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TIME MANAGEMENT 1 (A)

 As Frank (2009) stated That most effective time managers all share one thing in common: a crystal-clear understanding of their goals and the path they will take to achieve them.
[bookmark: _Int_Egm4pOu4][bookmark: _Int_iloWAVyJ]Starting with your long-term objective and then breaking it down into a number of more manageable goals is crucial. Think about every step you might need to take to accomplish each smaller objective as you go along. It is then possible to organise and take action on these actions. Time management include increased productivity, less stress, and more opportunity to complete tasks.  
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 According to Jason,Susanna,Hajime(2015) that Principals may find it easier to fulfil obligations, have less stress at work, and perform better with abilities to handle time.
While doing specific goal-directed tasks, time management refers to efforts that "aim to maximise time efficiency." (Claessens et al., 2007, p. 262)
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                                                                     PALADIN 2019


   
 According to Patrick (2007) Time management is a need. Everyone who wishes to work efficiently must take it into account.
I will use my university-developed talents in communication, work ethic, time management, and creative thinking to engage my passion and make it a career.
I aim to pursue a profession in web development when I graduate. I also have a family, a job, and University to attend. I need to learn how to manage my time if I want to be a good web developer.
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 According to Harvey (2021) that If we don't consider how we build and experience time subjectively, time management isn't comprehensive. Indeed, controlling your emotions is time management.  By ignoring them, the worse the problem becomes. 
[image: ]
                                                                 Vonotna 2020

TASK 1(B) TIME MANAGEMENT

CHECK SIMILARITIES IN TURNITIN
[bookmark: _Int_m3Z8hlWB]As I finished my assignment, I checked Turitin, and it indicated a 25% resemblance. By often substituting substitutes for certain phrases while paraphrasing, you might raise your similarity score. Yet, overusing synonyms might cause the text to lose its original meaning. Your similarity score will also increase if you utilise different sentence structures and longer passages when paraphrasing since it is simpler to paraphrase longer passages because it is more challenging to modify their meaning. In order to avoid plagiarism, you should strictly refrain from copying and pasting content. 
I have given myself 60/69 percent because referencing, following academic rules, and academic integrity are all examples of engagement with literature.
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 TASK2(A)EPORTFOLIO LINK
[image: ]
(1) I have created my 1st   task as a Time Management and similarties check.
(2)I have created my 2nd Task on Portfolio.
(3) I have created my 3rd task on Mendley reference tool.
[bookmark: _Int_tOnCQ4mK](4)I have created my 4th  and final task on LIFE ON TEAM POSTER

THIS IS DIGITAL ERA ASSIGNMENT ON SWAY LINK

https://sway.office.com/diUwBKqJLHn7X9y0







TASK 3       AUTOMATIC REFERENCING TOOL MENDELEY
1: Who developed mendeley programme
Wikipedia (2019) Mendeley is a reference management programme that was created in 2007 by PhD candidates Paul Foeckler, Victor Henning, and Jan Reichelt. In 2013, Elsevier purchased Mendeley. It is used to create bibliographies for academic articles and maintain and distribute research papers.
Mendeley received several honours in 2009, such as The Guardian's Top 100 Tech Media Companies, the sixth-placed TechCrunch Europe entry for "Best Social Invention Which Helps Society 2009" was named "European Start-up of the Year 2009" by Plugg.eu. 
[image: ]
                                              Wauters 2009
2: Where mendeley programme can be used
Orlofsky, V.L. (2023) A citation management application called Mendeley allows you to import citations from the internet and integrates with Word so that you may add citations as you write.
Users of Mendeley may compile, arrange, and annotate research papers and other document formats on their own or in shared group libraries.

[image: ]Mendeley cite reference management software –acap library australian


3: Using Mendeley adding citations in MS word
 Es, M. van (2022). Before using Mendeley with Microsoft Word, a plugin has to be installed.
 (1) Make sure Outlook and Word are both closed before installing the plugin.
(2) Launch the Mendeley Desktop, choose Tools from the menu, and then choose Install Microsoft Word Plugin.
[image: ]
(3) After the plugin is installed, a notice verifying the installation will appear.

[image: ]
INSERET CITATION
You may cite sources in Word documents by using Mendeley's Cite-O-Matic tool:
[bookmark: _Int_xcC4HZXs]1: In order for your in-text reference to show, make sure your cursor is where you want it to be.
2: Next, click the Insert Citation button on the References tab of your Word document.
[image: ]
3: A search engine will appear. Use the search bar to find the article you want to cite. bar. Search terms include author, title, and year.
[image: ]
4: Articles that match your search query will be presented as you put it in. From the list of results, click on the pertinent article.
[image: ]
5: If you are quoting more than one article, you can do a search for additional.

[image: ]
6: When you are prepared to input your citation(s), click the OK button.
[image: ]
(7): According to the chosen citation style, this will add in-text citations to your paper.[image: ]


4: Mendeley reference management
 Sophie (2023) stated that There are "Collections" for organising references. Smart, and Custom collections are the two different sorts of collections. Your references are automatically arranged by Mendeley into intelligent groupings like "Recently Added."
 You may see your library using filters custom collections. Collections and subcollections are available for "filtering." In the Library's left-hand window, collections are shown.
[image: ]
Click on the Create collection box at the bottom of your list of collections to start a custom collection, then give it a name. Drag and drop the new collection to another collection and place it inside of that collection to build a hierarchical structure (collection and sub-collections).
A reference from All References may be dragged and dropped into a collection. The citation will continue to appear in All References.
As an alternative, you may choose the reference by checking the box to the left of it, and then click Organize, followed by Add to Collection, in the Action panel at the bottom of the screen. To add a reference, you can specify several collections.
Despite being eliminated from a collection, a reference is still accessible under.

    TASK (4)           LIFE IS A TEAM SPORT


[image: ]                                                                                 POSTER.docx
Adul Salam and Asafa provided me the idea for this photo selection, and I'm very grateful to Nighat for giving me advise on font colour and showing me step-by-step how to write on pictures.
[image: ]
Our team consists of 4 people, and we often discuss study material and assignment-related concerns in our group. Without this group, I can state with absolute certainty that we would struggle with our academic work and education.


I have made a poster "LIFE IS A TEAM SPORT" in which I discuss the significance of collaboration in completing any objective in life. On my poster, I included a few points that I explained in detail.
[bookmark: _Int_kWoaTH97]According to R.M. (2012) Clear, effective communication is a crucial collaborative skill. Sharing thoughts, ideas, and significant information is crucial while working with others.By accepting responsibilities for their own task, the entire team may work effectively towards a common objective. Without honesty it may be challenging for a team to build trust and function well. While someone is speaking, thinking, or feeling, listening is the act of making an attempt to concentrate closely on them. If you want to share ideas, improve one another's work, and build a great team, you must cooperate with the other team members. Working together as a team means that each member plays a certain role. putting the efficiency of the whole ahead of personal prominence. Although the idea is outdated but its force remains. 
As NIJSTAD (2023) stated that in many facets of life, individuals interact and work in groups. Workflows are increasingly being organised around teams and groups by organisations and corporations. We collaborate daily to make choices and goals, solve issues, complete physical activities, develop creative ideas, and more in organisations including families, friendship groups, societies, and sports teams. The social psychology ideas and studies on group effectiveness that are now accessible are summarised in Group Performance. 
[bookmark: _Int_7AKy6du9]Indeed, editorial team (2022) mentioned that Working as a team has several advantages. Combining different skills and abilities is necessary to work and skills. The team may get closer as a result of team members learning conflict resolution skills and how to use each other's strengths. Collaboration as members exchange ideas and make use of their own skills, it functions as a collective toolbox. As a result, it follows that they can combine ideas to offer arguments that are stronger. when there is free communication amongst team members. Collaboration enables people to enjoy a project and prevents burnout. Better work can result from getting enough rest and talking to others in moderation. 
[bookmark: _Int_AAWWANmu][bookmark: _Int_YCSOr3ug]Setapp (2023) described You discover everyone's method of operation. You learn to appreciate the magnitude of someone's job and how it contributes to the success of the project if they have a lot of work to do on it. Being behind makes it simple to get irritated, but collaboration makes it clear to everyone what others are doing to make the team successful.
There is shared accountability. You are liberated to concentrate on your job while letting others do the same. This indicates that while everyone has a personal duty to complete their task on time, the success of the whole project depends on it.
It fosters teamwork. Workplace relationships may be forged via teamwork, which also motivates individuals to collaborate during breaks and meals. 
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