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Optimizing e-Learning

Organizational Skills
dpalali &) Jlgea

Module One: Review Questions

1.) What is one reason we do not remove our
clutter?

a) We make excuses

b) We like how it looks

¢) We find it convenient for our stuff
d) We wait for someone else to do it

2.) What is one way we can "Just Do It" with our
clutter?

Move it all to another room
Put it off for a better time
Work on one area at a time
Make someone else clean it up

a
b
C
d

_ T

3.) Why do we commonly feel as though we need
to keep something?

a) We like the color

b) We need it to keep it for a friend
c¢) We want to donate it to someone
d) We might need it later

4.) In general, we only need about of the
items we keep.

a) All
b) Half
c) One quarter

A Bas gl Axal e

Ll aia ofl) A 3) pre land 2] 58 Lo (L1
DY) g (I
Sw S ad el (@
UeladY Gulie sans (g

Gl Ll JAT jadd plaiis i (2

e el SLal" LA (e Wiy (AN 3kl saa) 4 L (12
flual o gl

oAl d e S Ll (|

il il alials (@

Efds‘"ﬁoh\jm‘;dud\ (C

aalhyy AT Ladd Jaal (2

o ooy Laliia D dalay Wil ale jais 3L (L3
Ol s s (T
&MJA_.\ 1. o .x 4%1:\;_.\ (‘.4

L paddlle g ol 1) (2
EaY 4aliai 8 (2

Sea ) L i ¢ ple (<G (L4
L s 1)
el (0

& (¢

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

d) None

5.) What is an advantage of the Three Box
approach?

a
b
C
d

~—

It is the fastest method of cleaning
It can be done with a friend

It forces a quick decision

It increases our charity donations

— —

6.) What is a disadvantage of the Three Box
approach?

a
b
C
d

~—

It can be time consuming

It forces us to get rid of our stuff
It can be boring

It can be overwhelming

— — =

7.) If items are not in a proper place, they can
make the area seem

a
b
C
d

~—

Friendly
Cluttered
Inviting
Eccentric

—_ = =

8.) What is one suggestion when discovering a
proper place for things?

a) Throw older items away

b) Stack items on top of each other to make
room

c) Try to store everything in one room

d) Evaluate available storage spaces
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9.) When you find yourself among the stacks and T sil) a5 ol clS 3l 482 5l 0 (.9
piles of stuff and items, it can seem _____. Jub¥) agdi e (0
a) Fun Qldl (@
b) Exciting ¥l e (2
c) Overwhelming e
d) All of the above et
10.) Which of the following is a helpful tip when w2 Lo ) (el afendiul (o) o iZal) gl 58 L (110
trying to organize? fo ol JS alad
a) Decide where everything goes Sl ey A e am (1
b)) Mate a Ic'alendar LD il yal g (2
c) Make a list
Caulay Lall (~
d) All of the above e
Y (2
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Module Two: Review Questions A0l Baa gl A e
1.) What is an advantage of writing things down ey o5l dpanl cLudW) (05305 300 o8 La (L1
to prioritize? Jaen G5 le @l ay of oSay (I

a) It can be done on pretty paper 80 S Pl e h o S5 Ly (@

b) It makes us focus on one thing at a time Cle gane 8 40 olidll Koy (7

c) It can be done in groups

by ool asand Jeadll (e Jama (o
d) It makes it easier to prioritize tasks pleall sl Jendl (10 (

2.) Writing things down serves as a what? 913le Aliay o LpY) A0S (12
a) Chore list At N due¥l A48 (
b) Quick reference & g e (@
c) Visual aide s ele (z
d) Reminder system LS (s
3.) How many boxes are used in the Fioge [ Alale 48 8in0 8 daddiual Guiliall 2 oS (3
Urgent/Important Matrix? s (
a) Eight A (o
b) Three i)l (2
¢) Four (e
d) Two O
4.) How does the Urgent/Important Matrix help L 5 padati 8 dagall /[ Alalal) 48 siindl) Laelud s (4
us organize our time? Aoyl (s2as ¢ 4 Al Cony Le ddyee Ul iy (
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a) It allows us to see what needs to be done,
and how quickly

b) It takes time out of our day from doing
other things to create it

c) It creates a chore list for us to follow

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

5.) Why is it important to divide a large list of
tasks into smaller groups?

a) It allows us to micromanage our life

b) It makes our to-do list less overwhelming
c) So we don't miss something we need to do
d) To easily assign them to someone else

6.) Which of the following is one example of how
tasks can be divided?

a
b
C
d

~—

Things to do at work

Things to do this week

Things to do later

Things to do for the “Accounting” project

—_ = =

7.) What is the purpose of the 80/20 Rule?

a) It makes us organize our time by focusing
on the important 20% of things

b) It tells us the way to clean each room

c) It makes us organize our time by focusing
on the important 80% of thing

d) It helps us decide how we want to
categorize our to-do list
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8.) Which if the following is something that can
be divided by the 80/20 Rule?

a
b
C
d

~—

The number of folders to be filed away
Organizing the new storage closet

The number of emails in your inbox
The list of daily tasks/projects

— — =

9.) Sometimes we confuse our urgent priorities
with

a) Trivial things

b) Time thieves

c) Our important priorities
d) None of the above

10.) The ___ is about being organized while
doing what you want in your everyday life.

a
b
C
d

Time schedule
Calendar
80/20 Rule
Size of job

—_ I~
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Module Three: Review Questions 4G Bas gl) dxal e
1.) What is the main advantage of having only OeliBy Al panl Lo dal g o 585 3 g ) a1 8l (o La (1
one calendar to schedule your time? daline o) il ale J geanl) Wiy (]

a) We can get it in different colors 2238 Alla 8 A geun allauind) Sy (@

b) It can easily be replaced if lost Jal b oS gl A s o oS (z

C) It can go anywhere in the house

Ll z sl 5 gz sl Jaall pie b ae b (2

d) It helps prevent double booking or missed
dates

2.) Using a master calendar helps us get better e Sl ISy adaiill 8 o 1) o ) aladind Lne Loy (.2
organized by helping us do what? $1alay i) e Wil DA

a) Improve our handwriting skills Lol al Jad i jlea cpuen (]

b) Reduce paper reminders and notes illaa Sl 5 438 5 5l el Sl Qs (o

C) Increases our portability e e

: : Jall Wbl (e 3 3 (g
d) Reduces our need for different color ink oex (2

oens Ailide Ll yim 2DBY Liiala e JB (o
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3.) Setting deadlines for ourselves gives us what?

a) A sense of accountability
b) A problem to solve

C) A sense of power

d) A headache

4.) What is one useful tip when setting a
deadline?

a) Use ink, not pencil

b) Post sticky notes around the office to
remind you

c) Pad your deadline with extra time

d) Write it down and forget it

5.) What is a benefit of removing or limiting time
wasters?

a
b
C
d

~—

It helps improve concentration

It clears up your schedule

It makes everyone else leave you alone
It makes room to take a nap

—_ = =

6.) Which of the following is considered a time
waster?

a
b
C
d

~

Writing on your weekly calendar
Checking email messages

Checking references for an assignment
Verifying client information

_ = =

7.) Which of the following is a circumstance we
cannot control?

Pl Al s ) gall daa Uhaey 13Le (13
Uelusdlly Hgall (]
el g AlSs (@

358l slua) (2

t\dm (a

e 2o 50 a3 die Badall dapaill 8 L (4
saball alf Gals ) aasiinl (]
& pSal il J ga AbaY Glaadle pia (@
dl alall el 2o 5l i i) By gom (7
bl g Leis) (o

9 gl gl (e 2all S A1 3) 520 W (5
OSSN Cpen e 2ol (
<y paldll eV Jsaall e sy 4l (2
A3 jie S iy waanl) Jony (2
L8 28V i) o (2

0 oll darian yiiny b Las 1 (.6
<l palall o sl aysill Ay (
s AV 2 ) il (e g8 (o
alsll aal pall e Gl (2
Jaanl) e slaa (e @l (3

fatle 5l Sy ¥ Gl g b lea 1 (L7
Jeall 443 i Lo jpas (I

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

Q
~—r

Changing what you wear to work

Taking a different route to the store
Checking text messages while in a meeting
Weather

REARS)

8.) What is one way we can cope with
something we cannot control?

Eat a pint of ice cream

Try to find a way to control it
Control how we react to it
Give up and do something else

soge

9.) Your schedule can get busy and sometimes it
can seem like there is/are not enough L

a
b
C
d

~—

People to help

Hours in the day

Space in your email Inbox
None of the above

—_ = =

10.) The best place to put your master calendar is:

a) On your phone
b) On the fridge

¢) By the front door
d) All of the above
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Module Four: Review Questions day) ) Baa gl daa) pa

1.) What is an advantage of using a day planner? a ) e A3550) € 0 ot e (.1

a) They come in different colors dabise o) M 8 sl (d
b) It's portable to keep on hand sl Jgliie b 4y B pane 43 (e
c) They are too big to lose somewhere ) ‘ ‘
d) It can stay in one place at all times be e B lsmia U e ST 2 (c
CREP)| PV RN P LR DN IS VR R
2.) The key to keeping an efficient day planner is Tl 58 Jlad oy babiae o Bliall £l (12
to what?

oY) s a5l )il (I
a) Use black or blue ink )y OSa A L Liial (@
b) Keep it in one place
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) Use it only for work U E e N (a
d) Update it regularly ATl 4iaaty o (3
3.) When we finish what we start we have a sense iy (ubusn) Liaal 065 ¢ T Le (0 (i Laie (.3
of what? Sl
a) Accomplishment DN (@
b) Disbelief o (z
c) Sorrow 13 (2
d) Humor <
4. If we do not finish something that we have f13lay o US 5 o O ¢ ol oo e (68 o1 1Y) (L4
started, it can leave us feeling what? saaa (|
a) Happy b (<
b) Relieved b (2
c) Depressed .
™A Q
d) Bored ) (
5.) Why is it important to focus on the important YV ) dagall pleall e 58 Sl agal) (g 131 (L5
tasks first? Lane e alge Bl s of (Say (]
a) We could waste time on useless tasks 3eSll 5 ) gaaall Jiss of LSy (o
b) We can lose sight of the big picture oAl el e DLl i of Wiy (z

¢) We can get bored with other things

) ) aLJS dm yu e i ‘e ’ 3
d) We can feel overwhelmed with everything st S e YL i gl S (

6.) How can you help yourself focus on what is e 58 Lo o 35l 3 i aelud o WliSey 05 (.6
important? saal 5 5 5a 508 S Jaii of Jala

a) Try to do everything at once Clae JS il alae Ll (@
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b) Set a timer every morning
c) Write multiple to do lists
d) Divide tasks to focus on first

7.) What is the benefit of doing quick tasks right
away’?

a) It allows more time and concentration for
other tasks

b) It gives us an excuse to take a break
afterward

) It clears up more of our schedule

d) It gives up more room to add more chores

8.) When tasks are done right away, they can
what?

a
b
C
d

~—

Make us want to do other things
Be added to another list later
Make us more tired

Be crossed off of your list sooner

—_ = =

9.) Which of the following is a tip for using a day
planner?

a) Put your contact information in it
b) Update it
c) Use the Notes section
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Al elasl alall &y i st
GaY iy g Al Al ) Gl (<
L ST Lt (2
dale Gliald o lgshad oy (2

fasall lahada aladin dapai a) b lee 6l (9
agb &l Aalal) Juaiy) Cilales pa (1
Adaa (@
GlaaSlall and adiil (g
Slelaysle IS (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



4 nn o
Mseeyat
cademy

Optimizing e-Learning

d) All of the above

10.) How can a person become better organized? ¢ il S5 Wl gy o Gl Sy 25 (110

. il i i Gl (1

a) Clean out your home office Sl 2 ol (

b) Update your schedule at work Janll 8 ey alall a3l Jsaadl duass (@

c) Buy a day planner oz bhiaed (2

d) All of the above Selsyy b S (o
Module Five: Review Questions Aualid) 3 gl) A2 ja
1.) What is one advantage of keeping a physical felad (55 a5 plany BlEAY) & e s (& Le (L1

paper storage system? Uas 4 gle Clalaa 8 Lo BliiaY) iy ({
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a) You can keep them in pretty colored
folders

b) You have a hard copy reference at all times

¢) You can put them in any room in the
house
d) You have everything you would ever need

2.) What is an advantage of a paperless storage
system?

a) Anyone can have access to it

b) It can be moved again and again

) It takes up less physical space

d) You can change it back if you don't like it

3.) Why is it important to keep a filing system
consistent?

4.)

a
b
C
d

~—

Files/folders can be misplaced or lost

It can confuse other people

You might use the same name twice

You have to make sure you have enough
color tabs

— = =

Keeping your storage and filing methods

consistent should ___ your organization.

a) Complicate
b) Change

¢) Lengthen
d) Improve

Gl Y aaen 3 A5 A g el (@
asliaile S el (o

T e a3 alais e 8 L (12
leall Jsall ot (Y S (I
) S5 1) e 4l (S (2
o ole Aale 35 (2
Hinay ol 13} AT 550 0 ppai diSay (2

eclilall aUas Gl e sl agall G 131 (.3
i f LS ye b clalaall / clilall o685 of oS (1
O A i o R (@
O e ) dd aladi) Gy (&
B8 A sle cw st Aldle 2 ga g o KLY clde (2

bl 5 e 3 b Gl e Blaall 0 of oan (4
RECE &, 1alal)
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5.) What is one way to keep files time sensitive?

6.)

a) Keep numerous piles and stacks

b) Throw anything away that is not current

¢) Label bins and folders with dates and times

d) Check everything periodically to double
check the dates

In order to file time sensitive information, what

piece of information is most important?

1)

Date or time on the document

Who the document is addressed to
Where the document came from
Where the document needs to be filed

~—

a
b
C
d

— = =

What is one benefit of archiving files and

folders?

a) It clears up space in the filing cabinet

b) It allows you to keep files for long periods
of time

C) It can decrease available space on your
computer

d) It allows you to micromanage your files

8.) When archiving files and folders, it is
important to do what with them?

a) Keep them in alphabetical order
b) Make them color coded

0 5l Aulia ikl e Blaadl s ol 48 ylal) & L (5
Galaal 5 al Y1 e el e Lils (i
o it sl gl 0o Ll (2
B Y 5 o)) silly Colalaall 5 il slad) ety A8 (2
Oo Gl Adebiaal ()50 S e o8 JS e 383 (3
F) sl

o slaall o Lo ¢ ol A il shes w8 Jal 0 (.6
Siaaal <Y

atiall e gl gl gl (i

A8 5l s 58 oy (gl (@

ad gl el ool e (g

felalall g il did i sl L (.7
ALY A b Jadl) e (|
Ol e Al gha i ial by Blaia YL @l sy (-
el Jlen le 8 il el JBs of oS (2
ey palad)
Gaa JSy elilala 3 Hlab @l ey (2

Sagra 13l Juii () agall e ¢ Clalaall g cilalall 485 5 2 (L8
gl i i g Ladia) (]
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c) Keep them in a separate location than your e i O g e s (2
everyday files
d) Designate who should take care of them

9.) What documents could you keep in paper 13051 (A3 (B Le Lliia Y] Sy Al Gl L (9
storage? le a¥l s bl (
a) Policies and Procedures Gl Sl (@
b) Training Manuals < sl (z
c) AandB ;
Yoly (2
d) Neither A nor B T (

10.) Where could you keep any archived paper TA85 ) 5l A5 1 G 383 o ey lEAY) Vg5 )8 el (10
storage items? Lo dalall clalall &30 3 e il ¢ ) 3 (1

a) In the bottom of a filing cabinet sl eiSa 0 (B (<

b) In the top desk drawer L A )ity 8 (g

c) On your desk

M‘@w‘u&@ (2

d) None of the above

~
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Module Six; Review Questions

1.) What is the benefit of keeping your items
within arm’s reach?

a) Waste less time getting up to get
something

b) Makes it feel really convenient

c) Allows us to stay in one place at all times

d) Ensures we don't lose anything

2.) What is a consequence of having to leave our
desk to look for supplies?

a
b
C
d

~—

We can get bored with our current project
It makes us more tired

We can lose focus of the assignment

It allows us to take extra breaks

—_ =

3.) Why should we only have current projects on
our desks?

a) It helps keep the desk clean

b) Having future projects can make us feel
overwhelmed

C) It makes us stay on schedule

d) Having other projects can cause confusion

duualid) Bas gl daa) sa

) Jslite b clual el olay) 5ald L (1]
e oo Slo Jpeanll BlaiY) b Jil Gy aaai (]
[FNEEN P PRe. AP PPN
Y aan 8 2a) s S 8 Ll W masy (2

;@giﬁymiM (2

o ol B i ) s e (2
flalaaly!
Al Ui 5 s o Jlally i o iy (]
dagall 3 55 diw of Wiy (z
dilia) dal ) el i 32l W ey (2

Ll e el i) Jas Wyl o 6 of sy 13 (13
ks iSall e Lliall 8 aeley (I
GV e Uaay o (S dliiie a b 35a 5 (@
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4.) Projects you have finished should
instead of remaining on the desk.

a
b
C
d

~—

Be filed away

Be thrown out

Be framed on the wall

Be redone by someone else

= = =

5.) Desk drawers should house what kind of
items?

a) Iltems we never use

b) ltems we use frequently, but not every day

C) Items we use every day

d) Iltems we may never use, but keep just in
case

6.) What is a benefit of rearranging our drawers in
our office?

a) Allows us to move things around

b) Increases the amount of time looking for
things

c) Makes everything look pretty

d) Reduces the amount of time wasted
throughout the day

7.) What is one step of organizing your work
space to your workflow?

a) Emptying your trash can at the end of the
day

b) Decide what you want to work on for the
day

c) Determine what tools you will need for the
day/time period

L gl Al a L) 055 O g (4
) e s o
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s e i (o

Lilall e 15k oS (g

DAl ad s Jd e iy sdle) oh (2
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13 Laddins ¥ il jealiall
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Al

fLsSa b 2l Y1 i i sale) 5238 L (L6
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d) Sorting through your emails when you get
to the office

8.) When we organize to match our workflow, we
increase what?

a
b
C
d

~—

Productivity
Accountability
Fatigue
Boredom

— =

9.) When in your work space, design your work
layout so that everything is

a
b
C
d

~—

Nicely displayed
Within arm’s reach
A and B

Neither A nor B

— — =

10.) How should your day begin?

a) Reorganize your workspace to suit your
daily needs

b) Remove all other projects from your desk

c) Turn off your computer

d) All of the above

€13l 2 30 Lild ¢ Ll Jaal) s e candliil alai Lovie (.8

Lalyl (I
4 suse (@
sl (a
Ja (2

4 Jaally o ola IS (3l g 5 5l g 5L (L9
[RIREN dLAci [P (.\:\.Am.i (u
ASAN and L (z

A,al m Ll ga e (2
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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

19



4 nn o
Mseeyat
cademy

Optimizing e-Learning

Module Seven: Review Questions

1.) What is the purpose of the “Eat That Frog”
concept?

Eat more exotic cuisines

Grin and bear it when doing our to-do list
Complete your least favorite task first

Act like a frog while organizing

a
b
C
d

_ T ~

2.) How does completing our least favorite task
first benefit us?

a) It gives us an excuse to take a break

b) Makes us feel empowered by finishing a
task we dread

c) It entitles us to a reward

d) Makes us feel more fatigued

3.) When is the best time to remove distractions?

dagludl 5aa gl) Axal sa

¢ saall Gl K" sgia (e (msal) o8 Le (L1
Al Y Sl e a3l Jlis (]
Lialge Ay alil) die a1 Jani s ansiy) (o
Y 5l Sluais J8Y) dagal) JuST (7
bl o g adall Jie o pai (o

Y i Sauais Y1 degall JaS Lingiy CaS (12
Aal )l (e dand 28 day )3 Liglany ({
Ll daga elgdl A e 358l jadi Llaay (2
sl Laiay (2

Gaill e e e Lleay (0

fliniall 4l 3Y cdy Juadl 8 L (L3
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a) Before we begin a task or project g s sl daga i g Ji (1
b) After you've co.IIected your suppli'es el Aalal) e Sl Cias of 2 (o
¢) When you begin your task or project | S sy f linge fa5 Lotie. (g
d) After you've completed the task or project ;

g sl 5l Aagall (o eleWl any (2

4.) Which of the following is considered a felell Jran siay blee 51 (4
distraction? Glllial @ jabaa (e @il (
a) Verifying your sources for your article sl e sl SBleY) Gl (o
b) Spell checking your document when you're A daa g Jgbl Aal ) e g T (7
finished

; Sh Al F book Ul e séadll (3
c) Taking a break to get a snack aceboo O il (

d) Checking your Facebook status

5.) Rewards should be given only for work that &5 Al Jaall Jadh CESA e a5
has been .

a) Planned Llia (i

b) Started s (o

c) Completed “

d) Promised for another day e (2

Alaslaes (2

6.) Giving ourselves rewards is meant to make us O e e Ulea ) KA Uiaie Goags (.6
feel more
a) Bored i (i
b) Motivated fdaia ¢ Giade (0
¢) Laughable
Sl -
d) Agitated e (e
ks (2
7.) By breaking large tasks into smaller ones, it Jiliy i Uleay ¢ sl alg () 85080 plead) ppniy (.7

makes us feel less
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a) Overwhelmed
b) Happy
c) Excited
d) Inspired

8.) What is an advantage of breaking large tasks
into smaller ones?

a) It gives us more breaks

b) It makes these tasks seem bigger than they
are

) It gives us more rewards

d) It makes these tasks more manageable

9.) ______isone of the leading causes of
disorganization.

a
b
C
d

~—

Making poor choices
Procrastination

Lack of self-esteem
None of the above

—_ = =

10.) ____ is/are a great way to keep ourselves
motivated.

a) Cleaning
b) Moving boxes

c¢) Rewards
d) Cleaning the windows

Ji (I
B (2
Ly (2

¢ jraal alga () 308 algall a3 jae 4 L (.8
a0 g e 3 all sty (]
ale a Laa ST 53 aleall o3 Jany (o
S (e 3 3all Uilany 43 (2
a0 alE i aleall 238 Jany (0
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Module Eight: Review Questions ALAL) 5a o) danl pe

1.) What is one example of an email delivery rule? €55 S 3 ) b 3ae 8 e ABLY) sl o Le (1
. . . Ass 8 P oad Jae ) Cpa g yiSIVY b sy A j
a) Having emails from a coworker placed in a 20 b Jendl (f dia Om (P S 20 by s (
separate folder BRI
b) Emptying the email trashcan Y 3l S ega Al 1) (o

c) Setting up an automatic signature
d) Manually moving folders to a different
location

e ol (¢
alide a8 ga ) g Glalaall Jai (2

2.) What is one benefit of setting up delivery rules S riSIY Un n (B wludill se) 8 alae ) 2318 saa) (o L (12
in our email? Sen 5o Ly Galal) o)) 5l (3 saia Jaay (]

iy

a) It makes our inbox look pretty Lialge dailay U Sy (@
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b) It reminds us of our to-do list

c) It allows us to move emails manually

d) It automatically sorts our email by our
criteria

3.) If we did not establish a message hierarchy,
our emails could be what?

Sorted better
Moved manually
Lost or overlooked
Color coded

a
b
C
d

_ — T ~—

4.) What is one benefit of having folder and email
hierarchy?

a) It moves emails for us

b) It allows us to sort urgent and non-urgent
emails

c) It deletes emails for us

d) It helps us use better grammar in our
emails

5.) What is the appropriate action to take after
reading an email in your inbox?

a) Leave it to read later

B S A 2l Jile ) Jab W mas (2
U beal Gy 59 IV Uiy y 5o G 2 g8y (0

Jilay 088 O (S ¢ AU e pa Jualusi Ll o3 ol 13 (.3
913 Ly Aualall 35 Iy 3y )

Jomdl Jy A e (|

Ly Jal (@

die ol il aila (7
SAde sl (o

L 2l 35S 30 iy i) (1

e s Alalall (g IV a5l il 58 Ul e (@
alalall

Ly Aalal) 3 IV 3l iy i ) (.

&uJ&Mi@pm\jﬁe\m\&umML@j €
Ly el 3 Y 3
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b) Wait for the system to automatically delete
it

c) File into the appropriate folder

d) Nothing

6.) Your email inbox should not be used for

a) Meeting reminders
b) Correspondence
c) To-do lists

d) Storage

7.) What is one way flags can be used on our
emails?

a) Flag meeting reminder messages
b) Change the urgency of an email

c) Flag emails that have been deleted
d) Change where the email is filed to

8.) What is one way highlights can be used on
our emails?

a) Highlight which emails have been
responded to

lial) M\@u&a
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b) Highlight which emails have been moved
¢) Highlight emails that have been deleted
d) Highlight emails from particular senders

9.) What should you consider when establishing
Inbox hierarchy?

a) Who sent the message
b) Any urgent topics

c) Deadlines

d) All of the above

10.) How can you best learn what your email
system has to offer?

a) Ask your coworker

b) Take the time to practice
c) Google it

d) None of the above
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Module Nine: Review Questions o) 3055l A o

1.) How does trying to keep everything make us Usis ST e o5 JS Sl daliall A glae Ll (oS (1
more disorganized? b JS it of e (

a) We have to keep track of it all Jaadlly Ll Lo ol LSy 5 40 (o
b) It confusbes us abolut what we actually have sl b (7
c) It contributes to clutter .
o LS v e (2
d) We have to organize it all ot S e (
2.) What is a common reason people try to keep JS Blia ¥ (sl glag Gl dasg o3 LA ol 0 Le (12
everything? 0o

a) They are collectors
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b) They think they will need it later el (1

¢) They donate to others Y Lall ¢ salingn agil ¢ saing (o

Th . " .
d) They say it was a gift SAN et (2

T oS Wil ol (o

3.) Being consistent helps us do what? 13k dat e Laeloy Butia B (.3

a) Contribute to clutter sl b daalad) (]
b) Find our missing keys
c) Feel more energized
d) Build good organization habits B G 2 23 (2
dua Apalat Gilale ol (2

52 g5kall linglia e dan) (@

4) It is easier to do what when we are not opiuia 5S Y Ladie 13l Jaii ) Jeu¥) (10 (L4
consistent?
Jhly (]
a) Procrastinate
Vo) (e
b) Get things done Sl '. (=
c) Feel bored Nl (a
d) Relax i i) (o
5.) Following a schedule provides a sense of flac 3,88 oy e 3 Jsaadl el (5
what?
Jasial (I
a) Urgency )
| (o
b) Humor C“JA (=
c) Structure W (z
d) Balance Bl (2
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6.) A schedule is easier to follow if it is

Fun
Flexible

In big print
Colorful

Q
~—r

b
C
d

= = =

7.) Which of the following is an example of a bad

habit?

a) Sorting through the mail when it arrives

b) Throwing out extra clutter

c) Not putting away hard copy when you
have finished reading them

d) Donating your surplus of supplies

8.) Bad habits can be changed with the help of

what?

a) Small, incremental changes
b) Talking to someone about it
¢) Quitting cold turkey

d) A 12 step program

9.) Often times, becoming organized is about

avoiding the things that

Take too much time

Caused us to become disorganized
Aand B

Neither A nor B

a
b
C
d

—_ T~
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10.) Which of the following is a characteristic of a S L o (8 sy @88 gl gl el 8 L (110
bad habit? faliia e alaa g alaiy
a) Does not offer an immediate benefit

e D ol Y1 b Qb (i

b) Creates more work later .
c) Aand B o A o (B sina alii 8 (S 6] (2
d) Neither A nor B ped IS Bl cla (7
sl n oAl (2
Module Ten: Review Questions B ydilall Bas o) Azl e
1.) What is the purpose of staying within your € aadaiil) clallas Jala el (o myall 58 L (L1
organizational system? ligiy ) s ellladl Bl e Ll lgs) (0
a) It keeps your actions and routines i b ) e Llaadl sl (@
consistent Lisi gy e Jlally i llasy (2

b) It helps keep the mail in order
c) It makes us bored with our routines
d) It holds all of our personal contacts

pad i) WYLail gpen Jeni L@l (3
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2.) What is an important thing to remember
about organizational systems?

a) They can be hard to follow

b) They should be re-evaluated over time
c) They have to be strict

d) They should be done in group

3.) How does not saying “No” make us more
disorganized?

a) It requires us to have more space to work

b) It makes us bored with our current to-do
lists

c) We get to try out different things

d) We can take on more than we can handle

4.) Which of the following is an acceptable, polite
decline?

a) No I'm too busy to help

b) I'll think about it

¢) Thank you, but I'm working on the Dale
account right now

d) I'm not interested

5.) How often should good organization be
practiced?

a) Every day

b) Once a week

c¢) On the weekends
d) On our days off

Spapdaiil) Aalai¥) Joa o S35 cang (53 agall o) 2 La (L2

Lginlia Conall (e (5% o S (]
C gl )5 ey gl Bale ] gy (<
O a1 5358 ol s (7

Cile gana 3 elld 2 o aay (2

Uasds ST U pae Ulany ¥ 2S(3

Juall ST dalioe lie iy (I
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ddling L8l 4 i lile (£
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Ui ¥ i Uind 23 b Law 5 (4
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6.) When is the best time to get organized? Sondaiill 5 Jdl 5 L (.6

a) Tomorrow e (i
b) When you have friends over

¢) On my day off S elaal B8 0% bt (-

d) Today Fllend (z
asll (2
7)) If we wait to plan tomorrow at a later time, we 13 Lol i ¢ g2 by 810 Ladadll U et 1) ([7
are only what? ‘
A yiWY) (\
a) Relaxmg. | Alled) (o
b) Procrastinating )
c) Making better plans Juadl Lhi g (2
d) Making more lists il 58l ey all dee (2
8.) What is the benefit of planning tomorrow’s Sosal algall il g8 5 aall Calaa¥ Jaylaail 50003 L (.8

goals and to-do lists today? ) ‘
aladi] G Ly 43) (|

a) It gives us something to do P -
. Anlid ol dsa da (@
b) It makes a rigid schedule to follow i _ ‘"’A‘ZJ 7 (
c) It makes tomorrow easier to handle 4ne Jaatll (8 del 2 ey @) (2
d) It lets us know if we forgot something Lo Uindi L 38 LS 1) Lo & jee W gty (2
9.) What skills does it take to become organized? flalaia goail da 33U Sl leall o2 L (L9
5L i
a) Hard work S dee (
b) Discipline 6 (@
¢) Good habits 3aa clile (7

d) All of the above Slelays e K (2
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10.) Organization is something that is continued o5 IS s el e od 58 il (10
and carried out each day. s (I

a) True il Uas (<

b) False
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