
MANAGING PROCESS  

A FEW WORDS ABOUT PROCESS  

For everything you do, there is a corresponding activity in your brain. Your brain is 
constantly processing information that you encounter, building information into 
structures and associations. It files all you see hear, say, do, or receive in any other way 
into these knowledge structures; associations within these structures help you recall 
what you need to know. 

PROCESS FUNCTIONS  

There can be no processing without input, therefore input operations begin the 
processing functions. Once the information for study is obtained, the material must be 
processed. For learning to be sufficient and lasting, additional processing activities are 
necessary.  

 self-management  

 time management  

 concentration  

 managing your learning  

 managing your memory  

 class participation  
 test preparation  

 
   

 Self-Management  

   

 

We all manage ourselves with varying degrees of success as we 
conduct our daily lives. We are constantly making decisions about our 
direction (where we want to go or what we want to do), our plan (how 
we will get somewhere or do something), our implementation (the acting 
out of the plan), and our evaluation (judgments about how well we have 
performed or if the activity was worthwhile). Effective self-management 
involves:  

 exercising principles of decision making  

 establishing your goals and objectives  

 managing your academic environment  

  

   

 Principles of Decision Making  

   

Each decision we make has risks associated with it. Because of these risks, 

making decisions is often very difficult. As you make decisions, keep in mind four 

basic principles:  
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1. Never risk more than you can afford to give.  

 

Never risking more than you can afford to give refers to more than just financial 

ventures. Never take any risk that demands more of yourself or your resources than you 

are willing and able to give. You alone know what you can afford -- in terms of time, 

energy, emotions, and so on. Think about the decisions you make when you choose your 

courses at registration. You should not enroll in courses that demand a lot of outside 

class work if you are not willing to put the time and effort into them outside school.  

2.  Never risk more than you have.  

 

The second principle implies that you are limited in resources. You do not have an 

unlimited supply of energy, time, space, or money, and you cannot risk more of these 

resources than you possess. Any decision uses one or more of these resources, but no 

action should deplete all your resources in any given area. 

3.  Never risk more than you can get in return.  

 

This principle suggests that you view each decision in terms of what it will produce for 

you. Take a risk only when you can profit from it.  

4.  Follow your intuition.  

 

This principle simply means that you should feel good about your decision. No one can 

make decisions for you. As a teenager, you may feel that your parents have forced you 

to make certain decisions. This is almost never true. Even when you allow another 

person to decide for you, you are still making a decision -- the decision to make the 

choices that another person wants you to make.  

And finally, a decision is a commitment and it should be one you are 

willing to trust and abide by. Good decisions are those that open up 

more possibilities for future choices.  

 

 

   

 Managing Your Academic Environment  

   

To accomplish your academic goals, it is essential to develop detailed methods for 

managing four major areas in the academic setting:  

 

1.  Your expectations and effort  

 

The most important resource you possess is your own determination. In order to get straight A's, you 

must expect to get straight A's. But, your expectations must be accompanied by effort on your part. 

You must be willing to expend time and energy to accomplish your goals. MOREOVER, you must 

hustle--you must put forth more effort than is required before it is due. Hustle means exceeding the 

minimum requirements. If you want A's, then you must expect to exceed the minimum requirements 

your teacher sets.  



2.  Your study space  

 

Finding a good place to study is very important. An appropriate place for study is free of visual and 

auditory distractions. A well decorated desk with pictures of your friends, souvenirs, and other favorite 

possessions, is the perfect place to IM your friends on the computer, but the last place you need to try 

to study. Set up a study space that really works for you, with as few visual and auditory distractions as 

possible. An empty table facing a blank wall is ideal. Nothing should be on top of the desk except a 

light, your book or notes, something to write with, and paper. Keep a clock in sight so you can keep 

track of time. Your study sessions should be limited to 20 to 30 minutes at a time with 5 to 10 minute 

breaks in between. You should be comfortable, but not too cozy. Use a sturdy chair that is reasonably 

comfortable. Leave the deluxe recliner for your leisure time.  

3.  Your study materials  

 

A good worker maintains excellent tools for study. The following materials  

 Textbooks  

 Paper products--notebook paper, legal pads, manila folders, index cards, graph paper, sticky 
notes, etc.  

 File cabinet or file drawer--Maintain a separate file for each course, and keep all study 
material organized and filed appropriately for ease of access.  

 Pens and pencils, colored pens, highlighters  

 Reference materials -- a dictionary, thesaurus, a book of quotes, a list of MHS online 
databases  

 Desk and lighting--Remember your desk should be free of clutter and have adequate lighting.  

 Computer  

4.  Time Use  

 It is to your advantage to have a time-use plan. You should commit an hour to two hours of each day 
to study time. You can break your time into several shorter sessions if necessary, but you should plan 
one to two hours as a constant. During this time, you should focus on four major components: 

 Review your notes from the day's classes. Spend 5 to 10 minutes with your notes from each 
class. For each class try to identify questions you expect the instructor to ask on the next test.  

 Prepare to listen to the following day's classes. Preview and skim upcoming chapters in your 
texts or look up relevant information on the internet.  

 Make study cards for the details and definitions covered in your notes, in your classes, and in 
your reading. Make a plan for learning them.  

 Review any old notes. If you do this on a daily basis, semester exams will be a breeze.  

  

 

 

 

 

 

 

 



 
 

   

 Time Management  

   

 

Time management is the key to successful study management. The 

essential problem is making the most of down time so that time is 

available not only for study, but for social, athletic, and work 

commitments. For you to manage your time well, you must know how 

to:  

 create a fixed commitment calendar  

 calculate your needed study time  
 create a calendar  

  

Time management is the way you regulate or schedule your time. You can make more 
efficient use of your study time and complete your work in less time by using good time 
management skills. Successful time management allows you enough time to complete 
your work while still finding time to take advantage of other growth and development 
opportunities. Clubs, sports, planning committees, and volunteer work are as important 
to your high school experience as your studies. However, these activities will be 
enjoyed more fully when you know that you have your class work done. 

   

 The Fixed Commitment Calendar  

   

Identifying how much time you have available for study is the first step in setting 
up a good time plan. To establish how much of your time is comitted to other 
activities, complete a fixed commitment calendar.  

1. Print a copy of a fixed commitment calendar.  

2. Mark off times that are fixed (regularly scheduled) activities such as classes, meals, sleep, work, 
sports, must see T.V., social commitments, church, youth groups, etc.  

3. Trace around all uncommitted blocks of time with a highlighter. Think of these times as available 
study time-not free time.  

4. As a final step in preparing your fixed commitment calendar, count the number of hours available 
for study.  

 

   

 Calculate Your Needed Study Time  

   

Knowing how much time you have available for study is useless until you identify 
how much time you need for study. To do this, you need to consider the level of 
coursework in which you are enrolled (basic, standard, honors, or AP), the goals 
you have set, and how quickly or slowly you work.  

1. There is no set formula for determining the number of hours you will need to study for any given 
class. A good rule of thumb is one hour per day for every core academic credit course. This will 
vary based on your individual abilities and your teacher's penchant for homework. 

2. You will also need to consider whether you are enrolled in a class with long term assignments or 
projects. Some students expect the regular assignment load of other classes to disappear when 
project deadlines roll around. If you don't adjust your study schedule for these long-range 
assignments, you may find that you are "stealing" time from your regular work in order to get 
them done. 

3. Estimate how long it takes you to do individual assignments. Time yourself the next time you read 
one of your textbooks. Finding out how long it takes to read ten pages of your textbook will help 
you plan more accurately. You can also time yourself as you complete math assignments or 
writing assignments. 
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Once you have added up your estimated time needed for study, you can compare 
it with your time available for study.  
 

   

 Create A Calendar  

   

Once you have set up a time plan that allows you enough time to complete all 
your work, you need to learn how to organize your time so that it can be used 
efficiently. One of the best ways to do this is to create (or purchase) a monthly 
assignment calendar. Microsoft Word has a calendar wizard that you can access 
by choosing "File," "New," then select the "other documents" tab.  

1. Many of your teachers will create monthly calendars for their classes; record this information on 
your calendar and file your teacher's copy in your notebook. For others, you will have to record 
the assignments as you learn of them.  

2. Use a different color pen for each class to record homework due dates.  

3. Make exams stand our on your calendar. Use large capital letters and draw a box around each 
test you note.  

4. If you have a class with little or no homework, you might find it useful to record a brief annotation 
of the work you did in lcass. This way, if your parents ask why you have no homework, you can at 
least update them on what is happening in class.  

 

 

 
 

   

 Concentration  

   

 

Concentration is needed to perform any conscious act. Even acts that appear to 

be entirely physical require considerable concentration. The mental 

components a wide receiver must use to catch a football are at least as 

important as the physical components he must exert. Concentrating is even 

more critical for mental acts such as listening, reading, note taking, test taking, 

and other forms of academic effort.  

 improving your concentration  

 difficulties concentrating  

 

  

Most students are only able to concentrate for very short periods. It is not 
uncommon for students to be able to concentrate for just 90 to 120 seconds. You 
can learn to concentrate much longer, and possibly even much more deeply. 
Improving your concentration allows you to perform at a much higher level with 
less effort. It's a little like improving the mileage on your car.  

   

 Improving Your Concentration  

   

All of us have much greater mental ability than we use. With practice, you can concentrate for up 
to 10 to 20 minutes or longer. Use the following tips for improving your concentration.  

 find an appropriate study place 

 consider listening to quiet music or tapes of "white noise" on headphones 

 buy a clock with a second hand or digital seconds display 

 set definite times for how long you plan to work (work in short stretches-20 to 30 minutes max) 

 between 20 minute segments, be sure to take a real break 



 

As you prepare to concentrate, try to empty your mental foreground. Identify thoughts that are 
likely to distract you, and make a conscious note that for 20 minutes of concentration, you will 
postpone these thoughts. Use an old trick from meditation--when you feel yourself beginning to 
get distracted, resist by repeating the word "no!" and pull yourself back to the material. If you are 
completely distracted, check the clock to see how much time has lapsed. Don't be surprised if you 
can only concentrate for a minute or two. Your time will slowly begin to build and once it does, it 
tends to build rather quickly.  
 

   

 Difficulties Concentrating  

   

There are two basic kinds of distractions that interfere with concentration: internal and external.  

External distractions include any noise, sight, or other stimulus outside your immediate vicinity. 
The best way to deal with these distractions is to structure your learning environment so that very 
few stimuli are present. By sharply limiting your visual and auditory fields, you will minimize your 
susceptibility to these distractions.  

Internal distractions can be even more powerful than external ones. Just as you settle down to 
concentrate, you remember a phone call you forgot to return, or some recent emotional 
experience--like an argument with a friend. The best way to deal with these distractions is to use 
the mediation technique described above. Visualize your concentration as a screen that you can 
control (as in that favorite play station game) and move all the would be distractions off your 
screen.  
 

 

 

 
 

   

 Managing Your Learning  

   

 

Managing your learning requires you to perform specific actions that affect the 

way you process information. Methods for managing your learning include:  

 developing structures  

 daily review  

To improve the effectiveness of your learning and memory, you should develop 
structures for your knowledge and engage in daily review. 

   

 Developing Structures  

   

You learn automatically, associating new ideas, concepts, and definitions with the ideas you 
already know. These associations are tied together into structures, bodies of information 
composed of ideas that fit together. You can support this function by prestructuring related 
information during class, in your mind and in your notes. Developing structures helps you to 
recall ideas, as well as the details associated with them, whenever the knowledge is needed.  
 

   

 Daily Review  

   

Daily review of material is the best recall method for structured information. You recall what you hear or 
see often over time. Several types of daily review are described below.  

NOTES 

 review your notes from lectures and reading every day for 5 days 
 review all notes at least once a week 



STUDY CARDS 

 review 5-10 at a time, 5-6 times per day 

 leave an hour between each review 

 place the cards you know in a separate stack 
 once a week, review all your cards 

AUDIO STUDY CARDS 

 make a list of the details you wish to learn 

 press Record and state the item to be learned; silently read the definition or 

identification, then repeat the item and its identification out loud 

 to study, listen to each item, and during the pause that follows, recite the definition 

or identification 

RECORDING OF COMPLICATED IDEAS 

 organize the information you wish to learn and record it 

 listen to the tape when you have no time to review your notes 

 use this method for concepts and relationships too complex to summarize on note 
cards 

RELAXED REVIEW 

 organize the information you wish to learn and record it 

 listen to the tape while in a reclined position, thinking relaxing thoughts, and playing 
additional background music if you wish 

COMPUTER GENERATED FLASH CARDS 

 use Power Point (or other presentation software) to make a set of electronic flash 

cards 

 make one slide a vocabulary word or term 

 make the next slide its corresponding definition 

 time the transitions to give yourself enough time to orally state the definition before 
it flashes on your screen 

 
 

  

   

 Managing Your Memory  

   

 

The main problem most students have with memory is one of 

recall--the ability to retrieve information from memory when you 

need it. Intention alone improves recall; simply intending to 

remember will improve your concentration, your mental 

processing, and therefore, your ability to recall the material. In 

addition to having proper intentions with regard to your studies, 

you can employ specific techniques designed to enhance recall and 

improve your performance on academic work:  

 category method  

 loci method  

 mnemonic devices  

 bottom-up learning  

 learning pictorial information  

 standard memorization matrix  



Category Method  

   

Often it is necessary for you to recall a list of items. Try categorizing the items 
using the following steps:  

1. Go through the list and determine how the various items are alike and different.  

2. Organize like items into categories.  

3. Number the categories.  

4. Determine the number of items in each category.  

5. Review the items by category several times, noting the number of items in each 
category.  

Then, when you need to recall the list, use the following procedure:  

1. Recall the number of categories and repeat the category names in your mind.  

2. Recall the number of items in the first category, and then recall each item in that 
category. Knowing how many items are in a category makes it much easier to 
recall the list. Your recall also improves because you are trying to recall a 
relatively small list.  

3. Go through the other categories, recalling the items in each one. Your recall will 
improve greatly.  

 

   

 LOCI Method  

   

Another technique to use for recalling long lists is called loci. The loci method 

was developed by the Greeks many centuries ago. In this method, you 

associate each item on a list with a particular place. When your teachers assign 

you seats by a seating chart, they are using this method to learn the names of 

the students in their class. You can use this method by associating items on a list 

with a place you know exceptionally well. Consider this example:  

You are trying to learn the names of the presidents in order. Since you are really 

familiar with your home's layout, assign each president a seat in different rooms 

throughout your home. Imagine that your home has an entrance foyer leading 

to the living room, which leads to the dining room, then the den, and finally the 

kitchen. You may place George Washington in the chair in the foyer and John 

Adams in the first seat on the living room sofa, next to Thomas Jefferson. 

Continue to visualize placing each president in order throughout your home. Go 

over this placement in your mind and review it several times. When you are 

called on to recall the presidents in order, visualize the arrangement of your 

home, and then visualize where you placed each president. Recall each one by 

associating the president's name with his location. If you are a kinesthetic 

learner, it may even be helpful to write their names on index cards and place 

the card in the places you have assigned. Walk through your home picking up 

the cards in order. When you are asked to recall their names, visualize yourself 

walking through the house picking up the cards.  
 

   

 Mnemonic Devices  

   

Mnemonic Devices assist your memory by associating a word or sentence with 
another word, group of words, or sentence. They are particularly helpful in 
recalling short lists. Below are several examples of mnemonic devices. Each is a 
type of epynym, a word or group of words designed to help you remember other 
words.  

 acronyms -- a single word that represents the first letters in other words in 
a series. Like for example, HOMES helps you remember the names of the 
Great Lakes as it is comprised of the first letters of each lake (Huron, 
Ontario, Michigan, Erie, and Superior).  

 acrostics -- a sentence in which the first letter of every word represents 
the first letter in another word. Sentences can be used to represent 
people, objects, and other items. For example, My Very Educated Mother 



Just Made Sandwiches for Us of Nutritious Peanut Butter can be used to 
learn the planets of the solar system (Mercury, Venus, Earth, Mars, 
Jupiter, Saturn, Uranus, Neptune, and Pluto).  

 

When creating acrostics, use the names of people you know and try to 
make the sentence funny. The more ridiculous you make the sentence, the 
easier it will be to recall.  

  

   

 Bottom-up Learning  

   

Memorizing a poem can be very difficult, especially if it is to be delivered in front 
of class. A very effective way to memorize a poem is to learn it from the bottom 
up:  

1. Read all the way through the poem, and learn the last line. 

2. Read through the poem and learn the next to last line. 

3. Then, read it through and learn the third from the bottom (still recalling the last 
and the next to last lines. 

4. Continue this procedure until you have learned the entire poem. This should 
happen around the point when you have intentionally learned the last half of the 
poem; since you go over the entire poem with each reading, you learn the first 
half automatically. 

If your task is to memorize prose, simply divide the material inot line lengths 
comparable to those in a poem. It is best for each line to make sense, but all the 
lines need not be sentences.  
 

   

 Learning Pictorial Information  

   

Learning pictorial or illustrated information, such as charts, graphs, slides, an 
pictures can be very difficult. When attempting to learn pictorial information, it is 
helpful to approach the task as if you are solving a jigsaw puzzle (you generally 
begin with the outer edges and other outstanding features). Apply this concept to 
memorizing pictorial information:  

1. Divide the material into quadrants. Visualize the picture being split in half--
first by a vertical line, and then by a horizontal line.  

2. Then, visualize both of these lines simultaneously, dividing the material 
into four equal parts.  

3. Number each quarter.  
4. Notice that the middle of the material is cut by the visualized. line. This is 

important, since you should not try to learn the middle of the picture. 
Although our eyes are usually drawn to the middle of a picture, that is the 
most difficult part to learn. This is because pictorial material is typically 
very uniform near the center. It is much easier to learn pieces that are 
quite different from each other, and the major differences in slides, maps, 
charts, and pictures usually occurs at the extremities.  

5. Scan each quarter of the material, working your way from the edges 
toward the center, and look for a feature that grabs your attention. If 
something catches your eye in the first quarter of a picture, make a note of 
the name of the picture and the fact that its most distinctive feature is in 
the first quarter. Then review the picture several times, paying attention 
only to the first quarter. After leaning only one fourth of a slide, picture, 
chart, or graph, you will be able to name it and distinguish it from all 
others.  

 

   

 Standard Memorization Matrix  

   

The Standard Memorization Matrix capitalizes on the fact that you learn by 
associating new information with information you already know. The matrix 
includes 26 nouns in alphabetical order, with one noun for each letter of the 
alphabet.  



apple  box  cat  dragon  elephant  

flag  golf  hand  Indian  jail  

king  lasso  monkey  needle  onion  

piano  quarter  ring  snake  tree  

underwear  violin  wig  x-ray  yo-yo  

  
zebra  

  
Suppose you need to memorize a list of 10 items--clown, hairpin, spaghetti, 
marshmallow, bathing suit, bird, gorilla, shoe, cigar, and tuxedo. Relate each item 
to one of the first 10 items in the matrix; if you can, form a mental image of the 
two items that includes some action. For instance, you would relate the first item 
in the list, clown, to the first item on the matrix, apple. Create a mental picture of 
the clown eating an apple, throwing an apple, or being hit by an apple. Make the 
image as vivid as possible. If you do this with each of the 10 items, you will find 
that you can recall the entire list, without even studying, just by looking at the 
matrix.  
 

   

 
 

   

 Class Participation As Process  

   

 

The primary processing operations exercised during class participation improve 

your recall of information and increase your learning during class time. These 

mental activities also help improve listening and note taking skills:  

 summarizing  

 questioning  

 developing associations  
 participating in class discussions or small group activities  

 

The primary processing operations exercised during class participation improve 
your recall of information and increase your learning during class time. These 
mental activities also help improve listening and note taking skills: 

   

 Summarizing  

   

When you summarize information, you are 

determining the value of the information at 

the same time you are restating the idea in 

your own words. This process is a much 

higher order thinking skill than direct recall of 

information. It is a very efficient and effective 

way to gain understanding and to improve 

your memory. 
 

   

 Questioning  

   

Throughout class activities, you should 

question what is being said and done silently 

by asking yourself the standard 5 w and 1 h 

questions, as well as judgment questions 

like: What do I think the material means?; 

What could be the next idea?; What is the 

teacher driving at?; Why does the teacher 

emphasize that? etc. 
 

   

 Developing Associations  

   

As the teacher is talking, get into the habit of forming associations with the ideas presented. 

Ask yourself, what do I already know that is similar to this material? For example, 

associating the date of a new event with an event whose date you already know can help 

you remember the new date. 

 

 

 

 
 



   

 Class Discussions and Small Group Activities  

   

Talking to someone is a very effective means for improving recall. It requires high-order 

thinking, as you sort material into meaningful chunks of knowledge. We recall about 22% of 

what we hear and about 24% of what we see, but 76% of what we say and 94% of what we 

do. Talking is the best way to recall abstractions that cannot be performed. 
 

  

   

 Test Preparation  

   

 

The central problem most students face in their efforts to achieve good 

grades in school is committing facts and ideas to memory so they can be 

reproduced on tests. Not only must you understand the information that 

you have taken in, it must be processed and filed in your memory in such 

a way that you can retrieve it when you need it.  

 cramming vs. daily review  

 details vs. the big picture  

 developing practice tests  

The central problem most students face in their efforts to achieve good grades in school 
is committing facts and ideas to memory so they can be reproduced on tests. Not only 
must you understand the information that you have taken in, it must be processed and 
filed in your memory in such a way that you can retrieve it when you need it. 

Most students focus too heavily on test preparation instead of engaging in the input 
processes of gathering and organizing information for daily review. Many study only for 
tests, and thus are constantly in the process of "catching up." In addition, many students 
study only through cramming, a very ineffective approach. Test preparation should be 
integrated into periodic review as an integral part of an overall approach to learning.  

 
   

 Cramming Versus Daily Review  

   

You should never attempt to learn new material in the 24 hour period before a test. It takes time 
for your brain to structure information into categories. When you cram the day before a test, you 
disrupt and disorganize the structures your brain had been creating over time. In contrast, when 
you allow your brain enough time to review, synthesize, and organize the material, learning 
becomes easier.  

So what should you be doing in the 24 hours prior to a test? You should be reviewing all the 
material the test will cover--using your class notes, reading notes, study cards, graphic material, 
text, or any other information related to the test. As you review, try to structure the information by 
considering questions such as the following:  

 How is the material similar to other information I have learned?  
  
 What are appropriate categories for this information?  
  
 Does this information fit into any of my existing categories of knowledge?  
  
 Is this detail information or abstract ideas?  
  
 What is the best way to learn this information?  
  
 What type of schedule should I develop?  



 

   

 Details Versus The Big Picture  

   

Two types of information are needed to perform well on tests: the specific details and the big 
picture (the organization of the material, the way the material is structured, the overall meaning of 
the content).  

To learn specific details, use your study cards to memorize the vocabulary and terminology. Use 
your class notes to commit the general ideas to your memory.  

In trying to understand the big picture, it helps to read all your notes at once. Other methods of 
gaining a broader understanding are:  

1. Teach someone else the material. When you are trying to understand ideas well enough to 
teach someone about them, you get to know them quite well.  

2. Organize the information into a structure that you can see, such as a picture or a diagram.  

3. Develop a brief outline of the material.  

 

   

 Practice Tests  

   

Constructing and taking practice tests is one of the most effective methods of test preparation. 
Often, your teachers will use the same general format for an exam; once you have taken a couple 
of tests, you will be familiar with their testing style. You should attempt to get as much 
information about the test as you can.  

1. Find out how many questions will be included and what kind of questions they will be 
(multiple choice, short answer, essay, true/false, etc.).  

2. Find out what general topics will be covered and how much time you will be given.  
3. Good sources of content for your practice test include class notes, notes from your 

textbook reading, handouts, and quizzes.  
4. If you have been practicing daily review, then you should have some questions that you 

have already formed while summarizing the material.  
5. Ask a study partner to prepare a practice test; take each other's tests.  

 

 

 
 

 


