GRANDE PRAIRIE REGIONAL COLLEGE N
OFFICE ADMINISTRATION OCT 27 MO

OA 2380 G2: MACHINE TRANSCRIPTION

COURSE OUTLINE

INSTRUCTOR: Cmdy Gerritsen
Office: C-408
Office Phone Number: 539-2002

TEXT: Machine Transcription, 3rd Edition, Extmnger & Perfetto, EMC
Paradigm.

REFERENCES: The Gregg Reference Manual, Fourth Canadian Edition.
A Good Dictionary.

PREREQUISITE: MNane.

COURSE

DESCRIPTION: The studemts will master the skills of machine transeription through

mastering the technical skills of transeribing documents, and applying
language skills and document formats. to produce mailable
documents, Mailsble documents are error-free and in the cormrect
format. With continued practice, the student's speed and proficiency

COURSE
OBJECTIVES: The student will be able to:

1. transeribe various documents, applying the language skills
required, eg.. spellmg, word usage, punctuation, sentence
structure, parts of speech, capitalization, and numbers;
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use editing and proviresding skilks ke ved (o prodece iailable
documents;

3. property format various kinds of documents, ¢.g.. letters,
memos, business reports

4, use special notations correctly, e.g., subject lnes, mail
notations, attention lines, confidential notations.

% Complete transcribed documents within a set time frame.
GRADING: Your final mark will be determined as follows:
1 4 Spelbing and Language Skills Assignments 5%
2. Production Assignments 35%
3. Spelling and Language Skills Exams 1%
- Production Exams 50P4%
100%

Spelling snd Language Skills Assignments are Graded ay follows:

The "Assessing the Essenlials" section of each Chapter, will be marked for this
portion of your final mark, as follows:

Ta Each question worth one mark.
% Part I11: Focus on Editing and Proofreading:
{2 1 mark for each correction using the correct edit markings
{(b)  For the rekeyed doouments:
- double-spaced
- headings to be centrexd
- total marks 10, with 1 mark taken off for cach error

3, Reference materials may be used.
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Spelling and Lapguage Skills Exams are Graded as fiollowss

1 Fach exam will consist of 25 spelling words (5 words [rom each chapter) and
10) sentences (2 séntence from each chapter).

4 Each exam, 25 spelling words and 10 sentences. is worth 100 marks. You
will be required 1o type out the words and sentences on the word processor,
as dictated by the instructor.

3, The following deductions {from 100 marks) will be made for each occurrence
of the following errors:

fa)  Spelling

(b}  Word usage/capitalization
{<) Punctuation

{dy Number usage

Bd Bt e s

4. Reference materials cannot be used for the éxams.

Prod n irnments are Graded as follows:

Documents in the “Tape Dictation” of each chapter, congist of three levels, battom
line, mid-tier, and capstone, and are graded, for this portion of your final mark.

1. Fach page of each document will be worth a total of 10 marks.

2. Deduetions will be made only once for an error that oceurs more than once
on one page, (Ifa documént is two pages in length, if the error is made on the
second page, it will only be deducted once.}

3. Errors include errors in format, style. spelling, or those that fail to follow
specific instructions, Below are some examples.

{a) Failure to submit assignment (each page) [
{by  Messy correction/submission {unmailable) 10
{¢)  Spelling or procfreading error 4
{dy  Omission of necessary information 4

¢g.. Altention or subject lines mn letters
Special notations
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(e) Failure to follow specilic instructlons 4
e, Full block letter versus modified
Location of mail notation

{fy  Obvipus correction 4
(g}  Improper word division 4
(hy  Capitalization 4

eg., Proper Nouns
First word of a sentence

{i) [ncorrect end-of-sentence punctuation 2

(i Ormission or incorrect use of internal 2
puneteation (within sentences)

{k}  Incorrect spacing between paragraphs 2

{n [ncarrect bottom page break 2

(m) Staggered line endings (left justification} 2

{n} Unbalanced top, bottom, side marging 2
eg., Visibly off 4 or more spaces or lines

{o)  Centring visibly off 4 or more spaces or lines 2

4. All dictation assignment must be completed during class time. NO
EXCEPTIONS,

5. In the “Tape Dictation™ sections of each chapter, Section 1- Spelling and
Section 2 - Sentences, are NOT part of vour final mark, however, their
cormpletion is recorded. If you are very close to a final grade of 9" and all of
these assignments have been handed in, you will receive the 9" instead of the
“§" {Besides they arc a pood warmup for each class.)

Production Exams are Graded as follows:

After the completion of five chaptérs, & Progress Check will be administered. These
are exams that cover the material learned in the previous five chapters.

1. Each person will be assigned a tape for their use during the course. The list
will be posted on the first day a Progress Check is given (Class 4),

Z Each page of each document will be worth 10 marks, with the entire exam
worth 4 possible marks.

L] The Progress Checks arc graded in the same manner as the production -
assignments (scc above), including the same deductions.
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4. Each exam must be completed within a set time ffame given, prior lo
commencement of the exam. Once time has cxpired, all finished documents
are 10 be handed in. 1 one page is not completed, you will receive no mark
for it {You will stifl be marked out of 40 total marks.}

5. Reference materials can be used during the exam.

ATTENDANCE: Diaily attendance is essential for successful completion. All dictation
will be completed during class time only, NO EXCEFTIONS.
Therefore. if vou miss a class, you will receive o grade of () for those
assipnments.

SUPPLIES: Two 60-minute casselie tapes.
Formatted data disk to save work.
The dictation master tapes are on reserve in the library. You will have
to go down to the library BEFORE CLASS and dub the tapes you

will nead, It would be a good idea to be one tape abead. If you finish
yearly, you can start on the next class’ assignments.
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