

Remote learning and teleworking skills
Summary
Remote learning and teleworking require motivation, energy, and skills to do things. The energy is driven by physical endurance in which good nutrition, adequate and high-quality sleep, exercise, and good posture are essential factors.
Sleep is divided into several stages, all of which are essential. In the first hours of sleep, you fall into a deep sleep, during which your mind and body rest thoroughly. Later stages of sleep include light sleep, during which you also dream. This essay provides more detailed recommendations on sleep. Regular bedtimes, maintaining the circadian rhythm, arranging the lighting with blackout curtains and bright light bulbs, and supporting sleep patterns with other circadian rhythms are essential. A good rule of thumb is that you have slept enough if you wake up regularly before the alarm.
Teleworking is likely to reduce physical activity and drive us to poor posture. This often leads to physical pain. Poor posture can also adversely affect our experience of ourselves. Open positions with the shoulders at the back and the chest at the front are called winner postures. These positions have been proven to raise self-confidence. It is worth paying attention to posture and, on the other hand, trying to have short breaks with short walks and exercise moves.
If you feel that the tasks ahead do not motivate you, your experience is probably correct. In this case, you should take a few steps back: motivation is best found by reflecting on yourself over a longer time horizon and in more general terms. Topics to consider are your own goals in all critical areas of life, such as learning, leisure, family life, and work. This essay goes through these different areas in more detail.
Monitoring your energy and endurance is essential. The essay points out ways for you to learn how to recognize your energy level. It also reflects on different factors that provide or take energy, such as other people and different ways of spending leisure.
Finally, the essay discusses how different methods help us in everyday work. We go through the management of interruptions, the meaning of notes, and the setting of today's goals.
Background
The study and work community provides significant support for day-to-day working. In remote learning and teleworking, this support does not exist to the same extent, in which case you must be able to patch up the missing support independently with the structures and personal routines. You need both motivation and energy. 
Motivation gives you the will to do something, and energy gives you the power to do it. Energy is divided into mental energy and physical endurance. Physical endurance is a prerequisite for mental endurance. When we have the will and the power to do, we still need the ability to do. In practice, this means the ability to control the use of time, the ability to tolerate stress, and the ability to recover from exertion. The critical remote learning and teleworking skills are essentially life management skills.
A healthy mind in a healthy body
We start with the maintenance of physical energy. It mainly consists of sleep, nutrition, and exercise, all of which must be adequate and high-quality.
There is a lot of different and contradictory information available about good nutrition. We do not go into eating and good dietary choices here. However, we recommend you try to eat healthily. Eating should give us energy. Also, avoid substance use.
Sleep
Sleep is a biological and psychological necessity. All animals sleep. Sleep deprivation and other sleep problems are critical factors behind various mental health problems. The most typical problems identified are poor sleep quality (waking up at night) and difficulty falling asleep. In addition, several people have an irregular sleep rhythm that leads to other problems.
Why is sleep important?
Most people are familiar with a few different sleep stages, especially the REM sleep phase, because that’s when we dream. It’s the lightest of sleep stages: Others are deeper: in a deep sleep, we are practically unconscious. Deep sleep is incredibly restorative to the brain and is dominant in the early hours of the night. During deep sleep, certain important hormones are also excreted. Sufficient deep sleep makes it possible to remember and learn what happened the previous day. There's lighter sleep and more dreaming towards the end of the night. Early night sleep is essential and should also be cherished in particular. REM sleep and light dreaming are also crucial for mental health and learning skills, so they should not be left out. Since sleep is a vital prerequisite for learning, regular sleep is essential for students.
A good dream is ultimately a quality of life thing. When you're tired, you make worse choices and get angry more easily. Waking up is also more pleasant if the sleep lasts long enough. A pleasant awakening supports quality of life and improves overall mood.
The importance of regular sleep patterns and a reasonable bedtime
Hormonal variation in cortisol is rhythmic according to the time of day. Towards the morning, the body begins to secrete the hormone cortisol. Therefore, a later bedtime than usual leads to the fact that the stage of deep sleep is too short. Thus, good sleep requires you to go to bed every day at about the same time. In practice, falling asleep at the same time leads to waking up at the same time. You have a regular sleep rhythm if you wake up and fall asleep every day simultaneously.
What time would it be good to go to bed? It is influenced by your need for sleep and when you want to wake up. Usually, a person needs to sleep about eight hours a day. However, there are individual variations here. You know you went to bed at the right time if you wake up before the alarm clock. This may sound strange, but if you wake up regularly 15 minutes before the alarm clock, you've found the sleep rhythm that suits you just right.
Sticking to sleep patterns is challenging. For example, many people maintain their social relationships on weekends and, while doing so, stay awake later than on weekdays. However, it is helpful to stick to the same rhythm at the weekend. Staying awake on weekends makes a mess of your sleep patterns: It is not atypical that your sleep rhythm doesn't normalize back until Wednesday or Thursday – and then Friday and the weekend mixes it up again.
Eating, exercise, and intoxicants affect sleep.
The body picks up the circadian rhythm from the time of meals. It is advisable to support the circadian rhythm with regular meals that always co-occur. Correspondingly, a typical sleep pattern also helps with weight control.
Heavy exercise should be avoided in the evening before going to bed. It wakes you up, and the body cannot settle down to rest. It is good to schedule exercise in the morning and during the day.
Alcohol, caffeine, and nicotine also reduce sleep quality. You shouldn't drink coffee after noon. Nicotine will also cheer you up, and you should leave your evening cigarettes to a lesser extent. In the end, the sense of calm that alcohol brings is an illusion. In reality, alcohol stimulates the body and makes it difficult for the body to get into a deep sleep.
Light and dark
The cortisol, as mentioned above hormone reacts especially to light. The quality of sleep can be improved by adjusting the lighting. It is recommended to use blackout curtains that are closed at a particular time in the evening. It is also good to use a bright light bulb with a timer or a nightlight bulb for waking up. In this case, your lighting stays very regular.
Before bedtime
It's a good idea to calm the evening before going to bed with routines that allow you to calm down. It is a good idea to reserve time for relaxation about an hour before sleeping. If you have purchased blackout drapes/curtains, close them while you calm down and let your body and mind get used to the twilight. It brings pleasant fatigue when it comes in. Calming down and twilight should be supported with a screenless time. Leave the phone, computer, and TV out of this moment.
It's recommended to keep the phone away from the bedroom. Most people wake up now and then at night. If there is a smartphone next to the sleeping place, it is easy to grab, and the light on the screen will banish sleep. When the phone is out of reach, it is easy to continue sleeping without remembering the whole thing.
Give the dream a chance
You can try what happens for one month:
· you arrange a regular time for going to bed so that you regularly wake up before the bell rings
· you maintain the same circadian rhythm on weekends
· you agree on standard lighting with blackout curtains and bright light bulbs
· you support the sleep rhythm every night with a quiet time and with breakfast and dinner at a regular time.
Sleep Diary
	Date
	Bed
(At)
	I got up.
(At)
	Sleep quality (1-5)
	I woke up before the bell?
	Alertness when waking up (1-5)
	Factors affecting sleep

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



Exercise, posture, and good working position
Along with eating, exercise is a personal matter. It is clear that remote study or telework quickly leads to prolonged sitting in front of the computer. Poor posture does not only apply to computer work: for example, curling up next to a mobile phone has become more common as a posture problem. When using a mobile phone and a computer, you are usually hunched over, with your neck in a slightly unnatural position - i.e., you have poor posture.
Poor posture does not only cause various pains and aches. It is known that good posture also affects how we perceive ourselves. Open positions, where the shoulders are behind, and the chest is in front, are called the winner's positions. These positions have been proven to bring confidence. Correspondingly, the so-called loser positions cause a feeling of incompetence.
Paying attention to the issue and correcting your posture regularly is good medicine. A break from working every half hour helps. During the break, you should get up and take at least a short walk. At the same time, you can pay special attention to your posture and try to find your own "winner posture." Breaks can also be combined with small workouts. Even one exercise or stretching is good.
Directing your mind to the right target
Finding motivation
If you feel that the tasks ahead do not motivate you, your experience is probably correct. In this case, it is worth taking one step back and then another: motivation is best found by reflecting on yourself over a longer time horizon and in more general terms. When you figure out what you really want and plan for your goal, the individual things in front of you become meaningful: Those are the things you need to do to get to your destination.
These are the things you can ponder when you want to understand the direction in which you want to aim in your life:
Habits and habits	
What kind of habits and habits do you have? They can be related to family, friends, or intoxicants. Which one could you change?
Learning	Different skills are helpful, and learning is rewarding in itself. What would you like to know in six months? What about five years from now?
Leisure	At its best, leisure gives us energy and pleasure. What would you like your free time like? Without a plan, people usually just fall for hanging on social media and often feel afterward that they have thrown their time away. What kind of leisure time would it be meaningful and enjoyable for you simultaneously and generally such that it gives you energy?
Family	A balanced family life gives people a sense of belonging, supports even ambitious goals, and is reciprocal. What would your family life be like at its best? What kind of traits would you like your partner to have? How could you improve your relationships with your parents or siblings?
Friends and social network
	Friends and colleagues are essential. Remember that it makes perfect sense to choose friends who are good for you and want what's best for you. What kind of friends do you want?
School and work
	Good work provides people with safety, social status, exciting activities, and the opportunity to be helpful to the community. Stop for a moment to think about your job or your school. Here, too, it is worth considering different time horizons. What do you want to achieve in six months? And where do you see yourself in five years?
Separate exercises, such as Self Authoring, have also been carried out to consider these issues. The exercise is not just about positive psychology. For example, a 2015 study published in the journal Nature found that students who were identified as being at risk completed 40% more credits after completing that exercise.
The exercise reflects on issues such as the above in a guided way, outlines both an optimistic and pessimistic vision of one's life for about 3-5 years in the future, and eventually helps you reflect on your goals and helps you create a concrete plan with them.
You own Energy
Tasks at work and in studies are often consuming and require energy and coping. The first level of endurance is physical endurance, which we get by sleeping and eating. In addition to this, we need mental energy. Maintaining mental energy requires the ability to recognize one's energy level and, on the other hand, the ability to restore power.
Managing your energy balance is an essential skill. It means knowing when to rest and how to plan your day so that you don't take too many tasks into it. On the other hand, it also means the ability to plan leisure time so that it genuinely restores energy. Thirdly, it means the ability to recognize the energy-consuming and giving things.
Identification of energy levels
Recognizing your energy level starts with the ability to assess your mood and performance. In particular, you may become blind to negative emotions. When mental energy is low, and you are tired, you start to get nervous more easily. Various signs of low energy levels include:
· other people and small things are easily irritating
· you feel the need to escalate different situations or "snap" at someone
· you think that you are deficient in some way
· your work tasks are not progressing.
Most likely, part of your condition is the external situation, but your energy level may also be low. It's good to think about whether you would experience the problem differently or act differently if you were well rested.
So monitor your energy level and, as far as possible, try to anticipate situations in which your energy level is low. When you learn to observe your energy level, you can also learn to predict it. You start to notice, for example, if with your current work rhythm you are already completely exhausted by Thursday and Fridays go by waiting for the weekend. In this case, you should try to modify the working week so that you can work all weekdays.
Also, monitor your energy level in the morning and pay attention to what kind of energy level you start the day with. You want to aim for a state where you wake up refreshed and energetic. What kind of everyday routines lead to this? If you constantly wake up with a low energy level, think about what is behind this.
What gives energy and what takes it away
To control your energy level, it is also worth learning to notice which factors specifically affect your energy level. Different sources and exporters of energy can include, for example, the following:
Some people give energy, and others take it away. Of course, this depends on the day, but pay attention to where you get energy. What is your relationship like with your spouse, for example? Are you able to give each other energy? If the relationship is not in order, it is worth talking about. There may also be people in your life who drain your energy and with whom you don't necessarily need to deal with.
Social situations. Do you find gatherings of many people exhausting, or do you get energy from them?
Art. What kind of art gives you energy? Do you enjoy fine art or a specific type of music?
A sense of achievement and work tasks. Does a sense of accomplishment energize you? What kind of tasks gives you a sense of accomplishment? What kind of tasks consume your energy, respectively?
Recognizing your energy level is an essential skill. It's important to learn to stop and be able to observe that your energy levels are low: That the inability I'm experiencing right now to focus and get my work done is due to mental fatigue. This sounds simple in principle, but often people are a little ashamed of their tiredness. Some consider working to the point of exhaustion as a sign of diligence and thus strive for it.
Meaningful doing. Doing something meaningful usually gives people energy. What do you feel is important to you?
Pure pleasures. Food. Alcohol. Sex. People also need a certain amount of fun in their lives. What exactly do you get pleasure from?
On the other hand, any kind of pleasure comes with the risk of addiction and overuse. Overeating makes you fat. Several harmful mild effects are associated with alcohol use. Even sex has problems. Many people feel that online porn is a problem for them, and because of this, they have started to lose their ability to enjoy sex. In short, practice moderation in everything.
Once you have identified what gives you energy, you should plan your free time in such a way that it supports your ability to cope.
The art of doing
Managing interruptions
Constant interruptions are a severe threat to human effectiveness. Phones and computers constantly bombard us with various notifications. If you want to get something done, turn off the notifications and give yourself plenty of time to focus on doing it.
The meaning of notes
Taking regular notes is one of the most important ways to save time and support your work. It's a good idea to write notes about all the appointments, but also about your thoughts and insights that you get during the day. It is beneficial to record the things you must do.
We often think, "Well, I'm sure I remember this." At that moment, the thing in question seems so essential that it seems impossible to forget. However, human is excellent at ignoring. So, if it's important, write it down.
Studies have also shown that handwritten writing improves remembering and learning. Indeed, many handwritten people tell us that they don't usually even return to their notes. Logging notes is more of a way for them to think and support memory.
However, handwritten notes are not for everyone in this day and age. There are a lot of valuable programs for taking notes. The product family of Office 365 programs you're working on within this course‑ includes OneNote, designed to take notes, and Planner used to maintain different to-do lists.
Prioritization and goals of the day
When you use checklists and to-do lists, you'll soon realize that more and more tasks are starting to accumulate. It is therefore essential to be able to prioritize things.
One good way to prioritize is to think in the morning about what you're going to do during the day and come up with some kind of "what I'm doing today" list. Alternatively, you can make a list the night before bed. Try to include small errands and slightly bigger tasks in the list. Some tend to postpone chores, while others have more difficulty tackling large tasks.
Don't be a tyrant to yourself when you set the goals of your day. Try to keep the list short enough for you to complete it. Today's list quickly becomes too long, significantly if you're lagging. In this case, you only make sure you will fail, and constant failure takes away the joy of doing. So, you'd make slightly shorter lists and then arrange regular success experiences. With them, you'll eventually be able to do more.
Today's goals can also be set as a team. At home, the cleaning day is better when you write down on paper what needs to be cleaned up, share your responsibilities, and take action as a group.

