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The "hands on" training on the word processing equipnment will be done
on a self-learning and sel f-scheduling basis. A schedule is posted
outside A213 for this purpose. Students will be expected to schedul e
themselves for a minimum of three hours per week in each of the
senesters. Students will be allowed a maxinum of five hours per
week. Second year secretarial students may schedule a nmaxi mum of two
hour blocks of time (eg. 8 am - 10 am, not 8 am - 11 a.m)
Time Allotted - IM Mag Card I - 5 weeks

- AES Text-Editing System - 23 weeks
Pr ocedur e - Students must work on only one systemat a time. You

may not book on two machines at one time. Wrking on
two rmachines at one time only causes confusion and
you will not becone proficient in either system

hj ecti ves

1. The training on the AES Text-Editing Systemw |l be done with
taped | essons. The lessons correspond with the vendor's nanual s
and the transcribed tape material is in a binder as well.
Students learn either by listening or seeing so both nethods are

provided. There are seventeen tapes in total - the first ten are
to be conpleted in senester three and the other seven tapes are
to be conpleted in senester four. There will be tests after the

followi ng | essons:

Test #1 - after conpletion of tape //4

Test #2 - after conpletion of tape #6

Test #3 - after conpletion of tape #8

Test #4 - after conpletion of tape //9 - multiple choice
Test #5 - after conpletion of tape #10

Test #6 - after conpletion of tapes #11 and #11

(Repagi nate and Search & Repl ace)
Test #7 - after conpletion of tape #V

Students nust duplicate tw training diskettes (which are
equi valent to file diskettes), one prior to tape #5 and one after
tape #12. (Rem nder: pl ease delete the pages entitled REPORT
and PARACRAPHS before duplicating the Advanced Training
di skette.)
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2. Students will becore proficient in the operation of the |BM Mg
Card Il after spending a mninumof three hours per week for five
weeks on the machine. WRP. students will read the Mag Card
manual from Chapter 1 through the end of Chapter 4, learn to
record, recall, revise, and print assignnments found in the Mag
Card Manual and will be given a test at the end of the five week
period (or earlier). Students MJST do each itemin the chapter,
step by step. |If you don't understand a point, go back a step
and redo it. The test will consist of all of the above.

Wen the book states that you will duplicate a nag card, please
just type the pages on your own card - one by one. e thing
that you nust remenber when recording on your mag card is that
after you type one letter and press the page end and record; the
second letter that you are asked to type will autonatically be
recorded OVER the first letter. The machine acts like a rew nd

button on a cassette recorder. If you want to record nore than
one letter at atime, do NOT put page end and record, just type
one letter after the other. |If you would |ike to borrow an

additional mag card ask the Cffice Manager.

The Cfice Manager will give you your test, ask you to make
revisions, and will expect a clean copy to be handed in al ong
W th your mag card.

Students will rent a mag card for $2.00 and will obtain it from
the Cfice manager. This fee is refunded when the mag card is
returned. There is a brief slide presentation that you shoul d
view before starting the IBMMag Card and it is located in A212.

Don't forget, this course is self-learning and sel f-schedul i ng.

Q adi ng

Each AES test, except #6 will be worth 25 marks, #6 is worth 50 marks
because it conbi nes two advanced prograns. Marks will be subtracted
for proofreading errors, incorrect commands, style, tine, etc. Al
tests must be conpleted within one hour. Command sheet are all owed
during tests. Hard copies as well as your diskette rmust be handed in
for grading.

A= 85 - 100
B=70- 84
C=55- 69

The Mag Card is narked either pass or fail and is not graded A B, C
The test will be marked for proofreading, recording, style, and
revi si ons.
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Policy For Wse £f “he Wrd Processi ng Room (A213)

The followi ng are rules governing the use of the word processing room
and equi prent .

1

Sudents are to self-schedule by placing their name on the
schedul e on the bulletin board outside roomA213. A new schedul e
will be posted at 11 45 a.m each Friday.

Sudents nmust schedul e for evening hours before 2 00 p m

The maximumtime slot to book is tw hours. The nachine may be
used longer if they are not booked after the two hour tine slot.
The student nust |eave the machine if the person who has the next
tinme slot is ontine. |If the student reserving a specific tine
is not using the WP. machine by 10 mnutes after that specified
tine the student will lose the right to use the machine if
soneone else is waiting.

Students taking the Wrd Processing otion will require a m ni num
of three hours weekly on the machines. This can be done during
spares, after hours, and/or on weekends. The maxi mum nunber of
hours allowed per week is five.

Tapes for self-learning are in the machine area. Binders are
| ocated on the shelf beside AES #3.

There are a nunber of assignnments which WP. students nust
conplete in order to receive a termnmark. These assignments wil |
be handed in to the Ofice Manager, graded, and returned to the
student. Students nust have their name on the cover of the

di skette, as well as on the conpl eted docunent. Students mnust
hand in their diskette along with the hard copy. The Cfice
Manager will schedul e your tests.

Students nust obtain a Student Pass before 2:00 p.m each day
fromLee HII's office, first floor Aw ng (AL08) when wanting to
use the word processing equipment after 4:30 and on the weekends.
The WP. roomwi || be checked by the Security Quard each hour
after 4,30 p.m until the roomis locked at 10:00 p.m The room
is open at 8,00 a.m every norning and is closed at 10:00 p. m
every night except Tuesdays and Thursdays. Students nust |eave
A213 by 6:00 p.m on Tuesdays and Thursdays because there is a

ni ght class using the equi pnent those evenings. The night
instructors do not want students typing in A213 either.
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10.

Students are requested to report any equiprment failure so that it
can be attended to. If the machi ne does not work properly during
the evening hours (eqg. if the red trouble light remains on),

turn the machi ne off, renmove your diskette and | eave a note on
the machine so that other students do not try to use the

equi pnent. Students should turn the equi pnent off after their
schedul ed hour(s) in the evening and on weekends.

Students rmust NOT work on two types of word processing equi pnent
at the same tinme (mag card and AES). You will only find it
confusing and will not becone proficient in either machine.

M ease do NOT strike your nane off the schedule. G in and talk
to the Ofice Manager or call her and let her know why you are
unabl e to keep your hour. Please don't just not show up for your
hour. You will be allowed two strike offs for personal reasons,
but after that you could |ose your privileges on the equi prent.

If you have conpleted the entire course (nmag card and AES) then
you rmay use the equi pnent for course work, resunes, etc. You nmay
NOT schedul e your tinme, but you nay check the machines to see if
one is available for the hour that you require it. YOJ MJST
PURCHASE YOUR OM PRI NTER RI BBON



