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Optimizing e-Learning

Module One: Review Questions

1.) What does the attention management

2

3.) What is the advantage of the intentional

4

increase?

a) The attention capacity

b) Productivity

c) The ability to focus attention
d) Creativity

.) Find the term which is not related to an

area of attention:
a) Responsive
b) Continual

¢) Intentional

d) Unproductive

work?

a) Faster task execution

b) Greater job devotion

c) More energy for the activities

d) Strategic planning and prioritizing
activities

) When does the unproductive attention

area occur?

a) When a person works too slow

b) When a person wastes time, for
example: chatting on Facebook
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c) When a person works too hard
d) When a person works without a
motivation

5.) What thinking problem relates to the
lack of attention?
a) The lack of thinking
b) Over thinking
¢) Narrow thinking
d) Uncreative thinking

6.) What controls how and what we think?
a) Our attitudes
b) Our mind
c) Our feelings
d) Our experience

7.) What does the Chinese term “Mushin”
mean?
a) “no heart”
b) “no mind”

c) “no problem”
d) “no thinking”

8.) What practice can be used for reaching

the Mushin?
a) Meditation
b) Sports

¢) Reading
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d) Sleeping
9.) What kind of sport is Xin Yi? Tl 2 bV e g 55 sl (9
a) Water sport Al ey
b) Team sport e leall Al ) (0
¢) Martial art odill e gl (58 (7

bl Ly
d) Athletic discipline bl bl (2

10.) Xin Yi can help us connect the Lay 358l 5 481 5 321 )Y oy ) (8 Wil Xin i oS (10
will, energy and power with: g
a) Body el (
b) Soul c;;ﬂ‘ (<
¢) Mind eﬁ: ((cJ
d) Speech
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Module Two: Review Questions rALD Bas gl) Azl e

1.) Why is focused attention difficult to
maintain?
a) Because of the external influences
b) Because it cannot be controlled
c) Because it is physically tiring
d) Because it is not a natural human
state
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2.) What level does the focused attention RO S 5 e ey 531 g sl 50 e (2
operates on? il (i
a) Physical daa o sadll (@
b) Physiological Al (z

c) Psychological
d) Psychosocial

doclaial s (2

3.) What is not one of the stages of the el siall slia ¥l dal s s2a) ale (3
sustained attention? syl s (
a) Grab attention BB s 58 (2
b) Expand attention plaia¥l eled) (@

c¢) End attention
d) Keep attention

4.) What causes the problems with the
sustained attention?

al.)f\l‘}“ ‘_A:; .1::5\; (J

¢ patouall alaia¥) JSLia o 5301 L

AR (i

a) Distractions LAl Jal sl (o
b) Internal factors bl =l (7
JusY) (2

¢) Emotions
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d) Laziness
5.) What is essential for maintenance of the f A alaia) e Bliall (5 )5 0 58 L (5
selective attention? e laall gaen et A glae
a) Trying to absorb all the information sl s Al ol g s ge e S i Algae (@
b) Trying to focus on one object or e S8y S °L“‘fn;” 45 (e
dss GL;A: ds )SJS ‘d)\AA (.ﬁ
message

c) Letting things happen naturally
d) Trying to remember everything as a

whole
6.) Marketing experts relate their rpeSlead (b Loy A3l Y aelils ) (3 gudll ¢) jd Loy 5y (6
advertising messages to their Alad) (i
customers' aall (2
a) Interests el (a
Gl (a
b) Age
¢) Education
d) Habits
7.) Find a situation that requires alternating 1o gal) plia ) llaly il go e Sl (7
attention: G sl (]
a) Reading a book 5 _palaall ¢ cillaa Sl o 523 (o
b) Taking notes during a lecture o Balde (g
: : SUOBAE (2
¢) Watching a movie
d) Writing a report
8.) What will determine the attention fhalaiall oY) 8 510} 22ap s3I e (8
management of an organization? Cals gl olmil (]
a) The employee’s attention Y1 sl Jaall cilile (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

5



4 nn o
Mseeyat
cademy

b) The working habits of individuals

c) The working habits of CEO
d) The attention of CEO

9.) CEOs have to focus on:
a) Internal and external attention
b) Individual and collective attention
c) Physical and psychical attention
d) Employer’'s and employee’s attention

10.) What sense is considered to be
the key part of the attention?
a) Touch
b) Hearing
¢) Vision
d) Smell
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Module Three: Review Questions LG Baa ol A2a) e
1.) Which of the following statements IS fraaa e 0 &l el Gl (1
NOT true? SV 50k ) aiuly Calaall a5 (
a) Goals are continually linked to ot paad g Loy Ll Cangy Al £ LAYL A (53 (0
Jusd

attention management . ) .
Lﬁ)SAlU@.H;d\ 6 simall e slaal) ey (z

a1 48483 Aai) yiul Caagll maad allaty (a

b) Writing down a list of things to do is
efficient goal setting

c) Goals need to be made on an
emotional and intellectual level

d) Goal setting requires careful strategy
and execution

2.) Which of the following IS NOT a vision fobe sy ol b e ) (2
statement? Silsal & kil (]
a) Considering your goals AL (e
b) Writing down Slay il eVl (7
c) Recognizing your values Alaiaall JSLEA (& Sl (2

d) Considering the possible problems

3.) Which of the following IS NOT true? frmmaa e bl gl (3
a) Goals must be prioritized el 5190 slae) g (
b) Goals should be ranked in order of ‘ L) s Calaa Y1 i 5 Gy (@
importance iy b Calaal sae e JalS JS8 585 aeall (e (z
) Itis important to be fully syl sont Tl (55 5 il ot if o
concentrated on several goals at Calaa )

once
d) Personal values and visions should
be used to prioritize goals
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4.) Which of the following is an example of

an A priority presented in Module Four?
a) Earn a promotion

b) Stay healthy by exercising

c) Become a mentor

d) Buy a house

5.) What is sensory gating?

6.)

7)

a) The process that the brain uses for
relaxation

b) The process that the brain uses for
concentration

c) The process that the brain uses to
adjust to stimuli

d) The process in the brain which
reduces our ability of adjustment

__is/are continually linked to
attention management.

a) Meditation

b) Distracting stimuli

c¢) Goals

d) Re-gating

Success, ona___ level,

demands effective goal setting.
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a) Personal

b) Professional

c) Aand B

d) Neither A nor B

8.) People often fail to reach their goals

because they ignore the aspect of

goal setting.

a) Practical

b) Emotional

c) AandB

d) Neither A nor B

9.) Why do we often fail to achieve goals?

a) Because we relax too often

b) Because we are too distracted by
other things going on in our lives

C) Because they are not that important

d) None of the above

10.) There is a direct connection

between the ability to filter out
distracting stimuli, and __
a) Meditation

b) Setting goals

c) Performance

d) All of the above
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Module Four: Review Questions “day) 1) 3aa gl Azl se

1.) Which of the following statements IS
NOT true?
a) Meditation affects brain activity

QC_\M)\Q@U&\ Q\JM\UALf\ (1

$laall Ll e i Jeli) (1

b) All types of meditation lead to same ‘ glesd
. _ o _ b el s sall (g daline Llail je gladll Jiiy (£
kind of brain activity affection Azl 25l Yl
c) The brain travels through different il sall Blaif 8 oSl ¢paniiaall Jolil many (2
e leall

patterns of brainwaves in sleeping
and waking states

2.) Beta brainwaves signal: U e leall s sall 303 (2
a) Wakefulness g (|
b) Deep sleep without dreams ol (32 Ge i (2
C) Relaxed consciousness ML e gy dﬁu\éﬁﬁ (GJ
d) Deep state of meditation, O e o (
hypnotization, or a light stage one
sleep
3.) Alpha brainwaves signal: Al ¢ Ladl il 5l 5L (3

a) Wakefulness

b) Deep sleep without dreams

c) Relaxed consciousness

d) Deep state of meditation,
hypnotization, or a light stage one
sleep
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4.) Recognize the type of brainwaves based 4l Glaslaall e 2l Leladll s sl ¢ 58 e el (4

N . \ G yaty G ¢ Lelaal) Cila gall Jaai Uayl s 12
on the following info: This is the slowest S (1 oyl S 22 > 5l 3 sa 18

Al el )04
brainwave pattern, moving at 1.5 to 4 )
cycles per second. Ei ((‘
a) Alpha o
b) Beta il (,;
c) Theta
d) Delta

5.) Recognize the type of brainwaves based Ul Slelaall e 2l Lelall s sall g 53 (e a8 (5
o) o 13 g ¢ A e (iaal) ﬁ&whﬂﬁbjd\a&@au

on the following info: These waves allow i ) ) .
9 ol el B ALY e ey o s o) (e b

people to recall facts easily, which is

sometimes why answers to questions i ((‘
seem to come while falling asleep. S
J asleep Ui (g
a) Alpha W (s
b) Beta
c) Theta
d) Delta
6.) Which of the following statements IS fraaa e 0 @l el e 1 (6
NOT true? e panall 5 Y L e leall Cila sl As je 8 (1
a) At Theta brainwaves stage a person adasaa ALIS A 50
is not fully aware of his or her o sl o 05 38 s il O g laal) B (o
. Cplaaviia elad) o Uy Cils sa
surroundings - el daton et 1 s 1Y) Wl hase 555 (g
b) Only experienced practitioners are U jall I Jpaasl) Galil) (g L Jil8 20a) oSy (3
able to reach Delta waves and still Obaiine () 535S Laie 4y il

remain awake
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c) Alpha waves promote creativity and
are associated with pleasant feelings
and tranquility

d) Only few people can reach beta
stage while they are awake

7.) Which of the following statements IS flasaia e 40 bl e Gl (7
NOT true? oLV 5 38 5l Lo laall Uiy il se lasi 5 (|
a) Beta brainwaves are associated with emand) Sall el sl cand Wl s je (0
concentration and attentiveness O ASTUS Gl s (ratha JS2 JULY) ‘Ejjj\ (c

b) Alpha stage is not the ideal state for s Lovie Wl sty Lol w B (s
intuitive thinking

c) Children naturally have more Theta
waves than adults

d) Few people enter Delta when they

are meditating

8.) Which of the following statements is frana R el e 51 (8

true? oSall e s a6l ddag jall Cila sall o s lase (]

a) Gamma waves are the waves Rt
associated with the ability to think Juail o 858l Al s sall o8 Ll e (<

_ il slaal) dallaa

creative . TP )

gt e B3l Aoy jall Cla gl o4 Lils Dlase (7

b) Gamma waves are the waves il sladll
associated with the ability to connect G lea g B Y (2

and process information

¢) Gamma waves are the waves
associated with the ability to
accumulate information

d) None of the above
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9.) Which of the following statements IS flainia e Ul @il e 6l (9

NOT true?
a)
b)
9

Gamma waves improve memory
Gamma waves keep senses sharp
People with high gamma brainwaves
are known to be happier or more
content

Frequency of gamma waves cannot
be increased by meditation

10.)
is true?

Which of the following statements

a) Each brainwave is connected to

specific activities such as sleep,

attention, meditation, hypnosis,

music and relaxation

Each brainwave can be connected to

any kind of activity such as sleep,

attention, meditation, hypnosis,

music and relaxation

c) There is more than ten basic
brainwaves

d) None of the above

5 SIA Gaun e Lela il e a3 ({

ool sall saa e Lals il g Laila (0

Leled Cila e agea) o) GalAIY) () G el (10 (2
ST s sina ol Balan ST Lala dlle

Jaldl) 33 5k (e Lls Glase 2538305 (S Y (3

S M @l L) e 6f (10

oLty g o il JLBJMML'&LAJZ\;)A JS Lo 5 (i
;&‘)MY\j‘ég.mjA\}‘f*\LW\ Hjm‘} d,qi;ﬂ\}

osill Jie LLall (g g 95 sb Aelas A0 IS Jay ) (S (@0
i sall 5 pulalinall oy giill 5 Jalill 5 oliaVl
PRI

Aol Leled Gla s pdie e ST Slla (z

G laa e B Y (2
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Module Five: Review Questions

1.) Which of the following IS NOT one of
the possible translations of the term
'mushin'?

a) No mind

b) No thought
c) No problem
d) No fear

2.) Which of the following statements IS
NOT true?
a) There are no exercises to increase
the chances of reaching Mushin

sdaldl) Bas gl) daal sa

" mushin” zlbead daisal cles il Ge gud b Lee sf (1

Jie ¥ (i
Y (@
A Y (z
Ay (2

[d

Gpdisa A Jsmasll a3 3 i a3 Y (]
2l 3yl B el Jiall (ol Y Leie sy Gudige (@
3 308 5

S e N ol el (e ol (2

osall 4 gy <y ol 8 Mushin casy (z

b) Mushin occurs when the conscious Mushin J ik cilshi 22 5Y (2

mind does not stand in the way of
the body and instinct

c) Mushin occurs anytime that intuition
takes over

d) There are no logical steps to Mushin

U e N )l (e 61 (3

refers to transcendental meditation? ¢ Ll

3.) Which of the following statements

a) It repeats sounds or words S St S (

L g e Uopas 38 5l Gl (<
SIS LSS |y R i ey (g
Alaa g go puglall ohy (2

b) It involves visually focusing on an
object

) It uses focused breathing and mantra
to explore the chakras

d) Itis done sitting with eyes closed
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4.) Which of the following statements IS frnaa e A0 el Gl (4
NOT true? Gl e s sall Jalill (e o sixiaall ayii Lo Wle
a) Beginners often benefit from guided JleeY) 4 812 s FSY) s skl Jalill (@
meditation with an instructor Jelll s 58 sl o Aally ndy o et 8 o (2

L A 5 kil ) slady g Aidia | jiilall O Galill Giany any (2
b) Transcendental Meditation is the (

most popular in a business setting
c) Each person can feel comfortable
with any type of meditation
d) Some people find mantras
distracting and prefer steady gaze

5.) What usually happens when the mind  ~ fAlaisall &bl il e Jaall 5 Lovie e Gy Dl (5

focuses on potential negative Jslall e Uyl Jiadl <5 (I
outcomes? da IS ddadll 385 Jaaisal) (e (2
a) The mind is also focused on the bl Graat e Jidl S0 (2

. é.\.u Laa ;@: N (J
solutions "

b) Itis impossible to execute a plan well

c) The mind focuses on improving the
plan

d) None of the above

6.) Which of the following IS NOT true? e e bl sl (6
a) Failure is often caused by a fear of Zladll e Casall e Jadl cu oS L Wle (I
success ) o Zlisg ¢ Alaiaall GEaay) e 585 ge Yy (<
b) Rather than focusing on the potential ity il e ):;3‘ "t‘f\ . i;:‘ﬁ:j: (
. 2810 5 agdlaa RS L Galll e Qolag) lad) (=
failures, people need to concentrate A G y ngllad
on the benefits of a successful plan o= 0 Alie LISy 5850 e skl (K Y (2
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¢) Remaining positive will allow people
to focus on their goals and execute
their actions accordingly

d) Focus cannot be controlled and it is
all a matter of subconscious

7.) What is meant by visualization? Al 2 patall 4 L (7

a) Drawing a picture of your goal gl 3 ) s ansy (|

b) Drawing a plan for achieving your goals il sl ddad oy (@
¢) A habit of creating a mental picture of a Gang 4l A Y 5 gl 4nd 3 pm (pSidale (g
goal and believing that it will happen G lae o2 Y (2

d) None of the above

8.) Which of the following IS NOT a step of el ddes (A5 shd Gl b Lea ol (8
visualization? NE W I
a) Relaxing Al (2
b) Drawing jﬁ: (¢
! a
c) Accepting ? (
d) Visualizing
9.) Mushin occurs anytime that Al paaall 8 s o ol A Mushin s (9
5% (I
takes over. WLl (o
a) Thought soasll (z
b) Emotion G e e i Y (2
¢) Intuition
d) None of the above
10.) Steady Gaze Meditation involves e ol S A 5 kil dals paaly (10
visually focusing on —_—
y gon —— Shla (]
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a) Thoughts GS (@

b) An object : \,”j‘ (€
¢) Emotions

d) None of the above
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Module Six; Review Questions

1.) Which of the following is one of the
four attention zones?
a) Reactive
b) Attractive
c) Radioactive
d) Disturbed

2.) Which of the following statements IS

NOT true?

a) The proactive zone maintains
relationships, budgets, systems, and
personal well-being

b) People in proactive zone work
strategically

¢) The proactive zone is where
everyone wants to work

d) Spending time in the proactive zone
increases the amount of time that is
spent in the reactive zone

3.) Which of the following statements IS

NOT true?

a) Constant email alerts are distractions
that take people out of the proactive
zone

b) Turning off email alerts is not a
helpful way for leaving the distracted
zone

¢) Things like emails and phone calls
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fall under the distracted zone

d) The distracted zone occurs when
other people monopolize your
attention

4.) Which of the following statements IS

NOT true?

a) Emails always need to be answered
immediately

b) You should not allow people to draw
you away unless it is a real
emergency

c) Things in distracted zone seem
urgent, but they are not really
important

d) In distracted zone, important time
and energy is given to other people’s
priorities rather than personal goals

5.) What is being wasted in the wasteful
zone?
a) Time
b) Nerves
c) Money
d) Ideas

6.) Which of the following IS NOT in the
wasteful zone?
a) Checking personal email
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b) Taking time to socialize elia¥) Jual 5ill 4l 5o e ALY (7

. . o -5 gyl ) lalie 3aLie
c) Looking at social media sites Y] el e Balda (2

d) Looking at online videos

7.) Which of the following statements IS Flasaia e B & Lal) e Gl (7
NOT true? sl 5 daga Ao ) paiuly Sl (Sadl e gl (|
a) Itis not possible to continually focus daliall e 1ay ling 3 jagal) dlaiall ol cluds LSN (G

Alad ol ALALY)
e Jandl die &) ganall 5 3] Jerds Gliy (2
‘;@A;ﬂ\ﬁdb!jcu)hy\&jweﬁgyuﬁc (J
zone keeps you away from proactive dalaie & Gl (e el el aa ¢ Gaddll Jgaa
zone is not efficient el

on a single task
b) Reminding yourself that wasteful

c) Turning off mobile devices when
working is useful

d) When time to relax and regroup is
not included in a person’s schedule,
more time will be spentin the
wasteful zone

8.) The attention zone determines S dalnylsla) dihie 2a3 (8
. fraidl gl e (I
productivity as well as patdll Sl Shsee (
Gl JLl ke (<
a) Personal stress levels ol (g
b) Amount of money made Gy (e
c) AandB
d) Neither A nor B
9.) In which zone do managers spend most Toells ol (s paall oy Ailaie 5 (4 (9
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of their time?
a) In the distracted zone
b) In the wasteful zone

¢) In the reactive zone
d) In the proactive zone

10.) How can you leave the distracted
zone?
a) Turn off email alerts
b) Create a time-blocked schedule
c) Set boundaries
d) All of the above
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Module Seven: Review Questions sAaludl 3aa gl) daal e

1.) Which of the following statements IS frmaa e A0 &l el G gl (1

NOT true? e g sleny ot 5 (il SMART Galaad 2 (I
a) SMART goals guide people as they O Y) ¢ aadl lalae) (8 Gl | sl L35S (e 2 )l (2

works towards an end Calaay) et e 3 Cud SMART il

b) While they are a staple in business Ll e 23 i W) e SMART u\:ji\ (z
settings, SMART goals are not able A il K (
to motivate personal goals
c) SMART goals eliminate confusion
and increase satisfaction
d) All the statements are true
2.) Which of the following IS NOT one of falaa ) Giatl A jualiall 2l Gl b lae 1 (2
the three P’s for achieving goals? sl (]
a) Positive sl (@
b) Present ol (z
: iaaddll (2
c) Professional
d) Personal
3.) Which of the following statements IS frana e Al el Ga sl (3
NOT true? Judly V) gy o Aadalad) Ay lally Calaa¥) (e ol @Y1 (]
a) Approaching goals the wrong way Lla¥) e (i) aie 8 453U Jm\-'vd“ el of (Kay (@
will only end in failure ol B A e il Siay o P A US’“ (€
b) The three P's can help prevent faga augg\udsm (s

people from becoming discouraged
c) The three P’'s can motivate people to
keep moving forward
d) All the statements are true
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4.) Which of the following are features of CSMART il < s s Lbea 61 (4
SMART goals? gl b e aidla ¢ Jpaeill QW ¢y guaill QB ¢ als (]
a) Special, Marketable, Adjustable, lial)
Relevant, Timely Gl s Al Dld g Lgtiiad (Say g bl AL 5 3aaas (2
. . ulial)
b) Specific, I\/I.easurable, Attainable, s Auidlie 5 Ll Uy s (S Gl AL 523 (i
Relevant, Timely il < )
c) Specific, Measurable, Accessible, sl (B oaB 55 AT Sy s el LBy (ala (2
Rational, Timely bl
d) Special, Measurable, Attainable,
Realistic, Timely
5.) Why is the SMART way particularly foala JSi 33ie SMART 48,k 3L (5
useful? S el Jaadl Jaas L3y (]
a) Because it makes job much easier Hilaal paai e el i (<
b) Because it helps you define your sl 8 e haal ) (g3l A sk sl ks Y (2

&yi@&&m&axmm‘y (2
goals

C) Because it breaks the long-term
goals into short-term goals
d) Because it helps you to achieve your

goal faster
6.) Which of the following statements IS Crmaa e Al &l jlall e 51 (6
NOT true? dpadddala LY G ) sl dtd) e (]

a) A goal that does not meet a personal 4l dswasll Yidia) Jif Lpaii dala ol Y M gl (@
g1 aas I SMART <alal zUas (7
i ¢ ¢l Aalall SMART <ilaal il sl of axai Lavie (2
il il ol 5 daail Lgandiins ) jpleal) (s aladil
need is less likely to be reached Lalal)

need is impossible to reach
b) A goal that does not meet a personal

¢) SMART goals need prioritizing
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d) When you prioritize your SMART
goals, you can use the same criteria
you use for prioritizing your general
goals

7.) Which of the following goals is marked
as a B priority in previous module?
a) Create a schedule for the week
b) Learn a new system in a week
c) Earn bonus in two months
d) Exercise three times a week

8.) Which of the following statements IS

NOT true?

a) Once a SMART goal is created, it
needs to be evaluated

b) Itis important to review goals
periodically

c) Circumstances change and changes
will affect goals

d) All the statements are true

9.) What should you do when you meet
new requirements or personal visions?
a) You should adapt your goals
b) You should stick to your goals firmly
without changing them
¢) You should create new goals
d) None of the above
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Caclemy
10.) Which of the following IS NOT
among the most important questions
for evaluating the goals?
a) Is it SMART?
b) Does it follow the three P’s?
c) How challenging is it?
d) Is it a priority?

Module Eight: Review Questions

1.) What does the one minute rule imply?

a) Completing any task that takes a
minute to be completed

b) Completing only a part of a task in
one minute

c) Simplifying some undemanding tasks
so they can be done in a minute

d) Taking one minute break each fifteen
minutes

2.) What is the best advantage of one
minute rule?
a) It reduces the amount of tasks
b) It simplifies the tasks
C) It prevents the tasks to pile up
d) None of the above

3.) Which of the following statements is
true?
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a) Schedules must be firm, since loose Il e (el sV e s ) ALl elladY) (e (2
L bbadll e cllaslll joaey & 55 40

_ AleSly Jsand) o sede ity Jsaall 8 il g 56l (7

b) A common mistake that people shal e Gabiui¥ Ly A Akl Uiyl e (o
make with schedules is leaving some Al A jia Lelaa i 3))

schedules waste your time

moments unplanned

c) Any kind of change in schedule ruins
the whole concept of schedule

d) A common mistake that people
make with schedules is making them

too strict
4.) What does the five minute rule suggest? Ty Guadl) 3208 a5 Bl (4
a) Completing the tasks that take five LSy 38y (et (3 yxind ) slgal) JuS) (1
minutes to be completed GlEY Guad (8 dagal) (go Jaih ¢ o JLaS) (2
b) Completing only a part of a task in @t O] (S Al e ol U“"’j“““ (€
five minutes S ot

Tage JS e e LgiiY) amy (538D ued 3add Aa) jisd A4 (2
c) Simplifying some undemanding tasks

so they can be done in five minutes
d) Taking a five minute break after
completing every task

5.) Which of the following IS NOT one of Losie: 58 3l salaind il shadll (saa) iy ¥ Gl Lea gl (5
the steps for regaining focus when you Flia e 0555
are overwhelmed? asill (i
a) Sleep (@

s (el (z
b) Stop Aaly @l (a
c) Start all over

d) Take breaks
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6.) Which of the following statements is Somaan AN < jlall e 61 (B
true? llladl A aSaill 55 Loy 4y 8 o] pe il ({
a) Feelings are not strong enough to Alladl 5 oS o jeLiia ¢35 YT agall (10 (2
control your actions el L (8o Al sl ind Jadod) 00 (2

Sllad)

b) It is important not to let your feelings B leo e g2 Y (2

control your actions

) Itis impossible to avoid the
moments when your feelings control
your actions

d) None of the above

7) Staying____ s easier said than il e el Jsl Sl (7
done. gl (
- 5 R e (@
a) Motivated Jaall i Al (z
b) Focused G laa e 5 Y (0
c) Late at work
d) None of the above
8.) What examples were offered as tasks to Ot (B LlaS) o plea Lol o ) ALY (0 Le (8
L . faagdy
? ;
be c?mpleted within a minute® 6,y kin (1
a) Filing a paper Lol ASall o 50l a g (0
b) Putting office supplies away oo et (z
¢) Washing a dish B EURSTISTSNNE
d) All of the above
9.) help people focus and manage Juadl IS gy 315 S (e ) el E—
their time better when they are done Tpmn S é,h ¢ E‘m
el (\
correctly. Jshall (o
a) Feelings alal) (z

b) Schedules
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c) Goals G laa e 2y (2
d) None of the above

10.) Why do we often find it difficult to b DAYl (B o) e S (R paa 25 1L (10
¢ 3 il
’? -~
stay focused sl e s 350 (
Lalisil o jaay oo Wily @llia (o
b) There is always something to distract el dual ) Jil g caind Jiniesdl (4 (7
us G L g i Y (2

a) Staying focused is an unnatural state

) Itis impossible to avoid social media
d) None of the above
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Module Nine: Review Questions rdaulil) Saa gl) daal e

QC_\M)\Q@U&\ Q\JM\UALf\ (1

< gl b L i ) dgd i) A1 Jhlai Lesale (]
Jushll gaall e Al lia gy i S5 sl

4 bl ) 2 lss ey oLl da s Wils ¢ Jlalad Ladie (o

LaltY) e s sl (7

33 pale dplee g (gl (3

1.) Which of the following statements IS

NOT true?

a) We usually procrastinate with leisure
activities that gratify us for the
moment but hurt our chances of
long-term success

b) When we procrastinate, we put off
doing what we need to do

c) Procrastination is the enemy of
productivity

d) Procrastination is an intentional
process

2.) Which of the following IS NOT among Fallbeall s I Sl 0 o ol b bae 61 (2

the main reasons of procrastination?

Jud (i
a) Boredom Jusll (<
b) Laziness ifjj: ((GJ
c) Stress
d) Fear
3.) Which of the following statements IS fraaa e Al @l Gl (3
NOT true?

a) Each person procrastinates for
different reasons

b) Identifying the reasons for
procrastination will help people
overcome it

c) People who procrastinate are

Ailine (bl padd S dbley (I

ledle il e (il s Uugas Allabaall ol 39385 (o

o s AS (5158 L dale ¢ sthlay cpdll pald3Y) (7
O i

Go Juadl apda JS80 £ LudY) (50a 0 i) pany (3
o
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generally lazy and irresponsible
d) Some people naturally delay
gratification better than others

4.) What is the key to gaining success?
a) Prioritizing
b) Making firm schedules
c) Forcing yourself to work harder
d) None of the above

5.) What does the 15 minute rule imply?

a) A 15 minute break should be taken
after every working hour

b) Larger tasks need to be simplified so
they could be done in 15 minutes

c) Each actionable step on a project
should take no more than 15 minutes
to complete

d) None of the above

6.) Which of the following IS NOT a way of
overcoming procrastination?
a) Giving yourself a reward
b) Asking for advice
¢) Having clear deadlines
d) Asking for more time

7.) Procrastination is the enemy of ___
a) Goal setting
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b) Productivity
¢) Having clear deadlines
d) None of the above

8.) The fight or flight response is triggered

d) All of the above

9.) What does the 80/20 rule suggest?
a) Giving yourself a reward
b) Asking for advice
c) Perhaps a task doesn't have to be
done
d) Asking for more time

10.) Rewarding yourself for a job well
done will leadto
a) Procrastination
b) Positive reinforcement
c) Personal motivation
d) Band C

Lnsh it s s 3S0 (

Lialibi) (8 poan "‘L;"” Lala ellia (g_a
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Module Ten: Review Questions 1 _dilad) Baa gl daa) ya

1.) What does the 80 / 20 rule imply?

a) The 80 / 20 rule states that the 20
percent of our success comes from
80 percent of our actions

b) The 80 / 20 rule states that we need
to focus on 80 percent of our most
effective actions

c) The 80 / 20 rule states that 80
percent of our success comes from
only 20 percent of our actions

d) None of the above

2.) According to the urgent / important
matrix, progress Is:
a) Not urgent and not important
b) Important, but not urgent
¢) Important and Urgent
d) Not important, but urgent

3.) According to the urgent / important
matrix, routine tasks are:
a) Not urgent and not important
b) Important, but not urgent
¢) Important and urgent
d) Not important, but urgent

€20/80 sacld i 13l

il inlas (00 Bl 20 o e 20/80 saclill pati (1
Lladl (g ALl 80 0

80 e Sl M dalay Wil e 20/80 saeldl ali (o
Alels Wael FST (e a8kl

il Ul (e ALalL 80 of e 20/80 322l paii (¢

G Lan c«gﬁl Y (.J

Dsp ) (8 ¢ Aage [ Alale A8 diadl i
Loge g dlale cand (]
Sale Gl (K15 aga (@

dales o (2
ALLQL@AS!}‘M@.AM (J

ro it g )l algall b ¢ dega / Alale 4d shiadl G
dage g dlale cud (I
Sale gl 08l pge (=
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Alale LS ¢ daga cand (3
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4) What is the name of the “no” type of flelhiiyl oo dalaill " Cislul nl 58 Lo (4
approach for dealing with interruptions? salaa Y (I
a) Neutral No T\ Y (W
b) Negative No V(e
ey (2

¢) Positive No
d) Assertive No

5.) Which of the following is not listed as a Y el phadin¥ dasai€ asl ) wb ol (b lee ) (B
tip for using the positive no? Y 8 S ¢ dalall GBS dlleal) Aalill e allall 5 S (i
a) Empathetically repeat the request in Sha bael 5 Y B (@

el w90 Jladl il ma s 5 Y B (2

your own words, and then say no = -
omali ) g Y (2

b) Say no, and then give an alternative
c) Say no and then briefly clarify your

reasoning without making excuses
d) Say no without any explanation

6.) Which type of approach is most e il 5 gl sanl) GaladB i) 2 el e g 55 51 (B
appropriate for aggressive and o)) S3 g adaldll byl elay (]
manipulative people? Y J A ¢ dalal) bl uleay cllall ) S5 (@

a) Providing an assertive refusal and Gl B4k Y J (2

— s Ja iy ¢ Ay oLl axal il slac) g ¢ pad J (2
repeating It

b) Empathetically repeating the request
in your own words, and then saying
no

c) Saying no followed by an honest
explanation

d) Saying yes, giving your reasoning for
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not doing it, and providing an
alternative solution

7.) Which of the following IS NOT a reason Faliy) Alae 50l G 30 ¥ G Laa 6l (7
for a productivity journal’s usefulness? il e v (|
a) Itincreases your productivity iy i ol Al jeday (<
b) It shows you where you spend your S5l o e daeloy (g

) Sl ol clafadin) 3.8 (saa &l uia gy (2
time =ax

) It helps you evaluate your priorities
d) It shows you how efficiently you use

your time
8.) Which of the following IS NOT Pl Alaal s e Gl b Les 1 (8
something necessary for a productivity ihayl (0
journal? Ll JS 8 4naiy 3 Gl gl (oo
a) Activities Bl dagis 5l ol (&

b) Time spent on each activity (

c) Progress or outcome of the activity
d) Details about the activities

9.) What is “rocks in a glass jar 5 alke dala S8 n (A el a e L (9
demonstration”? U saall dpeal o il deddioaall 4yl (]
a) Technique that is used to illustrate iy 1Y) 2n3 aal a5 deriiundl) L) (0
the importance of scheduling A e (<

Sl S nl e ] oA A (0
b) Technique that is used to illustrate hlaial) Sl Apan) mana il @22LS A58 (

the importance of establishing
priorities
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c) Technique that is used to illustrate
the ways of improving productivity

d) Technique that is used to illustrate
the importance of logical thinking

10.) Which of the following IS NOT an b osiall (et (b Latia | peate Gl G Laa sl (10

element used in “rocks in a glass jar Maala)eles

demonstration”? el (i

a) Sand =all (@
sl (z

b) Pebbles G

c) Water

d) Shells
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