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CALENDAR DESCRI PTI ON

WORD PROCESSI NG EQUI PNENT WPE 400
Cour se Name Cour se Nunber

PHI LOSOPHY/ GOALS;

Second year secretarial students wll becone proficient in the use of the

AES Plus equipnent. Students wll be given enough time on the equipment to
enable themto be well prepared to accept a job offer in the field of word
processing.

METHOD OF ASSESSMENT (GRADI NG METHOD:
Students will be evaluated on the follow ng basis:

Four tests 80%
Homewor k  Assi gnment s 20%

Dates of the tests wll be given approxinmately three days in advance. The
final grade will be based on the follow ng scale.

85% or nore
70%to 84%
60% to 69%
Bel ow 60%

Marks will be deducted as follows:

o0 w>
mononn

0 for proofreading (eg. one proofreading error = 0/10 per page)
2 for incorrect commands

3 style/formt
5 for not conmpleting the test in the allotted tine

If a student is failing the course with a grade higher than 50% a
conprehensive test may be given. The highest mark that can be achieved on a

conprehensive test is "C'. The conprehensive test wll be based on the
entire course.

TEXTBOOK( S) :
"AES Plus Operator Training and Reference Manual ", published by AES
Data Ltd.
"AES Plus Operator Training and Reference Manual - Advanced",

published by AES Data Ltd.



"HandsOn Wad Processing on the AES Plus" Tips and Quizzes, by
Shelley Boushear

Optional: Tape Series that corresponds with the Vendor's Manual.

PROCEDURE

The Executive and Legal students will be divided into groups in order to
provide training for the students on a 3:1 basis on the AES word processing
equi pment. After each hour of lecture and practice, the student nust
conplete all the assigned honework for that day. |f after the |ecture and
practice the student is experiencing sonme problenms, she/he should listen to
the tape provided and/or read the transcript on that particular section,
then ask for help.

The students will be given a book of Tips and Quizzes which nust be
conpleted. The book is provided to help her/himto understand each section
of the vendor's manual .

Students nust schedul e thenselves on the equi pnent in order to conplete the
assigned honework. The Schedule is posted outside roomA213 and the rules
for using the roomare attached to this course outline.

OPTI ONAL  METHOD:

Students may decide to conplete the AES Wrd Processing course on their own
w thout assistance. The student nust obtain the homework assignnents prior
to beginning the course. Also, the student will be responsible for self-
scheduling on the equi pment and for scheduling the tests.



DEPARTMENTAL POLI CY FOR THE USE OF THE WORD PROCESSI NG ROOM ( A213);

The follow ng are rules governing the use of the word processing room and
equi pnent .

1.

Students are to self-schedule by placing their name on the schedule on
the bulletin board outside roomA213. A new schedule wll be posted
at 11:45 a.m each Friday.

Students must schedule for evening hours before 2:00 p.m and have a
valid formto use the room

The maximum time slot to book is two hours. The machine may be used
longer if they are not booked after the two hour time slot. The student
must |eave the machine if the person who has the next time slot is on
time. If the student reserving a specific time is not using the WP.
machine by 10 minutes after that specified tinme, the student wll Iose
the right to use the machine if someone else is waiting

Students taking the Wrd Processing Option wll require a nmninmm of
five hours weekly on the machines. This can be done during spares
after hours, and/or on weekends.

Tapes and binders for self-learning are In the equipment area.

There are a nunber of homework assignments which WP. students nust
conplete in order to receive a termmark. These assignnments wll be
handed In and wll be graded. Check to find out your marks and where
you went wrong. Students nust have their name on the cover of the
diskette, as well as on the conpleted docunment. Students must hand in
their diskette along with the hard copy.

The WP. roomwill be checked by the Security Quard each hour after 4:00
p.m until the roomis locked at 10:00 p.m The roomis open at 8:00
a.m every morning and is closed at 10:00 p.m every night, except
Tuesdays and Thursdays. Students nust |eave A213 by 7:00 p.m on
Tuesdays and Thursdays because there is a night class using the

equi pment those evenings. The night Instructors do not want students
typing in A213 either

Students are requested to report any equipment failure so that it

can be attended to. If the machine does not work properly during the
evening hours (eg. if the red trouble light remains on), turn the
machi ne off, renove your diskette and |eave a note on the machine so
that other students do not try to use the equipnment. Students should
turn the equipment off after their scheduled hour(s) in the evening and
on weekends.

Pl ease do NOT strike your nane off the schedule. Please don't just not
show up for your hour. You wll be allowed two strike offs for personal
reasons, but after that you could |ose your privileges on the equipnent.
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If you have completed the entire course then you may use the equipment
for course work, resumes, etc. It is to your benefit to work on the
equipment as much as you can. It is also lots of fun to try new things
on the machine - figure out how and why you do certain things.



