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Programs Of-
fered Via Dis-

tance 
 Accounting 

 ACE (Adult Career  
Education) Bachelor 
Degree Completion 

 Business Administra-
tion 

 Construction Man-
agement 

 Criminology and 
Criminal Justice 

 Electronics Engineer-
ing Technology 

 Human Resource De-
velopment 

 Insurance and Risk 
Management 

 Mechanical Engi-
neering Technology 

 Nursing: LPN/LVN 
to BS Track 

 Nursing: RN to BS 
Track 

 Technology Manage-
ment 

Ways to Avoid Procrastination 
We all procrastinate. We say “I’ll do it 
tomorrow.” We often put things off until the 
last possible day. However, as college 
students, this is the time when we should be 
learning to eliminate procrastination. It causes 
more harm than good, both mentally and 
physically. We’ll work for hours on end and 
stay awake late to finish an assignment. Some 
students may even pull an all-nighter. 
However, pulling an all-nighter can affect your 
memory for up to four days.  

 The following are tips that can help you 
avoid procrastination: 

 Create a schedule. You probably won’t 
have a set schedule for class times, so it 
won’t be easy to make a schedule for 
studying or doing homework. The most 
obvious way to do this is to schedule two 
or three hours per day (Monday-Friday) 
instead of watching television or taking a 
nap. If there is one day that you cannot 
study because you may have class or work 
all day, make a weekly schedule. You may 
still decide to study or work on 
assignments for nearly 15 hours, but you 
now have seven days to work with those 
15 hours. 

 Make a to-do list. On Sunday evening, 
look through the syllabus of each class and 
determine what is due for the following 
week. (This is the point in which buying a 
planner could be helpful.) However, if you 
have a long paper, a midterm exam, or 

final exam, you should begin studying 
several weeks prior to that date. Write 
down each assignment you need to finish 
and which day it is due. Gradually work 
through each assignment and cross it off 
the list when you have completed it. 

 Stay away from all social media. 
Although you may be sitting down 
preparing to study, most students get on 
Facebook or Twitter before they even 
consider starting their work. Luckily, a 
website called Hack My Study exists. Go 
to http://hackmystudy.com/
how_to_block_specific_websites.html 
when you first sit down to block any 
websites that you think will distract you. 
Follow the instructions for the browser 
you are using. After you have finished 
studying, you can remove any websites 
from the list that you have created. 

 Create rewards. Need to study for an 
exam, but also want to catch up on your 
favorite television show? You can make a 
plan to study for two hours with no 
distractions, and when those two hours are 
up, you can watch an episode of your 
favorite television show. Need to read a 
chapter in a textbook, but find it quite 
tedious? Place a piece of your favorite 
candy at the end of every few paragraphs. 
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The Distance Education Staff is looking 
for online students who would be willing 
to join a student advisory board. Meet-
ings will occur online though Black-
board Collaborate, once or twice a se-
mester. If you are interested, please con-
tact the director of distance education, 
Samantha Penney, at 237-8479 or Sa-
mantha.Penney@indstate.edu. 

Email Etiquette: 
Write formally. Do 

not include 
abbreviations that you 
would use while 
texting or on social 
media, such as “LOL” 
or “OMG”. This 
makes you appear 
sloppy and your 
professor may not take 
you seriously. 

Keep emails short 
and to the point. 
Nothing is more 
irritating than having 
to sift through emails 
that are several 
paragraphs long. Say 
only what is needed to 
get your point across. 

Use capital letters 
appropriately. Never 
use all capital letters, 
IT LOOKS LIKE 
YOU’RE 
SHOUTING. Using 
all lowercase letters 
make you appear 
sloppy. If needed, use 
bold letters for 
emphasis. 

Use the subject field 
to indicate who you 
are. When emailing a 
professor include the 
course number, 
section, and your last 
name. 

Use a signature that 
includes contact 
information. Include 
at least your email 
address and phone 
number. 

Student Advisory Board 
 

Online Databases 
 Many, if not all, professors like to include 
online databases as a required source for es-
says. A database is any collection of data. An 
online database, obviously, is just a collection 
of data that is online. These resources, alt-
hough helpful, can be quite difficult to map 
out. An online database 
works almost like an online 
library or like Google.  The 
best website for navigating 
databases and anything from 
APA Style Guide tutorials to 
ISU library basic infor-
mation, is http://
libguides.indstate.edu/
databases.  

 At the top of the web-
site’s page, in the second 
row, is a list of online databases that can be 
accessed. This article will talk mainly about 
the first option, EBSCO (Elton B Stephens 
Company), named after its creator. It is not, 
however, a database on its own. EBSCO is a 
vendor for other databases. A company called 
EBSCOhost provides a mixture of databases 
free of charge to ISU. These include, but are 
not limited to: Biological Abstracts, MLA 
International Bibliography, Newspaper 
Source, Newspaper Source, and Regional 
Business News.  

 

  You may use EBSCOhost to search for sev-
eral things, including magazine or journal arti-
cles from scholarly sources, articles on a wide 
range of topics, and articles on special subjects 
such as nursing or medicine. After accessing 
EBSCOhost through the library’s website, it is 

important that you select EB-
SCOhost Web. Then, check 
the box directly under the 
“Continue” button, that says 
“Select/Deselect all”. Then 
you may click Continue. You 
may then begin your search. 

 Boolean searches may be 
extremely helpful while using 
EBSCOhost. At the top left 
of the page is where you’ll 
begin. You will notice a drop

-box that contains AND, OR, and NOT. Using 
the AND option combines the terms you are 
searching for, and your results will include both 
of these terms. Using the OR option combines 
your search terms so that each result includes at 
least one of your terms. Using the NOT option 
finds articles with your first search term, but not 
the second. For example, a search saying per-
sonality NOT genetics will provide articles that 
discuss personality, but not genetics. 


