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What to Do in Quadrants I and II
So what do Quadrant I and II actions look like? In college, Creators attend class regularly. They take good notes. They do all assignments to the best of their ability. They schedule conferences with their instructors. They create study groups. They organize their notes and study them often. They predict questions on upcoming tests and carry the answers on 3 × 5 study cards. No external urgency motivates them to take these purposeful actions. They create their own urgency by a strong commitment to their valued goals and dreams.
By contrast, Victims spend much of their time in Quadrants III and IV, where they repeat unproductive actions such as complaining, blaming, excusing, and wasting time. Not surprisingly, they move farther and farther off course each day.
If you want to know which quadrant you are in at any moment, ask yourself this question: “Will what I’m doing now positively affect my life one year from today?” If the answer is “yes,” you are in Quadrant I or II. If the answer is “no,” you are probably in Quadrant III or IV.
Creators say “no” to Quadrant III and Quadrant IV activities. Sometimes the choice requires saying “no” to other people: No, I’m not going to be on your committee this semester. Thank you for asking. Sometimes this choice requires saying “no” to themselves: No, I’m not going to sleep late Saturday morning. I’m going to get up early and study for the math test. Then I can go to the movies with my friends without getting off course.
When we say “no” to Quadrants III and IV, we free up time to say “yes” to Quadrants I and II. Imagine if you spent just 30 additional minutes each day taking purposeful actions. Think how dramatically that one choice could change the outcome of your life!

















Journal entry

In this activity, you will assess the degree to which you are acting on purpose. Your purpose! As you spend more time in Quadrants I and II, you will notice a dramatic improvement in the results you are creating.
· 		1.  Write a list of 15 or more specific actions you have taken in the past two days. (The actions are specific if someone could have recorded you doing them with a video camera.)
· 		
· 
· 
· 2.  Using an entire journal page, draw a four-quadrant chart like the example in the article.
· 		
· 
· 
· 3.  Write each action from your list in Step 1 in the appropriate quadrant on your chart. After each action, put the approximate amount of time you spent in the activity. For example, Quadrant IV might be filled with actions such as these: 
1 Watched TV (2 hours)
2 Phone call to Terry (1 hour)
3 Watched TV (3 hours)
4 Went to the mall and wandered around (2 hours)
5 Hung out in the cafeteria (2 hours)
6 Played video game (4 hours)
· 		
· 
· 
· 4.  Write about what you have learned or relearned concerning your use of time. And as a result, what will you do that you have not been doing? Effective writing anticipates questions that a reader may have and answers these questions clearly. To dive deep in this journal entry, answer questions such as the following:
1 What exactly did you discover after analyzing your time?
2 In which quadrant do you spend the most time?
3 What specific evidence did you use to draw this conclusion?
4 If you continue using your time in this way, are you likely to reach your goals and dreams? Why or why not?
5 What most often keeps you from taking purposeful actions?
6 How do you feel about your discoveries?
What different choices, if any, do you intend to make about how you use time?








Student story
When I started college as a freshman engineering student, I knew I would have a little trouble with the transition from high school to college. What I didn’t know was that my main challenge would come from distractions. There’s a mall only five minutes from campus, and when my friends wanted to hang out there, I wouldn’t say no. Other times we’d play video games, or go out to dinner, or watch television. There was always something to distract me and no one to tell me to get to work. I was an A/B student in high school, and I was used to things coming easy to me. In college there’s a lot more work and it’s definitely not work you can do in five minutes and be done like in high school. I always found some excuse not to do my work, and then I’d try to do it the day it was due. I remember waiting until about 30 minutes before my first chemistry test to start studying. When my grades started dropping, I realized I needed to change, but I wasn’t sure how.
That’s when we read about self-management in the On Course book. In class we did an activity where we divided a paper into four quadrants. Then we put what we had done the last two days onto those quadrants. I only had a few things in Quadrants I and II (Important). But Quadrant IV (Unimportant) was full. I realized I was studying only about 3 hours a week, but I was going to the mall about 5 hours, watching movies and television about 6 to 10 hours, playing video games about 20 hours, and surfing the Internet about 30 hours. I had never had a high-speed connection before, and things like YouTube and Facebook were consuming a good part of my life.
Now that I had figured out my problem, I needed a solution. I started by hanging up the quadrants in my room with my wasted time on them. I then put up another blank quadrant chart next to it. I decided to try new ways to manage my time over the next week and keep track of how I spent my time every day. I set a goal to reduce my time in Quadrants III and IV to no more than 20 hours per week and increase my time in Quadrants I and II up to 30 or 40 hours. At first I tried to completely cut out everything that was a waste of time, but I found myself stressed out. I was studying so much I thought my brain would explode, and I couldn’t remember what I was studying. Then I tried getting all of my work done before I did anything that could be seen as a waste of time. But, again I was unable to focus on my work. Then I found the strategy that has helped. I put my schedule on a dry erase board and I adjust it to what I have going on that week. I make sure that I put both work and leisure time on the schedule. Also, if I have something important going on, like a test, I write it on my schedule in bold letters so I don’t forget. Essentially I have made a reusable planner.
This strategy has helped me out a lot since I put it into effect. When I filled in the quadrants at the end of the first week, I was about halfway to my goals. Toward the end of the semester, I tracked my time again, and I reached my goals. My new system makes me more aware of what I’m choosing to do. I spend less time on the Internet, and I learned to say no. I remember when a bunch of my friends wanted to go to the movies the night before I had a math test. They asked me to go at least 10 times, but I stayed home and studied. I actually did really well on the test. Probably the best choice I made was taking my video games home. Since I started writing my important work on the whiteboard, I’ve missed almost no assignments and my grades have improved in every class. I have found a strategy that arranges my time so that I can get my important work done and still have time for fun things. My reusable planner has helped me a lot in my freshman year, and I plan to keep using it throughout college.









Question 1

1. How do you currently prioritize and organize your activities? Does this method enable you to complete the majority of your tasks at an acceptable level?





Question 2

2. Take some time to describe the things that typically distract you. Think about where you study or write research papers. Think about the people, emotions, or activities that pull you away from your schoolwork. Now write about the choices you could make to overcome these distractions. Where else could you study? How could you develop mutually supportive relationships with the people around you?
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