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WHAT’S NEW

GLOBAL UPDATES

e A more streamlined design allows articles to flow, and
eliminates the distracting clutter in the chapter openers.

o Chapter openers now have a full table of contents for easier
navigation.

e Many updates to the Why & How sections and “Do you
have a minute?” in the chapter openers.

CHAPTER-BY-CHAPTER UPDATES

Introduction: Getting Involved

e “The Master Student Process” now defines Discovery/
Intention/Action.

e Updated Skills Snapshot to include more on building habits.

Chapter 1: Using Your Learning Styles
e Expanded “Using your Learning Style Profile to succeed.”

Chapter 2: Taking Charge of Your Time & Money

e New article “Setting and achieving goals.”

e Reduced number of “Do you have a minute?” boxes in
article “Time management essentials” added new one to
replace three.

e Heavily revised “Put an end to money worries” to include
more suggestions on earning more and spending less.

Chapter 3: Achieving Your Purpose for Reading

e Reorganization of chapter to keep the flow of the “Phase”
articles.

e Heavily revised “Phase 3.”

e New sidebar “The magic of metacognition.”

Chapter 4: Participating in Class & Taking Notes
e Expanded “Play with note-taking formats.”

Chapter 5: Maximizing Your Memory & Mastering

Tests

e Updated “Be ready for your next test” to include informa-
tion on digital flashcards, expanded on planning reviews.

o Replaced technique #7 in “12 memory techniques” and
added an action to #8.

e Modified “Five things to do with your study group” to be
more active around self-testing.

e New closing “Do you have a minute?”

Chapter 6: Developing Information Literacy
e Extensively revised to focus on information literacy, all
content is mostly new or revised.

Chapter 7: Thinking Critically & Communicating

Your Ideas

e New “Do you have a minute?” following “Becoming a
critical thinker.”

e Revised Skills Snapshot.

Chapter 8: Creating Positive Relationships in

a Diverse World
Revised “Thriving in a diverse world” to include reflection
on privilege and prejudice.

e Revised “Managing conflict” article to include more about
internal motivations.

Chapter 9: Choosing Greater Health

e Heavy revision of “Wake up to health.”

e Updated list of recommendations from the United States
Department of Agriculture (USDA) in “Choose your fuel.”

e Revision to “Journal Entry: Asking for help.”

Chapter 10: Choosing Your Major & Planning

Your Career

o Replaced Technology skills with Information Literacy skills
in “50 transferable skills.”

e Revised Skills Snapshot.

In addition, the accompanying MindTap includes improved
grading, additional help tools and assignments, increased
flexibility for customizing your course, and more. Visit www
.cengage.com for more information.
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DISCOVERY

INTENTION
STATEMENT

DISCOVERY STATEMENTS

[ ] Record the specifics about your thoughts, feelings,
and behavior.

[ ] Notice your thoughts, observe your actions, and
record them accurately.

[

Use discomfort as a signal.

[

Feeling uncomfortable, bored, or tired might be a
signal that you're about to do valuable work.

Suspend judgment.
When you are discovering yourself, be gentle.

Tell the truth.

[ I R B

The closer you get to the truth, the more powerful
your Discovery Statements.

INTENTION STATEMENTS

L

N I 0 I

U
U
U

Make intentions positive.

Focus on what you want rather than what you don’t want.
Make intentions observable.

Be specific about your intentions.

Make intentions small and achievable.

Break large goals into small, specific tasks that can be
accomplished quickly.

Set timelines.
Set a precise due date for tasks you intend to do.

Move from intention to action.

If you want new results in your life, then take action. X
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The Master Student Process
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Integrity...making time for what matters most
10 The Discovery Wheel

14 Skills Snapshot

do you have a minute”

Take a minute to make a list of anything about your life that’s nagging at you as
incomplete or unresolved. Possibilities for this list include:

Longstanding problems that are still not solved

Projects that you'd like to finish and haven't yet started
Tasks that you've been putting off

Habits that you'd like to stop—or start

Save this list and refer to it as you read and do this chapter. Everything you wrote
down is a clue that something is important to you. This chapter is filled with strategies
for getting clear about what you want and taking immediate steps to get it.

The Essential Guide to Becoming a Master Student 1
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Discover what you want

etting Involved

Imagine a man who tries to buy a plane
ticket for his next vacation, with no
destination in mind. He pulls out his iPad
and logs in to his favorite website for trip
planning. He gets a screen that prompts
him for details about his destination. And
he leaves all the fields blank.

“I'm not fussy,” says the would-be
vacationer. “l just want to get away.
I'll just accept whatever the computer
coughs up.”

Compare this person to another traveler
who books a flight to Ixtapa, Mexico,
departing on Saturday, March 23, and
returning Sunday, April 7—window seat,
first class, and vegetarian meals.

Now, ask yourself which traveler is more
likely to end up with a vacation that
he'll enjoy.

The same principle applies in any area
of life. Knowing where we want to go
increases the probability that we will
arrive at our destination. Discovering
what we want makes it more likely that
we'll attain it.

Okay, so the example about the traveler
with no destination is far-fetched. Before
you dismiss it, though, do an informal
experiment: Ask three other students
what they want to get out of their
education. Be prepared for hemming,
hawing, and vague generalities.

Miright 2019 Cengage Learnifig: All-Rights Reserved. May not be copiéd, scanned, or duplicated, in whole or in part. .WCN 02-200-208

This is amazing, considering the stakes
involved. Students routinely invest years
of their lives and thousands of dollars,
with only a hazy idea of their destination
in life.

Now suppose that you asked someone
what she wanted from her education,
and you got this answer: “I plan to get

a degree in journalism, with double
minors in earth science and Portuguese,
so | can work as a reporter covering the
environment in Brazil.” The details of a
person’s vision offer clues to his or her
skills and sense of purpose.

Another clue is the presence of “stretch
goals”—those that are big and achievable.
A go-year-old might spend years talking
about his desire to be a professional
athlete someday. Chances are, that’s

no longer achievable. However, setting

a goal to lose 10 pounds by playing
basketball at the gym three days a week
is another matter. That's a stretch—a
challenge. It’s also doable.

Discovering what you want helps you
succeed in higher education. Many
students quit school simply because they
are unsure about what they want from

it. With well-defined goals in mind, you
can look for connections between what
you want and what you study. The more
connections, the more likely you'll stay in
school—and get what you want in every
area of life.
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People who are new to higher educa-
tion get a common piece of advice:
“You'll get the hang of being in school.
Just give it time.” However, you can
often reduce your transition time—and
your initial discomfort—with the fol-
lowing strategies.

1. Plug into resources. A super-
charger increases the air supply to an
internal combustion engine. The result-
ing difference in power can be dramatic.
You can make just as powerful a differ-
ence in your education if you supercharge
it by using all of the resources available
to students. In this case, your “air supply”
includes people, campus clubs and orga-
nizations, and school and community
services.

Of all resources, people are the most
important. You can isolate yourself,
study hard, and get a good education.
However, doing this is not the most
powerful use of your tuition money.
When you establish relationships
with teachers, staff members, fellow
students, and potential employers, you
can get a great education.

Accessing resources is especially
important if you are the first person in
your family to enter higher education.
As a first-generation student, you
are having experiences that people in
your family may not understand. Talk
to your relatives about your activities

Making the transition to

higher education:

SIX THINGS

YOU CAN
DO NOW

at school. If they ask how they can
help you, give specific answers. Also
ask your instructors about programs
for first-generation students on your
campus.

2. Meet with your academic advi-
sor. One person in particular—your
academic advisor—can help you access
resources and make the transition to
higher education. Meet with this person
regularly. Advisors generally know about
course requirements, options for declar-
ing majors, and the resources available at
your school. Peer advisors might also be

available.

3. Show up for class. The amount
that you pay in tuition and fees makes a
powerful argument for going to classes
regularly. In large part, the material that
you're tested on comes from events that
take place in class.

Showing up for class occurs on two
levels. The most visible level is being
physically present in the classroom.
Even more important, though, is
showing up mentally. This kind of
attendance includes taking detailed
notes, asking questions, and contribut-
ing to class discussions.

4. Be willing to rethink how you
learn. Many students arrive in higher
education with study skills that were

honed for high school. They underes-
timate how long it takes to complete
assignments and prepare for tests. These
students get an unpleasant surprise when
their grades take a hit.

To avoid this fate, embrace new
strategies for learning. Don’t prepare
for tests by simply memorizing isolated
facts. Instead, relate facts to the big
ideas in your courses. State those ideas
in your own words. Give examples
based on personal experience whenever
possible, and explain how you would
apply the ideas. The strategies pre-
sented in this text can help you do all
of these things.

5. Take the initiative in meeting
new people. Realize that most of

the people in this new world of higher
education are waiting to be welcomed.
You can help them and help yourself

at the same time. Introduce yourself to
classmates and instructors. Just before or
after class is a good time.

6. Admit your feelings—what-
ever they are. School can be an
intimidating experience for new stu-
dents. People of diverse cultures, adult
learners, commuters, and people

with disabilities may feel excluded.
Feelings of anxiety, isolation, and
homesickness are common among
students.

The Essential Guide to Becoming a Master Student 3
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Those emotions are common and relating to people—then get pro- campus. The mere act of seeking help
among new students, and there’s fessional help. Start with a counselor can make a difference. X
nothing wrong with them. Simply at the student health service on your
admitting the truth about how you
feel—to yourself and to someone

else—can help you cope. And you can do you have a
almost always do something construc-
tive in the present moment, no matter M I N U T E

how you feel.

If your feelings about the transition Make a list of questions you want to ask your advisor and rank them by
to higher education make it hard for priority. When you're in the meeting, be sure to start with your most
you to carry out the activities of daily important question.

life—going to class, working, studying,

Master student

UALITIE

This text is about something
that cannot be taught. It's about
becoming a master student.

1=
Mastery means attaining a level of skill that goes beyond g
technique. For a master, work is effortless; struggle evapo- 2
rates. The master carpenter is so familiar with her tools that E
they are part of her. To a master chef, utensils are old friends. °
Because these masters don’t have to think about the details of
the process, they bring more of themselves to their work.
Often, the result of mastery is a sense of profound satis- often say, “He played full out—and made it look like he
faction, well-being, and timelessness. Distractions fade. Time ~ wasn't even trying.”
stops. Work becomes play. After hours of patient practice, Likewise, the master student is one who makes learning
after setting clear goals and getting precise feedback, the look easy. She works hard without seeming to make any
master has learned to be fully in control. effort. She’s relaxed and alert, disciplined and spontaneous,
At the same time, he lets go of control. Results happen focused and fun-loving.
without effort, struggle, or worry. Work seems self-propelled. You might say that those statements don’t make sense.

The master is in control by being out of control. He lets go  Actually, mastery does 7o make sense. It cannot be captured
and allows the creative process to take over. That’s why after ~ with words. It defies analysis. Mastery cannot be taught. It
a spectacular performance by an athlete or artist, observers can only be learned and experienced.

4 Introduction | Getting Involved
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Master students share certain qualities. Though they
imply various strategies for learning, they ultimately go
beyond what people do. Master student qualities are values.
They are ways of being exceptional.

Following is a list of master student qualities. Remember
that the list is not complete. It merely points in a direction.

As you read the following list, look to yourself. Put a
check mark next to each quality that you've already demon-
strated. Put another mark—say, an exclamation point—next
to each quality you want to actively work on possessing. This
is not a test. It is simply a chance to celebrate what you've
accomplished so far—and to start thinking about what’s
possible for your future.

[] Inquisitive. The master student is curious about every-
thing. By posing questions, she can generate interest in
the most mundane, humdrum situations.

[] Able to focus attention. Watch a 2-year-old at play.
Pay attention to his eyes. The wide-eyed look reveals
an energy and a capacity for amazement that keep
his attention absolutely focused in the here and now.
The master student’s focused attention has this kind
of childlike quality. The world, to a master student, is
always new.

[ ] Willing to change. The unknown does not frighten
the master student. In fact, she welcomes it—even the
unknown in herself.

[ ] Able to organize and sort. The master student can
take a large body of information and sift through it to
discover relationships.

[ ] Competent. Mastery of skills is important to the
master student. When he learns mathematical formulas,
he studies them until they become second nature. He
also is able to apply what he learns to new and different
situations.

[] Joyful. More often than not, the master student is seen
with a smile on her face—sometimes a smile at nothing
in particular other than amazement at the world and
her experience of it.

[ ] Able to suspend judgment. The master student has
opinions, and he is able to let go of them when appro-
priate. He can quiet his internal dialogue and listen to
opposing viewpoints.

[ ] Energetic. Notice the student with a spring in her
step, the one who is enthusiastic and involved in class.
When she reads, she often sits on the very edge of her
chair, and she plays with the same intensity.

[] Well. The master student treats his body with respect.
He tends to his health at all levels—body, mind, and
spirit.

[] Self-aware. The master student is willing to evaluate
himself and his behavior. He regularly tells the truth
about his strengths and those aspects that could be
improved.

[ ] Responsible. There is a difference between responsi-
bility and blame, and the master student knows it well.
She is willing to take responsibility for everything in her
life—even for events that most people would blame on
others. For example, if a master student takes a required
class that most students consider boring, she chooses to
take responsibility for her interest level. She looks for
ways to link the class to one of her goals. She sees the
class as an opportunity to experiment with new study
techniques that will enhance her performance in any
course. She remembers that by choosing her thoughts
and behaviors, she can create interesting classes, enjoy-
able relationships, fulfilling work experiences, or just
about anything else she wants.

[ ] Willing to take risks. The master student often takes
on projects with no guarantee of success. He participates
in class dialogues at the risk of looking foolish. He
tackles difficult subjects in term papers. He welcomes
the risk of a challenging course.

[ ] Willing to participate. Don’t look for the master stu-
dent on the sidelines. She’s in the game. She is a team
player who can be counted on. She is engaged at school,
at work, and with friends and family. She is willing to
make a commitment and to follow through on it.

[ ] A generalist. The master student seeks out experi-
ences that give him a broad range of knowledge. He can
apply this knowledge to his special interests, creating
new ideas in the process.

[ ] Courageous. The master student admits her fear and
fully experiences it. For example, she will approach a
tough exam as an opportunity to explore feelings of
anxiety and tension related to the pressure to perform.
She does not deny fear; she embraces it.

[] Self-directed. Rewards or punishments provided by
others do not motivate the master student. His desire
to learn comes from within, and his goals come from
himself. He competes like a star athlete—not to defeat
other people, but to push himself to the next level of
excellence.
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[ ] Spontaneous. The master student is truly in the here
and now. She is able to respond to the moment in fresh,
surprising, and unplanned ways.

high gear, the master student works with the intensity
of a child at play.

[ ] Willing to be uncomfortable. The master student
does not place comfort first. When discomfort is
necessary to reach a goal, he is willing to experience
it. He can endure personal hardships and can look at
unpleasant things with detachment.

[ ] Relaxed about grades. Grades make the master
student neither depressed nor euphoric. He recognizes that
sometimes grades are important. At the same time, he does
not measure his worth as a human being by the grades he
receives.

[ ] Optimistic. The master student sees setbacks as
temporary and isolated, knowing that she can choose
her response to any circumstance. Instead of believing
that her abilities are fixed at birth, she sees herself as
capable of change, growth, and mastery.

[ ] “Tech” savvy. A master student defines zechnology as
any tool that’s used to achieve a human purpose. From
this point of view, computers become tools for deeper
learning, higher productivity, and greater success. She
knows when to go online—and when to go offline so
that she can fully engage with people face-to-face. [] willing to laugh. The master student might laugh at
any moment, and his sense of humor includes the ability

[] Intuitive. The master student has an inner sense that can- to laugh at himself.
not be explained by logic alone. He trusts his “gut instincts”
as well as his mind. [] Hungry. Human beings begin life with a natural appe-

tite for knowledge. The master student taps that hunger,

[ ] creative. Where others see dull details and trivia, the and it gives her a desire to learn for the sake of learning.

master student sees opportunities to create. The master

student is creative in every aspect of her life. [] caring. A master student cares about knowledge and

has a passion for ideas. She also cares about people

and appreciates learning from others. She collaborates

on projects and thrives on teams. She flourishes in a

community that values win—-win outcomes, cooperation,

and love. X

[ ] willing to work. Once inspired, the master student
is willing to follow through with sweat. He knows that
deep learning involves persistence and effort. When in

Get the most out of the

ESSENTIAL GUIDE
PROGRAM

The purpose of this text is to help you
make a successful transition to higher
education by setting up a path to

Nothing in this text appears by
accident. Every element on every page
serves as a prompt to take ideas and

the ideas that are presented in these

pages.
The author of Becoming a Master

mastery that will last the rest of your
life. And this text is worthless—if’
reading it is all you do. You'll get your
money’s worth only if you actively use

6 Introduction | Getting Involved

Student didn’t like traditional textbooks.

They put him to sleep. So he chose to
create a different kind of book. You're
holding the result in your hands.

put them into action.

Articles are the backbone of this
text. Youre reading one right now.
Articles are important because 7%e
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Essential Guide to Becoming a Master
Student is designed to look like a
magazine rather than a textbook.

Most magazines are filled with
advertisements. So is this text. The
difference is that you won't find any
glossy photos of celebrities or con-
sumer products. Instead, the articles
are self-contained “advertisements” for
tips, tools, strategies, and techniques
that you can use immediately. You can
read any article from any chapter in
any order at any time. If you read each
chapter from start to finish, you'll gain
the advantage of seeing how the key
concepts fit together.

A Master Student Map begins each
chapter. Think of it as a GPS device
for ideas. Each chapter takes you on a
journey, and the Master Student Map is
your guide. You can orient yourself for
maximum learning every time you open
this text by asking the four questions
listed in the Map: Why? Whar? How?
and What if? Those four questions are
keys to learning anything.

There’s a Power Process in each
chapter. These are suggestions to play
with your perspective on the world so
that it becomes easier to use the ideas
suggested in articles. Students often
refer to the Power Processes as their
favorite part of the text. Approach
them with a sense of possibility.

Journal Entries are just as essential.
These are invitations for you to
discover what you want in life and how
you intend to get it.

A Skills Snapshot ends each chap-
ter. These connect with the Discovery

Wheel included later in this chapter.
Like the Discovery Wheel, the Skills
Snapshots invite you to tell the truth in
a nonjudgmental way about where you
stand today in your path to becoming a
Master Student.

One major theme of this book is
time management—a challenge for
most students who are new to higher
education. Fortunately, time manage-
ment does not have to take much time.
Look for Do you have a minute? boxes
in every chapter for suggestions that
take only about 60 seconds to do. x

do you have a
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The Master Student

PROCESS

Success is no mystery. Successful people have left clues—many
clues, in fact. There are thousands of articles and books that give
tools, tips, techniques, and strategies for success. Do an Internet
search on success and you'll get over 300 million results.

If that sounds overwhelming, don’t worry. Success is
simply the process of setting and achieving goals. And the
essentials of that process can be described in three words:
Discovery. Intention. Action. They work together in phases:

e Discovery—observing your thoughts, feelings, behaviors, and
current circumstances

e Intention—choosing new outcomes that you'd like to create

e Action—following through with your intentions with new
behaviors

Throughout this text are Journal Entries. These are
invitations to reflect and write. They are also your chance to
personally experience success through the cycle of discovery,
intention, and action.

WRITE DISCOVERY STATEMENTS

The first stage is a Discovery Statement. These often

begin with a prompt, such as “I discovered that ...” Here

is an opportunity to reflect on “where you are.” Discovery
Statements describe your current strengths and areas for
improvement. Discovery Statements can also be descriptions
of your feelings, thoughts, and behavior. Whenever you get
an “aha!” moment—a flash of insight or a sudden solution

to a problem—put it in a Discovery Statement. To write
effective Discovery Statements, remember the following.

Record the specifics about your thoughts, feelings,
and behavior. Thoughts include inner voices. We talk to
ourselves constantly in our head. When internal chatter gets in
the way, write down what you tell yourself. If this seems difficult
at first, just start writing. The act of writing can trigger a flood of
thoughts.

Thoughts also include mental pictures. These are espe-
cially powerful. Picturing yourself flunking a test is like a
rehearsal to do just that. One way to take away the power of
negative images is to describe them in detail.

Also notice how you feel when you function well. Use
Discovery Statements to pinpoint exactly where and when
you learn most effectively.

In addition, observe your emotions and actions, and
record the facts. If you spent 90 minutes chatting online
with a favorite cousin instead of reading your anatomy text,

8 Introduction | Getting Involved
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write about it. Include the details—when you did it, where
you did it, and how it felt.

Use discomfort as a signal. When you approach a hard
task, such as a difficult math problem, notice your physical
sensations. These might include a churning stomach, shallow
breathing, and yawning. Feeling uncomfortable, bored, or tired
can be a signal that you’re about to do valuable work. Stick with
it. Write about it. Tell yourself you can handle the discomfort
just a little bit longer. You will be rewarded with a new insight.

Suspend judgment. As you learn about yourself, be gentle.
Suspend self-judgment. If you continually judge your behaviors
as “bad” or “stupid,” your mind will quit making discoveries rather
than put up with abuse. For your own benefit, be kind to yourself.

Tell the truth. Suspending judgment helps you tell the
truth about yourself. “The truth will set you free” is a saying
that endures for a reason. The closer you get to the truth, the
more powerful your Discovery Statements. And if you notice
that you are avoiding the truth, don’t blame yourself. Just tell
the truth about it.

WRITE INTENTION STATEMENTS

Intention Statements can be used to alter your course. They are
statements of your commitment to do a specific task or achieve
a goal. Discovery Statements promote awareness, whereas
Intention Statements are blueprints for action. The two
processes reinforce each other.

Make intentions positive. The purpose of writing Inten-
tion Statements is to focus on what you do want rather than
what you don’t want. Instead of writing “I will not fall asleep
while studying chemistry,” write, “I intend to stay awake when
studying chemistry.” Also avoid the word #7y. Trying is not
doing. When we hedge our bets with 77y, we can always tell
ourselves, “Well, I #ried to stay awake.”

Make intentions observable. Rather than writing “I
intend to work harder on my history assignments,” write, “I
intend to review my class notes daily and make summary
sheets of my reading.”
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Living with integrity is a challenge. For example, people might tell you that they’re open-minded—and then get angry
when you disagree with them. Students might say that they value education—and then skip classes to party. When our
words and actions get out of alignment, then we stop getting the results that we want.

One solution is to define your values as high-priority activities. In your journal, brainstorm ways to complete this sen-
tence: It’s extremely important that | make time for . . . Then use your answers to set goals, schedule events, and write
daily to-do lists. This strategy translates your values into plans that directly affect the way you manage time.

For example, perhaps it’s important for you to stay healthy. Then you can set goals to exercise regularly and manage your
weight. In turn, those goals can show up as items on your to-do list and calendar—commitments to go to the gym, take
an aerobics class, and include low-fat foods on your grocery list.

The ultimate time management skill is to define your values and align your actions.

Make intentions small and achievable. Break large goals
into small, specific tasks that can be accomplished quickly. Small
and simple changes in behavior—when practiced consistently
over time—can have large and lasting effects.

When setting your goals, anticipate self-sabotage. Be
aware of what you might do, consciously or unconsciously, to
undermine your best intentions. Also be careful about inten-
tions that depend on other people. If you intend for your study
group to complete an assignment by Monday, then your success
depends on the students in the group. Likewise, you can support
your group’s success by following through on your own stated
intentions.

Set time lines. For example, if you are assigned a paper to
write, break the assignment into small tasks and set a precise
due date for each one: “I intend to select a topic for my paper by
9 a.m. Wednesday.”

ACT NOW!

Carefully crafted Discovery Statements are a beauty to
behold. Precise Intention Statements can inspire awe. But
neither will be of much use until you put them into action.
This is where the magic happens.

Life responds to what you do. Successtul people are those
who consistently produce the results that they want. And
results follow from specific, consistent behaviors. If you want
new results in your life, then take new actions.

Get physical. This phase of the process is about moving from
thinking to doing. Translate goals into physical actions that
would show up on a video recording. Get your legs, arms, and
mouth moving.

Welcome discomfort. Changing your behavior might lead
to feelings of discomfort. Instead of going back to your old
behaviors, befriend the yucky feelings. Taking action has a way

of dissolving discomfort.

When you get stuck, tell the truth about it. As you
become a student of human behavior, you'll see people expect-
ing new results from old behaviors—and then wondering why
they feel stuck. Don’t be surprised if you discover this tendency
in yourself. Just tell the truth about it, review your intentions,
and take your next action.

REPEAT THE CYCLE

The process of discovery, intention, and action is a continuous
cycle. First, you write Discovery Statements about where you
are now. Next, you write Intention Statements about where
you want to be and the specific steps you will take to get
there. Follow up with action—the sooner, the better.

Then start the cycle again. Write Discovery Statements
about whether you act on your Intention Statements—and
what you learn in the process. Follow up with more Intention
Statements about what you will do differently in the future.
Then move into action and describe what happens next.

This process never ends. Each time you repeat the cycle,
you get new results. Your actions become a little more
aligned with your intentions, and your intentions more
accurately reflect your discoveries. Over time, these small
corrections add up. Your life shifts in significant ways as you
move in the direction of your dreams. X

do you have a

MINUTE

Write an Intention Statement to create a new habit. Make it
small—a 60-second task such as flossing one tooth after you
brush your teeth or doing one yoga stretch after you get out
of bed in the morning. You'll find that such behaviors tend
to expand naturally once you turn them into habits.
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The Discovery Wheel

This tool is based on a fundamental idea: Success in any area
of life starts with telling the truth about what is working—
and what isn’t—in our lives right now. When we acknowl-
edge our strengths, we gain an accurate picture of what we
can accomplish. When we admit that we have a problem, we
free up energy to find a solution. It’s that simple.

The Discovery Wheel gives you an opportunity to sit back
for a few minutes and think about yourself. This is not a
test. There are no trick questions. There are no grades. The
answers you provide will have meaning only for you.

HOW THE DISCOVERY WHEEL WORKS

By doing the Discovery Wheel, you can gain awareness of
your current behaviors—especially the kinds of behaviors
that affect your success in school. With this knowledge, you
can choose new behaviors and start to enjoy new results in
your life.

During this exercise, you fill in a circle similar to the one
shown in Figure I.1. The closer the shading comes to the
outer edge of the circle, the higher your evaluation of a

10 Introduction | Getting Involved

5 points This statement is always or

almost always true of me.

4 points This statement is often true

of me.

This statement is true of me
about half the time.

3 points

This statement is seldom true

2 points

of me.

1 point This statement is never or

almost never true of me.

specific skill. In the example below, the student has rated her
reading skills low and her note-taking skills high.

The terms Aigh and /ow are not positive or negative
judgments. When doing the Discovery Wheel, you are just
making observations about yourself. You're like a scientist
running an experiment. You are just collecting data and

Figure 1.1 Sample Discovery

Wheel. Notice how this student
has rated her reading skills low
and her note-taking skills high.
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recording the facts. Youre not evaluating yourself as

good or bad.

Remember that the Discovery Wheel is not a permanent picture
of who you are. It is a picture of what youre doing right now.
You'll do this exercise again, near the end. Also, the Skills Snap-
shot at the end of each chapter is like a mini-Discovery Wheel
that allows you to update your self-evaluations.

In short, you will have many chances to measure your prog-
ress. So be honest about where you are right now.

c Purpose

_ I can clearly state my overall purpose in life.

_ I can explain how school relates to what I plan to do
after I graduate.
I capture key insights in writing and clarify exactly
how I intend to act on them.
I am skilled at making transitions.
I seek out and use resources to support my success.
Total Score: Purpose

e Learning Styles

— T enjoy learning.

_ I'make a habit of assessing my personal strengths and
areas for improvement.

_ I'monitor my understanding of a topic and change
learning strategies if I get confused.

— T use my knowledge of various learning styles to sup-
port my success in school.

_ Tam open to different points of view on almost any
topic.
Total Score: Learning Styles

e Time & Money

I can clearly describe what I want to experience in
major areas of my life, including career, relationships,
financial well-being, and health.

— Tset goals and periodically review them.

— Iplan each day and often accomplish what I plan.

_ I 'will have enough money to complete my education.

— I'monitor my income, keep track of my expenses, and
live within my means.

_____ Total Score: Time & Money

To succeed at this exercise, tell the truth about your
strengths. This is no time for modesty! Also, lighten up
and be willing to laugh at yourself. A little humor can
make it easier to tell the truth about your areas for
improvement.

To begin this exercise, read the following statements
and give yourself points for each one, based on the point
system described. Then add up your point total for

each category and shade the Discovery Wheel to the

appropriate level.

O Reading

_ Task myself questions about what I'm reading.
— I preview and review reading assignments.
_ Irelate what I read to my life.
I select strategies to fit the type of material I'm
reading.
When I don't understand what I'm reading, I note
my questions and find answers.
Total Score: Reading

e Notes

— WhenIam in class, I focus my attention.

_ I take notes in class.

_ I can explain various methods for taking notes,
and I choose those that work best for me.

— I distinguish key points from supporting examples.

_ I'putimportant concepts into my own words.

______ Total Score: Notes

The way that I talk about my value as a person is
independent of my grades.

I often succeed at predicting test questions.

I review for tests throughout the term.

I manage my time during tests.

I use techniques to remember key facts and ideas.

e Memory & Tests
______ Total Score: Memory & Tests
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Information Literacy

I choose appropriate topics for research projects.

I translate topics into questions that effectively guide
my research.

I find credible sources of information to answer my
questions.

I think critically about information that I find.

I translate the results of my research into effective
speaking and writing.

Total Score: Information Literacy

Thinking & Communicating

I use brainstorming to generate solutions to
problems.

I can detect common errors in logic and gaps in
evidence.

When researching, I find relevant facts and properly
credit their sources.

I edit my writing for clarity, accuracy, and coherence.
I prepare and deliver effective presentations.

Total Score: Thinking & Communicating

Relationships

Other people tell me that I am a good listener.

I communicate my upsets without blaming others.
I build rewarding relationships with people from
other backgrounds.

I effectively resolve conflict.

I participate effectively in teams and take on leader-
ship roles.

Total Score: Relationships

Using the total score from each category, shade in each sec-

tion of the blank Discovery Wheel in Figure 1.2. If you want,

use different colors. For example, you could use green for
areas you want to work on.

REFLECT ON YOUR DISCOVERY WHEEL

Now that you have completed your Discovery Wheel, spend
a few minutes with it. Get a sense of its weight, shape, and
balance. How would it sound if it rolled down a hill?

Next, complete the following sentences. Just write down
whatever comes to mind. Remember, this is not a test.

12
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Health

I have enough energy to study, attend classes, and
enjoy other areas of my life.

The way I eat supports my long-term health.

I exercise regularly.

I can cope effectively with stress.

I'm in control of alcohol or other drugs I put in my
body.

Total Score: Health

Major & Career

I have a detailed list of my skills.

I have a written career plan and update it regularly.

I use the career-planning services at my school.

I participate in internships, extracurricular activities,
information interviews, and on-the-job experiences
to test and refine my career plan.

I have declared a major related to my interests, skills,
and core values.

Total Score: Major & Career

The two areas in which I am strongest are . . .

The two areas in which I most want to improve are . . .

Finally, take about 15 minutes to do a “textbook reconnais-
sance” much like the preview you did for this chapter. First,
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Figure I.2 Your Discovery Wheel.

scan the Table of Contents. Next, look at every page. Move
quickly. Skim the words in bold print. Glance at pictures.
Look for suggestions that can help with behaviors you want
to change. Find five such suggestions that look especially
interesting to you. Then write a short description of each
idea and a page number or location in the text where you can
find out more.

The Essential Guide to Becoming a Master Student
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Introduction

To get the most value from this text, take the suggestions that work for you and turn them into habits. In his book 7%e Power
of Habit, Charles Duhigg explains that any habit has three elements:

e Routine. This is a behavior that we repeat, usually without thinking. Examples are taking a second helping at dinner, biting
fingernails, or automatically hitting the “snooze” button when the alarm goes off in the morning.

e  Cue. Also known as a trigger, this is an event that occurs right before we perform the routine. It might be an internal event,
such as a change in mood. Or it could be an external event, such as seeing an advertisement that triggers cravings for a
chocolate chip cookie.

e Reward. This is the payoff for the routine—usually a feeling of pleasure or a reduction in stress.

Taken together, these elements form a habit loop: You perceive a cue and then perform a routine in order to get a reward. Use
this Skills Snapshot to test Duhigg’s ideas for yourself.

Step 1: Identify a routine.
Begin by describing one of your current routines. Describe one specific behavior that youd like to change.

Step 2: Identify the cue.
Describe the cue for the behavior you listed in Step 1.

Step 3: Identify the reward.
Describe the reward that you get from the behavior listed in Step 1.

Step 4: Choose a new routine.

Now choose a 7ew routine that you can perform in response to the cue. The challenge is to choose a behavior that offers a reward
with as few disadvantages as possible. Instead of eating a chocolate chip cookie, for example, you could eat a small dish of unsweet-
ened applesauce. This snack is naturally sweet with no added sugar. You experience a familiar pleasure with a fraction of the calories.

Describe your new routine here:

After taking action on your intention for at least one week, describe your success in doing the new routine. Also, include any
ideas for your next experiment in habit change.

do you have a

MINUTE

Review the new routine that you just wrote. Is it something that you can do in 6o seconds or less? If not, then rethink it.
List your revised routine here.
14 Introduction | Getting Involved
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what if. ..

chapter 1

Using Your
Learning Styles

what is included. ..

16
17
19
25
26
27

Power Process: Ideas are tools

Learning styles: Discovering how you learn
Learning Style Inventory

Using your Learning Style Profile to succeed
Journal Entry 2: Choosing success

Skills Snapshot

do you have a minute”

Take a minute to write down a “baby step”—a task that takes 60 seconds or less—
that can help you move toward completing a current project or assignment. For
example, brainstorm a list of topics for a paper that you plan to write. If you can
spare another minute, then do that task immediately.
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PROCESS

Ideas are tools

There are many ideas in this text. When
you first encounter them, don’t believe
any of them. Instead, think of the ideas
as tools.

For example, you use a hammer for a
purpose—to drive a nail. You don’t try
to figure out whether the hammer is
“right.” You just use it. If it works, you
use it again. If it doesn’t work, you get a
different hammer.

People have plenty of room in their lives
for different kinds of hammers, but they
tend to limit their openness to different
kinds of ideas. A new idea, at some level,
is a threat to their very being—unlike

a new hammer, which is simply a new
hammer.

Most of us have a built-in desire to
be right. Our ideas, we often think,
represent ourselves.

Some ideas are worth dying for. But
please note: This text does not contain
any of those ideas. The ideas on these
pages are strictly “hammers.”

Imagine someone defending a hammer.
Picture this person holding up a hammer
and declaring, “I hold this hammer to be
self-evident. Give me this hammer or
give me death. Those other hammers
are flawed. There are only two

kinds of people in this world:

people who believe in this hammer and
people who don't.”

That ridiculous picture makes a point.
This text is not a manifesto. It’s a toolbox,
and tools are meant to be used.

If you read about a tool in this text that
doesn’t sound “right” or one that sounds
a little goofy, remember that the ideas
here are for using, not necessarily for
believing. Suspend your judgment. Test
the idea for yourself. If it works, use it. If
it doesn’t, don’t use it.

Any tool—a hammer, a computer
program, a study technique—is designed
to do a specific job. A master mechanic
carries a variety of tools because no
single tool works for all jobs. If you throw
a tool away because it doesn’t work in one
situation, you won't be able to pull it out
later when it’s just what you need. So if
an idea doesn’t work for you and you are
satisfied that you gave it a fair chance,
don’t throw it away. File it away instead.
The idea might come in handy soon.

And remember, this text is not about
figuring out the “right” way. Even the
“ideas are tools” approach is not “right.”

It's just a tool.
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LEARNING

STYLES:

Discovering how you learn

what if «

Right now, you are investing substantial amounts of time, money, and energy in your
education. What you get in return for this investment depends on how well you understand
the process of learmning and use it to your advantage.

If you don’t understand learn-
ing, you might feel bored or
confused in class. After getting a
low grade, you might have no idea how
to respond. Over time, frustration can
mount to the point where you question
the value of being in school.

Some students answer that ques-
tion by dropping out of school.
These students lose a chance to create
the life they want, and society loses the
contributions of educated workers.

You can prevent that outcome.
Gain strategies for going beyond
boredom and confusion. Discover new
options for achieving goals, solving
problems, listening more fully, speak-
ing more persuasively, and resolving
conflicts between people. Start by
understanding the different ways that
people create meaning from their
experience and change their behavior. In
other words, learn about Aow you learn.

WE LEARN BY PERCEIVING
AND PROCESSING

When we learn well, says psychologist
David Kolb, two things happen.! First,
we perceive. That is, we notice events
and “take in” new experiences.

Second, we process. We respond to
experiences in ways that help us make
sense of them.

Some people especially prefer to
perceive through feel/ing (also called
concrete experience). They like to absorb
information through their five senses.
They learn by getting directly involved in
new experiences. When solving problems,
they rely on intuition as much as intellect.

Other people like to perceive by
thinking (also called abstract conceptual-
ization). They analyze, intellectualize, and
create theories. Often these people take
a scientific approach to problem solving
and excel in traditional classrooms.

Some people prefer to process by
watching (also called reflective observa-
tion). They prefer to stand back, watch
what is going on, and reflect on it.
They consider several points of view as
they attempt to make sense of things
and generate many ideas about how
something happens.

Other people like to process by doing
(also called active experimentation). They
prefer to jump in and start doing things
immediately. These people are willing to
take risks as they attempt to make sense
of things. They are results oriented and
look for practical ways to apply what
they learn.

PERCEIVING AND
PROCESSING—AN EXAMPLE

Suppose that you get a new cell phone. It
has more features than any phone you've
used before. You have many options for
learning how to use it. For example:

e Just get your hands on the phone
right away, press some buttons, and
see whether you can dial a number or
send a text message.

e Read theinstruction manual and
view help screens on the phone
before you try to make a call.

e Recall experiences you've had with
phones in the past and what you've
learned by watching other people
use their cell phones.

e Aska friend who owns the same
type of phone to coach you as you
experiment with making calls and
sending messages.

These actions illustrate the different
approaches to learning:

e  Getting your hands on the phone right
away and seeing whether you can
make it work is an example of learning
through feeling (or concrete experience).

e Reading the manual and help screens
before you use the phone is an
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example of learning through thinking  this approach in learning anything—from  in this chapter will help you explore your
(or abstract conceptualization). cell phones to English composition to sky  learning style in more detail. x

e Recalling what you've experienced diving. Doing the recommended activities
in the past is an example of learning
through watching (or reflective
observation).

e Asking a friend to coach you through
a hands-on activity with the phone M I N U T E
is an example of learning through

do you have a

doing (or active experimentation). Recall the last time you learned to use a new device such as a smartphone or
appliance. Did you rely primarily on thinking, feeling, doing, or watching? Take
In summary, your learning style is the a minute now to write down what you noticed about your learning style in a
unique way that you blend thinking, feel- Discovery Statement.

ing, watching, and doing. You tend to use

Directions for Completing the Learning Style Inventory

To help you become more aware of learning styles, a psychologist named
David Kolb developed the Learning Style Inventory (LSI). Responding to the
items in the LSI can help you discover a lot about ways you learn. Following
the LSI are suggestions for using the LSI results to promote your success.

The LSI is not a test. There are no right or wrong answers. Your goal is
simply to develop a profile of your current learning style. So, take the LSI
quickly. You might find it useful to recall a recent time when you learned
something new at school, home, or work. However, do not agonize over your
responses.

Note that the LSI consists of 12 sentences, each with four different
endings. Read each sentence, and then rank each ending using the following
scale:

4 = Most like you

3 = Second most like you
2 = Third most like you

1 = Least like you

Only use each number one time per sentence. This is a forced-choice
inventory, so you must rank each ending. Do not leave any endings blank.
Use each number only once for each question.

Read the instructions at the top of the LSI. When you understand
example A, you are ready to begin.

18 Chapter 1 | Using Your Learning Styles
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Learning Style Inventory

Read the first sentence and its four possible endings. Put a 4 next to the ending that best
describes the way you currently learn. Then continue ranking the other endings with a 3, 2, and
1, which represents the ending that is least like you. Do this for each sentence. Use the following
example as a guide:

A. When | learn: I am happy. 22 | am fast. 4 I am logical. \ I am careful.
Do not leave any endings blank. Use each number only once for each question.
1. When | learn: — lliketodealwith ~_____ [llike to think — llike to be doing — llike to watch
my feelings. about ideas. things. and listen.
2. |learn best — llistenandwatch _____ Irelyonlogical _ ltrust my hunches — lworkhard to
when: carefully. thinking. and feelings. get things done.
3. Whenlam _ ltendtoreason _ lamresponsible — lamgquietandre- — |havestrong
learning: things out. about things. served. feelings and
reactions.
4. |learn by: — feeling. — doing. _ watching. — thinking.
5. When I learn: _ lamopentonew ____ llookatallsides _____ [liketo analyze — lliketotry
experiences. of issues. things, break them things out.
down into their parts.
6. When lam — lamanobserving _____  lamanactive —  lamanintuitive — lamalogical
learning: person. person. person. person.
7. |learn best __ observation. __ personal __ rational theories. _ achancetotry
from: relationships. out and practice.
8. When | learn: — lliketoseeresults ____ |like ideas and — ltakemytime before _____ |feel personally
from my work. theories. acting. involved in
things.
9. llearn best — lrelyonmy — lrelyonmy _— lcantry things out — lrelyonmy
when: observations. feelings. for myself. ideas.
10. Whenlam _ lamareserved _ lamanaccepting _____ lamaresponsible — lama
learning: person. person. person. rational person.
11. When | — lgetinvolved. _ llike to observe. — levaluate things. — llike to be active
learn:
12. llearn best — lanalyze ideas. _ lamreceptive _ lamcareful. — lampractical.
when: and open-minded.

Experience Based Learning Systems, Inc. Developed by David A. Kolb. All rights reserved. The material found here cannot be replicated, in any format, without written permission from the Hay Group, 116 Huntington Ave., Boston, MA.
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Scorecard

Scoring Your Inventory

Brown F Total Now that you've finished taking the LSI, you probably have some questions about
what it means. You're about to discover some answers!

Teal W Total

STEP 1 First, copy your numbers from the Learning Style Inventory to the correspond-
Purple T Total ing lines on this page. When you've finished, add up all of the numbers you gave to
the items marked with brown F letters. Then write down that total on your Scorecard
next to “Brown F.” Next, add up all of the numbers for “Teal W,” “Purple T,” and
“Orange D.” Write down those totals in the Scorecard box as well.

Orange D Total

STEP 2 Add the four totals to arrive at a Grand Total and write down that figure in the
Scorecard box. (Note: The grand total should equal 120. If you have a different amount, go
back and re-add the colored letters. It was probably just an addition error.)

Grand Total

First Column Second Column Third Column Fourth Column
Ranking Ranking Ranking Ranking

—_

. When |l learn:

2. |learn best
when: -

3. Whenlam
learning: R

4. llearn by:

5. When | learn:

6. Whenlam
learning: —

7. llearn best
from: _

8. When | learn:

9. llearn best
when: N

10. Whenlam
learning: —

1. When |
learn: N

12. 1learn best

HMEE O g M A ™
MMM A4 Mol s 0o o -
€ 49 0 g4 M A4 g MO
O|lo|-=| Mo/ -4 o« mMmo|ls

when: - [ N N
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F: Feeling

Lea rning Style G raph Concrete Experience

The number where you put your X on
STEP 3 Transfer your totals from Step 2 style profile. (For an example, see the il- this line indicates your preference for
to the lines on the Learning Style lustration below.) Each X that you placed learning things that have personal
Graph below. On the brown (F) line, find on these lines indicates your preference for ~ Meaning. The higher your score on
the number that corresponds to your a different aspect of learning as described this line, the more you like to learn
“Brown F” total from your Scorecard. here. things that you feel are important and
Then write an X on this number. Do the relevant to yourself.

same for your “Teal W,” “Purple T,”
and “Orange D" totals. The graph on this
page is for you to keep. The graph on the
page about “Developing all four modes

of learning” is for you to turn in to your
instructor if required to do so.

W: Watching

Reflective Observation

Your number on this line indicates
how important it is for you to reflect
on the things you are learning. If your
score is high on this line, you probably
find it important to watch others as
they learn about an assignment and
“Feeling" then report on it to the class. You
(Concrete Experience) probably like to plan things out and
take the time to make sure that you
fully understand a topic.

STEP 4 Now draw four straight lines to
connect the four X’s. Then shade in the
area to form a “kite.” This is your learning

mode 4

100%
S T: Thinking
Abstract Conceptualization
1 Your number on this line indicates
D i } w your preference for learning ideas,
141719 21 222324 25 f p . .
"Doing" "Watching" facts, and figures. If your score is
 (Active (Reflective high on this line, you probably like
Experimentation) Observation)
to absorb many concepts and
gather lots of information on a

60%
40%

new topic.
mode 3 ; mode 2
"Thinking" DE DOIng . .
(Abstract Active Experimentation

Conceptualization) Your number on this line indicates

your preference for applying ideas,
using trial and error, and practicing
what you learn. If your score is high on
this line, you probably enjoy hands-on
activities that allow you to test out
ideas to see what works.
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Interpreting Your Learning Style Graph

When you examine your completed Learning Style Graph, you will notice that your learning style profile (the “kite”
that you drew) might be located primarily in one part of the graph. This will give you an idea of your preferred mode of
learning—the kind of behaviors that feel most comfortable and familiar to you when you are learning something.

Using the descriptions below and the sample graphs, identify your preferred learning mode.

D 4N AN N
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Chapter 1

Mode 1blends feeling and watching.

If the majority of your learning style profile is
in the upper right-hand corner of the Learning
Style Graph, you probably prefer Mode 1 learn-
ing. You seek a purpose for new information
and a personal connection with the content.
You want to know why a course matters and
how it challenges or fits in with what you
already know. You embrace new ideas that
relate directly to your current interests and
goals.

Mode 2 blends watching and thinking.

If your learning style profile is mostly in the
lower right-hand corner of the Learning Style
Graph, you probably prefer Mode 2 learning.
You are interested in knowing what ideas or
techniques are important. You seek a theory
to explain events and are interested in what
experts have to say. You enjoy learning lots of
facts and then arranging these facts in a logical
and concise manner. You break a subject down
into its key elements or steps and master each
one in a systematic way.

Mode 3 blends thinking and doing. If most
of your learning style profile is in the lower
left-hand corner of the Learning Style Graph,
you probably prefer Mode 3 learning. You
hunger for an opportunity to try out what
you're studying. You get involved with new
knowledge by testing it out. You investigate
how ideas and techniques work, and you

put into practice what you learn. You thrive
when you have well-defined tasks, guided
practice, and frequent feedback.

Mode 4 blends doing and feeling. If most
of your learning style profile is in the up-

per left-hand corner of the Learning Style
Graph, you probably prefer Mode 4 learning.
You get excited about going beyond class-
room assignments. You like to take what you
have practiced and find other uses for it. You
seek ways to apply this newly gained skill

or information at your workplace or in your
personal relationships.

| Using Your Learning Styles

It might be easier for you to remember the modes
if you summarize each one as a single question:

>Mode 1 means asking, Why learn this?
> Mode 2 means asking, What is this about?
> Mode 3 means asking, How does this work?

> Mode 4 means asking, What if | tried this in a
different setting?

Combinations

Some learning style profiles combine
all four modes. The profile to the

left reflects a learner who is focused
primarily on gathering information—
lots of information! People with this
profile tend to ask for additional
facts from an instructor, or they
want to know where they can go to
discover more about a subject.

The profile to the left applies

to learners who focus more on
understanding what they learn and
less on gathering lots of informa-
tion. People with this profile prefer
smaller chunks of data with plenty
of time to process it. Long lectures
can be difficult for these learners.

The profile to the left indicates

a learner whose preferences are
fairly well balanced. People with this
profile can be highly adaptable and
tend to excel no matter what the
instructor does in the classroom.
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Developing All Four Modes of Learning

Each mode of learning represents a unique blend of feeling, watching, thinking,
and doing. No matter which of these you've tended to prefer, you can develop
the ability to use all four modes:

e Todevelop Mode 1, ask questions that help you understand why it is important
for you to learn about a specific topic. You might also want to form a study

group.

e Todevelop Mode 2, ask questions that help you understand what the main
points and key facts are. Also, learn a new subject in stages. For example, divide
a large reading assignment into sections and then read each section carefully
before moving on to the next one.

"Feeling"
(Concrete Experience)

mode 4

100%
80%
60%
0%

» W

"Watching"
(Reflective
Observation)

"Doing"
(Active
Experimentation)

mode 3 mode 2

"Thinking"
I (Abstract
Conceptualization)

The graph on this page is here for you to turn in to your instructor if required to do so.

e Todevelop Mode 3, ask
questions about how a theory
relates to daily life. Also allow
time to practice what you learn.
You can do experiments, conduct
interviews, create presentations,
find a relevant work or internship
experience, or even write a song
that summarizes key concepts.
Learn through hands-on practice.

e Todevelop Mode 4, ask what-if
questions about ways to use what
you have just learned in several
different situations. Also, seek
opportunities to demonstrate your
understanding. You could coach
a classmate about what you have
learned, present findings from your
research, explain how your project
works, or perform your song.

Developing all four modes offers
many potential benefits. For exam-
ple, you can excel in many types of
courses and find more opportunities
to learn outside the classroom. You
can expand your options for declar-
ing a major and choosing a career.
You can also work more effectively
with people who learn differently
from you.

In addition, you'll be able to learn
from instructors no matter how
they teach. Let go of statements
such as “My teachers don’t get me”
and “The instructor doesn’t teach
to my learning style.” Replace those
excuses with attitudes such as “l am
responsible for what | learn” and
“I will master this subject by using
several modes of learning.”

The Essential Guide to Becoming a Master Student
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Balancing Your Preferences

The chart below identifies some of the natural talents peo-
ple have, as well as challenges for people who have a strong
preference for any one mode of learning. For example, if
most of your “kite” is in Mode 2 of the Learning Style Graph,
then look at the lower right-hand corner of the following
chart to see whether it gives an accurate description of you.

After reviewing the description of your preferred
learning mode, read all of the sections that start with the
words “People with other preferred modes.” These sec-
tions explain what actions you can take to become a more
balanced learner.

Feeling

Strengths:

e Getting things done
e Leadership

e Risk taking

Too much of this mode can lead to:
e Trivial improvements
e Meaningless activity

Too little of this mode can lead to:

e Work not completed on time

o Impractical plans

o Lack of motivation to achieve goals

People with other preferred modes can
develop Mode 4 by:

e Making a commitment to objectives
¢ Seeking new opportunities

e Influencing and leading others

o Being personally involved

¢ Dealing with people

Doing

People with other prefe
develop Mode 3 by:

o Creating new ways of thinki
o Experimenting with fresh idea
® Choosing the best solution

e Setting goals

e Making decisions

mode 3

Strengths:

¢ Imaginative ability

e Understanding people
e Recognizing problems
¢ Brainstorming

mode 1

Too much of this mode can lead to:
e Feeling paralyzed by alternatives
¢ Inability to make decisions

Too little of this mode can lead to:
e Lack of ideas
* Not recognizing problems and opportunities

People with other preferred modes can
develop Mode 1 by:

© Being aware of other people’s feelings

* Being sensitive to values

o Listening with an open mind

® Gathering information

e Imagining the implications of ambiguous
situations

Watching

th other preferred modes can
ode 2 by:

nizing information

* Building conceptual models

® Testing theories and ideas

* Designing experiments

* Analyzing quantitative data

mode 2

Thinking

Take your time to absorb all this material. Be willing to read
through it several times and ask questions.

Your efforts will be rewarded. In addition to discover-
ing more details about how you learn, you'll gain a set of
strategies for applying this knowledge to your courses. With
these strategies, you can use your knowledge of learning
styles to succeed in school.

24 Chapter 1 | Using Your Learning Styles

Above all, aim to recover your natural gift for learn-
ing as a master student. Rediscover a world where the
boundaries between learning and fun, between work
and play, all disappear. While immersing yourself in new
experiences, blend the sophistication of an adult with the
wonder of a child. This is a path that you can travel for the
rest of your life.
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Using your Learning

Style Profile to

SUCCEED

USE THE MODES TO
EXPAND YOUR OPTIONS
FOR LEARNING

To gain the most benefit from the
concept of learning styles, stay flexible.
Don't turn your preferred modes into
a set of demands or limitations such
as: “I can’t learn algebra—it’s just too
abstract.” Or, “I can only succeed with
instructors who present material in
visual terms.”

Instead, use the concept of learn-
ing styles as a path to new learning
strategies. By developing your skills
in all four modes, you can excel in
many courses with different kinds of
instructors.

USE THE MODES WHILE
CHOOSING COURSES

Remember your learning style profile
when you're thinking about which
classes to take and how to study for
each class. If you prefer Mode 1, for
example, look for courses that sound
interesting and seem worthwhile to
you. If you prefer Mode 2, consider
classes that center on lectures, read-
ing, and discussion. If you prefer
Mode 3, choose courses that in-
clude demonstrations, lab sessions,
role-playing, and other ways to take
action. And if you prefer Mode 4,
look for courses that could apply to
situations at work, at home, and in
your relationships.

ACCEPT CHANGE—AND
OCCASIONAL DISCOMFORT

As you seek out chances to develop new
modes of learning, keep in mind that

discomfort is part of the process. Allow
yourself to notice any struggle with a
task or lack of interest in completing

it. Remember that such feelings are
temporary and that you are balancing
your learning preferences. By choos-
ing to move through discomfort, you
consciously expand your ability to learn
in new ways.

USE THE MODES TO
EXPLORE YOUR MAJOR

If you enjoy learning in Mode 1, you
probably value creativity and human
relationships. When choosing a major,
consider the arts, English, psychology,
or political science.

If Mode 2 is your preference, then
you enjoy gathering information and
building theories. A major related
to math or science might be ideal
for you.

If Mode 3 is your favorite, then you
like to diagnose problems, arrive at
solutions, and use technology. A major
related to health care, engineering, or
economics could be a logical choice
for you.

And if your preference is Mode 4,
you probably enjoy taking the initia-
tive, implementing decisions, teaching,
managing projects, and moving
quickly from planning into action.
Consider a major in business or
education.

As you prepare to declare a major,
remain flexible. Use your knowl-
edge of learning styles to open up
possibilities rather than dictate your
choices. Also remember that regard-
less of your preferred mode, you can

Photastic/Shutterstock.com

excel at any job or major; this may
just mean developing new skills in
other modes.

USE THE MODES OF
LEARNING TO EXPLORE
YOUR CAREER

Knowing about learning styles becomes
especially useful when planning your
career.

People who excel at Mode 1 are
often skilled at tuning in to the
feelings of clients and coworkers.
These people can listen with an
open mind, tolerate confusion, be
sensitive to people’s feelings, open
up to problems that are difficult to
define, and brainstorm a variety of
solutions. If you like Mode 1, you may
be drawn to a career that centers on
human relationships, like counseling
or ministry.

People who prefer Mode 2
like to do research and work with
ideas. They are skilled at gathering
data, interpreting information, and
summarizing—arriving at the big
picture. Mode 2 learners may work
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as college teachers, lawyers, technical
writers, or journalists.

People who like Mode 3 are
drawn to solving problems, making
decisions, and checking on progress
toward goals. Careers in medicine,
engineering, information technology,
or another applied science are often
ideal for them.

People who enjoy Mode 4 like
to influence and lead others. These
people are often described as “doers”
and “risk takers.” Mode 4 learners
often excel at managing, negotiating,
selling, training, and teaching. They
might also work in a leadership
role for a nonprofit organization or
government agency.

Chapter 1 | Using Your Learning Styles

Keep in mind that any career can
attract people with a variety of learn-
ing styles. For instance, the health care
field is large enough to include people
who prefer Mode 3 and become
family physicians—and people who
prefer Mode 2 and become medical
researchers. X
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The Discovery Wheel in the Introduction to this text includes a section labeled Learning Styles. For the next 10 to
15 minutes, go beyond your initial responses to that exercise. Take a snapshot of your skills as they exist today, after reading
and doing this chapter.

Begin by reflecting on some recent experiences. Then take another step toward mastery by choosing to follow up on your
reflections with a specific action.

Discovery
My score on the Learning Styles section of the Discovery Wheel was . ..

If asked to describe my learning preferences in one sentence, I would say . ..

At the end of this course, I would like my Learning Styles score on the Discovery Wheel to be . . .

Intention
To expand my learning style, I would like to experiment with new strategies for learning, including . . .

One strategy that would have an immediate impact on my success in school is . . .

Action
The new habit that I will adopt in order to use this strategy is . . .

do you have a

MINUTE

Take the action statement that you just wrote and translate it into tasks that you can do in 60 seconds or less.
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Don’t wait for
that magic time
to come. Make
the time to get the
results in life that

you desire.

in whole or in part.
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Taking Charge of Your
Time & Money

what is included ...

Power Process: Be here now

You've got the time—and the money
Setting and achieving goals

Time management essentials
Procrastination unplugged

Put an end to money worries

Journal Entry 3: Show me the money
Use credit with care

Skills Snapshot

do you have a minute”

Take a minute to write down an important outcome for today. This is not a to-do
list. It is a result that you intend to produce by getting one or more items on your
to-do list done. Complete this sentence: Before I go to bed tonight, I want to
make absolutely sure thatI....
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Be here now

Being right here, right now is such a simple

idea. It seems obvious. Where else can

you be but where you are? When
else can you be there but when
you are there?

The answer is that you can be
somewhere else at any time—in
your head. It's common for our
thoughts to distract us from where
we've chosen to be. Sometimes
technology becomes the source of
distraction: The arrival of every new
text message, Facebook update, or
email comes with an attention-grabbing
alert. When we let this happen without
conscious choice, we lose the benefits
of focusing our attention on what’s
important to us in the present moment.

To “be here now” means to do what you're
doing when you're doing it. It means to
be where you are when you're there.
Students consistently report that
focusing attention on the here and now
is one of the most powerful tools in
this text.

We all have a voice in our head that
hardly ever shuts up. If you don’t believe
it, conduct this experiment: Close your
eyes for 10 seconds, and pay attention to

what is going on in your head. Please do
this right now.

Notice something? Perhaps a voice in your
head was saying, “Forget it. I'm in a hurry.”
Another might have said, “l wonder when
10 seconds is up?” Another could have
been saying, “What little voice? | don’t
hear any little voice.”

That'’s the voice.

This voice can take you anywhere at any
time—especially when you are studying.
When the voice takes you away, you might
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o)A PROCESS

appear to be studying, but your brain is
somewhere else.

All of us have experienced this voice, as well
as the absence of it. When our inner voices
are silent, we can experience something
that’s called “flow”: Time no longer seems
to exist. We forget worries, aches, pains,
reasons, excuses, and justifications. We fully
experience the here and now. Life is magic.

Do not expect to be rid of the voice entirely.
That is neither possible nor desirable. Inner
voices serve a purpose. They enable us to
analyze, predict, classify, and understand
events out there in the “real” world. The
trick is to consciously choose when to be
with your inner voice and when to let it go.

Instead of trying to force a stray thought
out of your head, simply notice it. Accept it.
Tell yourself, “There’s that thought again.”
Then gently return your attention to the
task at hand. That thought, or another, will
come back. Your mind will drift. Simply
notice again where your thoughts take you,
and gently bring yourself back to the here
and now.

Also remember that planning supports
this Power Process. Goals are tools that we
create to guide our action in the present.
Time-management techniques—calendars,

lists, and all the rest—have only one purpose.

They reveal what’s most important for you
to focus on right now. Ironically, one way to
create flow experiences is to plan for them.

The idea behind this Power Process is
simple. When you listen to a lecture, listen
to a lecture. When you read this text,

read this text. And when you choose to
daydream, daydream. Do what you’re doing
when you're doing it. Be where you are
when you're there.

Be herenow...and now...and now. x
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The words time management may
call forth images of restriction and
control. You might visualize a prune-
faced Scrooge hunched over your
shoulder, stopwatch in hand, telling you
what to do every minute. Bad news.

The good news is you do have
enough time for the things you want
to accomplish in life. All it takes is
thinking about the possibilities and
making conscious choices.

Time is an equal opportunity resource.
All of us, regardless of gender, race, creed,
or national origin, have exactly the same
number of hours in a week. No matter
how famous we are, no matter how rich
or poor, we all get 168 hours to spend
each week—no more, no less.

Time is also an unusual commodity.
It cannot be saved. You can’t stockpile
time like wood for the stove or food
for the winter. It can’t be seen, heard,
touched, tasted, or smelled.

Time is a nonrenewable resource.
If you're out of wood, you can chop
some more. If you're out of money,
you can earn a little extra. If you're
out of love, there is still hope. If you're
out of health, it can often be restored.
But when youre out of time, that’s it.
When this minute is gone, it’s gone.

Sometimes it seems that your friends
control your time; your boss controls your
time; your teachers or your parents or
your kids or somebody else controls your
time. Maybe that is not true, though.

You've got the time—

AND THE MONEY

When you say you don't have enough time or money, you
might really be saying that you are not spending what you do

have in the way that you want.

Approach time as if you are in control.
When you say you don't have enough
time, you might really be saying that you
are not spending the time you do have in
the way that you want. This chapter is
about ways to solve that problem.

In addition, look for the Do you
have a minute? boxes throughout this
text. These suggest ways for you to make
progress toward your goals by complet-
ing a task that takes about 60 seconds.

Also approach money as if you are
in control. When you say you don’t
have enough money, the real issue
might be that you are not spending the
money you do have in ways that align
with your values.

Most money problems result from
spending more than is available. It’s
that simple, even though we often
do everything we can to make the
problem much more complicated. The
solution also is simple: Don’t spend
more than you have. If you are spend-
ing more than you have, then increase
your income, decrease your spending,
or do both.

The point is that you are in control of
what you earn and spend. This idea has
never won a Nobel Prize in Economics,
but you won't go broke applying it.

Everything written about time and
money management can be reduced to
three main ideas:

1. Know exactly what you want.
State your wants as clear, specific
goals. And put them in writing.

The Essential Guide to Becoming a Master Student

When our lives lack this quality, we
spend most of our time respond-
ing to interruptions, last-minute
projects, and emergencies. Life feels
like a scramble to just survive. We're
so busy achieving someone else’s
goals that we forget about getting
what we want.

2. Know how to get what you want.
Take action to meet your goals,
including financial goals. Determine
what you'll do today to get what
you want in the future. Put those
actions in writing as well.

3. Take action to get what you want.
When schedules get tight, we often
drop important activities such as
exercising and fixing nutritious
meals. We postpone them for that
elusive day when we'll finally “have
the time” or “have the money.”

Don’t wait for that magic time to
come. Make the time to get the results
in life that you desire. Use the sugges-
tions and exercises in this chapter to
empower yourself.

The most useful strategies for
managing time and money are not
new. These strategies are all based on
the cycle of discovery, intention, and
action that you're already using in
this text. Throw in the ability to add
and subtract, and you have everything
you need to manage your time and
your money. Spend these valuable
resources in ways that align with your
values. X
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Setting and achieving

GOALS

Many people have no goals or have only vague, idealized
notions of what they want. They are wonderful, fuzzy, safe
thoughts such as “I want to be a good person,”“I want to be
financially secure,” or “I want to be happy.”

General outcomes such as these have potential as achiev-
able goals. When we %eep these goals in a general form,
however, we may become confused about ways to actually
achieve them.

Make your goal as real as a finely tuned engine. There is
nothing vague or fuzzy about engines. You can see them, feel
them, and hear them. You can take them apart and inspect
the moving parts.

Goals can be every bit as real and useful. If you really
want to meet a goal, then take it apart. Inspect the moving
parts—the physical actions that you will take to make the
goal happen and fine-tune your life.

Some presentations about goal setting make the whole
process seem like a painful exercise in self-discipline. Don't
believe it. Setting and achieving goals is really about having
fun for the long run. It’s about getting what you want in the
future and enjoying every step along the way.

Write down your goals. Writing down your goals greatly
increases your chances of meeting them. Writing exposes
undefined terms, unrealistic time frames, and other symptoms
of fuzzy thinking.

If you've been completing Intention Statements as
explained in the Introduction to this text, then you've
already had experience writing goals. Both goals and
Intention Statements address changes you want to make
in your behavior, your values, your circumstances—or all
of these.

Write specific goals. State your goals in writing as observ-
able outcomes or measurable results. Think in detail about how
things will be different once your goals are attained. List the
changes in what you'll see, feel, touch, taste, hear, be, do, or have.

Suppose that one of your goals is to become a better
student by studying harder. You're headed in a powerful
direction; now translate that goal into a concrete action, such
as “I will study two hours for every hour I'm in class.”

Specific goals make clear what actions are needed or what
results are expected. Consider these examples:
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Vague Goal

Get a good Graduate with BS degree in engi-

education neering, with honors, by 2021

Get good grades  Earn a 3.5 grade point average next
semester

Enhance my Join a church in my neighborhood

spiritual life with a strong tradition of community
service

Improve my Lose 6 pounds during the next

appearance 6 months

Get control of my  Have $5,000 in my savings account
money by July 1 of next year

Write goals in several time frames. To get a compre-
hensive vision of your future, write down the following:

e Long-term goals. Long-term goals represent major targets
in your life. These goals can take 5 to 20 years to achieve. In
some cases, they will take a lifetime. They can include goals
in education, careers, personal relationships, travel, financial
security—whatever is important to you. Consider the answers
to the following questions as you create your long-term goals:
What do you want to accomplish in your life? Do you want
your life to make a statement? If so, what is that statement?

e Midterm goals. Midterm goals are objectives you can
accomplish in one to five years. They include goals such
as completing a course of education, paying off a car loan,
or achieving a specific career level. These goals usually
support your long-term goals.

e  Short-term goals. Short-term goals are the ones you
can accomplish in a year or less. These goals are specific
achievements, such as completing a particular course or
group of courses, hiking down the Appalachian Trail, or
organizing a family reunion. A short-term financial goal
would probably include an exact dollar amount. Whatever
your short-term goals are, they will require action now or
in the near future.
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Write goals in several areas of life. People who set goals
in only one area of life—such as their career—may find that
their personal growth becomes one-sided. They might experi-
ence success at work while neglecting their health or relation-
ships with family members and friends. To avoid this outcome,
set goals in a variety of categories such as:

Education

Career

Health

Wealth

Family life

Friendships

Volunteering and community service
Spirituality

Put habits in place to meet your goals. Much of your
behavior is habitual. Take advantage of this fact to meet your
goals. After setting a goal, choose at least one habit that you
will adopt to achieve it. For example:

e Ifyourgoalis to lose 10 pounds this year, then make it a
habit to replace dessert with a serving of fruit.

e Ifyour goal is to pay off your credit card debt, then make
it a habit to pay more than the minimum amount due each
month.

e Ifyour goal is to write a book that will promote your
business, then make it a habit to write for 30 minutes
every day.

Translating goals into habits gives you a game that you
can win. The pay-off for a long-term goal might not come
for years. A habit is something that you can do today and
reward yourself for in the present. Goals give you a direction.
Habits give you a syszem for making daily progress. The goals
that lead to changes in your daily behavior are the goals that
you're most likely to achieve.

To succeed at habit change, start small. Instead of
planning to do yoga for one hour every day, make it your
intention to simply step on a yoga mat as soon as you wake
up. Instead of planning to read 50 books this year, make it
your intention to simply read one page every night before
you go to bed. When your habits involve small behaviors,
you’re more likely to do them even when you don't feel
motivated. Once you put a small behavior change in place, it
can naturally expand over time.

Also link each habit to a cue that will remind you to do
the behavior. For example:

e  After starting the microwave (cue), do one push up
(behavior).

e  After putting on your pajamas (cue), lay out the clothes
you will wear to exercise in the morning (behavior).

e  After you get home from school (cue), fill a glass with
water and put it in your study area (behavior).

e After you enter the grocery store (cue), pick out one new
vegetable to eat (behavior).

e After you get out of bed in the morning (cue), take one
deep breath (behavior).

e  After using the bathroom (cue), step on to a yoga mat and
do one simple stretch (behavior).

Finally, remember to celebrate every time that you
practice a new habit. This can be as simple as saying Yes/ or
Way to go! to yourself. Savor every success, no matter how
small. Then enjoy the results as they unfold in your life.

Reflect on your goals. Each week, take a few minutes to

think about your goals. You can perform the following spot
checks:

e  Check in with your feelings. Think about how the process of
setting your goals felt. Consider the satisfaction you'll gain
in attaining your objectives. If you don’t feel a significant
emotional connection with a written goal, consider letting it
go or filing it away to review later.

e  Check for alignment. Look for connections among your
goals. Do your short-term goals align with your midterm
goals? Will your midterm goals help you achieve your
long-term goals? Look for a fit between all of your goals
and your purpose for taking part in higher education as
well as your overall purpose in life.

e  Check for obstacles. All kinds of things can come between
you and your goals, such as constraints on time and
money. Anticipate obstacles and start looking now for
workable solutions.

e  Check for next steps. Decide on a list of small, achievable
steps you can take right away to accomplish each of
your short-term goals. Write these small steps down on
a calendar (to schedule them for a specific day) or on a
to-do list.

Move into action immediately. The idea of making New
Year’s resolutions is the butt of countless jokes. On January 1,
we swear to start exercising regularly. By February 1, we're
reaching for the TV remote instead of the jogging shoes.

Don't let your goals suffer such a fate. To increase your odds
of success, take immediate action. Decrease the gap between
stating a goal and starting to achieve it. If you slip up and
forget about your goal, you can get back on track at any time
by doing something about it. Make those jokes about resolu-
tions a part of your past, not a predictor of your future. X
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Time management

ESSENTIALS

Think back to the simpler times of your
life. During your early school years, you
went to class at regular hours. Then you
had plenty of time to play. Later you
learned to make time for homework.
During high school you probably added
some extracurricular activities. Even

so, your teachers guided your sched-
ule, gave you regular assignments, and
reminded you about them.

In higher education, all of this
changes. You’re now juggling multiple
courses and assignments—and perhaps
a job and family as well. Compared
to high school teachers, your current
instructors are “hands-off.” They give
assignments and simply expect you to
get them done. No one is looking over
your shoulder to manage your schedule.
No one checks on your progress. It’s all
up to you.

This is something that many
students in higher education forget.
They approach college-level work with
the mindset of a high-school student.

To succeed in school and the work-
place, develop time management skills
for the twenty-first century. Following
are some essential tools and habits.

YOUR CALENDAR

If you don't already have this essential
tool, get one today. Use a calendar to
remind yourself about commitments
that will take place on a specific date,
a specific time, or both. Examples are
classes, tests, meetings, appointments,
and work hours. You can also sched-
ule due dates for assignments, review
sessions, study group meetings, social
gatherings, and any other important
event.

Many students use a paper-based
calendar that they carry along with
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their textbooks and class notes. Other
people favor online calendars. Calendar
apps for desktop computers and mobile
devices are also popular. Check out the
options. Then settle on one that you
will actually use every day.

People who are new to higher
education often struggle with their lack
of structured time. Aside from class
meetings, there is no fixed “work day”
for students. As a result, some treat
all nonclass time as “free time” and
focus on having fun or working. These
students put their education at risk.

Other students go to the opposite
extreme and treat every waking hour as
study time. They risk burnout.

You can avoid both mistakes by
using your calendar. Schedule three
kinds of events:

e  Fixed commitments. Include class
time, work time, and other events
that are determined in advance.

e  Study sessions. Over the course of
a full week, see if you can schedule
two hours of study time for
every hour that you spend in class.
Avoid scheduling marathon study
sessions, however. Plan for shorter
sessions. Three 2-hour sessions are
usually far more productive than
one 6-hour session.

o  Time for other tasks. See if you can
find an hour each day to do items
on your to-do list (explained in the
next section).

This approach to scheduling will
quickly reveal whether you have too
many commitments. Keep adjusting
your schedule until you create one
that supports your success. Remember
that success means having some

| Taking Charge of Your Time & Money

unscheduled time on most days to
deal with surprises—and just relax.

YOUR PROJECT LIST
AND TO-DO LIST

It’s not wise—or even possible—to
schedule everything you want to do. For
important items that do zoz have to be
done on a certain date or time, create
lists.

Two time-tested tools for creating
lists are pen and paper. Set aside a
specific notebook for your lists. Or,
write each list item on a separate 3 X 5
card. You can also create lists with apps
for computers and mobile devices. As
with your calendar, choose tools that
you will use daily.

After you settle on a list manager,
create two lists. The first is a project
list. A project is any goal that:

e Youwant to achieve during this term.
e Requires more than one action.

Projects include papers to write,
presentations to prepare, and other
multistep class assignments. Projects
can also include goals that go beyond
school. For example, do you want to set
up a personal website? That’s a project.
Do you want to write a career plan
or find a romantic partner? Those are
projects, too.

Take the time to write a complete
project list. With this list and your
calendar, you get the “big picture” of
your life—an overview of all of your
current commitments. This perspec-
tive is essential for effective time
management.
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The second list is a to-do list. This
includes the specific actions you'll take
to get your projects done. Examples are
phone calls to make, e-mails to send,
and errands to run.

As you finish each to-do item,
delete it from your list. Savor the
resulting sense of accomplishment.
Also add new to-do items as you think
of them.

YOUR IN-BASKETS

Consider all the “inputs” you get during
a typical day—e-mails, text messages,
phone calls, “snail mail,” and other
papers. Many of these call for follow-up
action on your part.

Collect all of this stuff with in-
baskets. Then you can process each
item, one at a time, and not worry that
you're forgetting something.

You will use several in-baskets. Start
with a tray or folder for loose papers.
Also, create a folder on your computer
desktop for e-mail attachments and
other digital documents. In addition,
think of your e-mail software as
another in-basket.

Suppose you get an idea during the
day that you want to capture, but you
don't have time to process it right away.
Just jot it down on a piece of paper
and throw it in your in-basket. Or,
use any app on your smartphone that
allows you to quickly create notes or

voice memos. This app is now another
in-basket for you.

YOUR REVIEW SESSIONS
With your calendar, lists, and in-baskets,
you have the core tools for time manage-
ment. Now develop the habit of review-
ing their contents on a regular basis.

The daily review. Once each day,
check your calendar and to-do list. This
is your guide to what to complete within
the next 24 hours.

The weekly review. Schedule a
regular time—such as Friday afternoon
or Sunday night—for a weekly review.
Begin by taking the items from your in-
baskets and clarifying what to do about
them. For each item, you have three basic
options:

o Deleteit. Trash it or toss it in a
recycling bin.

e Do it now. This works well for tasks
such as making a quick phone call.

o  Defer it. That is, write a reminder to
handle it later. This reminder goes
on your calendar, project list, or
to-do list.

Because each item in the above
list starts with a D, this is called the
“three-D” method of cleaning out your
in-baskets.

do you have a

MINUTE

Take a minute to take action on one suggestion from this article. For example:

e Choose a paper-based calendar or calendar app that you'll use daily.

e Choose a tool to manage lists. Notebooks, index cards, and apps are all
options. Test them to find the best fit for you.

e Use the one-minute rule to empty your in-basket: If you can respond to an
item in 60 seconds or less, just do it now.

Some of the things that you collect
will not require any follow-up action.
Even so, you might want to keep them
on hand so that you can find them
later. These are reference items such
as insurance policies, owner’s manu-
als, and contact information for your
friends and family members.

Set up simple filing systems for
reference items. Use file folders for
pieces of paper. Give each folder a
name, and store the folders in alpha-
betical order. On your computer, create
folders for each of your current classes
and projects.

Set a goal to empty all your
in-baskets once per week with the
three-D method. This is an exercise in
critical thinking, and it takes time. The
reward is clarity and peace of mind.

Also make time during the weekly
review to update your other time man-
agement tools. Check your calendar
for scheduled events. Make sure your
project list is accurate. Also focus on
your to-do list: Does it include all the
actions you’'ll need to do this week to
complete your projects on time? If not,
revise the list.

The end-of-term review. At the end
of each quarter or semester, schedule an

hour to reflect on your life as a whole.
Ask yourself:

e Am | making time for things that are
important as well as urgent?

e Am I making progress on my
long-term goals?

e Aremy goals and daily activities
truly aligned with my core values?

Your answers to these questions can
lead to new goals, schedules, projects,
and to-do items. What's truly essential
about time management is the oppor-
tunity to keep creating the life of your
dreams. X
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Procrastination

UNPLUGGED

The terms self~discipline, willpower, and motivation are often
used to describe something missing in ourselves. Time after
time, we invoke these words to explain another person’s suc-
cess—or our own shortcomings: “If I were more motivated,
I'd get more involved in school.” “Of course she got an A. She
has self-discipline.” “If I had more willpower, I'd lose weight.”

It seems that certain people are born with lots of motiva-
tion, whereas others miss out on it.

An alternative way of thinking is to stop assuming that moti-
vation is mysterious, determined at birth, or hard to come by.
In fact, perhaps the whole concept of motivation is just a myth.
Maybe what we call motivation is something that you already
possess—the ability to do a task even when you don' feel like it.

We don't need the concept of motivation to change our
behavior. Rather, immediate action can flow from genuine
commitment. With that idea in mind, test the following
suggestions.

CHECK FOR ATTITUDES THAT PROMOTE
PROCRASTINATION

Certain attitudes fuel procrastination and keep you from ex-
periencing the rewards in life that you deserve. In their book
Procrastination: Why You Do It and What to Do About It, psy-
chologists Jane Burka and Lenora Yuen list these examples:

| must be perfect.

Everything | do should go easily and without effort.
It's safer to do nothing than to take a risk and fail.
If it’s not done right, it’s not worth doing at all.

If I do well this time, | must always do well.

If | succeed, someone will get hurt.!

If you find such beliefs running through your mind, write
them down. Getting a belief out of your head and onto
paper can rob that belief of its power. Also write a more
effective belief that you want to adopt. For example: “Even if
I don't complete this task perfectly, it’s good enough for now,
and I can still learn from my mistakes.”

ACCEPT YOUR FEELINGS OF RESISTANCE—
THEN TAKE ACTION

If you wait to exercise until you feel energetic, you might wait
for months. Instead, get moving now and watch your feelings
change. After five minutes of brisk walking, you might be in

the mood for a 20-minute run. Don’t wait to feel “motivated”

36 Chapter 2 | Taking Charge of Your Time & Money

before you take action. Instead, apply the principle that ac-
tion creafes motivation.

This principle can be applied to any task you've been
putting off. You can move into action no matter how you
feel about a task. Simply notice your feelings of resistance,
accept them, and then do one small task related to your goal.
Then do one more task, and another. Keep at it, one task at
a time, and watch procrastination disappear. X

do you have a

MINUTE

Choose a project that you've been putting off. Take one
minute to define the very next action you’ll take to get
this project done.
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Put an end to

MONEY

If you want to end money worries, then
clarify your intentions to earn more and
spend less. Following are ideas you can
use immediately.

EARN MORE

Get financial aid. Student grants,
scholarships, and low-interest loans can
play a major role in your college suc-
cess by freeing you up from having to
work full-time or even part-time. Many
students assume they don't qualify for
financial aid. That assumption could cost
you thousands of dollars. Visit the finan-
cial aid office at your school to discover
your options.

Work at a job while you’re in
school. If you work while you're in
school, you earn more than money. You
gain experience, establish references,
interact with a variety of people, and
make contact with people who might
hire you in the future. Also, regular
income in any amount can make a differ-
ence to your monthly cash flow.

Many students work full-time or
part-time jobs. Work and school don't
have to conflict, especially if you plan
your week carefully and ask for your
employer’s support.

On most campuses, the financial
aid office employs a person whose job
it is to help students find work while
they’re in school. Find that person.

See whether you can find a job
related to your chosen career. Even an
entry-level job in your field can provide
valuable experience. Once you've been
in such a job for a while, find out how
to get promoted.

Ask for a raise. Find out the sal-
ary range for the job you have or want.
With this information in mind, you'll
be able to tell whether a job interviewer

WORRIES

or supervisor is offering a salary that’s
unreasonably low.

When the topic of salary comes
up, the person on the other side of the
desk will probably start by asking a
question: What figure did you have in
mind?

This is a tricky question. Naming
a figure that’s too high could get you
screened out. Naming a figure that’s
too low could undermine your cred-
ibility and lock you into in a smaller
paycheck for a long time. Instead
of naming a figure at this point, say
something like: I am open to discussion.
What range from low to high do you have
in mind?

The other person’s first answer is
likely to be in the lower end of the
range that they’re prepared to offer.

If their figure is within your desired
range, then say: I think we’re close. What
would it take to get to . . . ? End the
sentence with a number that’s toward
the high end of your desired range.
This gives you room to negotiate.

Start a business on the side.
Consider a service you could offer on a
part-time basis—anything from lawn
mowing to computer consulting. Students
can boost their income in many other
ways, such as running errands, giving
guitar lessons, tutoring, designing websites,
walking pets, detailing cars, and house
sitting. Charge reasonable rates, provide
impeccable service, and ask your clients for
referrals. Earning even a couple of hun-
dred more dollars each month can make a
difference in your experience of money.

Think hard about what your
potential customers or clients want.
What problems do they want to solve?
What benefits do they want to experi-
ence? Offer your product or service as
an answer.

Be a high performer. Once you get
a job or start a business, make it your
intention to excel at what you do. Make
yourself indispensable. Look for ways

to excel at your job by building relation-
ships, becoming a rock-star collabora-
tor, and consistently delivering results.
Suggest ideas that can increase revenue,
decrease costs, solve problems, and make
processes more efficient. Then ask to get
assigned to the teams that implement
your ideas.

Be a lifetime learner. You can use
your education to develop knowledge,
experience, and skills that create income
for the rest of your life. Once you gradu-
ate and land a job in your chosen field,
continue your education. Look for ways
to gain additional skills or certifications
that lead to more fulfilling work assign-
ments—and more money in the future.

SPEND LESS
Look to big-ticket items. When you
look for places to cut expenses, start with
the items that cost the most. Choices
about where to live, for example, can save
you thousands of dollars. Sometimes a
place a little farther from campus, or a
smaller house or apartment, will be much
less expensive. You can also keep your
housing costs down by finding a room-
mate. Offer to do repairs or maintenance
in exchange for reduced rent. Pay your rent
on time, and treat property with respect.
Another high-ticket item is a car.
Take the cost of buying or leasing
and then add expenses for parking,
insurance, repairs, gas, maintenance,
and tires. You might find that it makes
more sense to walk, bike, use public
transportation, ride a campus shuttle,
and call for an occasional taxi ride. Or
carpool. Find friends with a car, and
chip in for gas.
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Track your expenses to discover the
main drains on your finances. Then
focus on one or two areas where you
can reduce spending while continuing
to pay your fixed monthly bills such as
rent and tuition.

Save money on eating and drinking.
"This single suggestion could significantly
lower your expenses. Instead of hitting a
restaurant or bar, head to the grocery store.

Cooking for yourself doesn't need to
take much time if you do a little menu
planning. Create a list of your five favorite
home-cooked meals. Learn how to
prepare them. Then keep ingredients for
these meals always on hand. To reduce
grocery bills, buy these ingredients in bulk.

If you live in a dorm, review the
different meal plans you can buy. Some
schools offer meal plans for students
who live off campus. These plans might
be cheaper than eating in restaurants
while youre on campus.

Lower your phone bills. If you use a
cell phone, pull out a copy of your latest
bill. Review how many minutes you used
last month. Perhaps you could get by with
a less expensive phone, fewer minutes,
fewer text messages, and a cheaper plan.

Do an Internet search on cell phone
plan comparison, and see whether you
could save money by switching providers.
Also consider a family calling plan, which
might cost less than a separate plan for
each person. In addition, consider whether
you need a home phone (a landline) and
a cell phone. Dropping the home phone
could save you money right away.

Pay cash. To avoid interest charges,
deal in cash. If you don't have the cash,
don’t buy. Buying on credit makes it
more difficult to monitor spending. You
can easily bust next month’s money plan
with this month’s credit card purchases.

Postpone purchases. If you plan to
buy something, leave your checkbook or
credit card at home when you first go
shopping. Look at all the possibilities.
Then go home and make your decision
when you don't feel pressured. When you
are ready to buy, wait a week, even if the
salesperson pressures you. What seems
like a necessity today may not even cross
your mind the day after tomorrow.

Notice what you spend on “fun.”
Blowing your money on fun is fun.

It is also a fast way to blow your sav-
ings. When you spend money on
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entertainment, ask yourself what the
benefits will be and whether you could

get the same benefits for less money.

Use the envelope system. After
reviewing your monthly income and
expenses, put a certain amount of

cash each week in an envelope labeled
Entertainment/Eating Out. When the
envelope is empty, stop spending money
on these items for the rest of the week.
If you use online banking, see whether
you can create separate accounts for
various spending categories. Then
deposit a fixed amount of money into
each of those accounts. This is an elec-
tronic version of the envelope system.

Don’t compete with big spenders.
When you watch other people spend
their money, remember that you don't
know the whole story. Some students
have parents with deep pockets. Oth-

ers head to Mexico every year for spring
break but finance the trips with high-
interest credit cards. If you find yourself
feeling pressured to spend money so that
you can keep up with other people, stop
to think about how much it will cost over
the long run. Maybe it’s time to shop
around for some new friends. X
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Use credit

WITH CARE

A good credit rating will serve you for a lifetime. With this
asset, you'll be able to borrow money any time you need it. A
poor credit rating, however, can keep you from getting a car
or a house in the future. You might also have to pay higher
insurance rates, and you could even be turned down for a job.

To take charge of your credit, borrow money only when
truly necessary. If you do borrow, then make all of your pay-
ments, and make them on time. This is especially important
for managing credit cards and student loans.

USE CREDIT CARDS WITH CAUTION

Pay off the balance each month. An unpaid credit card
balance is a sure sign that you are spending more money than
you have. To avoid this outcome, keep track of how much you
spend with credit cards each month. Set a goal to pay off the
entire card balance each month, on time, to avoid finance or
late charges.

Scrutinize credit card offers. Finding a card with a lower
interest rate can make a dramatic difference. However, look
carefully at credit card offers. Low rates may be temporary. After
a few months, they could double or even triple. Also look for
annual fees, late fees, and other charges buried in the fine print.

Avoid cash advances. Due to their high interest rates and
fees, credit cards are not a great source of spare cash. Even when
you get cash advances on these cards from an ATM, it’s still
borrowed money. As an alternative, get a debit card tied to a
checking account. Use that card when you need cash on

the go.

Check statements against your records. File your
credit card receipts each month. When you get the bill for
each card, check it against your receipts for accuracy. Mistakes
in billing are rare, but they can happen. In addition, checking
your statement reveals the interest rate and fees that are being
applied to your account.

Use just one credit card. To simplify your financial life
and take charge of your credit, consider using only one card.
Choose one with no annual fee and the lowest interest rate.
Consider the bottom line, and be selective. If you do have more
than one credit card, pay off the one with the highest interest
rate first. Then consider canceling that card.

iStock.com/Laurent Davoust/Daboost

MANAGE STUDENT LOANS

Choose schools with costs in mind. If you decide to
transfer to another school, you can save thousands of dollars the
moment you sign your application for admission. In addition to
choosing schools on the basis of reputation, consider how much
they cost and the financial aid packages that they offer.

Avoid debt when possible. The surest way to manage
debt is to avoid it altogether. If you do take out loans, borrow
only the amount that you cannot get from other sources—
scholarships, grants, employment, gifts from relatives, and
personal savings. Predict what your income will be when the
first loan payments are due, and whether you'll make enough
money to manage continuing payments.

Also set a target date for graduation, and stick to it. The
fewer years you go to school, the lower your debt.

Shop carefully for loans. Go to the financial aid office and
ask whether you can get a Stafford loan. These are fixed-rate,
low-interest loans from the federal government. For more
information on the loans that are available to you, visit www
.studentaid.ed.gov.

If your parents are helping to pay for your education, they
can apply for a PLUS loan. There is no income limit, and
parents can borrow up to the total cost of their children’s
education.

If at all possible, avoid loans from privately owned com-
panies. These companies often charge higher interest rates
and impose terms that are less favorable to students. While
youre shopping around, ask about options for repaying your
loans. Lenders might allow you to extend the payments
over a longer period or adjust the amount of your monthly
payment based on your income. X

do you have a

MINUTE

Search your school’s website for the location, phone
number, and e-mail address of the financial aid office.
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AILL S

snaps ot

Take a snapshot of your current skills at working with time and money. Also think about the next step you'll take to develop
more mastery in these areas of your life.

Discovery
My score on the Time and Money section of the Discovery Wheel was . ..

After reading this chapter and experimenting with some of the suggestions, I would describe my ability to set and achieve
goals as . ..

I would describe my ability to manage money as . ..

Intention
When it comes to managing time more effectively, the most important change for me to make right now is . ..

When it comes to managing money more effectively, the most important change for me to make right now is . ..

Action
To make the changes that I just described, the new habits that I will adopt are . ..

At the end of this course, I would like my Time and Money score on the Discovery Wheel to be . ..

do you have a

MINUTE

Take one minute to go online to research other time management strategies. One option is to start with the Pomodoro
Technique, where you set a timer for 25 minutes and focus on one task for the whole time. Learn more at http://
pomodorotechnique.com.
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chapter 3

Achieving Your Purpose
for Reading

what is included ...

Power Process: Notice your pictures and let them go
Muscle Reading

Phase 1: Before you read

The magic of metacognition

Phase 2: While you read

Muscle Reading—a leaner approach

Phase 3: After you read

Journal Entry 4: Experimenting with Muscle Reading
Wiays to overcome confusion

Five ways to read with children underfoot

Skills Snapshot

do you have a minute”

Find a tool for building your vocabulary. For example, test your web browser to
see if it will display definitions when you control-click on a word. You could also
search for a dictionary app and download it to your mobile phone or tablet.
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O Ml )= :PROCESS

Notice your pictures and let them go

One of the brain’s primary jobs is

to manufacture images. We

use mental pictures to make
predictions about the world, and
we base much of our behavior on
those predictions.

Pictures can sometimes get in
our way. Take the student who
plans to attend a school he hasn’t
visited. He chose this school for
its strong curriculum and good
academic standing, but his brain
didn’t stop there. In his mind,
the campus has historic buildings
with ivy-covered walls and tree-lined
avenues. The professors, he imagines, will
be as articulate as Barack Obama and as
entertaining as Jimmy Fallon. The cafeteria
will be a cozy nook serving everything from
delicate quiche to strong coffee. He will
gather there with fellow students for hours
of stimulating, intellectual conversation.
The library will have every book, and
the computer lab will boast the newest
technology.

The school turns out to be four gray
buildings downtown, next to the bus
station. The first class he attends is taught
by an overweight, balding professor wearing
a plaid suit that went out of style sometime
during the previous century. The cafeteria is
a nondescript hall with machine-dispensed
food, and the student’s apartment is

barely large enough to accommodate his
roommate’s tuba. This hypothetical student
gets depressed. He begins to think about
dropping out of school.

It's no wonder that pictures have this kind
of power. Your brain is incredibly efficient
at processing images. In a matter of
seconds, for example, you can recognize a
familiar face and “read” it for signs of that
person’s emotional state. If the emotion is
not what you expected, then you could find
yourself bracing for conflict. The reason:

Reality has failed to match up with one of
your precious mental pictures.

The problem with pictures is that they can
prevent us from seeing what is really there.
That is what happened to the student in

this story. His pictures prevented him from
noticing that his school is in the heart of

a culturally vital city—close to theaters,
museums, government offices, clubs, and all
kinds of stores. The professor with the weird
suit is not only an expert in his field but also
a superior teacher. The school cafeteria is
skimpy because it can’t compete with the
variety of inexpensive restaurants in the area.

Our pictures often lead to our being angry
or disappointed. We set up expectations
of events before they occur. Sometimes
we don’t even realize that we have these
expectations. The next time you discover
you are angry, disappointed, or frustrated,
look to see which of your pictures aren’t
being fulfilled.

When you notice that pictures are getting
in your way, in the gentlest manner possible
let your pictures go. Let them drift away like
wisps of smoke picked up by a gentle wind.

This Power Process can be a lifesaver when

it comes to reading. Some students enter
higher education with pictures about all the
reading they’ll be required to do before they
graduate. They see themselves feeling bored,
confused, and worried about keeping up
with assignments. If you have such pictures,
be willing to let them go. This chapter can
help you recreate your whole experience of
reading, which is crucial to your success.

Sometimes when we let go of old pictures,
it’s helpful to replace them with new,
positive pictures. These new images can
help you take a fresh perspective. Your new
pictures might not feel as comfortable and
genuine as your old ones. That’s okay. Give
it time. It’s your head, and you're ultimately
in charge of the pictures that live there. x
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Muscle

READI

Picture yourself sitting at a desk, a
book in your hands. Your eyes are
open, and it looks as if you're read-
ing. Suddenly your head jerks up. You
blink. You realize your eyes have been
scanning the page for 10 minutes, and
you can’t remember a single thing you
have read.

Or picture this: You've had a hard
day. You were up at 6 a.m. to get the
kids ready for school. A coworker
called in sick, and you missed lunch
trying to do his job on top of yours.
You picked up the kids, then had to
shop for dinner. Dinner was late, of
course, and the kids were grumpy.

Finally, you get to your books at
8 p.m. You begin a reading assign-
ment on something called “the equity
method of accounting for common
stock investments.” “I am preparing
for the future,” you tell yourself, as you
plod through two paragraphs and begin
the third.

Suddenly, everything in the room
looks different. Your head is resting
on your elbow, which is resting on
the equity method of accounting. The
clock reads 11:00 p.m. Say good-bye
to three hours. Sometimes the only
difference between a sleeping pill and
a textbook is that the textbook doesn’t
have a warning on the label about
operating heavy machinery.

You can use a system called
Muscle Reading to avoid mental
mini-vacations and reduce the
number of unscheduled naps during
study time—even after a hard day.
Muscle Reading is a way to decrease
difficulty and struggle by increasing
energy and skill.

Muscle Reading is a three-phase
technique. Each phase includes specific
strategies.

PHASE ONE: Before you read
Step 1: Preview

Step 2: Outline

Step 3: Question

PHASE TWO: While you read
Step 4: Focus
Step 5: Flag Answers

PHASE THREE: After you read
Step 6: Recite

Step 7: Review

Step 8: Review again

To remember the Muscle Reading
strategies, memorize three short
sentences:

Pry Out Questions.
Focus and Flag Answers.
Recite, Review, and Review again.

These three sentences correspond to
the three phases of the Muscle Reading
technique. Each sentence is an acrostic.
The first letter of each word stands for
one of the steps in each phase.

Take a moment to invent images for
each of those sentences.

For Phase 1, visualize or feel yourself
prying out questions from a text.
These questions are ones you want
answered based on a brief survey of the
assignment. Make a mental picture of
yourself scanning the material, spotting
a question, and reaching into the text
to pry it out. Hear yourself saying, “I've
got it. Here’s my question.”

Then for Phase 2, focus on finding
answers to your questions. Underline,
highlight, or mark up your text in
other ways. Flag the most important
points with double stars, double arrows,
or double underlines. Make them so
obvious that they lift up from the page.

Finally, you enter Phase 3. Hear your
voice reciting what you have learned.
Listen to yourself making a speech or
singing a song about the material as
you review it.

This is not to say that Muscle
Reading will make your education a
breeze. Muscle Reading might even
look like more work at first. Muscle
Reading might take a little time to
learn. At first, you might feel it’s
slowing you down. That’s natural when
youre gaining a new skill. Mastery
comes with time and practice.

Effective textbook reading is an
active, energy-consuming, sit-on-the-
edge-of-your-seat business. That’s why
this strategy is called Muscle Reading. x

do you have a

MINUTE

Before reading further, jot down the eight steps of Muscle Reading on a few
3 X 5 cards that you can use as bookmarks.
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P HAS E 1: Before you read

STEP 1: PREVIEW

Before you start reading, preview the entire assignment. You
don’t have to memorize what you preview to get value from
this step. Previewing sets the stage for incoming information
by warming up a space in your mental storage area.

If you are starting a new book, look over the table of con-
tents, and flip through the text page by page. If you're going
to read one chapter, flip through the pages of that chapter.
Even if your assignment is merely a few pages in a book, you
can benefit from a brief preview of the table of contents.

Read all chapter headings and subheadings. Like the

headlines in a newspaper, these are usually printed in large,

bold type. Often headings are brief summaries in themselves.

Keep an eye out for summary statements. If the assign-
ment is long or complex, read the summary first. Many

textbooks have summaries in the introduction or at the end
of each chapter.

When previewing, seek out familiar concepts, facts, or
ideas. These items can help increase comprehension by
linking new information to previously learned material.
Take a few moments to reflect on what you already know
about the subject—even if you think you know nothing. This
technique prepares your brain to accept new information.

Look for ideas that spark your imagination or curiosity.
Inspect diagrams, charts, tables, graphs, and photographs.

Imagine what kinds of questions will show up on a test.
Previewing helps to clarify your purpose for reading. Ask
yourself what you will do with this material and how it can
relate to your long-term goals. Will you be reading just to
get the main points? Key supporting details? Additional

It’s pronounced “metta-cog-ni-shun.” Meta means “beyond” or “above.” Cognition refers to everything that goes on inside
your brain—perceiving, thinking, learning. Metacognition is thinking about thinking, learning about learning. It's your
ability to stand “above” your mental processes—to observe them and to take conscious control of them. Metacognition is

one of the main benefits of higher education.

The key is to stop periodically and reflect on how well you're actually mastering a concept or skill.

The challenge is that we can easily believe that we're learning when we’re actually not.

This becomes a problem when students rely too much on strategies such as underlining, highlighting, and passively
rereading a text. The fact that you can recognize or repeat concepts from your texts or notes does not mean that you can
explain those concepts in your own words or use them to solve problems.

To get the most from your reading and notes, practice metacognition to assess your progress. After reading a chapter in a
textbook or reviewing a section of your class notes, take a few minutes to check for understanding. You can do this by:

Stating how new concepts relate to something that you already know.

Making up questions about what you've just read and writing brief answers to them.

Drawing pictures, charts, or diagrams that express concepts in visual terms.

Explaining what you've just read to other people and asking them if your explanation is clear.

Listing the actions that you would take to put a concept into practice.

Listing the underlying principles or “rules” for solving a problem or performing a task.

Asking yourself if you're confused by anything you've just read and listing questions that you intend to ask in class.

With strategies such as these, you change from a passive consumer of information into an active learner on a path to
mastery. The magic of metacognition is that you become your own best teacher.
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details? All of the above? Your answers will guide what you
do with each step that follows.

Keep your preview short. If the entire reading assignment
will take less than an hour, your preview might take five
minutes. Previewing is also a way to get yourself started
when an assignment looks too big to handle. It is an easy
way to step into the material.

STEP 2: OUTLINE

With complex material, take time to understand the struc-
ture of what you are about to read. Outlining actively orga-
nizes your thoughts about the assignment and can help make
complex information easier to understand.

If your textbook provides chapter outlines, spend some
time studying them. When an outline is not provided, sketch
a brief one in the margin of your book or at the beginning
of your notes on a separate sheet of paper. Later, as you read
and take notes, you can add to your outline.

Headings in the text can serve as major and minor entries
in your outline. For example, the heading for this article
is “Phase 1: Before you read,” and the subheadings list the
three steps in this phase. When you outline, feel free to
rewrite headings so that they are more meaningful to you.

The amount of time you spend on this outlining step will
vary. For some assignments, a 10-second mental outline is all
you might need. For other assignments (fiction and poetry,
for example), you can skip this step altogether.

STEP 3: QUESTION

Before you begin a careful reading, determine what you want
from the assignment. Then write down a list of questions,
including any questions that resulted from your preview of
the materials.

Another useful technique is to turn chapter headings
and subheadings into questions. For example, if a heading is
“Transference and Suggestion,” you can ask yourself, “What
are transference and suggestion? How does transference relate
to suggestion?” Make up a quiz as if you were teaching this
subject to your classmates.

If there are no headings, look for key sentences and turn
them into questions. These sentences usually show up at the
beginnings or ends of paragraphs and sections.

The purpose of making up questions is to wake up your
brain. Answer the main questions in your mind &efore you
read the text. Then compare your initial answers to the
author’s. If you're reading for a math course, see if you can
solve sample problems sefore you find the solution in the
text. Take your unanswered questions and unsolved problems
to class, where they can be springboards for class discussion.

Demand your money’s worth from your textbook. If you
do not understand a concept, write specific questions about
it. The more detailed your questions, the more powerful this
technique becomes. X

PHASE 2: .. you read

STEP 4: FOCUS

You have previewed the reading assign-
ment, organized it in your mind or on
paper, and formulated questions. Now
you are ready to begin reading.

It’s easy to fool yourself about read-
ing. Just having an open book in your
hand and moving your eyes across a
page doesn't mean that you are reading
effectively. Reading takes mental focus.

As you read, be conscious of where
you are and what you are doing. Use
the “Power Process: Be here now.”

When you notice your attention
wandering, gently bring it back to the
present moment. There are many ways
to do this.

To begin, get in a position to stay
focused. If you observe chief executive
officers, you'll find that some of them
wear out the front of their chair first.
They’re literally on the edge of their
seat. Approach your reading assign-
ment in the same way. Sit up. Keep
your spine straight. Avoid reading in
bed, except for fun.

Avoid marathon reading sessions.
Schedule breaks and set a reasonable
goal for the entire session. Then reward
yourself with an enjoyable activity for
10 or 15 minutes every hour or two.

For difficult reading, set more
limited goals. Read for a half hour and
then take a break. Most students find
that shorter periods of reading distrib-
uted throughout the day and week can
be more effective than long sessions.

Visualize the material. Form mental
pictures of the concepts as they are
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