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1. Consort Flow diagrams for Study 1 and Study 2

Figure S1
CONSORT Flow Diagram of Study 1 (in Germany)
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Figure S2
CONSORT Flow Diagram of Study 2 (in Ireland)
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2. Online Self-Regulation Training: Take Control: 

Storyboard

Module 1 - Working Effectively and Contentedly	2
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Module 3 - Booster Session	46



[bookmark: _Toc187675285]Module 1 - Working Effectively and Contentedly

	Module 1 - Sequence 1
	Media

	Welcome and Training Goals
	Modul 1 - Working Effectively and Contentedly
	Photo

	
	A warm welcome to you!
	

	
	Hello and welcome to the training!
We’re glad you’re here.
We, the project team, want to support you in shaping your workday in a way that works best for you. In this training, we will show you strategies for organizing your work. Whether you're working on the go, from the office, or at home, our work often presents us with unique challenges. The Covid-19 pandemic, in particular, has fundamentally changed the workday for many people. Experts from the Federal Institute for Occupational Safety and Health Germany have developed this training based on the latest scientific findings.
You’ve probably signed up for this training because you want to make some changes to your workday. Recognizing this may not have been easy. That’s why we’d like to start by congratulating you on your decision! This training is the first step in the right direction toward better work organization, greater well-being, and more satisfaction with your work.
Today, we want to explain how the training is structured and what you can expect over the next two weeks. Additionally, we will discuss how to shape and possibly reorganize your work. Changing habits isn’t easy. However, if your goal is to alter long-standing work routines, it’s essential that you do this from a place of personal conviction. Therefore, today’s session will also focus on helping you identify your motivation and set goals for participating in this training. The motto of this training should be: “want to” instead of “have to.”
At the end of today’s module, you will already learn a practical exercise that will help you work more effectively in your daily routine.
We wish you much success and enjoyment in the coming weeks!
Now, let’s get started with your first module!
	Photo

	Introduction
	The objectives of this module at a glance
	

	
	After processing this module:
· You will know the structure and objectives of the training
· You will have formulated your motivation and personal goals for the training participation
· You will have an eye on the strategies you already use successfully to shape your location- and time-flexible work
· You will already know the first exercise on how to deal with circling thoughts
	



	Module 1 - Sequence 2
	Media

	Introduction
	Modul 1 - Working Effectively and Contentedly
	Photo

	
	So what exactly can you expect in the various modules over the next few weeks?
	

	
	Goals of the training
	

	
	By the end of this two-week training, you will have learned to:
· Organize yourself better.
· Work effectively and purposefully.
	Photo


	
	Modules and Daily Exercises
	

	
	To achieve these goals, you will learn new exercises and strategies in a weekly module.

Each week, we will also introduce a short exercise. You should try to apply this exercise daily during the following workweek, as this will help solidify what you’ve learned. You should allocate about 5–10 minutes for this each day.

The modules are released every Thursday. You can decide when to work on the module yourself. However, to support the scientific study accompanying this training, we recommend completing the modules between Thursday and Sunday. Of course, there may be instances when you fall behind for various reasons. In such cases, try to catch up on the module.

Since we know how easy it is for such tasks to slip through the cracks in daily life, we will send you three reminder emails throughout the week.
	Photo


	
	Whether you choose to view the module on a PC, laptop, tablet, or smartphone is up to you. However, we recommend using Chrome or Firefox to ensure technical functionality. Engaging with the modules will also require your time—on average, about 40–45 minutes. Some people may need a little more or less time.
	Photo


	
	Work on the modules in a calm and focused setting, not while on the go or in between tasks. Take this time consciously—it’s just for you. By doing so, you are doing something good for yourself! Consider this training as an offering that you can use in a way that makes sense for you and fits your needs.
	

	
	Example Personas
	

	
	Throughout this training, you will meet Sofia, Ahmet, Hannah and Alexander. Through their examples, you can get ideas on how other people with similar circumstances use the training. This can support you in working through the exercises. These fictional persons are based on real people and their experiences. You will certainly recognize one or two of them, even if you do not recognize yourself completely in any of them.

Sofia
“Sofia 31 completed her traineeship four years ago and has been working as a teacher ever since. She is sure that she is following her calling. Teaching children and young people is still motivating for her. Sofia often sits at her desk at home in the evenings and on weekends, correcting papers and preparing school lessons. She feels that she is not productive enough during her working hours, which is why she often has to work longer than she would like. However, Sofia does not yet know what prevents her from being productive when she sits at her desk all day. Her boyfriend also wants Sofia and him to spend more time together again. Sofia hardly has time for her friends anymore. She used to do something with her friends almost every day. She also doesn't go to the gym like she used to.
Otherwise, she feels she hasn't given her all and worries that she won't be able to complete her tasks with the quality she is used to. When she looks at her desk after work, she notices how she gets nervous inside because she fears that she hasn't done everything or has forgotten important tasks. She just can't shake the feeling that she still has to do something. For these reasons. Sofia decided to sign up for the training.”

Ahmet
“Ahmet (36) works in a medium-sized company in a job that many would call a "classic office job". For the past two years Ahmet has had the opportunity to work from home once or twice a week. Ahmet always thought it was great that he could clearly separate work and private life - when he left the office at the end of the day, he left his work there and didn't have to deal with it anymore. Lately, however, he has noticed that his work is increasingly keeping him busy even in his free time. During work, he often feels guilty about taking breaks. He fears that his colleagues might think he is not working effectively. He often feels overwhelmed by the amount of tasks and he does not know how to do everything. For many years, Ahmet was actively involved in his town's football club as a volunteer and also enjoyed playing himself. In the meantime, he lacks the time and, above all, the energy to go to the training after work. At the end of the day, he often reels exhausted for these reasons, Ahmet decided to sign up for the training.”

Hannah
“Hannah (43) is a freelance counsellor and has two children. She loves her job and the opportunity to work independently and creatively while still being able to respond to her family's needs.
However, she often finds her everyday life stressful. Every day she feels like she is juggling her tasks and doesn't know where to start. She often works on several tasks at the same time. In the evening, she is often exhausted and at the same time has the unsatisfactory feeling of having achieved and completed nothing at all. She literally works herself and constantly. Lately, she notices how her thoughts still revolve around her clients and projects even when she actually wants to spend time with her family. This annoys her, and her husband and children also want her thoughts to be completely with them more often. For these reasons, Hannah decided to sign up for the training.”

Alexander
“Alexander (57) is a manager in a medium-sized family business, is married and has two children who have already moved out. He works seemingly always and everywhere - on the road, in the office, and at home. It is important to him to be available at all times for his customers and his managers, but also for his employees. Although he feels like he is working all the time, he hardly ever gets around to doing his really important tasks. Because every few minutes his smartphone rings or a new email pops up in his inbox. As a result, he is increasingly dissatisfied with his work, because he has no time left for the activities he enjoys most. His work and his employees are dear to his heart, but he notices how his wife is more and more annoyed when he looks at his smartphone. She now accuses him of only thinking about work and increasingly neglecting her. This makes him sad, and he feels guilty towards his wife. Alexander experiences the conflict between his role as manager and husband as increasingly burdensome. Although he feels tired every evening, he often lies awake for a long time before he can tall asleep. For these reasons, Alexander has decided to sign up for the training.”
	

	
	Audio and Video
	

	
	During the training, there will be many opportunities to listen and watch various media. We invite you to do the same. You may find it more comfortable to listen to the videos and audios with headphones, that is up to you. Moreover, we always provide the texts of the film and audio recordings in writing in case you cannot or do not want to watch or listen to them at the moment.
The audios and videos are for private use only.
	

	
	Exercises and Strategies
	

	
	In this training, you will learn many new exercises and strategies. Some of these exercises may already be familiar to you. Even so, it can be helpful to repeat them and refresh your existing knowledge. It’s possible that not every exercise we introduce will resonate with you. If you find an exercise initially unrelatable, try to approach it in your own way. Give each exercise a chance, even if it feels unfamiliar at first!
	

	
	Text Fields in Exercises
	

	
	Throughout this training, you will often have the opportunity to write down your thoughts in text fields. When you click “next” or the next page number, your inputs will be saved.
The inputs are saved so that you can revisit them later when you review the modules. Your inputs are anonymous, meaning we cannot link them to you personally. They will not be further processed by us.
You can also save the training pages with your inputs as a PDF. In most browsers, you’ll find a printer icon that allows you to select the option to save the page as a PDF.
	



	Module 1 - Sequence 3
	Media

	Introduction 
	Modul 1 - Working Effectively and Contentedly
	

	
	Why It’s Difficult to Organize Ourselves
	

	
	Organizing ourselves isn’t always easy, and many people struggle to regulate their behavior the way they would like. In the workday, this can manifest in various ways—for example, some people get easily distracted and find it hard to focus on one task. Often, they feel dissatisfied with what they’ve accomplished. Others may work too much or for too long without taking enough breaks, which can negatively impact their health and work-life balance in the long term.
Structuring the workday can also be challenging. For instance, in the current situation, many people’s work routines have changed significantly due to increased remote work. In such cases, it can be helpful to create personal structures.
Even though many people find it difficult to manage themselves, this is a skill that can be trained and improved over time. That’s why this training will show you how to organize your workday in a way that allows you to structure your tasks effectively and work efficiently. We will introduce strategies that, over time, can not only boost your productivity but also enhance your well-being and work-life balance.
	

	
	How Is the Training Structured?
	

	
	We’ll now briefly explain the topics you can expect in this online training over the next few weeks.
The goal of this training is to help you find your own personal self-regulation strategies that allow you to better organize your workday and tailor your work style to your needs. To achieve this, we aim to provide you with knowledge, as the right background information can support you in selecting the strategies that work best for you. Above all, we want to empower you: we want you to be equipped to apply these strategies in your daily life in the future.
You may already be doing a lot to organize your workday effectively. This training will help you further develop your skills and personal strategies.
So, what exactly will you experience in the coming weeks in the various modules?
One of the biggest challenges is organizing yourself and structuring your workday.
After today, where you’ll learn about the structure and goals of this training, we’ll delve into the topic of self-management. Next, you will define your personal goals and desires for what you want to change in your workday, and you’ll be introduced to a practical exercise to help you formulate these goals.
In Module 2, you’ll learn additional strategies for organizing yourself and aligning your behavior with your goals. Concrete strategies will help you stay on track as you pursue your goals and achieve them in your professional life.
All the strategies you learn throughout the training can be applied repeatedly in your daily work life. Ultimately, this will enable you to design a workday in which you can work both effectively and with satisfaction. To help you successfully integrate the strategies you’ve learned into your daily routine, the training concludes with a shorter module (Module 3), where you’ll reflect on what you’ve learned.
These are the contents of your training and the steps we’ll take together over the next two weeks.
We hope you enjoy the training!
	

	Exercise
	Self-Observation Exercise
	Photo

	
	Before we show you ways to change your work organization, we’d like to invite you to reflect on your past workweek. In this brief self-observation exercise, we ask you to take a moment to consider how you currently organize your work and structure your workday.
Think about the past workweek. Select two days you can clearly remember.
How did you organize your work on those days? What were you satisfied with, and what would you like to improve? How did you feel?
Feel free to jot down notes about the situations you selected and your thoughts on them.
	

	
	Day 1
How did you organize your work on this day? (input field)
How satisfied were you with the organization of your work on this day, on a scale from 1 to 5? What were you satisfied with, and what would you like to improve? (input field)
How did you feel on this day? What were your thoughts? (input field)
Day 2
How did you organize your work on this day? (input field)
How satisfied were you with the organization of your work on this day, on a scale from 1 to 5? What were you satisfied with, and what would you like to improve? (input field)
How did you feel on this day? What were your thoughts? (input field)
	Input

	
	Now that you’ve taken a brief look at your past workweek, today’s focus will shift to understanding what it means to regulate yourself and how to successfully change habits. Because changing your work organization can be challenging.
	



	Module 1 - Sequence 4
	Media

	Introduction and developing self-regulation knowledge
	Modul 1 - Working Effectively and Contentedly
	

	
	Manage yourself, achieve your own goals
	

	
	We constantly control ourselves unconsciously to achieve our personal goals. In psychology, we call that ability to regulate one's own thoughts, feelings and actions "self-regulation". Self-regulation strategies have been researched in numerous studies for decades. These strategies have been shown to be effective in promoting desired behaviors.
Most importantly, these strategies are suitable to steer and organize one's own work, for example completing tasks efficiently. These strategies can also be used to achieve personal goals in other areas, such as exercising more or quitting smoking. No matter what your goals are, the process is always the same. It consists of the following four phases:

1. Goal setting
In the goal setting phase, we set individual goals. Often this phase is preceded by an observation of one's own behavior.
2. Self-observation
In the phase of self-observation, we reflect on our own behavior. You may know this from the health sector - more and more people are counting their daily steps or documenting sport activities. Likewise, it is the goal to observe whether the desired behavior already shows and if so, to what extent.
3. Self-assessment
In the self-assessment phase, we compare the behavior with the set goals. Have we achieved our goals? What have we already achieved? What can we still work on in the future?
4. Self-reinforcement
In the phase of self-reinforcement, we finally control our own behavior. If our behavior and our goals do not match, we set ourselves incentives to motivate ourselves. When our behavior and goals are aligned, we reward ourselves. Rewards can be specific - for example, small things like a nice walk or a delicious dinner after a hard but successful day at work. In addition, positive reactions when reaching the goal can also be considered a reward. For example, the feeling of satisfaction when we have achieved something. In that sense, many people automatically reward themselves.
	Video and transcript

	Training information
	These strategies are highly effective and will benefit you in many situations in the future, but require your full concentration, especially the first time. This module may be a little less fun than the previous modules. Nevertheless, these strategies have a great benefit for you – so stay tuned! You may want to start thinking about how you might reward yourself when you reach the end of this module.
	Info box

	
	Today, we begin with the first phase (setting goals). The three additional phases will be covered in detail next week in Module 2.
	



	Module 1 - Sequence 5
	Media

	Envisioning, Implementation Intentions, and Planning
	Module 1 - Working Effectively and Contentedly
	Photo

	
	Good intentions, wishes and changes
	

	
	You probably started this training because you want to make a change and are now motivated to get started. There are many ways to achieve your goals and change your habits in your everyday life. You already know this otherwise you wouldn’t be where you are today. To this end, we would now like to invite you on a short journey of thought. Try to engage with it, even if it seems unfamiliar. To do so, click on the play button.
	

	
	Please lean back in a relaxed position and close your eyes.
[bookmark: _Hlk121050382]Please try to concentrate on your breath and fully be in this moment.
Breathe in calmly and out again.
Surely you have decided to take something into your own hands before. Maybe you wanted to submit a report by a certain deadline, sign a contract, or change something about your daily life. Maybe you have achieved something that you have been working towards for a long time. Think back to a situation where you were successful, where you achieved a goal or a resolution.
It could be an everyday situation, or maybe an extraordinary situation.
Choose a situation that you like the most.
What did you thought at that moment - when you achieved your goal?
How did it feel? Try to imagine the situation very concretely.
· Where were you?
· What exactly happened? What exactly did you do?
· What exactly did you say or do?
· Were you alone or were other people with you? If other people were involved, what exactly did they say or do?
· Did anyone support you in the situation?
· What motivated you?
Picture yourself fully in the situation again.
Imagine the environment you were in at the time. Visualize the situation again with all your senses:
· What did you see, what colors and which objects?
· What noises, sounds, words, or tones did you hear?
· What did you feel? What sensations did you perceive?
· Did you smell something or taste something?
Imagine this moment again in detail and enjoy it to the full.
Now slowly come back into the room. Refocus your thoughts on the here and now.
Breathe in deeply and out again.
When you are ready, please open your eyes again.
	Audio and transcript

	
	You may have just noticed: you know ways to achieve your goals. But perhaps you also had a hard time remembering a success. That’s perfectly fine.
To help you achieve your goals in this training, we will now present a few strategies.
	

	
	1. Formulate my wish for change
	

	
	As already mentioned, we recommend that you participate in this training on a regular basis. Scientific studies have repeatedly shown that participants of health-related training programs benefited especially when they made regular training a habit.
This takes time and energy. There may be situations where you encounter obstacles. Changing habits is a colossal task for anyone. If this happens, it helps to be clear about why you want to keep trying. We now want to approach this “why”.
· Why are you participating in this training?
· What are your expectations and wishes for this training?
· What do you hope the training will help you with?
It may be difficult for you at first to describe your success expectations so precisely. Still, try to imagine your desires as clearly as possible.
	


	
	At first, note down all wishes for change in an unordered manner in key words: (input field)
Think about which of these wishes for change is most important to you. Formulate this wish for change in a sentence that sounds harmonious to you. Refer to your notes (above) or take inspiration from them. It is fine if it seems challenging to fulfill this wish for change. At the same time, you should feel that you could realistically get there.
By participating in the training, I would like to achieve ... (input field)
	Input field

	
	As a reminder: These inputs are stored anonymously and will not be processed further by us.
Your inputs are saved when you click "next" or the next page number. They are stored so that you can review them later. They are saved anonymously, meaning we cannot link them to your identity. They will not be further processed by us.
	

	
	Now think about it:
· Why do you want to achieve this?
· Why is it worth completing this training?
· Why do you want to change the current situation?
Write down your most important reason.
	

	
	My main reason for this is ... (input field)
	Input field

	
	If you need more inspiration, feel free to take a look at how the sample characters answered these questions.
	

	
	Sofia
“By participating in the training, I would like to stop my thoughts from constantly revolving around work. My main reason for this is that I want to spend more time with my boyfriend and friends again – without feeling guilty and without the pressure of actually having to work more.”

Ahmet
“By taking part in the training, I would like to achieve a clearer distinction between my work and private life again. My good reason for this is that I don’t want to feel so tired and exhausted all the time and want to get involved more actively in the soccer club again.”

Hannah
“By participating in the training, I would like to be able to organize myself better. My good reason for this is to fully be with my family when I spend time with them.”

Alexander
“By participating in the training, I hope to learn how to better balance my roles as a leader and as a husband. My good reason for this is that I want to spend quality time with my wife and be able to sleep better again.”
	

	
	Remember, over the next six weeks, by attending the training regularly, you will have the opportunity to fulfill your desire to change.
	

	
	2. Envision success
	

	
	You have now considered why you are attending this training.
Now we would like you to imagine what will happen when you have fulfilled your wish for change. Sit down comfortably and begin the exercise.
	

	
	Please lean back in a relaxed position and close your eyes.
Please try to concentrate on your breath and fully be in this moment.
Breathe in calmly and out again.
Imagine that you have achieved your desired change at the end of this training.
What will have changed?
What is different?
With what feeling do you start the day?
What changes do your family, your friends, and your colleagues notice in you?
What would be the best thing about it?
What would be the most beautiful thing that could happen when you have achieved your desired change?
Find the most beautiful outcome and picture it – now hold it tight.
Imagine that everything goes as planned and you achieve your desired change. Take a moment and vividly imagine the most beautiful outcome.
· How do you feel?
· What do your senses perceive?
· What do you hear, what sounds?
· What do you see, what colours and what objects?
· What do you smell or feel?
Imagine the events and experiences that you associate with the outcome.
Follow these thoughts.
Please take as much time as you need to imagine it as vividly as possible.
Now slowly come back into the room. Direct your thoughts back to the here and now.
Breathe in deeply and out again.
When you are ready, please open your eyes again.
	Audio and transcript

	
	Please write down the best outcome and your thoughts about it in one or two sentences. You may find it difficult to describe the best outcome precisely. Just do your best.
The best result is: (input field)
Also, please write down any thoughts or images you had about your best outcome: (input field)
	Input field

	
	Sofia
“The best outcome is that I spend more time with my loved ones again. I’m sitting with my friends at brunch. There’s a pleasant café atmosphere of voices, clattering dishes, music in the background, and every now and then the hum of the coffee machine. We eat rolls with cheese, scrambled eggs and homemade jam. The coffee from the nearby roastery spreads its aromatic scent throughout the room. Mara tells us in her wonderfully excited way what crazy things have happened to her again. We laugh boisterously; it makes me happy to be part of this group. I feel secure and have the feeling of wanting to be exactly where I am. I’m also completely relaxed. We also talk about work, but that only takes up a small part of the conversation. And I don’t get caught up in it either. Most of the time we talk about what’s on our minds, what we’ve experienced, and what we’re looking forward to. We have a lot of fun together. I’m already looking forward to experiencing more of these Sundays again.”

Ahmet
“The best outcome is that I play regularly in the soccer club again. After I start coming to practice regularly again, I’m rejoining the team. The games at the weekend are among my highlights. The tense atmosphere beforehand, motivating each other in the locker room, then the exuberance at the games themselves. It feels good to be outside – the smell of freshly mown grass is in the air, the cold air may be drawing in around your ears, but the sun is already warming you up. My team and I rejoice together over the good matches and lie in each other’s arms cheering when one of us scores a goal. Although I am completely physically exhausted, my pulse is high, and I am completely sweaty, I feel full of energy and strength.”

Hannah
“The best outcome is that I can mentally detach myself from work when I spend time with my loved ones. I see myself in my mind’s eye spending time with my loved ones and not having to think about work all the time. As a result, I am less distracted, can listen better, and have more fun doing activities together.”

Alexander
“The best outcome is that my wife and I have a closer relationship again. I feel secure and understood. My wife and I are making plans together for an excursion we have been wanting to do for a long time.”
	

	
	You have now formulated your wish for change for training participation. But what can you do if something comes up while you actually want to participate in the training?
	



	Module 1 Sequence 6
	Media

	Envisioning, Implementation Intentions, and Planning
	Module 1 - Working Effectively and Contentedly
	Photo

	
	Overcome Obstacles
	

	
	3. Identify obstacles on the way to my goal
	

	
	Sometimes things don’t go the way we want them to – there are obstacles in the way. Something could get in the way when you actually want to take part in the training. Sometimes we also get in our own way.
· What could be holding you back from attending this training regularly and fulfilling your desire to change?
· What behaviors, thoughts, or feelings might get in your way?
· What is it in you that is standing in your way?
· What is the one major obstacle?
Vividly imagine how your obstacle keeps you from exercising. It may be your weaker self telling you to get more comfortable, or it may be the children demanding your attention.
	

	
	What is your main obstacle? Please write it down in one or two sentences:
I might be kept from participating in training in the near future because ... (input field)
Also write down any thoughts or images you had about the obstacle: (input field)
	Input field

	
	Sofia
“I might be discouraged from attending the training over the next few weeks because I feel that I could also be productive at work during the time I am attending the training. I might get nervous and blame myself for apparently not working hard enough yet when I even have time for the training.”

Ahmet
“I might be held back from participating in the training over the next few weeks because I want to use my free time to relax instead of sitting down in front of the computer again. Often, I’m so wiped out at the end of the day and on the weekend that it might be difficult to get myself to look at a new training module. Relaxing on the couch then sounds more tempting than another commitment.”

Hannah
“I could be stopped from participating in the training in the next few weeks because I would prefer to spend the free time I have with my family and not use it for myself. Then I would have a guilty conscience. I might also feel annoyed sitting alone in my room while the others are doing something together.”

Alexander
“I might be kept from participating in the training in the next few weeks because it might happen that I have to work a lot due to deadlines set at short notice and I therefore lack the time for the new modules and daily tasks. Then, if I do try to engage in the training, my emails will distract me anyway.”
	

	
	4. Planning how to deal with obstacles on the way to my goal
	

	
	How can you prevent the obstacle you have just described from actually preventing you from fulfilling your desire to change? It helps to already think about how you can overcome your obstacle.
	

	
	Please lean back in a relaxed position and close your eyes.
Please try to concentrate on your breath and fully be in this moment.
Breathe in calmly and out again.
You have just imagined an obstacle preventing you from working on your desired change. You may have had a feeling that signals to you that you will not be able to do it or that it will be difficult. Such feelings sometimes block your view of possible solutions.
Think about: What could you do to overcome this obstacle and work towards your desire?
Perhaps you could get support from others?
Sometimes it is helpful to say to yourself: "I can do this - and afterwards I can rest!" or "This time is mine, my colleagues will understand". What can you ask yourself to effectively overcome the obstacle?
What can you do, say or think to support yourself?
Now imagine again how your obstacle stands in the way of your goal.
In your imagination activate helpful feelings, such as confidence, and remember helpful inner sentences and thoughts, or helpful behaviours. Imagine how you successfully overcome the obstacle.
Have you found a successful inner plan?
Now it's just a matter of actually thinking about this plan, your strategy in everyday life. There is a very proven procedure for this: You draw up an if-then plan.
This prepares you for the next situation in which you will be confronted with your obstacle. The plan is set up according to the following scheme: "If x occurs, then I will do y."
Imagine your obstacle and put it after "If ...".
Similarly, you can put the helpful behaviour after the words "Then I will...".
If the obstacle occurs, then I will do the following behaviour to overcome the obstacle.
Now imagine your if-then plan and go through it in your mind:
If ..., then I will ...
And again: If ..., then I will ...
Open your eyes – if you think that your if-then plan feels coherent and when you are convinced that you will think of it in the situation.
	Audio

	
	Write down your personal if-then plan for dealing with your obstacle that you just formulated internally:
If ... (obstacle) (input field)
then ... (effective action/thoughts) (input field)
	Input field

	
	Sofia
“If thoughts arise that I should better spend time working than doing this training, then I will tell myself that those constant thoughts were the reason I’m doing this training and allow myself to take time for myself.”

Ahmet
“If I find myself on the couch instead of in front of the laptop when I really wanted to work on the new module, then I will make myself realize that the FlexAbility training is not another commitment, but an opportunity to feel less exhausted in the long run.”

Hannah
“If I get a guilty conscience and would rather spend time directly with my family, then I will tell myself that dealing with myself now is necessary to better engage in time with my family in the future.”

Alexander
“If work-related emails keep me from attending the training, then I will close the email program and all tabs in the browser and deal with it after I complete the module.”
	

	
	The WOOP strategy
	

	
	In the last exercises, you learned about the four steps of the WOOP strategy. WOOP is an acronym, an abbreviation made up of the first letters of the words Wish, Outcome, Obstacle, Plan. The goal of this strategy is to envision your successes, to think about what obstacles there might be on the way to success, and to consider at an early stage how you would overcome such obstacles.
WOOP is an easy-to-learn strategy for figuring out how to fulfill your desires and change habits to achieve your goal. WOOP is applicable in all areas of life where you want to change your behavior – whether it’s health or success at work, for example. It is based on 20 years of scientific research. The method has been proven effective in many studies with people of all ages and in many areas of life.

WOOP always works the same way
· W First, name a goal that is important to you and achievable.
· O Then determine for yourself what would be the best thing about achieving your goal and imagine it in your mind.
· O Then, identify your biggest obstacle and mentally envision that obstacle.
· P Last, set an if-then plan for how to overcome the obstacle.
Adapted from Gollwitzer et al., 2018 I More info at woopmylife.org

Next, you will set milestones on the path to fulfilling your wish for change. You’ll also focus on the strategies you’re already successfully using to shape your location- and time-flexible work.
	



	Module 1 - Sequence 7
	Media

	Weekly task-related goal-setting
	Module 1 - Working Effectively and Contentedly
	Photo

	
	Find milestones for my desire to change
	

	
	Mountaineers have an overall goal – they want to reach the summit. And they set themselves realistic milestones every day. You, too, have an overall goal, which you formulated above: Your desire for change. But you cannot achieve it immediately. You, too, need milestones.
The best way to achieve these small steps of change is to participate in the training regularly. Many people find this easier if they think about when exactly they can integrate the training into their daily lives. After all, a concrete plan helps people stay true to their resolutions even when stressful times arise.
	

	
	Formulate a SMART goal
	

	
	Good resolutions should be formulated as concretely as possible. This works particularly well with the following strategy, known as the SMART goals. Perhaps you have heard of the SMART formula. It describes five criteria that a good goal should fulfill. The target should: 
S pecific: Be formulated concretely and precisely
M easurable: Make it possible to check whether the goal has been achieved 
A ttractive: Be formulated positively, so that it triggers anticipation 
R ealistic: Be realistic to achieve because unattainability is demotivating, while high goals are motivating
T ime-bound: Contain a clearly defined point in time by which the goal should be achieved
Adapted from Doran, 1981

"I will structure my workday differently." would therefore not be a SMART goal.
	

	
	Please set a specific goal regarding what you would like to change in your workday or behavior in order to move closer to your desired change. (input field)
	Input field

	
	Sofia
Sofia wants to be more productive during her work hours and therefore not work as late in the evening:
“I will no longer sit at my desk later than 10:00 PM during the week.”

Ahmet
Ahmet wants more structure in his workday and a clear end to his workday so he has time for his hobbies in the evening. So, he decides: “I will schedule one hour of "buffer" time every day from 2:00 PM to 3:00 PM next week, which I will reserve for unexpected tasks that need to be completed on that day.”

Hannah
Hannah wants to work more organized and stop jumping frantically from task to task. So, she decides: “When I start a task, I will write down the exact duration in which I can work on it. During this time, I will focus solely on that task and not do anything else on the side.”

Alexander
Alexander wants to take better care of himself during high workload periods but still not leave any important tasks unfinished: “When I have an important task to complete, I will ask my colleague Anna to answer my calls and emails for the next hour.”
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	Daily Task for the following week
	

	
	Setting daily goals
	

	
	You’ve just learned how to formulate goals concretely to simplify achieving them. Using the SMART method, you have already formulated a personal goal for how you want to change your behavior. Now, we’ll focus on small, daily goals that you want to achieve each day.
Set yourself a concrete goal every morning that you want to accomplish that day!
It’s best to take a few minutes at the beginning of your workday to formulate a daily goal according to the SMART criteria. You have complete freedom to decide what your daily goal should focus on. Maybe you want to complete an unpleasant task, tidy up your folders, or simply schedule your vacation for the year.
As a reminder, SMART goals are…
S = Specific
M = Measurable
A = Attractive
R = Realistic
T = Time-bound
If you’d like, you can also briefly close your eyes and go through the 4 phases of the WOOP strategy in your mind.
W = What goal do I want to achieve today?
O = What positive effects will occur when I achieve this goal?
O = What might prevent me from achieving this goal?
P = What is my If-Then plan to overcome this obstacle?
You can download the instructions for the exercise as a PDF here!
	PDF 1
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	Recap and Outlook
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	Congratulations!
You have successfully completed the first module of your Take Control training!
Good luck with implementing the goal-setting exercise into your daily routine! We’re excited to see the positive changes you will experience next week.

Recap
Today, you:
Learned about the structure and goals of the Take Control training.
Formulated your personal goals regarding what you want to change in your workday or behavior.
Got to know an exercise to work in a goal-oriented way in your daily life.

Outlook
After learning the first strategies for goal-setting in this module, we’ll cover more concrete strategies for improving work organization in the next module. Next week, we will also address the three other phases of self-regulation (self-observation, self-assessment, and self-reward).

Please finish this module by clicking "complete.".
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	Media

	Introduction and developing self-regulation knowledge
	Module 2 - Staying Focused - Working Concentrated
	

	
	Staying Focused - Working Concentrated
	

	
	Welcome back!
	

	
	Welcome back! We’re glad to have you with us again!
Last week, you learned how to become aware of your goals and formulate them specifically. You also considered how to overcome obstacles to achieving your goals.
At work, we are often at least partially responsible for structuring our workday. It’s easy to let important tasks get postponed or even forgotten due to many small distractions and interruptions. Often, we lose track of our tasks. The challenge: when these to-dos and postponed tasks swirl around in our minds, it becomes particularly difficult to set boundaries from work and switch off.
There are countless techniques and strategies for working more effectively. You may already be using some of these strategies yourself. Today, we’ll introduce you to a method that will help you better organize yourself and apply it to all your goals. Some of these strategies have already been in use since the first module: setting goals and envisioning success.
With the help of these strategies, you can better regulate yourself, organize your tasks more effectively, and work more focused in the future.
As always, treat the time you spend on this module as a moment just for yourself!
We wish you much fun and success with your second module!
	

	
	The Goals of This Module at a Glance
	

	
	After completing this module, you will:
· Have expanded your self-regulation skills, enabling you to better organize yourself and work more focused.
· Know strategies to formulate and achieve your goals in your professional life.
	

	Recap
	Recap
	

	
	Let’s take a look back at last week.
	

	
	Last week, you:
	

	
	· Learned about the structure and goals of the training.
· Formulated your personal goals regarding what you want to change in your workday or behavior.
· Got to know an exercise that helps you work in a goal-oriented way in your daily routine.
	

	Feedback
	Your Feedback
	

	
	First, we’re interested in how your week went.
To do this, we kindly ask you to answer a few questions about your current situation.
You can access the questionnaire via the following link. Please open the link in a new window (right-click on the link and select "Open link in a new window").
Completing the questionnaire will take approximately 5 minutes. Afterward, you can continue your training here. 
	



	Module 2 - Sequence 2
	Media

	Introduction
	Module 2 - Staying Focused - Working Concentrated
	

	
	Self-Regulation and Achieving Your Goals
	

	
	Last week, you learned that we constantly and unconsciously regulate ourselves to achieve our personal goals. Self-regulation describes this ability to manage our thoughts, feelings, and actions.
At the beginning of the training, you were introduced to the 4 phases of self-regulation:
1. Setting goals
2. Self-observation
3. Self-evaluation
4. Self-reinforcement
In the past week, you envisioned the positive outcomes that would result from achieving your desired changes and considered how to handle potential obstacles (WOOP strategy). Additionally, at the end of the module, you committed to setting daily goals (SMART goals) to help you achieve them in your daily work routine.
In the following sections, you will also learn strategies for the remaining three phases to maximize your success in reaching your goals and improving your work organization. However, we don’t just want to discuss these strategies theoretically; you’ll have the opportunity to apply them directly!
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	Selection, optimization and Compensation (SOC)
	Module 2 - Staying Focused - Working Concentrated
	Photo

	
	Achieve my work-related goals
	

	
	Phase 1: Set specific goals
	

	
	A Quick Reminder: In the first phase, the focus is on defining the goals you want to achieve. This phase includes three components: formulating a concrete and specific goal (SMART goals), envisioning the success associated with it, planning to overcome obstacles (WOOP strategy), and reminding yourself of your goals.  
Now, you can start thinking more specifically about what changes you would like to make in your daily work organization moving forward.
Last week, you already formulated a desired change. It’s possible that you found it challenging to implement this change. That’s perfectly fine. You can set the same or a very similar goal for the upcoming week.  
On the other hand, if you found it easy to achieve your goal, you can now formulate a new desired change—perhaps one that is slightly more challenging.  
	

	
	The first thing to do now is to think about what you want to change in your daily work organization. Most people already know what bothers them and what they would like to change about their daily work routine.
This could be, for example:
· No dispersal during the processing of tasks
· Setting daily goals
· Structuring and prioritization (ordering by importance) of tasks
· Using concentrated phases for difficult tasks
· No longer postponing unpleasant tasks
· Fewer interruptions at work
· Not reading emails ad hoc, but at set times
· Set availability times
· Not being distracted by household chores when working from home
If you feel you can organize your work more effectively, it helps to use SOC strategies. SOC stands for selection,
optimization, and compensation.
	

	
	Selection – choose what is important
This includes strategies to help select, structure, and prioritize goals.

Set goals and formulate them specifically
In the first step, it is important to set specific goals. What tasks need to be done and which do you want to complete today? You have already learned that it is good to formulate these goals as specifically as possible, and you know the SMART formula that does this well.

Set daily goals
Starting the day with a short plan can prevent you from getting bogged down because of a full email inbox and interruptions. Also, in case long-term goals come to mind that will take several days to achieve: break those big tasks into smaller subtasks and then set interim goals for each day.

Prioritize goals
After that, you should focus on the most important goals. It’s best to think about this first: which tasks are the most important and urgent? You should work on these tasks first.
You can cross off tasks that are neither important nor urgent – have the courage to make a not-to-do list.
Or consider whether someone else could take on this task (see “Delegate tasks”).
Important tasks without a fixed deadline often get lost in everyday life. It is best to set deadlines for yourself, if necessary for subtasks, and work on these tasks regularly.

Focus on the most important goals
Start by working on the most important tasks. Only then turn to other activities. It is best not to work on several tasks at the same time and avoid interruptions. Complete routine tasks at the end.
Focusing on important goals also involves not pursuing certain goals, if necessary in consultation with supervisors.
	

	
	Do you perhaps already use these strategies? When do you find them helpful? If you like, you can write down your thoughts here. (input field)
	Input field

	
	Optimization – strengthen what is already there
This includes strategies to help you achieve your goals in the best possible way, making the most of your investment of time and energy.

Review and adjust goals
It may be necessary to adjust your goals. In doing so, you can consider which tasks are really important. Do all tasks need to be completed the same day? Can you set new, more realistic goals?

Allow for buffers and plan realistically
Many people tend to take on too much when planning. Therefore, plan with buffers. Also keep in mind that your attention wanes after a certain amount of work time and you need sufficient breaks. Realistic planning requires practice – only gradually will you find out how long you realistically need for some tasks.

Achieve more with less effort
Perhaps you have also heard of the Pareto principle. In terms of time management, usually 80% of the results are achieved in 20% of the time spent. To achieve the remaining 20%, about 80% of the time is invested. Of course, this rule cannot be applied to all tasks, as some need to be carried out meticulously. However, some tasks allow you to forgo perfection (e.g. animations and formatting subtleties in a presentation). Then the remaining time can be better used to complete another task.

Avoid interruptions
Often people report many interruptions at work. The problem with interruptions is that you always have to get back to the task you were doing when you were interrupted. This results in enormous loss of time. We are often distracted by certain circumstances in our environment; examples of this are phone calls or incoming emails.
Consider for a moment whether you can control or block out these distractions. You can make a resolution:
· Not to check your emails at certain times and to turn off notifications for new emails
· To put your smartphone aside
· To redirect your phone
· To close all other tabs in the internet browser
· To close the office door or retreat to a quiet room
· To tell others that you do not want to be disturbed for the next half hour
Bundle task types
Once a task is started, it allows you to work through it faster than jumping back and forth between tasks. Example: if you are reading emails, read all that are relevant. One of the main advantages of emails is that, unlike calls, you don’t have to deal with them immediately – take advantage of this to avoid interruptions

Create order
Get into the habit of regularly cleaning up your workspace as well as the folder structure on your drive, preferably at the end of every day. This will save you time in finding certain documents and notes again – and you can directly introduce the few minutes of tidying up as a ritual at the end of your working day.
	

	
	Do you perhaps already use these strategies? When do you find them helpful? If you like, you can write down your thoughts here. (input field)
	Input field

	
	Compensation – make up for what is initially missing
This includes strategies to help you deal with difficulties in achieving your own goals. You may encounter unforeseen problems in completing tasks or be unable to complete your daily plans because you have taken on too much. Then consider whether there are other ways of achieving your goals.

Request support from others
One possibility could be to ask others for advice and help. Think about how your friends, your family, or even your circle of colleagues could support you. For example, tell people close to you about your goals.
Ask them to follow up to see whether you are already closer to your goals (for example, via Messenger).
Or think about how colleagues or friends would act in a certain situation.

Delegate tasks
Perhaps tasks that do not correspond to your strengths can be transferred to others. Anything you don’t do yourself saves time. This should be considered especially if the task is neither particularly important nor urgent. Of course, it should always be weighed up whether the instruction will take significantly longer than the completion, and therefore other tasks are better to hand over. It may also be worth training others in order to leave similar future tasks to them independently.
	

	
	What are you already doing? How do you know this from your everyday life?
If you like, you can write down your thoughts here. (input field)
	Input field

	Exercise
	I’m sure you’re thinking time and again about how you want to organize your day-to-day work. Maybe it’s something you’ve wanted to tackle for a long time. Or you have just realized that you want to apply a specific selection, optimization or compensation strategy.
Think about what you would like to change in your daily work organization and write it down. (input field)

	Input field

	
	Sofia
“I don’t want to have to work past 8 p.m. Actually, I’d like to have a real finishing time, but I rarely manage it. Most of the time, the problem is that I distract myself during activities at home, such as correcting papers, by repeatedly looking at my smartphone or doing a few activities on the side. As a result, many things take longer than planned and I’m still sitting at my desk very late.”

Ahmet
“I often get interrupted at work and then it takes me a long time to get back to my actual task and continue working on it. The most distracting thing is when my phone rings every few minutes or a new email pops up in my inbox and then a notification tone sounds and a notification window pops up.”

Hannah
“In everyday life, I often get bogged down. I simply take on too many tasks, and when a few unexpected requests and emails come in, I get stuck trying to work through everything. I also often think of other tasks while I’m working, which I then want to quickly complete in between. I want to change that – I want to keep track of my tasks in everyday life and focus on what’s important.”

Alexander
“It often happens that longer-term tasks get lost in the everyday chaos and I then put these tasks off. Therefore, I want to work on important, long-term tasks every day.”
	

	
	In the previous modules, you have already learned two strategies for setting specific goals (SMART goals) and paving the way to achieve them (WOOP strategy).
	

	
	Now phrase the resolution you just formulated as a SMART goal.
If you would like to continue working on the same goal as last week because its implementation wasn’t entirely successful, you might consider formulating your SMART goal more concretely or realistically than you did last week. (input field)
	

	
	Reminder: SMART goals are …
S pecific (concrete and precisely formulated)
M easurable (verifiable)
A ttractive (positively formulated)
R ealistic (challenging, but not too high).
T ime-bound (fixed in time)
Adapted from Doran, 1981
	

	
	Sofia
“As long as I’m working on a task, I only look at my smartphone during my predetermined breaks.”

Ahmet
“I read my emails every two hours.”

Hannah
“Every morning, right when I start work, I think about what I want to work on that day.”

Alexander
“I take an hour every day from 8 to 9 a.m. to devote to my important and long-term tasks.”
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	Archiving my work goals II
	

	
	Envision success and plan to overcome obstacles
	

	
	As you learned in the last modules, after setting a goal it is helpful to think about what might prevent you from implementing your goal and how you react. You learned about the WOOP strategy for this.
	

	
	Reminder: WOOP strategy
W ish
O utcome
O bstacle
P lan
Adapted from Gollwitzer et al., 2018. More info at woopmylife.org
	

	Monitoring and evaluation
	Imagine your success.
	

	
	What positive effects will occur if I achieve the goal I just wrote down? (Input field)
	Input field

	
	It often happens that you have an alternative to a desired behavior and these options conflict with each other – for example, looking at the email inbox instead of focusing on a task. Controlling your own behavior in such a situation is called self-control.

There are several ways of dealing with such situations.
Before you are even tempted
· Await temptations.
· Formulate dealing with an obstacle as a goal.
· Expect errors.
· Avoid temptations.
· Reduce temptations.
· Choose a conducive environment.
· Invest a lot in the beginning.
· Get others on board.
· Keep “escape routes” open.
If you are already in a tempting situation
· Distract yourself.
· Break event chains.
· Remember your goal.
· Confront long-term consequences.
	

	
	Explanations on strategies for dealing with obstacles and resisting temptations
Before you are even tempted ... 
· Await temptations
· Plan how to deal with an obstacle or temptations and write yourself a reminder list to do so (do this with the help of the WOOP strategy).
· Formulate dealing with an obstacle as a goal
· Formulate dealing with an obstacle as a goal (e.g. coping with stress, smartphone distraction).
· Expect errors
· Expect mistakes – learn from them and move on.
· Avoid temptations
· Avoid situations where temptations await you.
· Reduce temptations
· Reduce the strength of temptations in certain situations.
· Choose a conducive environment
· Choose an environment that is conducive to your goal.
· Invest a lot in the beginning
· For example, do all the exercises, or make a promise to another person. This way it will be easier for you not to give in on achieving your goal.
· Get others on board
· Ask others to remind you of what you are doing.
· Keep “escape routes” open
· Allow yourself “escape routes” – consider situations in which you deliberately do not want to change your behavior.
If you are already in a tempting situation ... 
· Distract yourself
· Distract yourself.
· Break event chains
· Interrupt the chain of events early.
· Remember your goal
· Remind yourself of your goal – it was your own decision to set it.
· Confront long-term consequences
· Call to mind the delayed and long-term but negative consequences of your behavior. Ask yourself whether momentary gratification is worth it.
	

	
	Specific examples of how to deal with obstacles are described by the sample characters:
Sofia
“It’s tempting to take a look at my smartphone in between. The first step for me is to set a conscious way of dealing with it as a goal for my work organization (formulate dealing with an obstacle as a goal). I turn off the sound on my smartphone when I’m working so I don’t get distracted by incoming messages (reduce temptations). I also put my smartphone out of sight so I don’t even see it and get tempted to pick it up before I take a break or finish my tasks (avoid temptations, choose conducive environment). In addition, I told my boyfriend about my plan, and at my request, he now asks me every night how it went (get others on board). If things don’t go optimally and I look at my smartphone in the meantime, I’m not annoyed, but simply carry on (expect errors).”
Ahmet
“To avoid the temptation to read new emails, I turn off the notification tone and disable desktop notifications (reduce strength of temptations). If I catch myself opening the email inbox in between out of habit, I try to remind myself directly not to do so until I have completed a task (break event chains). Since my colleague Sonja also feels strongly distracted by many emails, we have agreed to have a short phone call every Thursday to exchange ideas – this way we remind each other of our intention (get others on board). I also anticipate that there will be days when important decisions are communicated – on those days I deliberately don’t want to stick to my goal (keep escape routes open).”
Hannah
“Some days it may seem too much effort to set new daily goals. Then I remind myself what it is all about – that I’ve set myself the goal of getting less distracted (remember my own goal). And I call to mind how much it has burdened me not to have an overview of my tasks (confront long-term consequences). Then I realize that the ten minutes of planning are definitely worth it.”
Alexander
“It is likely that I will be distracted or interrupted during this time. To prevent this, I set up a “silent hour” when I won’t be disturbed. During this time, I forward or mute my phone, close my email inbox, and disable desktop notifications for incoming emails (avoid temptations, choose conducive environment). I also let my co-workers know that I am only available for emergencies during this hour (get others on board). In addition, acute tasks may be pending and I run the risk of falling into old patterns and postponing work on longer-term tasks. Then I weigh up whether I can spend an hour on my long-term project before turning to the day-to-day business. If the acute task is very important and very urgent, I postpone the work on my long-term project to another time slot and block it in my calendar (keep escape routes open). Then, if I don’t reach my goal on every day of the work week, I don’t get mad, I just try again the next week (expect errors).”
	

	
	Think about how you will deal with obstacles.
	

	
	Like last week, you can now consider what obstacle is preventing you from organizing your work more effectively and how you can deal with it.
· What might keep me from reaching my goal? (input field)
· How can I overcome this obstacle? (input field)
· What is my corresponding if-then plan? (If ..., then ...) (input field)
	Input field

	
	Remind yourself of your goals
At this stage, another useful strategy can be applied: reminding yourself of your own goals. A self-reminder creates awareness of your personal goal, makes it easier to keep your goal in sight, and prevents you from falling into old habits.
Therefore, it is useful to think of signals that will continuously remind you of your own goals. These cues can be very different in nature.
	

	
	How can I remind myself of my goals?
	

	
	How could you remind yourself of your goals? Write down any ideas you can think of to do this. (input field)
Then choose the strategy you want to use to remind yourself of the goal you just formulated.
To remind myself of my goal, I will ... (input field)
	Input field

	
	Sofia
“I like to work with small sticky notes. That’s why I designed a few of them with motivational quotes and pictures and put them on the wall next to my desk. When my gaze wanders to my smartphone, they remind me that I want to work in a concentrated way so that I can finish faster and really enjoy my free time afterwards.”

Ahmet
“The weekly phone call with my colleague Sonja is always in my calendar – it reminds me on the other days what my goal is.”

Hannah
“I set up a lock screen for myself that says “Keep calm and make a plan” against a background in my favorite color. That way, when I boot up my work laptop, I always remind myself to make a plan for the day first.”

Alexander
“I block the date for my “quiet hour” in my digital calendar and set an automatic reminder. This reminds me to actually take the time, and it reminds me to forward my phone and close my email program.”
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	Archiving my work goals III
	

	
	So far, the focus has been on formulating a precise goal, making the motivation for it clear to yourself, and considering how to overcome obstacles to achieving the goal.
In today’s module, in addition to goal-setting (Phase 1), we will now add three new self-regulation strategies that we have not yet looked at in depth: self-observation, self-evaluation, and self-reinforcement. The basic principle is simple: check whether you have already successfully changed your behavior and set yourself personal incentives and rewards if this is not yet the case.
	

	
	Phase 2: Observe yourself
	

	
	In order to monitor your success, you first have to observe yourself. You may be familiar with this from sports under terms such as self-monitoring or self-tracking. More and more people are counting their daily steps or documenting their sporting activities in this way.
Observing and being aware of your own behavior is an often underestimated step in achieving your goals. But if you don’t know exactly how you are behaving, how can you counteract it? That’s why it’s important to closely observe the behavior you want to change.
You probably already observe your behavior frequently – perhaps you are just partly unaware of it. Therefore, the point now is for you to make a conscious effort to observe your own behavior and consider how this could be done concretely in everyday life.
	

	
	You can observe behavior in different ways. It can be your target behavior (that you want to achieve) or the disruptive behavior (that you want to avoid). You can describe it or just note how often or to what extent you display it (x times per day, x pages per day ...). However, it is important that you note it down immediately and as accurately as possible. It is helpful to do this by writing it down. This can be done, for example, in a kind of diary but also on simple tally sheets or apps. Think about a system that is as simple as possible and that you can easily integrate into your everyday life.
	Info box

	
	Phase 3: Evaluate yourself
	Header

	
	To check whether you are actually moving in the desired direction, the behavior shown must be compared with your target behavior.
Here you will benefit from your previous observations. The easiest way to think of the self-evaluation phase is as a target-performance comparison.
Have you reached your goal? What have you already achieved? What can you still work on in the future?

If you like, you can download an example weekly plan here to observe and evaluate your goal-oriented behavior. (PDF download)
	PDF 2

	Exercise
	How can I check if I have reached my goals?
	

	
	How can you observe and evaluate whether you have achieved a goal?
Feel free to think about it for a moment and then jot down your ideas.
(input field)
Then choose one of these strategies for how you will check to see if you have achieved the goal you just stated.
To check if I have reached my goal, I will ...
(input field)
	Input field

	
	Sofia
“I created a simple template for myself in which I keep a tally for each day of how often I look at my smartphone during my scheduled work time. If I’ve managed to avoid picking up my smartphone, I draw a smiley face behind the day. To check how often I generally engage with my smartphone, I also use an app that shows me when and how much screen time I’ve spent with certain apps.”

Ahmet
“Before I shut down my laptop in the evening, I ask myself whether I’ve kept to my email blocks that day. If this is the case, I enter a check mark in my calendar. The check marks also allow me to check directly how many times I have achieved my intention in a week.”

Hannah
“I now write my tasks in a digital to-do list in table form. This helps me keep track of what I’m doing because I can directly see all the tasks and goals I still have ahead of me. This way, no chores get lost, even when there’s a lot going on. If I think of another task in between, I write it directly on the list but I don’t interrupt the work on the current one. In the column behind the tasks, I note behind each one how important and how urgent it is. Then I can sort the tasks so that the most important and urgent appear at the top. In addition, the list always lets me see if I’m reaching my goals. As soon as I have completed a task, I mark in a column in my list that it is done. I can check off the completed tasks and thus check how much I have already done. To check my primary goal – daily planning at the start of work – I write this down as a to-do in my list. This way, I can directly check and evaluate whether I have implemented my plan.”

Alexander
“I create a table for myself in which I check how often I have taken my “quiet hour”. I create a row for each day on which I have resolved to do this. In the column next to it, I enter “Yes” if I did an hour of focused work. If I spent less than an hour on it or got distracted, I enter “No.” I always fill in the list directly after my “silent hour”. Through this observation, I can also directly evaluate how often I have managed to take my “quiet hour” in the overview.”
	

	Input
	Phase 4: Reward yourself
	

	
	You can now see exactly whether you have reached your goal. Provided you have achieved it, you should reward yourself. In psychology, we call rewarding behavior positive self-reward.
	

	
	Positive reinforcement means that a certain desired behavior is followed by a pleasant consequence.
Originally, this principle comes from learning theory and states that the probability of occurrence of a certain behavior is changed by the subsequent consequences.
The consequences of a behavior can therefore “reinforce” it. Behavior that results in positive consequences, in other words, rewards, is exhibited more often.
This method is suitable for acquiring certain new habits (e.g. daily use of a switch-off exercise at the end of work) or for motivating yourself to achieve work-related goals.
It is important to choose a suitable reinforcer to reward yourself for achieving your self-chosen goal. In addition, you should remind yourself every now and then how you reward yourself – this has a motivating effect on many people.
	

	
	Positive emotions
If our behavior and our goals coincide, this has positive consequences. These can be positive emotions, for example, such as satisfaction or pride, which we feel when we achieve a goal.
However, a positive reaction can also result simply from the fact that the goal achieved has positive consequences in itself. For example, if the goal was to specifically relax more at the end of the workday, and this is achieved, then this alone will increase well-being.
Many people reward themselves automatically in this way. This type of positive reinforcement is best integrated into everyday life.

Tangible and intangible rewards
However, they can also be concrete rewards, such as a nice movie at the end of an exhausting but successful day at work. Rewards are things that make you feel good and that you enjoy. Praise from others or self-praise is also a reward.

Natural reward
Even tasks that you enjoy can be a reward. Therefore, complete tasks that you like doing only after you have completed a less enjoyable job.
	

	
	If possible, you should redeem your reward immediately after your success – then rewards have a particularly strong impact. Rewards can also be small things, such as a cup of coffee or a short walk.
	

	Exercise
	How can I reward myself?
	

	
	How might you reward yourself for achieving your work-related goals? Gather all the ideas you can think of.
(input field)

Choose how you will reward yourself when you reach the goal you just set. You can also reward yourself differently on different days.
I will reward myself once I reach my goal by ...
(input field)
	Input field

	
	Sofia
“I downloaded an app where a tree grows when I’m not using my smartphone. Seeing the tree grow makes me happy every time and motivates me to pick up my smartphone as little as possible. After a week of working without the distraction of my smartphone, I treat myself to a visit to the spa on the weekend and can consciously enjoy my free time because I get my tasks done faster.”

Ahmet
“When I’ve managed to check my email inbox only every two hours, I’m much more productive and that makes me feel good. When I’ve managed that for a month, I’ll buy a ticket to a soccer league match with my friends when my favorite club is playing.”

Hannah
“If I have managed to get less bogged down in my tasks, this already gives me a very good feeling. In addition, I have set the field to turn green automatically when I check off a task in my to-do list. Seeing more and more boxes turn green motivates me. Another benefit of my to-do list: my successes remain visible. It’s nice to look at the things I’ve already accomplished, and not just see what’s still ahead. As a reward for a major task that I’ve completed after a few hours, I get some exercise in the fresh air.”

Alexander
“When I spend an hour each day focused on my important, longer-term tasks, I no longer feel uncomfortable putting things off – that alone triggers a good feeling in me. At the end of my “quiet hour,” I always reward myself by making a cup of coffee, which I then drink consciously. If I’ve managed to keep up the “quiet hours” for a week, reward myself with a delicious piece of cake.”
	



	Module 2 - Sequence 6
	Media

	Input
	Module 2 - Staying Focused - Working Concentrated
	Photo

	
	My work related goals – an overview
	

	
	You have now learned about the four phases of self-regulation and have thought of strategies for each, which you can apply right away next week.

Finally, imagine again how you will implement all the things you have just resolved to do in your everyday life. Think about your goal, its positive consequences, and how you will overcome possible obstacles by remembering your if-then plan. Also, make yourself aware again of how you plan to monitor and remind yourself of your goal. Further, think about the evaluation you would like to achieve and the reward if you are successful. Thus, we show you your desired goals again.
	

	
	Phase 1: Set specific goals
	

	
	My goal: (display of participants input)
What positive effects will occur if I manage to achieve my goal? (input field)  
What could prevent me from achieving my goal? (input field)  
How can I overcome this obstacle? (input field)  
What is the corresponding if-then plan? If (input field) then (input field).  
To remind myself of my goal, I will (input field).
	

	
	Phase 2 and 3: Observe and evaluate yourself
	

	
	To control if  I reached my goal I will: (display of participants input).
	

	
	Phase 4: Reward yourself
	

	
	I will reward myself as soon as I reached my goal by: (display of participants input).
	

	Learning reflection
	The daily exercise for the upcoming week
	

	
	Apply the self-regulation strategies daily to achieve your goal to change your work organization.
	

	
	Observe your behavior, evaluate whether you have already achieved your goal, and reward yourself if you have. You may find this easier if you have previously done the three-minute breathing exercise.
In the long term, you can of course use the phases for other aspects of your work organization but in the next working week you should first focus on the goal you have just written down.
	

	
	You may not succeed in reaching your goal every day. Think about what the reason was and simply try again the next day.
	

	
	Tip
If you want, you can come up with a ritual for starting work. It could look like this, for example: while my laptop is booting, I close my eyes and do my breathing exercise. This way, I focus on the here and now and get in the mood for my day. Then I think about what goal I want to achieve today and go through the four phases of self-regulation. Then I open my eyes and start working.
	



	Module 2 - Sequence 7
	Media

	Recap and Outlook 
	Module 2 - Staying Focused - Working Concentrated
	

	
	Congratulations!
You have successfully completed the second module of your Take Control training!
We wish you great success in applying the self-regulation strategies in your daily life. We look forward to hearing about the positive changes you’ll experience next week.

Recap
Let’s look back at today’s module. Today, you:
· Expanded your self-regulation skills, enabling you to better organize yourself and work with greater focus.
Learned strategies to effectively formulate and achieve your goals in your professional life.

Outlook
In the upcoming week, you’ll have the opportunity to practice the self-regulation strategies you’ve learned. The focus of the next and final module will be reflecting on what you’ve accomplished and making it easier to apply the learned strategies long-term in your work routine.
The final module will take less time to complete than the previous two modules.

Please finish this module by clicking "complete."
	





[bookmark: _Toc187675287]Module 3 - Booster Session

	Module 3 - Sequence 1
	Media

	Introduction and reflection
	Module 3 - Booster Session
	Photo

	
	Training Completion
Welcome!
Welcome back! It’s great to have you here for the final session!
Over the past two weeks, you have learned how to regulate yourself to achieve your work goals. Today, we’ll briefly reflect on what you’ve learned during this training. Finally, we’ll explore ways to integrate the training content into your daily work routine for long-term benefits.
We wish you success and enjoyment as you complete this last module!

Review
Let’s take a moment to reflect on last week. Last week, you:
· Expanded your self-regulation skills, enabling you to better organize yourself and work with greater focus.
· Learned strategies to formulate and achieve your professional goals effectively.
	

	Feedback
	Your Feedback
First, we’d like to know how your week has been overall.
As in the last module, we kindly ask you to answer a few questions. This will only take about 3 minutes. You can access the questionnaire via the following link:
(link to here)
After completing it, you can continue your training here.
	



	Module 3 - Sequence 2
	Media

	Emotion Regulation
	Module 3 - Booster Session
	Photo

	
	Reflection – What Have I Learned During the Training?
	

	
	54321-Exercise
	

	
	At the conclusion of this training, take a moment to reflect on what you’ve learned and consider what you’ll take away from the experience.
Before you do this, we’d like to introduce an exercise that can help you focus your thoughts on the here and now, allowing you to fully immerse yourself in the present moment.
This exercise involves paying attention to your surroundings and naming sensory impressions.
	

	
	The Steps of the 54321 Exercise:
1. Name 5 things that you can see right now.
Example: I see the table, my feet, a pen, a cup, a window.
2. Name 4 things that you can feel right now.
Example: I feel the chair against my back, my feet on the floor, my hair at the back of my neck, a tingling sensation on my nose.
3. Name 3 things you can hear right now.
Example: I hear the whirring of the heater, the sound of traffic on the street, distant murmur of voices.
4. Name 2 things that you can smell right now.
Example: I smell the scent of paper, my perfume.
5. Name 1 thing that you can taste right now.
Example: I taste coffee.
Based on Yvonne Dolan and Betty Erickson
	

	
	You are welcome to integrate this exercise into your workday. Use it especially when your thoughts are racing, and you want to focus on the here and now.  
It can also help you “regroup” while working on important tasks and pursuing your goals if your mind starts to wander.
	

	Exercise
	Reflection – What Have I Learned During the Training?
	

	
	We would now like to invite you to reflect on what the training has brought you over the past two weeks.
· What helped you the most?
· Have you already noticed any changes in your daily work routine?
· If yes, what brought about this change?
· If you haven’t yet noticed a change towards your goals, what might have been the reason?
· What are you taking away from the training for yourself personally?
Close your eyes for a moment and think back to the past two weeks.
Take your time and allow yourself a few minutes for this reflection.

Please note down the most important thoughts that came to mind during this exercise: (input field)
	Input field

	Exercise
	Your Desired Change
	

	
	At the beginning of the training, you formulated a desired change.
To remind you, this is what you wrote down as your personal goal: (display past input from Module 1)
	Input from Module 1

	
	Now, let’s see how far you’ve come on your journey toward achieving this goal. Please move the slider on the following scale from 1 (I haven’t taken any steps toward the goal yet) to 10 (I have achieved my goal).
Alternatively: Where would you place yourself on this target, between 1 (I haven’t taken any steps toward the goal yet) and 10 (I have achieved my goal)?
If you’re not yet at 10: What could you do to take one step closer to your goal, moving the slider one point closer to 10?

Now that you’ve reflected on your experiences, obstacles, and successes over the past two weeks, let’s turn to the future on the next page.
	Slider 1-10
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	Envisioning for the future and transfer of learning
	Module 3 - Booster Session
	Photo

	
	From the Past to the Future
You’ve likely realized that over the past two weeks, you’ve learned many new strategies and applied some of them already. Perhaps you’ve even noticed positive changes in your workday or personal life.
To achieve this, you’ve dedicated significant time to yourself in recent weeks. Of course, it can be challenging to maintain such an intensive focus on your work habits, and during stressful times, it’s easy to forget the strategies you’ve learned.
To help you continue benefiting from this training in the long term, we want to support you in figuring out how to keep applying the strategies and exercises in the weeks and months ahead. What can you do to regularly remind yourself of the training and its lessons?
The next exercises are designed to help you integrate self-regulation strategies into your daily work routine and continue achieving your goals for improving your work organization.

My Vision for the Future
To gain a clearer picture of what you still want to change in the future, we’d like to invite you to take a short mental journey. Click the play button to begin.

	

	
	Please lean back in a relaxed position and close your eyes.
Please try to concentrate on your breath and fully engage with this moment.
Breathe in calmly and out again.
Imagine that your daily work routine is perfect, and everything is as it should be for you. You are completely satisfied with the way you work every day. You feel you can do all your tasks without any negative impact on your free time or your health. You are happy with what you achieve every day.
What does this perfect working day look like? What is the best thing about it?
Imagine exactly what feelings accompany you when you think about it.
What has changed?
Now slowly come back into the room. Direct your thoughts back to the here and now.
Breathe in deeply and out again.
When you are ready, please open your eyes again.
	Audio and transcript

	
	If you wish, you can now formulate a new change goal.

To do so, follow the same steps as in the first module, where you learned about the WOOP strategy:
1. Wish
First, identify a goal that is important and achievable for you.
Try to define this goal using the SMART criteria (Specific, Measurable, Attractive, Realistic, Time-bound).
2. Outcome
What would be the best thing about achieving your goal? Visualize this positive outcome vividly.
3. Obstacle
What is the biggest obstacle that might prevent you from achieving your goal? Picture this obstacle clearly in your mind.
4. Plan
Create a specific if-then plan for overcoming the obstacle.

However, you may prefer to continue focusing on the change goal you formulated at the beginning of the training and keep working toward it. (display past input from Module 1)
	Input from Module 1

	
	You have reflected on what you want to achieve in the future during the previous exercises. Now, let’s explore how you can put these ideas into action. To do this, we’ll revisit the strategies and exercises introduced throughout the training and consider how to integrate them into your future routine effectively.
	

	Exercise
	Future Task
	

	
	Take a moment to think about your personal resolutions for the future and how you can integrate the training content into your work life in the long term.
If you like, you can use the following questions for guidance:
· Which strategies do I want to maintain?
· How will I remind myself to stick with these strategies?
· Which exercise or strategy do I want to try next?
· What can I do to regularly remind myself of the training content?
	

	
	Please write down what you plan for the future: 
Remember to formulate your goals as concretely as possible (SMART).
· These strategies were helpful to me, so I want to continue using them: (input field)
· To remind myself to use these strategies: (input field)
· This strategy/exercise is the next one I want to try: (input field)
· To remind myself of the training content: (input field)
	Input field

	Reminder
	Reminder: Self-Regulation Strategies
	

	
	These strategies you have learned over the last 2 weeks:

1 Goal Setting
· WOOP Strategy
· SMART Goals
· SOC Strategies:
· Selection: Set and define goals specifically, set daily goals, prioritize goals, focus on the most important goals.
· Optimization: Review and adjust goals, plan buffer times and be realistic, achieve more with less effort, avoid interruptions, group tasks, create order.
· Compensation: Seek support from others, delegate tasks.
· Dealing with Temptations:
· Before you fall into temptation: e.g. expect temptations, plan how to handle obstacles (like with the WOOP strategy), avoid temptations.
· If you have already fallen into temptation: e.g. distract yourself, remind yourself of your goal.
2. Self-Observation
· Observe goal-related behavior.
· Observe distracting behavior.
· Record or document how often or to what extent a behavior occurs, for example in a journal.
3. Self-Assessment
· Compare actual behavior with target behavior (based on previous self-observation).
4. Self-Reward
· Positive Emotions: e.g. satisfaction or pride when reaching a goal.
· Material and Immaterial Rewards: concrete rewards, such as a nice dinner or a movie, as well as praise from others or self-praise.
· Natural Rewards: Tasks you enjoy.
You can download the description for each exercise as a PDF here!
	PDF 3

	
	Sofia
“Last week, I decided to only check my phone during the designated breaks to avoid frequent distractions. This strategy has helped me a lot, and I feel like I can work more focused and effectively. However, I noticed that keeping a tally for each workday became time-consuming over time. Therefore, in the future, I will rely solely on the app that tracks my phone usage. If I notice that I'm falling back into old habits and checking my phone too often, I will go back to using the tally.”

Ahmet
“I want to use the weekly phone call with Sonja as support for other goals as well. Therefore, Sonja and I have decided to set a new goal at the beginning of each month, which we will remind each other of in the upcoming phone calls. To help me remember the training content, I created a personal "Take Home Message" summarizing the key points. I printed it out and hung it next to my desk.”

Hannah
“The strategy of writing a plan every morning has really helped me structure my day better and avoid getting distracted. Therefore, I will continue doing this in the future. To try out additional strategies, I have set a reminder in my calendar for every other Sunday, reminding me to briefly review the training content. Then, I can decide what I want to try next. If I don't want to try a new strategy, the reminder will simply encourage me to continue using the exercises I’m currently applying.”

Alexander
“I will continue with my "Silent Hour" since it has become a ritual at the start of my workday. To keep it up, I have added it to my calendar as a recurring daily appointment. I have filed my training notes in a binder, which is clearly visible in the shelf next to my desk. This way, I can quickly review the exercises and strategies I've learned and remind myself of why they are so important by reading through my change goals and the good reasons behind them.”
	

	
	After you've now set your resolutions for the future, we will conclude the module and the training with a brief recap on the next page.
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	Photo

	
	Congratulations!
	

	
	Recap
	

	
	Let's take a look back at today's module. Today, you have: 
· Reviewed what you have learned in the Take Control training over the past two weeks.
· Developed plans on how you want to integrate the strategies and exercises you’ve learned into your work routine in the future. 
	

	Feedback 
	Your Feedback
We look forward to receiving your feedback to continuously improve the training!
How much did you enjoy this module? (1 = not at all, to 5 = very good)
What did you particularly like, or dislike, about this module? (input field)
Do you have any other comments or suggestions you'd like to share with us? (input field)
Thank you for your feedback!
	Input field

	Goodbye and Outlook
	Congratulations! You have successfully completed the last module of your Take Control training!
Over the past few weeks, you have learned a lot of new things, tried out some practical strategies and exercises, and integrated something new into your daily life each week. We encourage you to continue consciously applying the strategies and exercises you've learned. Gradually, they will become a habit. But be patient with yourself—changing habits is a big task. However, we are confident that you will succeed! We - the research team - sincerely hope that you have benefited from the Take Control training. This is important to us. That’s why we have one last request: Please remember to fill out the questionnaire that we will send you next week. In order to offer the training to others, we want to know how you felt about the training overall and how it has impacted your life. It’s particularly important to us to equip people like you with helpful strategies for the long term through this training. That’s why we will ask you again in a few weeks to share how you’ve been doing. We are excited to hear about the changes you will report.

We wish you all the best for the future and much success in applying your strategies and exercises in daily life! Stay healthy and satisfied!

Please complete this module by clicking "Finish." Only then will we receive your feedback.
	



3. Confirmatory Factor Analyses and Manipultion Checks for Study 1 and Study 2
Study 1
[bookmark: _Hlk179672120]Confirmatory Factor Analysis. We conducted a confirmatory factor analysis (CFA) including self-regulation strategies (the respective subscales and a second-order construct), state self-regulation, occupational self-efficacy, task performance, proactivity, psychological detachment, and strain-based WFC measured at T1 using the R package lavaan (Rosseel, 2012). The CFA revealed an acceptable fit of the seven-factor model: χ2(834, 128) = 1308.69, p < .001, comparative fit index (CFI) = 0.84, Tucker–Lewis index (TLI) = 0.83, root mean square error of approximation (RMSEA) = 0.07; standardized root mean square residual (SRMR) = 0.09. A one-factor model revealed a worse fit: χ2(860, 128) = 3067.72, p < .001, CFI = 0.27, TLI = 0.23, RMSEA = 0.14; SRMR = 0.15. A model comparison of a 7-factor model and an alternative 1-factor model was significant, with the 1-factor model (AIC = 14586, BIC = 14832) fitting the data significantly worse than the 7-factor model (AIC = 12879, BIC = 13199; χ2diff = 1759.0, dfdiff = 26, p < .001). This confirms the distinctiveness of the scales used in our study.
Manipulation Checks. To evaluate if all self-regulation strategies were used during the intervention, we asked training participants on how many days they set daily goals in the first week of training (the following week after they had learned the exercise) and on how many days they observed and evaluated their behaviour or rewarded themselves. Participants responded on average to have set goals for themselves on 3.41 days (SD = 1.39) and to have observed, evaluated or rewarded their behaviour on 3.15 days (SD = 1.74). Moreover, we asked participants to reflect on their learnings by indicating on a 5-point Likert scale (1 = strongly disagree; 5 = strongly agree) whether they have learned how they set themselves concrete goals (M = 3.01, SD = 1.20), how they can deal with obstacles (M = 3.09, SD = 1.11), how they monitor their behaviour (M = 3.06, SD = 1.13), and how they can reward themselves (M = 2.93, SD = 1.23). The answers indicate that participants learned about all self-regulatory strategies. This is underlined by qualitative comments regarding what was helpful such as: “The step-by-step structure of the training, starting with observing oneself and formulating a desire for change, but also identifying obstacles and planning how to deal with them and thus gradually achieving the path to the personal desire for change.” 

Study 2
[bookmark: _Hlk179671438]Confirmatory Factor Analysis. We conducted a CFA including self-regulation strategies (the respective subscales and a second-order construct), state self-regulation, occupational self-efficacy, task performance, psychological detachment, and strain-based WFC measured at T1 using the R package lavaan (Rosseel, 2012). The CFA revealed an acceptable fit of the six-factor model: χ2(682, 114) = 1052.83, p < .001, comparative fit index (CFI) = 0.90, Tucker–Lewis index (TLI) = 0.89, root mean square error of approximation (RMSEA) = 0.07; standardized root mean square residual (SRMR) = 0.08. A one-factor model revealed a worse fit: χ2(702, 114) = 3012.74, p < .001, CFI = 0.35, TLI = 0.32, RMSEA = 0.17; SRMR = 0.15. A model comparison of a 6-factor model and an alternative 1-factor model was significant, with the 1-factor model (AIC = 12109, BIC = 12323) fitting the data significantly worse than the 6-factor model (AIC = 10190, BIC = 10458; χ2diff = 1959.9, dfdiff = 20, p < .001). This confirms the distinctiveness of the scales used in our study.
Manipulation Checks. To evaluate if all self-regulation strategies were used during the intervention, we asked training participants on how many days they set daily goals during the first week of training and on how many days they observed and evaluated their behaviour or rewarded themselves during the second week of training. Participants responded on average to have set goals for themselves on 3.36 days (SD = 1.50) and to have observed, evaluated or rewarded their behaviour on 2.28 days (SD = 1.14). Moreover, we asked participants to reflect on their learnings by indicating on a 5-point Likert scale (1 = strongly disagree; 5 = strongly agree) whether they have learned how they set themselves concrete goals (M = 3.92, SD = 1.04), how they can deal with obstacles (M = 3.72, SD = 1.02), how they monitor their behaviour (M = 3.68, SD = 1.14), and how they can reward themselves (M = 3.52, SD = 1.23). The answers to these descriptive measures indicate that participants learned about all self-regulatory strategies. This is underlined by qualitative comments regarding what was helpful such as: “The methodology for planning and dealing with distractions, as these are the areas I struggle with the most”, “Framework for setting and understanding goals and evaluating goals”, and “The strategies were the most helpful aspect”. 
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