PROFESSOR RAY TOUR GUIDES THE INTERNET  

by Gardenia C. Hung

Connecting to the internet and the world wide web is as easy as turning on your computer, loading the provider access software and dialing up with a modem at 14.4, 28.8, 56K or a direct cable service line.  That’s all it takes to step into cyberspace and virtual reality as one navigates the information superhighway.  According to Find/SVP American Internet User Survey dated February 1996, an estimated 8.4 million American adults had used at least one internet application at year-end in 1995.

“By the end of this decade, in the year 2006, the information superhighway will be one of the major modes of global communications,” forecasts Ray Trygstad, adjunct assistant professor of computer science, internet curriculum director and multimedia training specialist at the Illinois Institute of Technology (ITT) during his presentation in the Auditorium at the Sulzer Public Library.  The general public eagerly anticipated the personal tour of the internet  navigated by Mr. Trygstad, a former Navy officer from the Annapolis Naval Academy.

The focus of this presentation was to introduce the general public to the internet resources available:  information, directories, cooperatives and employment opportunities, online support, tools and software, shopping, travel reservations, and much more.  Ray Trygstad provided hand-outs, a list of Chicago area internet service providers, and free trial access disks to go online.  

We have all wondered, “What is the internet?”

The internet is an interconnected network of computer networks, not owned by anyone, based on a client server computer model.  The Arpanet, as it was originally called, was developed by engineers and scientists funded by the U.S. Department of Defense through the Pentagon’s Advanced Research Projects Agency (ARPA).  It is an information system primarily used by government, the academic community, education, industry, and business.  The Information Superhighway is used by educators and universities which have made the network a useful and more accessible means of communication.  The major internet service providers are Trumpet Winsock, MacTCP-MAC PPP, Eudora E-Mail, Netscape-WWW Browser, FTP (File Transfer Protocol), Telnet, and Usenet.

Among the many advantages offered by the internet, electronic mail, a.k.a. e-mail, is one of the most popular because it makes easier to send/receive messages and files; promotes paperless correspondence, hence it is cheaper; provides global communication exchange and data worldwide at a local cost without excessive long-distance charges; facilitates sending simultaneous e-mail to a group; and maintains a permanent log of correspondence.
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While surfing the Net, one experiences an “Aha!” sense of discovery in the journey through cyberspace.  There are newsgroups designed as global forums for specific topics where there are dynamic discussions and exchanges of opinions between an estimated 10 million + participants; as well as online newspapers and e-zine lists, a listing of links to electronic magazines or “e-zine”; sports information; culture clubs; shopping on the net through the Internet Shopping Network, the Hall of Malls where transactions are protected by security wrappers EDI (Electronic Data Interchange).  These practices are the forerunners for the advent of online banking by financial institutions.  There is no end to what one can find on the internet, from several answers and cross-references to a seach on Infoseek, to the extreme, bizarre, “off-the-wall” of cyber-weirdness in Alta Vista.  Searching services or “engines” are tools that let you scour the internet for web sites related to topics using key words or menu choices.  Some of the most popular net search engines are:  Infoseek, WebCrawler, Lycos, Yahoo, Googles, Gopher, Archie, the White and Yellow Pages, Alta Vista and the list goes on…  Ray Trygstad predicts the forthcoming of Ultraseek.

One of the major disadvantages of the Infobahn, according to Professor Trygstad is that there are no on-ramps.  Therefore, finding an internet server is critical to finding a good internet service provider who ensures personal/business access, tools, training, and technical support.  Many users complain about the lack of training on internet orientation.  There are internet education programs available through colleges and universities.  For instance, IIT offers an internet curriculum in the western suburbs at the Rice Campus, 2001 East Loop Road, Room 222, in Wheaton, Illinois.  These courses are designed to  meet the students’ needs and provide internet access to individuals who have never worked with computers or for specific groups, such as engineers, health care employees, corporate executives, translators and interpreters, and so on.  The program includes a 6-month dial-up access to the internet; custom-designed classes available for selected dates and times include 10 people or more; and a guided tour through the world wide web.  For additional information, please contact IIT, Main Campus, 10 West 31st Street, Room 112B, Chicago IL  60616-3793, Tel. (312) 567-6929, Fax (312) 567-5067.
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“I don’t have time…” is a typical response heard nowadays as people rush through their daily lives.  There are still 24 hours a day, even though in the spring one hour is actually lost, to be gained later in the fall.  

Do we have less time or more things to do?  With the event of company downsizing and RIF (reduction-in-force):  Have people lost track of time or a sense of direction? Are people ruled by the watch or the compass?  How does one capture fleeting time?

Some of these questions were answered at the Lerner Auditorium of the Sulzer Public Library during the Time Management Workshop presented by Debra Rauschert, an expert on how to organize and use our time more effectively.  Ms. Rauschert is a senior training specialist for Human Resources at Landis & Gyr, Inc. responsible for management training seminars on interpersonal skills, coaching, time, and coping with stress in the context of the corporate arena all over North America.

These sessions consist of one-day programs which introduce time management techniques, principles to enhance productivity, practical hints to better manage  time, and custom-made suggestions in response to the audience’s queries.  For the benefit of the general audience, Rauschert presented an interactive Time Management Workshop condensed in a 90-minute time capsule and an excellent hand-out.

Without wasting time, Debbie Rauschert drew out a variety of questions and concerns about how to use time…The issues involved:  turn-around time on projects; estimating and charging for time on an assignment; interruptions while- on-task; managing time on simultaneous projects; dropped-in-at-the-last-minute assignment; setting priorities; forecasting “peaks and valleys” of work; use of the telephone; sacrificing personal life.

Research indicates that managing time wisely leads to a better life—and a feeling of more control.  In order to determine how to gain the most from available time, first one must find out how time is wasted.  In her hand-out, Rauschert provides a list of the top sixty “time wasters” at work.  Generally, time is spent on self-interruptions, looking for things, waiting, telephone calls, spending a few minutes on several things, rather than one thing, “quantity vs. quality”, “multi-tasking”, computer problems, unexpected visitors, meetings, procrastination, among others.  Since the use of time is a personal matter, everyone has a criteria on how to allocate time. In order to get a grip on time, Rauschert recommends that one must be ruled by the “tyranny of the urgent”, setting up priorities on what is important vs. unimportant, as she quotes from Time Management Workshop Presented by Debra Rauschert, Senior Training Specialist at Landis & Gyr
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Stephen R. Covey latest book, First Things First.  The key issues in the management of time evolves around having a balanced life by establishing personal goals and mission statements, “following direction rather than time”.

According to Rauschert, planning and setting goals result in more efficient time management.  Goal setting and mission statements automatically force people to make better use of time.  The Time Management Matrix designed by Stephen R. Covey in The Seven Habits of Highly Effective People provides a visual rendition of personal allocation of time.

In a time-management matrix, there are four “quadrants”, further divided into categories, Important vs. Not Important, Urgent vs. Not Urgent.  Quadrant I includes matters that are urgent and important, that is crises, pressing problems, deadline-driven projects, meeting, preparations.  Quadrant III deals with matters that are urgent but not important, such as interruptions, some telephone calls, mail, reports, meetings, close to pressing matters, popular activities.  Quadrant IV consists of activities that are not urgent and not important like busywork, some phone calls, time wasters, “escape” activities, irrelevant mail, excessive TV, etc.

Last but not least is Quadrant II at the heart of effective personal management. This category deals with concerns that are important but not urgent—building relationships, long-range planning, preparation, prevention, exercising.

“Important matters that are not urgent but require more initiative, more proactivity where one must act to seize opportunity, to make things happen.”  People can become more effective as Quadrant II persons by focusing and learning to say “No!”, defining one’s roles in life, and deciding what one wants to accomplish in each of these roles.  It is a process of personal growth and self-awareness.

During one of Covey’s seminars, the participants were asked to take 15 minutes to write down what people would say about you at your funeral, to which a man responded with a touch of levity, “I want to be the kind of person my dog thinks I am.”

At this point during her presentation, Rauschert challenged the audience to take time, write down and consider:  What are your personal and professional goals for the next six months? What could you do that would make a tremendous positive difference in your personal life?  What could bring similar results in your business or professional life?

Calendars, daily planners, and agendas are indispensable time-management gauges.  It is important to write down and schedule time for the things that need to be done.  Make daily to-do lists.  Prioritize.  Take a major task and break it down into smaller sub-tasks which are more easily attainable.  Write down what was done and accomplished, but beware of “sticky notes with vital information” which are easily misplaced according to Rauschert.  Use a voice recorder to document your thoughts and ideas while traveling or waiting.  Leave yourself VOX messages as reminders to do something, before you forget. Develop a “to do” list for the following day based upon what was accomplished for the day. Plan a day around your personal body-clock and habits, that is to say if you are an early-riser, plan your activities in the morning, if you are a night-owl, than maximize your productivity during the late hours of the day. Allow time for the unpredictable and make contingency plans for a fast recovery in case of the unexpected. Give yourself time leeway by overestimating rather than compressing time, “it takes twice as long and it costs twice as much…”

Schedule time for rejuvenating yourself and allocate down-time to enhance creativity which in turn improves personal and professional life.  Establishing and maintaining personal contacts and friends are a way of rejuvenating yourself. Be flexible.  “Give yourself a personal tune-up”, advises Debbie Rauschert.

Because people play different roles in life, at home, at the office, at school, at church, at the gym, etc., sometimes these roles and times are in conflict and become a source of stress, that is to say, family vs. work vs. friends.  As the saying goes, “You can please some people some of the time, but you cannot please everybody of all the time”.  However, people who have planned well, always have time to do things for others.

Modes of communication—verbal, non-verbal, written, graphics---must be clear and concise to be effective and save time.  Organize your thoughts.  Be concrete and use specific examples.  Actively listening to the speaker’s message can also minimize misunderstandings and maximize performance and productivity.

The use of the telephone can be managed efficiently by reducing the amount of time spent on phone calls by 3 minutes at the most.  Since incoming telephone calls interruptions are ranked among the top time disrupters, do not accept any calls during the block of time you have reserved for priority projects.  Phone calls, e-mail, and faxes can always be returned after completing your project.  Outgoing telephone messages should be brief and to the point, starting with the purpose of the call.  Place outgoing calls in priority order.  Do not play “hide-and-seek” on the telephone.  If you are returning a call to someone when the person is out, leave a message specifying when you will be available, or ask when is the best time to reach the other person.  Make all outgoing calls in one session.  Then wait until the next reserved time to make additional calls.

Since procrastination is the #1 enemy of time management and productivity, it is important to understand the psychological basis of this behavior as a form of escape.  Why do we procrastinate?  How can we stop procrastinating?  Fear of the unknown explains some of the underlying reasons tasks are postponed.  Problems and challenges are avoided when people do not want to tackle a situation until it becomes overwhelming.  Self-induced stress is the motive for those who work well under pressure—some like to suffer more than others… While perfectionists are never satisfied with their work because if something is not perfect, then it is better not to finish it at all…

Rauschert provided the following keys to conquer procrastination:

· Reselect the best time of day for the work required (morning vs. afternoon person

· Remake a prioritized action list daily

· Redo the most distasteful priorities first

· Refer to longer range goals in preparing the action list

· If the priority task is overwhelming, then break it down into smaller tasks

· Re-reward yourself for completing small jobs

· Re-anticipate interruptions that could divert your priorities

· Re-plan interruptions away from priority time

· Re-commit to a deadline

· Re-use other people to reinforce the priorities

In addition to handling the use of time successfully, there are other ways to improve on productivity.  Desk and file management using TRAF (Toss, Refer, Act, File) simplifies paper and file work in your office.  When one applies the “handle each piece of paper once” system, according to Rauschert, if the paper or file is no longer needed, discard it.  Keep only papers/files with future value.

Above all, try to gain control over the events and situations you can influence and open up your options.  Be proactive.  Focus your time and energy on the things you can do something about.  Be always positive to yourself and others.

In conclusion, the universal issues discussed by Debra Rauschert are not simply a matter of time management and productivity, but rather based upon philosophical principles for becoming a more balanced person and leading a better life.
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