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COURSE OUTLINE 

WORD PROCESSING - "HANDS ON" TRAINING 

FIRST YEAR SECRETARIAL STUDENTS 

First year secretarial students are given an exciting opportunity to learn the 
basics of word processing for the first time. Students will work on the AES 
machine and on the Mag Card machine^ but at different times. You should 
complete the work on one machine before going on to the other type of machine. 
It is your choice as to which machine you begin your training on. 

Please remember that you are not expected to memorize all the "commands" that 
you find in the vendor's manual or on the tapes that you will listen to. A 
command glossary will be provided with this course outline for your use on the 
AES machine. 

First year students should self schedule on the sheets located outside room A213 
during the hours of 9 to 5 on week days. If you are not sure of how to decifer 
the schedule^ please ask the Office Manager for assistance. 

Please let the Office Manager know that it is your first time working on the 
word processing machines and she will assist you and do not forget she is there 
to answer any questions that you may have about the equipment. Please do not be 
afraid to ask questions. 

AES MACHINE 

You will listen to the first four tapes and work along in the vendor's manual as 
directed on the tapes. At the end of tape four please schedule a test with the 
Office Manager. This test will not be difficult but it will test to see if you 
know the basic operations of the AES equipment. The test will be one hour dura­
tion. 

IBM MAG CARD 

There is a short slide presentation that you should view before starting the IBM 
Mag Card machine. It explains a little about what capabilities the machine has 
and shows you what the machine looks like. You should then go over to the 
machine and become familiar with the operations up to the end of chapter 3. At 
the end of chapter 3 please schedule a test with the Office Manager. The test 
will be one hour duration. 

Don't forget - the second year secretarial students are not in the college all 
day every Thursday. 
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