b) Appraise them weij\ﬁ ((2
c) Ask the boss sl
d) AandB
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Module Ten: Review Questions

1.) What is the first step of a risk analysis?

a) Analyze risks

b) Find risks

c) Determine scope
d) Create priorities

2.) What does the risk assessment examine?

Function
Probability
Scope

All of the above

a
b
C
d

= — = —

3.) A risk analysis will benefit which type of

record?

a) Paper

b) Hybrid

c) Electronic

d) All of the above

4.) What should be discouraged?
a) Unauthorized storage
b) Electronic storage

c) Paper storage
d) All of the above

—_ T~

25 dilal) 5aa gl daal ya

¢ hlaall Jalas 3 (Y 5 shall L (1

Shladl diai (]
Dbl e Gl (@
Staill pass (z
gl paas (2

¢ Shlaal oyl dandy 521 Lo (2

k) (i
Juiay) (<
Sl (#
Slelaygle IS (2

¢ bl dalas gy Ca g S a1l 50 e g 5 6l (3

ESTN(

G (@

i85 Y (g
Slelaysle IS (2

fadafii oy M L (4

g adl e sl (I
s AN adl (@
Gusll LA (g

Sel 3,5l S (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

28



4 nn o
Mseeyat
cademy

Optimizing e-Learning

5.) How long are archives stored?
a) 7/ years
b) Indefinitely
c) 10 years
d) 5 years

6.) What should you consider when creating
an archive?
a) Security
b) Humidity
¢) Environment
d) All of the above

7.) What is a converted file?
a) Copy

b) Official record

c) Backup

d) Security risk

—_ — T

8.) Why perform migration?
a) Make the record official
b) Create a copy
c) Keep files updated
d) Begin conversion

Sl daall (A3 30 A L (B

& s 7 (i
e e dal G (@
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9.) Itis important to ensure records

b) Well organized
¢) Maintained properly
d) Color-coded

10.) It is better to preventa____ than
address it afterward?
a) Scene
b) Disaster
c) Problem
d) Situation

) () (e ST agal (0 (9
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