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Use these terms and definitions below to understand concepts taught in the course.

Transcript Search: Note that you can search for terms directly within the course. To search video text, switch to
the Transcripts tab, then press Cmd/Ctrl + F on your keyboard to run a search within the active transcript.

Term

Definition

focus-chaos scale

A way of thinking about one’s natural tendencies when it comes to
productivity. People who naturally understand organization and
productivity fall to one side, while others tend to favor disorganization
and chaos.

switch tasking

This is what occurs when you attempt to perform multiple attention-
requiring tasks at the same time

unprocessed items

Items or tasks that are unresolved

gathering points

Any place where you gather unprocessed items

consolidation

Collecting multiple sources into one central location

wild card gathering
point

An optional gathering point which adapts to fit whatever situation you
are in
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