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ABSTRACT
AN EXPERIMENTAL STUDY OF THE RELATIONSHIP BETWEEN
LISTENING AND CONVENTIONAL INSTRUCTION

AND THE TRANSCRIBING AND PROOFREADING SKILLS
- USED IN THE WORD PROCESSING ENVIRONMENT

By

Ann Christiansen Remp

Machine transcription has become a skill of considerable impor-
tance to business educators as they attempt to prepare students for
employment in word processing centers. The problem of this research
was to determine how instruction contributed to the acquisition of
transcribing and proofreading abilities during the initial development
of the skill. Specifically, the research compared two instructional
techniques, Listening Instruction and Conventional Instruction, for
their ability to develop accuracy and speed in the machine tran-
scription.

Machine transcription was defined as a fusion skill, a high-level
skill which is formed by integrating several, already-developed
skills. These basic skills are language application, keyboarding, and
proofreading. Two other covert skills are required in machine tran-
scription as well: 1listening and decision making.

Two sets of instructional materials, with dictation cassettes and
written manuals, were designed. "Listening Instruction" designated
the experimental treatment which attempted to fuse these separate

skills into one skill. The methods included dictation in "bursts,"
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dictation previews in compressed speech, dictation reviews in com-
pressed speech to improve proofreading, use of aural cloze and word
distortion techniques to develop decision making, and others.

Current instructional practice is to focus primarily on the
development of one component skill, language application. "Conven-
tional Instruction" designated the experimental treatment which
mirrored current instructional approaches. Focus was on written
vocabulary preview, written review of punctuation rules, use of tran-
scripts during proofreading, and other methods. Both treatments
employed error-correcting techniques compatible with word processing
equipment.

The experiment tested one major theoretic hypothesis: Machine
transcription instruction based on a fusion skill approach will pro-
duce better transcribing and proofreading performance among new
learners than will machine transcription instruction based on a single
skill approach. Eight specific hypotheses concerning the speed and
accuracy of transcription and proofreading activities were derived
from this hypothesis.

In response to a request for assistance, five community college
and four-year college teachers of machine transcription provided eight
classrooms for the study. These classrooms were randomly assigned to
the two treatments. Students completed a background questionnaire, a
transcription pretest, 12 additional transcription tasks, and a tran-
scription posttest. There were 47 students in the Listening Instruc-
tion treatment and 46 students in the Conventional Instruction
treatment.

Analyses of covariance were conducted to test the eight
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hypotheses. Three of the eight were statistically significant beyond
the .05 level of probability. The findings of the study are that
Listening Instruction produced higher rough drafting accuracy, higher
overall accuracy, and higher replacement word count, a decision-making
skill. There were no differences between the two treatments on rough
drafting rate, proofreading accuracy, proofreading correction rate,
overall rate of transcription, or accuracy of comma placement. Total
transcription errors, a measure used in determining proofreading
accuracy, proved to be significantly different, with Listening
Instruction producing greater reductions in errors than Conventional
Instruction.

An exploration for interactions between different levels of three
background variables (prior machine transcription experience, language
ability, and typing speed) and the treatments revealed no consistent
relationships. Because most students had prior shorthand experience,
this variable could not be studied. Self-reports on grade in
grammar-oriented classes and knowledge of punctuation rules, specifi-
cally commas, were useful predictors of student performance.

Additional findings concerning the relationship of background
factors, prior experience, actual levels of production to the instruc-
tion are reported. These are followed by recommendations for con-
tinued research, adoption of a fusion approach to instruction,
reconsideration of transcription standards, revision of course objec-

tives, and other practices.
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CHAPTER 1

INTRODUCTION

Background and Significance

Word processing has entered the business educator's vocabulary.
Its many definitions, according to Kleinshrod, Kruk, and Turner,
include the following key elements:

The automation of secretarial work

The use of machine dictation and automated typing equipment

Specialization of office functions and tasks

A systems approach to the communication process

The transformation of information into readable form through
the management of procedures, equipment, and personnel.

1
A1l of these elements are linked to the process called machine
transcription, and this process is the concern of the present study.
Transcription, according to Balsely,
. « « is the process in communication through which the original
message or data (whether recorded in shorthand, in handwritten
notes, or by machine) are prepared in the figa] typewritten form
designated by or acceptable to the dictator.
Machine transcription is the keyboarding of information directly from
machine-recorded dictation without the creation of an intermediate

paper record in shorthand or longhand form. This complex

Iwalter Kleinshrod, Leonard B. Kruk, and Hilda Turner, Word
Processing: Operations, Applications, and Administration
(IndianapoTis: Bobbs-Merri1T Educational PubTishing, 1980), p. 1.

2Irol W. Balsely, “"Current Transcription Practices in Business
Firmi,“ Monograph 130 (Cincinnati: South-Western Publishing Company,
n.d.), p. v.




communication process is accomplished through skills in listening,
keyboarding, and applying language principles. The expert transcriber
produces a readable, error-free document from machine dictation with
little reference to written items. In addition, only rarely does the
transcriber use a listening preview of the material to be transcribed.
The role of machine transcription in word processing is succinctly
described by Kidwell:
Most discussions of word processing concepts depend heavily upon
(1) the use of transcribing machines rather than manual shorthand,
and (23 the elimination of 'one boss-one secretary' as an office
model.
The many texts and other reports on word processing now available
verify this statement.

Two current references provide representative views of the role of

machine transcription. Datapro Reports states:

Machine dictation is the beginning of the input phase in the word
processing cycle and speeds the process of moving speech from the
word originator to the transcriptionist. Dictating by machine is
five times faster than longhand, and over twice as fast as
face-to-face shorthand.4

Brooks et al. describe the importance of machine transcription this
way:
Machine dictation conserves both the originator's and
transcriptionist's time by eliminating the need to occupy two
people at the sgme time and allowing them to work at their own
rates of speed.

Thus, dictation and machine transcription form the "winning

3Richard Kidwell, "The Dilemma of Word Processing,” Balance
Sheet 59 (November 1977): 122.

4patapro Reports on Office Systems (Delran: Datapro Research
Corporation, 19/9), p. -050-10T.

5gear1 A. Brooks et al., Word Processing (Jonesboro: ESP Inc.
Productions, 1977), p. 13.




combination* which, according to many experts, will produce improved
office productivity.

Machine transcription, a skill already taught in many secretarial
and clerical programs, has taken on a new importance as educators try
to answer some critical questions. As Smith states

Because of the increased emphasis upon transcription, instructors

are beginning to think about how to improve instructional

techniques: What skills are included in the course? How does the
student develop facility in combining those skills on the

machine? What speed can be expected from the beginner? How can

machine transcription be integrated with word processing? A close

look at the literature available in businessseducation magazines
reveals very few answers to these questions.

Not only do these questions remain unanswered, another problem
affecting instruction exists. Of necessity machine transcription
instruction is often a skill developed through self-paced
instructional materials in a relatively short time compared with
shorthand transcription instruction. Teachers must rely on these
instructional materials to carry the burden of instruction while they
simultaneously instruct students in other areas. The effectiveness of
these materials is of critical importance to skill development.

One question asked in the 1979 Delta Pi Epsilon research bulletin
is:

To what extent are the training materials developed by word

processiyg equipment manufacturers usable in a classroom

setting?

This question could be expanded to include the degree of effectiveness

of all the materials currently available from commercial and

educational sources to teach machine transcription. No published

6Clara J. Smith, “Improved Methods for Teaching Machine
Transcription,” Business Education Forum 35 (December 1980): 13.

"Delta Pi Epsilon, "“Needed Research in Business Education,"
Research Bulletin No. 5, 3rd ed. (St. Peter: Delta Pi Epsilon, 1979),




research has been reported on the performance results produced by any
of these materials.

Decisions on instructional practice and materials ought to derive
from the nature of the skill being taught and an underlying
educational philosophy. If machine transcription is a fusion skill,
as is shorthand transcription, then instructional materials should
encourage the fusion of component skills. If, on the other hand,
machine transcription is a unitary or single skill, then instruction
can proceed from the simple to complex, as single skills are devel-
oped. To date, however, evaluation of materials for their assumptions

and effectiveness has not occurred.

Statement of the Problem

Is machine transcription a single skill or a fusion of
already-developed skills? The problem of this study is to determine
whether the single skill approach or the fusion skill approach to
developing machine transcription materials results in more rapid and
more accurate machine transcription performance by the student. The
means by which an answer is sought is the development and experimental
use of two sets of introductory instructional materials, one
consistent with the single skill approach (called in this study
“conventional instruction") and the other consistent with the fusion
skill approach (called in this study “listening instruction").

Through the comparison of instructional approaches, this research
seeks to answer these specific questions:

1. Which instructional approach produces higher transcription
rates?

2. Which instructional approach produces more accurate

proofreading of transcripts?



3. Which instructional approach produces more accurate
punctuation skills?

4. Which instructional approach produces better word choice under
conditions of ambiguous dictation?

Further, through examination of student background, the research
attempts to answer these questions:

1. What effect does previous shorthand and machine transcription
experience have on the acquisition of the machine transcription skill?

2. What effect does typing speed have on the acquisition of the
machine transcription skill?

3. What effect does language proficiency have on the acquisition
of the machine transcription skill?

The problem explored by this study, then, is to determine whether
instruction designed to integrate the separate skills comprising
machine transcription is superior to instruction consistent with a
single skill philosophy in producing higher speeds and accuracy in
transcribing documents. The purposes of the study are to contribute
to the research in the field and to assist teachers in the selection

and evaluation of instructional materials.

Need for Research in Machine Transcription
and Related Studies

The justification for a study in machine trancscription derives
from two basic areas: the current status of machine transcription in
the curriculum and its current status in the research and theoretical
literature.

Regarding the position of machine transcription in the curriculum,

Kruk states:



Many secretarial curricula include very little time for teaching
machine transcription methods. In many instances, only two weeks
is (sic) spent by studgnts using transcription equipment in an
office practice class.

waterman9

concurs, citing five to 25 hours as the average.

The relatively low status of machine transcription in the
curriculum relates to its status in the research and theoretical
literature. Darst states:

[A] problem of the machine transcription approach [in teaching

word processing] is the lack of adequate, uniform body of training

materials and methods such as we have in shorﬁBand. Without this,
it is hard to develop or measure proficiency.
An example of this is the lack of reference to machine transcription

skills in Popham, Shrag, and Blockus's major work, A Teaching-Learning
11

System for Business Education.

It is possible to locate literature from the early 1900s about
shorthand transcription--its methods, evaluation, and philosophy (see

Rankinlz, for example)--but no such history of machine transcription

8Leonard B. Kruk, "Educating the Educator About WP," Word
Processing World 5 (April 1978): 44.

9E1sie M. Waterman, "Development of Instructional Materials for
Use in the Introduction Phase of a Unit on Voice Transcription" (MTE
thesis, University of Wisconsin-Eau Claire, 1972), p. 2.

10Marian J. Darst, “Education for Word Processing--the Basics
and the Extremes,* Journal of Business Education 54 (January 1979):
177.

VlEstelle L. Popham, Adele F. Shrag, and Wanda Blockhus, A
Teaching-Learning System for Business Education (New York: Gregg
Division/ McGraw-H111 Book Company, 1975).

12pear1 M. Rankin, "The Development of Transcribing Skill in
Shorthand Instruction (1900-1960)* (Ph.D dissertation, University of
Pittsburgh, 1963).



exists. Until recently, there has been no research like that by

Jes'cer]3

, who describes the actual activities involved in
transcribing from shorthand notes. One unpublished study by Remp and
Swartz provides data parallel to that in Jester's research for machine

transcription activities.]4

Wilkins, in her 1979 study of machine
transcription, investigated the relationship of language, reading, and
straight-copy typewriting speeds to machine transcription performance.
This was the first systematic study of factors affecting student
per'for'mance.]5

The 1979 Delta Pi Epsilon bulletin, Needed Research in Business

Education, calls for the study of word processing, specifically:

What special drills for developing competencies in word processing
can be taught in typing classes?

To what extent are the training materials developed by word
processing equipment manufacturers usable in a classroom
setting?

To what extent do certain personal characteristics serve as
determinants of success of word processors?

To what extent does the training or learning curve differ between
visual and non-visual text editing equipment?

To what extent does the learning curve and overall productivity
differ between text editing equipment using alphanumeric
commands or that using specific (overlaid) function keys?16

13ponald D. Jester, "The Shorthand Transcription Process and Its
Teaching Implications," Monograph 108 (Cincinnati: South-Western
Publishing Company, 1963).

14ann M. Remp and Rose Ann Swartz, "Study of the Machine
Transcription Skill as Practiced in Word Processing Centers Using
Structured Observation Techniques" (Professional Development Grant
Report, Ferris State College, 1980).

‘5Marilyn Walberg Wilkins, "The Relationship of Selected
Language, Reading, and Typewriting Skills to Post-Secondary Student
Performance in Machine Transcription for Word Processing" (Ed.D.
dissertation, University of North Dakota, 1979).

16pelta Pi Epsilon, "Needed Research," pp. 25-6.



Each question to some degree relates to the tasks performed or skills
needed by the machine transcriber using automated word processing
equipment. The questions have gone unanswered.

Kidwe11]7 calls for research to demonstrate that 1) use of
machine transcription is really efficient, and 2) what
computer-assisted communication training our students need.

One previous study is similar to the research undertaken in this

study. Naterman]8

, in a 1972 master's thesis for the University of
Wisconsin, developed a set of instructional materials for the
introductory phase in machine transcription. This thesis raised the
question of whether or not machine transcription is a fusion skill, but
took no position on this issue. A single set of materials was designed
to assist the student to develop a continuous typing skill. No test
was made of the materials, however, and no comparison against a control
group was proposed.

Given that little research exists to date on the skill,
instructional materials provide the only other look at the educational
aspects of acquiring the machine transcription skill. Conceptually
machine transcription is treated as a fusion skill--a combination of
listening, keyboarding, language, proofreading, and decision-making
skills. Instructionally, however, machine transcription is developed
as a single skill, with little manipulation of the style of the
dictation the student hears. The dictation is slow at first and

increases in speed as lessons progress. There are few specific

exercises on developing continuous keyboarding or determining

17K idwel1, "Dilemma," p. 123.

]8waterman, “Development of Instructional Materials."



meaningful units of thought. Proofreading keys are sometimes provided,
but few exercises or techniques are presented to the student.

There is considerable agreement on the need for language skills,
but authors differ extensively on how much decision making on language
use the students will do. In some materials all punctuation marks and
spellings are dictated; in others, the student must determine proper
punctuation. Text materials do not address specific error-correction
techniques which are used in the word processing environment. While
there are many machine transcription materials available from
educational publishers and commercial sources, no reports of the
effectiveness of these materials are available. Thus, this current
study is unique.

The status of machine transcription is, then, unresearched for the
most part, but growing in significance for the word processing
environment. That status argues for research to provide business

educators with some guidelines by which to develop learning materials.

Fusion Theory: Conceptual Clarification

Rankin, in her history of shorthand transcription, points out the

major role that Louis A. Leslie played in putting transcription on a

strong philosophical gr'ounding.]9

20

In his Methods of Teaching

Transcription,” Leslie outlines the major characteristics of a

fusion skill and the instructional approach appropriate to developing
such a skill. Because Leslie's discussion is the major foundation for

the current research question, his position is outlined here.

19Rank in, "Development of Transcribing Skill."

20Louis A. Leslie, Methods of Teaching Transcription (New York:
McGraw-Hill Book Company, T19497).
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Shorthand transcription, according to Leslie, is not simply a new
behavior to be learned. It is instead a skill formed by integrating
other, more basic skills into a higher-level skill. Specifically,
shorthand transcription requires the student to have three already
developed skills: English, or language ability; typewriting; and
shorthand. The transcription skill asks the student to use these
skills in a coordinated fashion to produce mailable, or error-free,
correspondence from dictated material.

Machine transcription is essentially the same kind of skill,
requiring already-developed language and keyboarding skills. In place
of the intermediate step of recording dictation in shorthand form,
machine transcription requires immediate decisions about word form,
sentence structure, and punctuation as the student listens to
dictation. In addition, proofreading is an essential component of the
skill.

Leslie characterizes the teaching of a fusion skill in this
fashion:

1. The delay in beginning transcription until the pupil has some

worth-while skills to fuse or merge

2. The brief but careful introduction to, or preparation for, the
fusion of these skills . . .

3. The emphasis on the mailable letter . . .

4, The constant effort to continue the improvement of the three
separate skills and especially the speed and accuracy of
shorthand and typewriting. [Language use is the third skill.]

5. The uninterrupted,zﬁontinuously timed period of transcription
at the typewriter.

The development of the fusion skill material proceeds in three

stages, again following Leslie's recommendations. These stages are

described as follows:

2V Ibid., pp. 128-9.
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1. First "have the learner transcribe something that will require
as little skill as possible and that will almost guarantee a successful
result attained by the use of correct transcription techniques
« .o e ."22 In general the items should be short (100 to 200 words)
with no problems in spelling, punctuation, capitalization, and other
decision-making problems. The student should be given the margins and
spaces for starting the letter. He states, "It is not desirable to
permit the use of an eraser because that adds one more complication to
the process.“23 Error correction, then, should not be the focus of
early instruction in transcription. The early goal of instruction is
continuous typewriting. This stage lasts only one to three instruction
periods at the most.

2. The second stage for Leslie is specific for shorthand
transcription, for students are now using their shorthand notes. Of
relevance to machine transcription is the discussion of spelling,
punctuation, and style as part of a preview to the dictation. The
dictation is very slow. Prereading and discussion of spelling,
punctuation, and other language items should be used only during the
first five to ten transcription periods.24 Parallel to this stage for
machine transcription would be listening previews of the material to be
transcribed.

3. "Step three comprises a graduated scale of increasing

difficulty of work that shades imperceptibly into the permanent

221bid., p. 103.
231bid., p. 104.

241bid., pp. 108-9.
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teaching plan . . . ."25 This stage begins from the third to seventh
day generally. Prereading and previewing the whole letter is omitted.
Dictation is transcribed under time constraints. New matter is
previewed, but such previews are gradually omitted. During this
transition period, a larger number of letters than two is provided.
They are of different lengths. During this stage, also, techniques for
paper handling, determining margins and starting place, and error
correction are introduced.

These introductory techniques are used within the first 11 to 15
transcription lessons. The primary evaluation measures for the
development of the skill are speed and accuracy, both of which are
ultimately dependent on how well the individual skills are merged.

Stressing the importance of initial instruction, Leslie states:

In transcription, unfortunately, the learner may continue to

perform the three operations separately, consecutively, rather

than simultaneously, unless the teacher arranges the learning
situation cgrrgctly at tgg very beginning of the development of
the transcription skill.

A single skill approach assumes that the machine transcription
skill “comes naturally" and does not require stages of instruction with
differing educational objectives to fuse skills. Instructional
materials proceed from the simple to the complex, but do not differ in
either instructional stages or objectives as a fusion approach would.

This is the foundation for the current research, to apply these

principles to the initial instruction of machine trancription and

compare the differences in performance to those resulting from

251bid., p. 110.
261bid., p. 183.
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conventional instruction, which for the most part, does not distinguish

these stages of instruction.

Terminology

Here, now, is additional terminology used in this study:

Single Skill: A basic skill formed from new behavior and later used as
a building block or component in higher-level skills.
Keyboarding, or typing, is considered a single skill; it is
initially a new behavior for the student, is not subdivided into
other skills, and requires no prerequisite skills.

Fusion Skill: A high-level skill which is formed by integrating
several, already-developed single skills. Shorthand transcription
is considered a fusion skill; it is the integration of shorthand,
language, and typing skills which require previous development.

Machine Transcription: A fusion skill which integrates skills in
typing/keyboarding, language ability, and proofreading to convert
dictated messages into readable ones.

Typewriting/Keyboarding: The single, psychomotor skill of operating a
keyboard, evaluated in terms of speed and accuracy.

Language Ability: The application of language principles in
punctuation, word choice, and general grammar, evaluated in terms
of accuracy.

Proofreading: The post-transcription task of 1) evaluating the
correctness of transcribed material in terms of punctuation,
grammar, and word usage, and 2) correcting errors and/or editing
text.

Listening Instruction: A term coined for this study to designate
initial machine transcription instruction based on a fusion
approach to learning.

Conventional Instruction: A term coined for this study to designate
initial machine transcription instruction based on a single skill
approach to learning.

Operational definitions of independent and dependent variables are

given in Chapter 3.

Hypotheses
The major theoretic hypothesis for this study is: Machine

transcription instruction based on a fusion skill approach will produce
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better transcribing and proofreading performance among new learners
than will machine transcription instruction based on the single skill
approach. This hypothesis can be subdivided into the following
theoretic hypotheses:

1. Machine transcription instruction based on fusion skill
approach will produce longer periods of continuous typewriting, that
is, faster transcription time, than will instruction based on a single
skill approach.

2. Machine transcription instruction based on fusion skill
approach will produce more accurate punctuation skills in new learners
than instruction based on a single skill approach.

3. Machine transcription instruction based on fusion skill
approach will develop better decision-making ability with distorted
wording than instruction based on a single skill approach.

4. Machine transcription instruction based on fusion skill
approach will produce more accurate transcripts following proofreading
than instruction based on a single skill approach,

Because certain variables are expected to influence the results of
the treatments, student reports on language skills, straight copy
typing speeds, and prior transcription experience will be used to
evaluate the results. There is no basis on which to predict any
interactions. These few possible relationships will be explored,
however:

1. Do the fusion skill and single skill treatments differentially
affect students at low, moderate, and high levels of language skill?

2. Does prior experience in shorthand and machine transcription
influence the effectiveness of the fusion skill and the single skill

approaches to instruction?
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3. Does the level of typing speed interact with the two
treatments to produce differential effects?

This study, then, assesses the main effects of treatments on
accuracy and speed of transcription and explores the relationship of

student background to skill acquisition.

Assumptions and Limitations

A major assumption of this study is that fusion skills and single
skills are categorically different from one another. In fact, the
skills may be more likely to be the extremes on a continuum with some
characteristics and instructional approaches common to both. For
example, the strategies for improving typewriting accuracy may be
relevant to improving machine transcription accuracy. It is still
useful to focus on certain differences in instructional approach for
research purposes. This assumption, however, is the basis for several
limitations of the study.

A second major assumption, already discussed earlier, is that the
textbook and dictated materials constitute the major teaching
intervention in the classroom. Machine transcription materials are
viewed in this study as similar to programmed or other self-paced,
self-instruction materials. The teacher's role when using them is
assumed to follow the student's initiative. In fact, however, some
teachers may be considerably more active in developing student skills.
In this study certain methodological steps were taken because of
differing teaching styles, but the degree to which the reader agrees
with this assumption determines the value of the research outcomes.

There are several limitations in this study. A first concern is

that only two instructional approaches are compared. Because each
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approach is itself a combination of learning strategies, the results
may not be attributable to the specific strategy, but only to the
approach as a whole. The contribution of each technique, then, is
unlikely to emerge. In addition, it might have been possible to
develop more than two approaches for comparison's sake. This
limitation, however, opens up possibilities for further research.

A second limitation is that the research is concerned only with
the skill acquisition which occurs during the first two to three weeks
of instruction. The materials constitute an introduction to machine
transcription rather than a full term of 30 to 40 hours of
instruction. The time limit was chosen for two reasons:

1. Many programs do not provide a full term of instruction, and
it was believed that teachers might be unable to use or test a longer
set of materials.

2. In a fusion skill, the major differences in teaching strategy
occur in the early lessons. By the completion of 14 lessons, the
student should be able to undertake the transcription of many types of
dictation. The concern still remains, however, as to whether or not 14
lessons are of sufficient length to produce a difference in student
performance.

A third limitation is the lack of prior experimental,
observational, or survey research on the machine transcription skill.
This has been compensated for to a limited extent by drawing on
linguistic research as reported in Chapter 2.

Although the main reason for the growing importance of machine
transcription is the emergence of word processing, another limitation
of this study is the inability to make direct application of the

findings to improved performance in the word processing center.
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Certain error-correcting techniques can be used in instruction which
are compatible with word processing techniques, but the contribution of
those procedures to improved accuracy and speed cannot be specifically
measured.

Further limitations will be presented in Chapter 3 which discusses

the design, procedures, and development of the materials.



CHAPTER I1I

REVIEW OF LITERATURE

Literature relevant to machine transcription comes from three
sources: research, educational commentary, and instructional
materials. This review will summarize the findings, viewpoints, and
techniques relevant to the machine transcription skill presented in

this literature.

Research Findings on Machine Dictation/Transcription
1

As has been stated already (see Darst’ and Smithz), little

research exists on machine transcription instruction. Naterman3
designed a set of introductory instructional materials for machine
transcription, but no report of the effectiveness of the materials was
made. Wilkins, in a study of 132 post-secondary students enrolled in
word processing courses in Minnesota vocational institutes, completed
the first systematic study of the skill.

Wilkins administered a battery of tests on language, reading, and

straight-copy typing speeds at the start of a quarter. A performance

IMarian J. Darst, “Education for Word Processing - The Basics
and the Extremes," Journal of Business Education 54 (January 1979):
177-79.

2Clara J. Smith, "Improved Methods for Teaching Machine
Transcription," Business Education Forum 35 (December 1980): 13-14,

3E1sie M. Waterman, "Development of Instructional Materials for
Use in the Introduction Phase of Unit on Voice Transcription" (MTE
thesis, University of Wisconsin-Eau Claire, 1972).

18
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test of four letters was administered during the final week of the
quarter. Straight-copy typing speed, spelling skill, punctuation
ability, and reading comprehension were found to contribute to general
performance, speed, and accuracy. Prior machine transcription
experience at the high school level contributed little to
performance. In addition, the kinds of errors in transcription were
generally not due to typing ski]]s.4
Other research pertinent to machine transcription cites the degree
to which machine dictation is used in business. Harris, in her
Atlanta study of shorthand and machine transcription practices, found
that
Transcription workers spent 28 percent of the hours worked
transcribing, and dictating-transcribing machines were used to
record and transcribe business office dictation more frequently
than any other systems. Of the hours spent transcribing, 52
percent were spent transcribing from dictating-transcribing

machines; 27 percent from longhand notes; 11 percent from manual
shorthand; and 10 percent from typed or rough draft notes. . . .

5
Archer and White report the results of a study of methods of word
origination. They cite very little use of dictation in comparison to
the use of longhand.6

Luke states that 75 percent of correspondence is originated in

4Marilyn Walberg Wilkins, "The Relationship of Selected
Language, Reading, and Typewriting Skills to Post-Secondary Student
Performance in Machine Transcription for Word Processing" (Ed.D.
dissertation, University of North Dakota, 1979).

5Benita Lynn Harris, “The Use of Manual Shorthand, Dictating-
Transcribing Machines, and Machine Shorthand in Selected Businesses in
the Metropolitan Atlanta, Georgia, Area in 1976," Business Education
Forum 32 (October 1977): 43.

6Earnest R. Archer and Roberta Dunlap White, "What Ever Happened
%o the Art of Dictation?" Business Education Forum 32 (October 1977):
7, 19-20.
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]onghand.7 Lewis reports still other statistics on document
origination practices. He surveyed word processing supervisors and
users, and 32 percent of the sample responded. After word processing
implementation, document origination was as follows: 38 percent by
direct telephone dictation, and 26 percent by personal handwriting.
Use of direct telephone dictation was related to 1) large size of
company, 2) centralization of the word processing center, 3) the
preparation of originators by inservice dictation training, and 4) the
availability of word processing user manuals.8
Holub's survey on the relative merits of mechanical dictation/
transcription equipment versus manual shorthand determined that
shorthand transcribers were more efficient in their method of
completing transcription and were given more responsibility in the
areas of composing correspondence and looking up data to be included
in the transcript than were machine transcribers. However,
Mechanical equipment was preferred by 58 percent of the dictators
[of 73 dictators] and 39 percent of the transcribers [of 76
transcribers]; 24 percent of the dictators and 33 percent of the
transcribers preferred shorthand.9
Remp and Swartz report that 44 percent of daily input to the word

processing stations was estimated to be in dictated form. Other

estimates were that 30 percent originated as longhand and 22 percent

7Cheryl M. Luke, “Dictation: An Important Business
Communication Skill," Business Education Forum 33 (October 1978):
26-27.

8Stephen D. Lewis, "The Effect of Word Processing on Business
Letter Writing," Business Education Forum 33 (October 1978): 41.

9Linda Bly Holub, "A Survey to Determine the Relative Merits of
Mechanical Dictation/Transcription Equipment with Manual Shorthand,"
Business Education Forum 32 (October 1977): 44.
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as previously stored material. Supervisors generally wanted to
encourage more origination in dictated form.]0
Although the results of such usage studies are mixed, machine
dictation can be expected to increase. These studies, then, tell
educators that machine transcription skills are needed, but they do
not indicate how machine transcription skills should be developed.

Remp and Swartz]]

observed expert machine transcribers working
on word processing units. Observations of transcribers' activities
were recorded in nine categories: keyboarding; handling of paper,
recording media, and equipment; untended playback; listening;
proofreading; editing, especially the use of word processing edit
features; referencing; records management and distribution; and
downtime, or unproductive activities. The study shows that the
machine transcriber's job is to combine word processing unit skills
with keyboarding, proofreading, and decision-making skills. The
findings support the conceptualization of machine transcription as a
complex fusion of more basic skills, but they do not constitute a
direct study of the learning process.

There is another way to determine the kind of listening and
decision-making skills that the machine transcriber requires. That
manner is to ask what kind of materials the transcriber must

transcribe. What does the literature reveal about the dictation

content and style prevalently used in the business environment?

10Ann Marie Remp and Rose Ann Swartz, "Study of the Machine
Transcription Skill as Practiced in Word Processing Centers Using
Structured Observation Techniques® (Professional Development Grant
Report, Ferris State College, 1980), p. 19.

11bid., p. 8.
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In terms of the characteristics of office-style dictation, Hart
and Cone identify several features relevant to the task of the machine
transcriber:

1. changing the wording after material has been dictated;

2. spelling difficult words, but giving only some punctuation;

3. unintentional repetition of material;

4. making errors in dates, amounts, numbers, names, etc.;

5. omitting addresses, titles, closings;

6. dictating at uneven rates of speed;

7. interruptions;

8. giving instq!ctions or material not included in the

transcript.

Olinzock, updating Green's 1951 study on business dictation, adds
these findings: 1) Correspondence is actually composed during
dictation with concern for expression, not speed. Overall dictation
speeds are low and do not reflect the composition process. Middle
portions of dictation are dictated more slowly than beginning or
concluding portions. Spurts of dictation occur and are frequently
sustained for two or more quarter minutes; 2) The actual syllabic
intensity of the business dictation studied was 1.65; 3) The dictation
included corrections, instructions, punctuation, repetition, spellings,
and other directional words. The stenographer is faced with a
selection process in transcribing the material.l3 He then observes:

Dictation rates of dictators, as well as multiple dictations by

the same dictators, were found to vary greatly. The ability to

mentally organize and express one's thoughts, the type and
importance of the correspondence dictated, and the efficiency of

the dictator are some of the variables which affect the rate of
dictation. 14

125ara Hart and Randy Cone, "Office Style Dictation," Journal of
Business Education 51 (April 1976): 305-6.

13anthony A. Olinzock, "The Speeds of Business Dictation,"
Journal of Business Education 53 (January 1978): 150.

14anthony A. 0linzock, "An Analysis of Business Dictation,"
Journal of Business Education 52 (March 1977): 289.
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0linzock, though studying the dictation process as it affects
stenographers, provides insights into the tasks the machine transcriber
faces.

In summary, the machine transcriber will need to cope with a wide
variety of dictation styles, speeds, and other habits. This research
is useful in identifying the competencies that the learner must
possess, but as in the previous case, the research is not a direct
study of skill acquisition. This is, however, the extent of the
research available which is relevant to the machine transcription

process.

Educational Recommendations and Practices

Recommendations on educational practice exist in increasing
numbers as interest in word processing grows. These recommendations
concern the placement of machine transcription in the curriculum and
the stages of basic skill development. They also concern the
development of the basic, or component, skills of which machine
transcription consists. What these commentaries reveal is an
acceptance of machine transcription as a fusion skill, but disagreement
exists on what skills require development. The recommendations on
curricular placement and developmental stages are discussed first.

Then an extended discussion of the component skills is presented.

Sequencing of Instruction

Not all experts address the question of curricular placement and
stages of development. This review presents the major views which have
been published in the literature or have been presented to explain

instructional materials.
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Casady identifies "five advancing levels" of learning machine

transcription:

1. Operating the transcribing machine

2. Acquiring the ability to listen and type

3. Reviewing the format of letters and reports; transcribing on
forms

4. Reviewing grammar, punctuation, word division, number rules,
capitalization, and spelling

5'

Training for alertness of thought [ the]gb1]1ty to catch
inconsistencies or errors of thought.']

Casady makes suggestions for teaching/learning at each level. These

suggestions elaborate her conceptualization of the learning stages and

so are presented here:

Teach the machine for initial learning phase (set up, volume
control, speed control, index slips, correction techniques,
and rewind).

Increase the retention span until the student can type
continually while listening.

Proceed from simple formats to more complex ones.

Include some correction and decision making of these skills
[grammar, capitalization, numbers, punctuation, etc.].
Incorporate proofread1ng into levels 4 and 5. Include errors
that are m1ssp$gk1ngs ('rate of $25 a week' instead of 'rate
of $25 a day')

The time frame by which these five levels should be accomplished is not

stated.

Kell et al., in their Word Processing Curriculum Guide intended

for Grades 11 and 12, identify four instructional levels. Each level

is described here:

Level 1: Familiarization with different types of machines,
orientation to machine, organization of materials, word habits,
machine operation, transcription aids.

Level 2: Development of reference usage, development of vocabulary
and spelling aids, transcription, student dictation of prepared
materials.

15Mona J. Casady, "Effective Teaching of Machine Transcription,"
Journal of Business Education 53 (April 1978): 292.

161bid., p. 293.
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Level 3: Continued development of reference usage; continued
development of spelling, vocabulary, etc.; further development of
transcription; introduction of specialized transcription; student
composition of dictation.

Level 4: Development of high proficiency on transcription of
general items; further development of specialized units o§7
student's choice; in-basket problem on student dictation.

The approximate time for accomplishing the units is five to 25 hours.
Anderson and Kusek would place machine transcription early in a
sequence of newly created courses in word processing:

1. Magnetic Keyboarding

2. Machine Transcription (Basic and Advanced)

3. Administrative Support Services

4. Word Processing (Concepts and Careers, Supervision, and
Systems and Management)

Word Processing Model Office Simulation

Word Processing Cooperative Office Experience

(=20 &,

The first two are of most relevance here, and their suggested course
content is as follows:

Magnetic Keyboarding:

--introduction to keyboarding as one of the five phases of word
processing and brief background on contribution of magnetic
keyboading to the development of word processing.

--basic record, playback, adjust and revision operations.
--applications, record, playback, adjust, and revise.

--special operations. . .[and] applications. . . .

Machine Transcription (Basic and Advanced)

--introduction to machine transcription in word processing.
--machine operations.

--language skills review or remediation: spelling, grammar,
punctuation, context.

--special techniques: previewing by listening to or roughdrafting
item, and first-time-final transcription.

--specialty forms and terminology: medical, legal, technical,
governmental, etc.

--realistic productivity standards comparable to those established
for shorthand transcription courses.

17vanetta Kell et al., Business and Office Occupations -
Curriculum Guide. Arizona State Department of Education: ERIC Document
Reproduction Service, ED 133 428, 1974.

18Marcia A. Anderson and Robert W. Kusek, Word Processing

Curriculum Guide. Southern I1linois University: ERIC Document
Reproduction Service, ED 147 493, 1977.
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Anderson and Kusek devote more discussion to the procedures to be
learned in machine transcription:

1. rough drafting the item, then revising and typing a final copy.

2. preview[ing] the item by listening to the dictation before
transcribing

3. transcrib[ing] in immediate 'first-time-final' copy
« « « [T]hree items are deliberately designed to illustrate
situations where it may be necessary to have a variety of
transcription procedures. . . . Emphasis should be given to
the 'first-time-final' as the ultimate goal in word]Brocessing
offices even with dictators [who are disorganized].

Brooks et al. have prepared materials in four difficulty
progression levels. Each level is identified by four variables: level
of instruction, dictation rate, punctuation provided, and spelling
given. All varieties of document formats (letter, memo, report
manuscript) are used at each level, though document formats are even

more diversified as the levels progress, including speeches, news

releases, glossaries, bibliographies, telegrams, and the like.zo

Misenheimer's materials also progress in difficulty. The author
states:

This program is divided into progressively [more] difficult
levels. During the first lessons, the dictation rate is slow with
detailed instruction, most punctuation, and difficult spelling
provided. As you progress, moderate dictation rate emphasizes
voice inflections, pauses, and stops to indicate some of the
punctuation. You will also notice that the instructions are more
general and fewer spellings are given. When you begin your
simulated secretarial work for Dictaphone, all of the dictation is
from the actual tapes of the originators. In this realistic word
processing environment, variations in the level and manner of
instructions, dictation rates, gunctuation, capitalization, and
spelling directions are common.Zl

191bid.

20Bear1 A. Brooks et al., Word Processing [for Dictaphone]
(Jonesboro: ESP Inc. Productions, 1977).

21, Luther Misenheimer, Word Processing Secretarial
Transcription Course (Rye: Dictaphone Corporation, 1978).
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This is another example of materials developed on a simple-to-complex
skills development pattern.

These citations represent the diverse views held on the sequencing
of instruction. The wide acceptance of these views cannot be

documented due to lack of appropriate research.

Component Skills

The overt skills of which machine transcription consists are
keyboarding/typing, application of language principles during
transcription, and post-transcription proofreading. These skills,
however, result from two mental processes: listening and decision
making. Because these latter two activities cannot be observed
directly or separated from the other skills, they will be incorporated
into the other discussions as they become relevant, as well as treated
in discussion footnotes.

Keyboarding/Typing. Keyboarding of the dictated material is an

essential element of machine transcription. It is presumed that the
learner has already mastered the typewriter keyboard. In
transcription, however, typewriting skills need to be defined more
closely.

Continuous typewriting is a major criterion for effective
transcription. Meyer and Moyer instruct the student in this way:
"Listen to a phrase or meaningful word group, type those words, and
start listening again before you have completed typing the first group

22

of words. . . ." This is representative of what other authors

state. Further, error correction techniques, specifically

22| ois Meyer and Ruth Moyer, Machine Transcription in Modern
Business (New York: John Wiley and Sons, 19/8), p.vii
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backspacing/strikeover practice, are included in typewriting skills.
DerrickZ3 recommends this practice, and Meroney states:

Correction techniques such as erasing and correction tape or fluid
are generally not used in word processing environments due to the
nature of the equipment used. The teaching of backspace
correction technique is encouraged because it teaches alignment
and is used in many word processing machines.24

Accuracy in the word processing environment includes the ability
to know when a keyboarding error has been made so tha&sthe error
may be easily corrected on word processing equipment.

Thus the student has only a portion of the typewriting skills needed
when entering the machine transcription course.

Language Use Skills. The language skills, according to Meyer26,

consist of using correct grammar, sentence structure, punctuation,

capitalization, number form, correct spelling, and vocabulary.
Virtually all the text materials and the periodic literature

support this element of the transcription process. Kruk, a business

educator and columnist for Word Processing World, devotes considerable

space to these topics. He observes in one column:

Word processing supervisors and teachers often are confronted with
people who have difficulty punctuating. This is especially
evident when proofreading and transcribing dictated documents.
Estimates are that 14 punctuation rules account for over 90
percent of all business writing. . . .27

Other writings clearly reinforce the need to develop language skills.

Using language skills in machine transcription requires decisions

2430anne Derrick, "The Impact of Word Processing on Secretarial
Education,” The Balance Sheet 40 (December 1978-January 1979): 158.

25John W. Meroney, "Word Processing - What Skills Should An
Entry Level Applicant Have?" Century 21 Reporter (Fall 1979): 5-6.

26L0is I. Meyer, "Learning to Transcribe from Machine
Dictation," Business Education Forum 30 (February 1976): 15-16.

27L. B. Kruk, “"Teaching Punctuation Skills," Word Processing
World (May 1979): 40.
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based on listening, however. Kupsh et al. provide the most detailed
description of this skill:
Listening techniques can be classified into two distinct
categories: interpreting and deciphering. . . . The first step is
one of deciding what word or words could be by the meaning of the
rest of the sentence or paragraph. . . . Another kind of
deciphering is required when the words sound clear but other types
of problems may exist: The words may not be a sentence; incorrect
grammar was used; no paragraphs were given. The task of the
transcriber is that of transcribing 'muﬁgered words and phrases'
into perfectly typed and polished copy.
The development of listening skills has a direct bearing on the
meaningful unit to which the transcriber attends. As Kupsh et al.
state:
Transcribing in thought units helps to avoid errors. . . . By
transcribing in thought units, the possibility of mi§§ranscribing
words that have similar dictation sounds is reduced.
Many texts leave the function of the meaningful unit undefined and
undiscussed.
Anderson and Kusek recommend preview listening to assist in the
decision-making and editing processes. Meyer30 agrees. Kupsh et
al., however, disagree with the procedure. No research exists on the
effectiveness of listening previews, but Leslie would regard previews
as appropriate to the early stages of developing the transcription
skill,

Proofreading Skills. Though closely related to language use

skills, proofreading skills are set apart here to distinguish the
special review and decision-making aspects of this skill. Meroney

defines proofreading as follows:

28Joyce Kupsh et al., Machine Transcription and Dictation (New
York: John Wiley and Sons, 1978), p.36.

291bid., p.37.

30Meyer, "Learning to Transcribe," p. 15.
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Proofreading is the ability to read what is actually on the page

and not what we know should be there. This ability requires a

high degree of attention to detail. Proofreading for

typographical errors is only one portion of that skill. Checking

continuity of thought and making sure the sentence structure makes

sense require grammar proficiency. The third element of

proofreading is checking for consistency. All of these segments

which are vital to the accuracy of work performed in word3]

processing comprise the skills necessary in proofreading.
This definition is more comprehensive than most provided by the
literature. There is general agreement, however, that proofreading is
a task completed after the basic keyboarding has been done.

Wilson addressed the need for proofreading skills given the
increasing development of "dictionaries" in word processing equipment.
She estimated that dictionaries will flag only from 10 to 50 percent of
possible transcribing errors.32

If listening previews can help the transcriber prepare for
transcription, can listening reviews contribute to proofreading
accuracy? Lombard of Variable Speech Control, Inc., stated that his
company, a manufacturer of pitch-controlled, speech-compressed tape
recorders has had inquiries about these units for use in word
processing centers for proofreading purposes. Sony incorporates VSC's

technology into one of its transcribing um'ts.33

These facts suggest
that listening reviews may be a key to improved proofreading as well as
basic language application during transcription.

Automated Keyboarding Skills. This refers to the specialized

skill of using a keyboard programmed and directed by a computer. These

31Meroney, "What Skills," pp. 5-6.

32Nancy Wilson, "Trends in Office Technology" (Presentation,
Delta Pi Epsilon - Alpha Lambda Chapter, March 1981).

33ed Lombard, Representative (Conversation, Variable Speech
Control, Inc., San Francisco, July 1980). See also "How Variable
Control Eases Playback" (Word Processing World, September 1978) and
Edward M. Gottschall's Graphic Communication ‘80s, p. 27.
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skills require an understanding of machine logic and problem solving;
the skills include the efficient selection of correct function keys to
solve specific text editing requirements. Wells states:

I challenge any manager who for a moment believes that a word
processing equipment operator or specialist is just a typist to
spend some time attempting to manipulate the equipment. . . .

Such a manager may find that it is just not depressing a few keys
to operate the equipment, but knowing3xhich keys to depress, when,
in order to produce the desired copy.

Most texts and periodic literature do not address these skills. Yet
there is some justification for including this area from Kleinshrod.
He compares the training and performance required of a typist using a
conventional typewriter to that required by the operator of an
automated keyboard:

When training someone to operate a standard typewriter, the basic
skill to inculcate is accuracy, for the consequence of error is
severe in the time it takes to retype a badly done first attempt,
or even to correct a single 'typo' using correction fluids,
eraser, or chalk paper. If carbon copies must also be corrected,
the consequence of error swells proportionately with their number.

WP typewriters greatly reduce the consequence of error created by
inaccurate keystroking, but they introduce errors of another
sort. The machines come loaded with editing features, controls,
and media whose electronic codings are there, but invisible, and
not as easily deciphered if they were visible. And a lot can go
wrong.

From a mechanical point of view, the prime mission in training a
WP operator is no longer keyboard accuracy, but understanding the
whole machine, the controls that format, assemble, send, retrieve,
store, and do all manner of text manipulation at high speed. The
mission is to get them to safely 'drive' those. . .keys. . ..

This element of machine instruction is not widely viewed as a component

34patricia A. Wells, "Word Processing in the Typewriting
Classroom,” Journal of Business Education 54 (March 1979): 260.

35Walter A. Kleinshrod, Management's Guide to Word Processing
(Chicago: The Dartnell Corporation, 1977), pp. 130-T.
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of machine transcription. Most machine transcription texts are
designed for use on conventional typewriters, and simulations of
machine instruction are not included. The skill is included here
because, if machine transcription is accomplished on a word processor,
the automated features of the keyboard influence the accomplishment of
the end product, the transcribed material.
Kruk would probably support this position:
Among the competencies to be taught are: text editing, global
searching, inserting, scrolling, pagination, paragraph deleting,
heading, paragraph numbering, global substituting, automatic
letter writing, graphics conversions, automatic typewriting, basic
accounting, program?gng specialized applications, and using
peripheral devices.
Anderson and Kusek, as already noted, recommend development of a
magnetic keyboarding skill prior to machine transcription instruction.

This is consistent with a fusion skill point of view.

Current Transcription Practices. Current transcription practices

based on a review of materials available from major commercial and

educational sources3’ give the following picture of machine

36L. B. Kruk, "Teach DP in the WP Classroom," Word Processing
World 5 (November/December 1978): 46.

37The materials reviewed for this study are presented here in
alphabetic order. Their full references are contained in the
bibliography: Brooks et al.'s Word Processing; Dictation Disc
Company's 1981 Catalogue and cassette tape, "How to Teach Machine
Transcription for Word Processing"; Extence's Dictation for "Tomorrow's
Secretary”; International Business Machine's Machine Transcription for
Word Processing; Kupsh et al.'s Machine Transcription and Dictation;
Lanier's Machine Transcription; Lanier's Machine Transcription in the
Modern Office: A Teaching Aid for Office Procedures; Machine
Iranscription by Lanier; McLean and Froiland's Comprehensive Word
Processing; Meyer and Moyer's Machine Transcription in Modern Business;
Misenheimer's Word Processing secretarial Transcription (ourse; New
York State Secretarial Practice Transcription Course; Pasewark's
Machine Transcription Word Processing; Schatz and Funk's
Transcription Skills for Information Processing"; and Snyder's 12
Hours to Accomplished Transcription.
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transcription instruction. There is no question that the primary
objective of instruction is to develop language use skills. These
skills are primarily in the spelling and punctuation areas. Some
materials dictate all punctuation and spelling early in instruction,
gradually deleting this dictation as the student gains experience.

(See Brooks, Word Processing, and Misenheimer, Word Processing

Secretarial Transcription Course, for example.) Other materials,

through dictated and written previews and reviews of both vocabulary
and punctuation rules, require the student to make decisions on

language use. (See Pasewark, Machine Transcription Word Processing, or

McLean and Froiland, Comprehensive Word Processing, for example.)

Regarding the other skills of which machine transcription
consists, current instructional materials say little. Except for one
example in Pasewark, instructional materials give very little
assistance to the student in determining a meaningful unit of thought.
Providing an experience of continuous keyboarding and monitoring
student performance are also omitted. Error correction and
proofreading techniques are left to the teacher's discretion or follow
procedures appropriate to the conventional typewriter.

Proofreading is encouraged by the instructional materials, and the
usual assistance given to the student is a copy of the transcribed
letter to consult during proofreading. Sometimes the student has the
transcribed document available during transcription. (See Brooks,
Misenheimer, and Pasewark, for example.) The teacher is responsible
for other proofreading techniques and exercises. Other language and
decision skills, namely editing and interpretation of poorly dictated

materials, are not developed specifically.
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In spite of variations, conventional instruction is characterized
by vocabulary previews, reviews of punctuation and other language
rules, and use of a transcript during proofreading. By omission,
current practice is to use error-correction and referencing procedures
appropriate to transcription on the conventional typewriter. By
implication, currently available materials must be supplemented by
active teacher intervention in several component skill areas. This is
the assumption made by materials which may be open to question.

This concludes the discussion of the component skills required
when machine transcription is performed in the word processing
environment and current instructional practices. There is not
universal acceptance that all of these skills can or should be
developed in machine transcription instruction. Some argument can be
made, however, that to ignore these skills will produce students only
partially prepared for employment. Some argument can also be made that
instructional materials must encourage more fusion of the multiple

skills if they are to be truly self-paced and self-instructional.

Listening and Related Language Use Literature

The literature in machine transcription has been reviewed. The
description of the skill as far as it has been defined has been
presented, as have the types of dictation likely to be encountered by
the transcriber. Many questions, however, have not been answered.

Most of these concern developing the listening skills required by the
transcriber. For some answers, it is necessary to go outside the
machine transcription literature.

Educators in machine transcription skills call for the development

of listening skills as a means of speeding up production and resolving
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the language problems that occur. Misenheimer provides the rationale
for listening ahead:
As your skills in transcribing longer thought groups and complete
sentences develop, begin listening further ahead. Your goals are
to listen to about one sentence or complete phrase ahead of your
typing and to maintain a consistent typing rhythm,
This technique keeps your typewriter in constant motion and avoids
problems with the originator's corrections, special instructions,
and afterthoughts. Also, when you listen ahead to a complete
sentence, spelling, grammar, capitalization, and punctuation

questions are often automatically answered. With this3§echnique,
transcription speed is limited only by typing ability.

Casady39

would view this as a retention or memory skill.

In practical matters, however, there is no research in machine
transcription to tell the learner what the optimum listening unit is.
Further if listening is geared toward natural thought units, then the
basis for slowing down the dictator's rate of speed to 80 to 90 words
per minute may not be compatible with listening for natural speech.

The literature in language processing and short-term memory may
provide some clues to the design of instructional material, for
interestingly enough some of this literature has used dictated material

as the stimulus in experimental work. What is reported here is

selective, as the body of literature is vast.

Processing Dictated Materials

Two kinds of studies using dictation are discussed here: shadow-
ing and aural cloze procedures. Each adds further understanding of the

psychology of the machine transcription activity.

33Misenheimer, Word Processing Secretarial Transcription Course,

p.16.

39casady, "Effective Teaching," p. 292.
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Shadowing Studies. Marslen-Wilson had subjects shadow dictated

language:
Speech shadowing is an experimental task in which the subject is
required to repeat (shadow) speech as he hears it. When the
shadower is presented with a sentence, he will start to repeat it
before he has heard all of4at. The response latency to each word
can therefore be measured.
The reader may note the similarity to the machine transcription task in
which the transcriber shadows on the typewriter, having probably heard
only a portion of the total material to be transcribed.
The subjects shadowed material delivered at 160 words per minute.
Those most successful in shadowing remained
« « Jlittle more than a syllable behind the original material
[which was narrative prose involving full sentence structure]. We
know that it is possible to repeat isolated syllables with similar
or even shorter delays. This suggests that the closest shadowers
are procesaing the incoming material at the level of individual
syllables.
In analyzing the errors made in this task, Marslen-Wilson notes that
errors are more likely to occur when subjects anticipate the next
syllable, ". . .as if they are placing more reliance on the predictive
properties of the [language context]."42
A second report reinforces the role of context in resolving
ambiguous or distorted words and syllables during dictation. Again, a
shadowing task was involved with selected syllables distorted or
mispronounced. The researcher analyzed what the shadower said when
trying to reproduce, or restore, what was heard:

Two types of restoration were distinguished in the error
analysis. The critical errors are the Word Restoration (WR)

40Wi11iam Marslen-Wilson, "Linguistic Structure and Speech
Shadowing at Very Short Latencies," Nature 244 (August 1973): 522-23.

411pid.
421bid.
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errors, which are the restoration of disrupted words to their

original lexical form, for example, repeating 'tomorrane' as

'tommorrow'. . . . [Context restorations (CR)] are reinstatements

of the origina14§ord that had been replaced by contextually

anomalous word.
Context restorations were made more quickly than were word
restorations, and word restorations occurred most frequently when there
was a context preceding the distorted word, i.e., the distorted word
did not appear at the beginning of a sentence.

Both of these studies have a direct bearing on the development of
listening skills because they argue that listening can occur very
rapidly, at almost twice the speed of typical dictation, and that the
context of the lanquage is critical in an accurate transcription. It
seems almost impossible, regardless of the task, to prevent the

listener from interpreting what s/he hears.

Aural Cloze Procedures and Listening. Another group of studies

also uses dictation as the stimulus and presents findings of interest
to the machine transcription skill. These studies involve the aural
cloze procedures. The cloze procedure is explained by Spolsky: "In
the cloze test, portions of a written or oral test are blanked out and
the subject is called on to provide the missing word or words."44

The use of the aural cloze in measuring language proficiency is
explained by Streiff:

Cloze tests. . . are criterion-referenced measures which allow for

comparison of a test taker's performance with written or oral text
of varying levels of difficulty. . . . Cloze tests have been

43Wil1iam Marslen-Wilson, "Sentence Perception as an Interactive
Parallel Process," Science 189 (July 1975): 226-28.

44gernard Spolsky, "Reduced Redundancy as a Language Testing
Tool," in Applications of Linguistics, eds. G. E. Perrin and J. L. M.
Trim (Cambridge: Cambridge University Press, 1971), p. 387.
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substantially researched and validated as measures of global
language proficiency. . . . This task calls into play what has
been termed the listener-speaker's 'grammar of expectancy'. . . .
[C]1oze tends to correlate most highly with other integrative
measures, such as listening comprehension and dictation tasks.45

That aural cloze relates to listening ability is verified by Tommola:
« « [Tlhe . . . aural cloze of the word-deletion type can
probably be characterized as [an] intensive listening test. . . .
Short-term memory plays a . . . role . . .and. . . require[s]
fairly quick reaction in the use of 1anguage, as is appropriate in
a test connected with oral communication.4
Correlations with other tests
. « . may perhaps be taken as an indication that aural cloze is
more concerned with intensive. . . listening [the ability to
concentrate on the language used to express the content of the
passage], and that4;t is more a test of language structure
in the wide sense.

He states that the aural cloze is interesting to test takers, uses

authentic listening materials, and requires anticipatory listening or

prediction of the direction of a statement.
Popham, Schrag, and Blockus discuss the cloze procedure as a
device for evaluating the reading level of text materials to measure

their compatibility with individual student abi]ity.48

Though Popham
et al. do not suggest the use of the aural cloze in developing language
skills, their acknowledgement of it as a device of interest to business

educators shows the widespread application of this tool.

45yirginia Streiff, "Relationship among Oral and Written Cloze
Scores and Achievement Test Scores in a Bilingual Setting," in Language
in Education: Testing the Tests, eds. John W. Oller and Kyle Perkins
(RowTey: Newbury House PubTishers, 1978), pp. 68-9.

46Jorma Tommola, “Testing Listening Comprehension Through
Redundancy Reduction,* Language Center News 1 (1978): 11.

471bid., p. 17. See also Stump, “Cloze and Dictation Tasks."

48Estelle L. Popham et al., A Teaching-Learning System for
Business Education (New York: Gregg Division/McGraw-HiTT Book Co.,
1975), p. 127.
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More citations about the cloze procedure could be used to verify
its value as a test of language competence and listening ability. The
reader will have noted, however, that the purpose of the aural cloze is
to test language proficiency, not to develop language skills.

Yet the high correlations of the aural cloze with anticipatory
listening is definitely of interest in machine transcription. If
listening ahead is required for purposes of determining grammatical
structure, then the aural cloze may be a device for training students
to anticipate language and to handle ambiguous and even incorrectly

dictated language. McDonough49

suggests the cloze procedure for
developing listening comprehension.

From these two types of studies, shadowing and aural cloze, the
educator may conclude that dictation speeds may be increased without
harm to the transcriber if the breaks between word groupings emphasize

meaningd0 and that the student's natural ability to anticipate the

49). E. McDonough, English for Academic Purposes: Some Factors
in Listening Comprehension. ERIC Document Reproduction Service, ED 148
104, 1977.

50A1though speeds of dictation often average to 80 words per
minute, spurts do occur. Conversational speech, for example, ranges
from 140 to 160 words per minute; professional readers and announcers
usually achieve about 175 words per minute; and the court reporter
records speech delivered at up to 225 words per minute on a regular
basis. The range within which spoken language occurs should be
considered when training the machine transcriber.

Research in response to spoken word rate shows that both
intelligibility of words and comprehensibility of ideas are preserved
at word rates of about 275 words per minute. Emerson Foulke in his
discussion, "Listening Comprehension as a Function of Word Rate,"
reports that comprehension of word rates between 125 to over 250 words
per minute does not differ significantly. Intelligibility is preserved
at higher rates. Thomas Sticht, in "Some Relationships of Mental
Aptitude, Reading Ability, and Listening Ability Using Normal and Time
Compressed Speech," also reports no significant loss of comprehension
under conditions of speeded speech for varying ability levels.
Fairbanks, Guttman, and Miron's study, cited in Carl Weaver's Human
Listening, reports comparable findings.

The implications are clear if the reader considers that the
machine transcriber transcribes a wide variety of documents delivered
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next words and/or syllables can be better developed for use in machine

transcription activities.

Short-term Memory and Meaningful Units

The role of memory in machine transcription is clear.
Misenheimer states:

If you can listen to and remember the dictation at a faster rate,

increase the speed and adjust the pitch. A decrease in your

listening time means an automatic increase in your transcription
rate. . . . Try to listen to and remgmber a comp]ete phrag?,
clause, or thought group before stopping the unit to type.

Though there is not complete agreement on how many words should be
retained, the role of memory is clearly recognized. This section
considers the role of short-term memory to determine whether the
literature has any recommendations of use to the machine transcriber.

The questions of relevance to machine transcription are: What are
the limits of verbatim recall of sentences? What is the length of the
meaningful unit to which the transcriber should be expected to attend?
Some research may help to answer these questions.

George A. Miller, a noted psychologist of the communication
process, has examined the relationship of memory to language
extensively. His "magical number seven plus or minus two" is quoted in

many contexts. On the matter of relevance to meaningful units of

thought, he says that "the word is not the appropriate unit for

in varying styles (e.g., conference notes, meetings, speeches, reports,
letters, and others). There is no difficulty for the individual with
average ability to respond to language delivered at far greater speeds
than 80 words per minute, and this will frequently be required on the
job. This forms the justification for the somewhat higher speed (140
words per minute) used in the current pretest and posttest materials.

5]Misenheimer, Word Processing Secretarial Transcription Course,

p. 7.
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52 There is no

measuring the psychological length of a sentence.”
definite answer as to how long the sentence may be, but Miller proceeds
to analyze the research on memory for errors in recall. Just as in
machine transcription, errors are simply changes in output from what
was input:

We expect that, as we increase the amount of input information,

the observer will begin to make more and more errors. . . . This

[leveling off] we take to be the channel capacity of the observer;

it represents the greatest ggount of information that he can give

us about the [input]. . . .

Memory, then, would seem to have a limit as to how much input can be
handled at a high level of accuracy. Regardless of the kind of
stimulus used, whether taste, sound, or vision, accuracy judgments
average to be 6.5 categories or approximately seven: ". . .one standard
deviation includes from four to ten categories, and the total range is
from three to fifteen categories."54 Studies on the span of

immediate memory, when response was given after several stimuli, showed
the same range even though the tasks were different.

On unidimensional items, the number of items recognized and
recalled is approximately seven plus or minus two. Above that number,
the mind rearranges the input into condensed form, or chunks, to
increase the capacity of short-term memory. That, however, would
result in error if exact replication is what is desired.

Because the goal in machine transcription is not to increase

memory beyond the recall of exact wording, "chunking" is not

desirable. As a result, the more reasonable recommendation to the

52George A. Miller, The Psychology of Communication (New York:
Basic Books Inc., 1967), p. I2.

531bid., p 17.
541bid., p. 24.
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learner is to work toward a meaningful unit of seven plus or minus two
words. This would fit the length of some sentences and many phrases
and clauses. This is not to say that the transcriber's capacity for
retaining more than this could not be developed, but that during the
learning stages, this is a reasonable goal. This goal would provide
some limits to the general recommendation to listen to clauses and
phrases, for there are many phrases and clauses that exceed even the
nine or ten units which short-term memory seems to handle fairly well.
Can machine transcribers listen as much as a sentence ahead of
where they are transcribing? Clark and Clark elaborate on a bias in
perception which affects the way what is listened to is remembered:
« « « [L]isteners build in interpretation from verbatim wording,
but then get rid of this wording soon after crossing a sentence
boundary. . . . Accordingly, they are good at verbatim recogni-
tion immediately after hearing a sentence and poor thereafter.55
Word order is not represented accurately [in short-term memory]
either,5gnd subtle changes can creep in during immediate
recall.
From this review, recommendations to listen ahead a full sentence would
seem unwise. The meaningful unit of thought, at least for the
beginner, might begin at five words and progress to about nine or ten.
As a final note, Clark and Clark state that "...[R]ecall is best
when people know the meaning of a sentence, so the more attention that

is focused on meaning the better their reca]].“57

This would suggest
that the kind of instruction given on developing retention skills will

greatly affect the student's performance.

55Herbert H. Clark and Eve V. Clark, Psychology and Language
(New York: Harcourt Brace Jovanovich, Inc., 1977), p. 139.

561bid., p. 141,
571bid., p. 151.
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Summary

This review attempts to draw together the views of business
educators and language psychologists in areas of common interest. The
literature shows the role of machine transcription in the contemporary
office and the characteristics of the dictation to which the
transcriber will attend. The current conceptualization of and varying
viewpoints about skill development are also reported. Finally the
review identifies several findings from the general language learning
and psychology area which have bearing on the manner in which dictated
language is processed. The research and analysis contained in this
chapter form the rationale for the development of the Listening
Instruction and Conventional Instruction treatments described in

Chapter III.



CHAPTER ITI

RESEARCH PROCEDURES

The problem of this study sets the context for the discussion of
research procedures: Which of two theoretical approaches, fusion
skill or single skill, leads to higher acquisition of the machine
transcription skill? This problem relates most significantly to
initial instruction, for it is in the introductory stages that the
approaches would most strongly differ.

The question of whether materials based on these two approaches
have an effect on student learning is essentially a problem in
comparison. In order to provide a comparison, two parallel sets of
materials required development. Hypotheses concerning expected
differences required specification. A design had to be selected which
allowed the comparison to be analyzed, and random assignment to the
two treatments had to be accomplished. Finally, assumptions and
limitations of the research strategy needed statement.

This chapter presents the details of these research steps in this
order: the population and sample, the research design and statistical
analysis, the instrumentation and general instructions, the hypotheses
and operationalization of variables, and the assumptions and limita-
tions of the study. Because of the frequent reference to the treat-
ments, use will be made throughout the chapter of LI for Listening

Instruction and CI for Conventional Instruction.

44
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Population and Sample

The population to which this study is generalized consists of
post-secondary students acquiring the machine transcription skill
through organized classroom instruction. This population includes the
full- or part-time student enrolled in a community college, or other
post-secondary institution. Most typically, but not exclusively, this
student is enrolled in a secretarial, word processing, or other office
program, and is female.

The study does not generalize to individuals acquiring the machine
transcription skill through on-the-job training, self-instruction, or
other means. The student, in other words, is enrolled in a course
which includes machine transcription instruction. Such a course might
be devoted exclusively to such instruction or include other office
procedures.

Because the sample of classrooms and students was not a random
sample of a well-defined, existing population, generalization is made

! to the population which

via the Cornfield-Tukey Bridge argument
most closely matches the characteristics of the sample described in
this study. The findings section describes the student background in
detail.

The sample for this study consisted of volunteer community college
and four-year college classrooms. In June, 1980, letters and reply
cards were sent to 29 community colleges asking for cooperation in the

study. Replies from four colleges indicated the availability of eight

classrooms. Two additional classrooms were obtained by personal

landrew C. Porter, Experimental Design in Education (ED 969C)
(Michigan State University: Lecture, April 16, 1979).
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contact. The participating colleges in alphabetic order were: Delta
Community College (MI), Ferris State College (MI), Gogebic Community
College (MI), Indiana State University (IN), Lake Michigan College
(MI), and Schoolcraft Community College (MI). Teacher estimates of
enrollment put the number of students at 187, and materials for this
number were sent to the teachers in August, 1980. Low enrollments
resulted in the loss of two of the ten classrooms, and one classroom
which had confirmed participation withdrew after beginning the study.
A replacement classroom was secured to maintain a balanced design.

The sample classrooms, their random assignment to treatments,
and enrollment numbers are shown here in the original order they

became available:

Expected Random Actual Usable
Classroom nrollment Assignment EnrolTment Data
A 20 CI 20 15
B 20 CI 8 8
C 20 LI 10 10
D 20 CI Withdrew 9/80
E 15 LI Withdrew 1/81
F 15 LI Withdrew 9/80
G 30 LI 15 12
H 15 LI 12 6
I 20 CI 14 14
J 12 CI 12 9
K Replacement LI 20 19

The number of students who participated in each treatment is: LI, 57
students; and CI, 54 students. Usable data, that is both pretest and
posttest data, were obtained from 93 students, 47 in the LI treatment

and 46 in the CI treatment.

Research Design and Statistical Analysis

An experiment permitted the best comparison of the results of the

instructional materials. The experimental unit of analysis dictated
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the selection of design and data analysis. The individual student
could not be randomly assigned to treatments without major
administrative difficulties for the teachers, yet the student was the
logical unit of analysis. The design and data analysis, therefore,
were chosen to deal with these problems in random assignment.

Because of its simplicity and appropriateness for the desired
comparison of instructional approaches, a completely randomized design
was followed for the study. The data to be gathered met the general
assumptions of the analysis of variance model, and, in addition, two
conditions could be met:

1) There was an experimental variable (instructional approach)
with at least two treatment levels (listening instruction and
conventional instruction).

2) There was random assignment of classrooms to treatments so
that each subject received only one level of treatment. In effect,
teachers were randomly assigned to the two treatments.2

Teachers were encouraged to follow certain procedures, but
considerable latitude had to be allowed in order to obtain cooperation
in the study. Random assignment of classrooms neutralized the biases
that teachers might introduce by varying classroom practices. Left as
is, however, the design would have required "classrooms" as the unit
of analysis with correspondingly few degrees of freedom and other
possible difficulties.

The use of "student" as unit of analysis, however, was unjustified
unless student equivalence at the start of the study could be argued.

Analysis of covariance allowed initial student differences to be

2Roger E. Kirk, Experimental Design: Procedures for the
Behavioral Sciences (BeTmont, California: Brooks/Cole Publishing
Company, 1968), p. 99, 172.
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neutralized statistically. In fact, this study fit one of the three
situations appropriate for analysis of covariance (the use of intact
groups) and met the following conditions:

1. The experiment contained at least three sources of variation
believed to affect the dependent variables but considered irrelevant
to the objectives of the study: typing speed, language ability, and
prior transcription experience.

2. The experimental control of these sources of variation was not
possible.

3. It was possible to obtain a measure of these sources of
variation that did not include the effects attributable to the
treatment through the use of a pretest prior to the presentation of
the treatment 1evels.3

The combination of random assignment of classrooms to treatments
and the statistical control of individual differences through analysis
of covariance provides a strong basis for arguing that major biases
were randomly distributed or statistically controlled and that
confidence can be placed in the results.

The analysis of data was performed at Ferris State College (Big
Rapids, Michigan) using several BioMeDical P-Series (BMDP) programs
for descriptive data, correlation measures, missing value scores, and
analyses of variance and covariance. The .05 alpha level of signifi-

cance was selected according to convention.

3Ibid., pp. 457-8.
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Instrumentation:
Listening and Conventional Instruction

This section provides the operational definition of the Listening
Instruction (LI) and Conventional Instruction (CI) variables. Two
sets of dictated materials accompanied by written instruction were
developed under the direction of two business education experts to
insure their educational soundness and consistency with the study.
A1l scripts and text materials were original, designed specifically
for this study. They are presented in the appendix to the report.

The fusion approach as described by Leslie (See Chapter 1)
identifies three stages for introductory instruction. In the first
stage, emphasis is on continuous keyboarding with less emphasis on
conventional error-correcting techniques. Instruction should assure a
successful experience in continuous keyboarding. The second stage
uses previews of punctuation, spelling, and dictation. Stage three
begins the transition to the remainder of the course, with reduced
previews and more difficult materials to encourage decision-making.
Listening Instruction attempts to mirror these stages.

The Conventional Instruction does not have specialized stages of
instruction which integrate skills. Instead, the dictation proceeds
from slow to fast, and punctuation previews are not geared to the
specific documents being transcribed, but are general in nature.
Current transcription materials do, however, provide vocabulary
previews and copies of the transcribed documents to use during
proofreading . These have been included in the current materials.

Materials for the student included: one audio cassette tape with
the dictated lessons (See Appendix A for scripts of dictation), one

student instruction booklet (See Appendix B for two versions of the
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instruction manual), and special stationery on which to transcribe
each lesson (See Appendix C). The teacher's materials consisted of a
manual with keys to the transcription (See Appendix D).

Both sets of materials are characterized by these features:

1. Each set contains 14 dictated items to be transcribed.

2. The content of each item is identical from set to set; for
example, the content of Lesson 3 or Lesson 11 in the LI treatment is
identical to the content of Lesson 3 or Lesson 11 in the CI treatment.

3. The stationery provided to the students for each lesson is the
same in both treatments and gives margin and placement information to
simplify initial skill development.

4. The transcription keys used for evaluating the transcript are
the same for both treatments.

5. Lessons 1, 5, 10, and 14, which are evaluation lessons, are
identical not only in content, but in style of dictation, length, and
other features. They were, in fact, recorded from the same master
onto each set of tapes. Each is recorded at 140 words per minute, a
rate considered to be conversational.

6. Each set reviews the same seven punctuation rules dealing with
comma use.

7. No comma, period, or other common punctuation marks are
dictated in any of the lessons. Quotation marks are dictated. Spell-
ing, capitalization, and line instructions are given for memorandum
headings and inside addresses in selected lessons.

8. Students are instructed to use the backspace-and strikeover
technique for keyboarded errors.

9. Students are instructed to type a double X (that is, xx) when-

ever wording is untranscribable to discourage referencing
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activities during transcription. Referencing activities are
encouraged during the proofreading periods, a procedure compatible
with word processing techniques.

The differences between the sets are significant, however. These
differences apply to lessons 2, 3, 4, 6, 7, 8, 9, 11, 12, and 13.
These lessons make up three distinct subparts of instruction.

Lessons 2, 3, and 4 are aimed at continuous keyboarding. The
comparison of these lessons follows:

Listening Instruction

1. preview of dictation in compressed speech

2. dictation in spurts of approximately five words at five-second
intervals.

3. proofreading review of dictation in compressed speech

4. no punctuation rule review in written manual
Conventional Instruction

1. written preview of nine phrases used in dictation

2. dictation at 100 words per minute

3. written key for use during proofreading

4, review of one general comma rule per lesson

Lessons 6, 7, 8, and 9 are geared to use of appropriate comma
rules during dictation. The differences in the lessons are:
Listening Instruction

1. preview of dictation in compressed speech

2. review of two comma rules tied directly to the dictated
messages

3. dictation style emphasizing temporary and long pauses for
punctuation

4, dictation review in compressed speech for proofreading
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Conventional Instruction

1. written preview of eight or nine phrases

2. review of one general comma rule per lesson

3. dictation at 120 words per minute

4. wuse of written key to transcription during proofreading

Lessons 11, 12, and 13 emphasize decision making under conditions
of ambiguous dictation. Both sets of materials contain deliberately
distorted words, but they differ in these ways:
Listening Instruction

1. a one-paragraph preview of dictation at conversational speed

2. a transcription aid listing three possible word choices to
insert for ambiguous words

3. dictation review in compressed speech for proofreading

4, dictation at conversational speed (untimed)
Conventional Instruction

1. no written preview of terminology

2. no transcription aid for ambiguous dictation

3. use of written key to transcription during proofreading

4, dictation at 140 words per minute

Because the critical lessons for purposes of this research are
lessons 1 and 14, the pretest and posttest respectively, a description
of each is important. These lessons are identical in both treatments,
having been recorded from the same master. The key elements are:

1. Lessons 1 and 14 are dictated at 140 words per minute.

2. There is no assistance given to the student in terms of
preview, punctuation, ambiguous dictation, terminology, or in any
other manner.

3. Lessons 1 and 14 contain the same number of each of the
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following sentence types and word combinations to test knowledge of
the seven punctuation rules: coordinate adjectives (four), lists or
series (five), introductory prepositional phrases (four), introductory
verbal phrases (four), introductory adverb clauses (four), compound
sentences (four), and nonrestrictive items (four). The lessons
require no other punctuation marks except for periods.

4, These lessons require the recording of the beginning
transcription time, ending transcription time, and ending proofreading
time.

5. Lessons 1 and 14 contain six ambiguously dictated words at
intervals of five words in the last one or two paragraphs of the
dictation.

6. Lessons 1 and 14 contain 271 words.

The other evaluation lessons, Lesson 5 and Lesson 10, assessed
student progress in speed and accuracy in general terms. These
lessons, though comparable in speed and length, are not content
controlled as are the pretest and posttest lessons and are not used in
hypothesis testing.

Although the hypotheses do not concern changes in performance from
the pretest to the posttest, the findings section reports these
statistics for general interest. To have confidence in the increases
in speed and accuracy figures, the comparability of the pretest and
the posttest should be examined.

Two different concerns motivated vocabulary usage in the pretest
and the posttest. The pretest content was selected in order to
facilitate transcription, according to Leslie's recommendations for

early transcription. The posttest content was selected as new
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material, and care was taken to avoid vocabulary already used in
lessons 1 to 13.

To check the adequacy of these selections and to insure that the
posttest vocabulary was not easier than the pretest vocabulary, the
pretest and posttest were prepared in written cloze form, with 38
words deleted at regular intervals. Copies were randomly distributed
to 60 students not associated with the machine transcription study,
and these students attempted to replace the deleted words. The
pretest, as expected, resulted in a higher mean replacement of words
(16.6 words; s.d.=5.07) than the posttest (11.3 words; s.d.=3.83).
Although the two means are not statistically different, the reader may
have some confidence that the posttest is not easier material than the
pretest and does not artificially inflate the increases achieved.

The punctuation required in the pretest and posttest can also be
shown to be comparable. Copies of the pretest and posttest were
prepared with all 29 commas removed. The copies were randomly
distributed to 60 students not associated with the study. A count of
accurately replaced commas shows a mean replacement of 17.82 commas
(s.d.=5.30) for the pretest and 16.30 (s.d.=5.28) for the posttest.
The closeness of the scores and lack of statistically significant
differences demonstrates the comparability of the punctuation require-
ments from pretest to posttest.

Hypotheses and Operationalization
of Variables

The hypotheses to be tested involved the following measures of
independent and dependent variables. Several dependent variables were
composites of other measures, and this section defines operationally

each variable used not only in testing the hypotheses but also in



55

constructing the dependent measures. All the dependent measures
related to the prime concerns of machine transcription instruction:

accuracy and speed in transcription.

Independent Variables

In addition to the listening and conventional instruction
variables already defined, the study explored the influence of these
independent variables:

Language Ability: Numerical equivalent of letter grade reported by
student when asked for "average grade in grammar-oriented language
classes."”

Prior Machine Transcription Experience: Student's report of whether
or not she/he had prior machine transcription experience in class
or on the job.

Prior Shorthand Transcription Experience: Student's report of whether
or not she/he had prior shorthand transcription experience in
class or on the job.

Typing Speed: Student's report of current typing speed in words per
minute.

A questionnaire asked students to indicate other background as well.

This questionnaire can be found in Appendix E.

Dependent Variables

The eight hypotheses were statistically tested in terms of speed
and accuracy measures. Specifically the criterion variables consisted
of the following direct measures or other measures constructed from a
combination of direct measures:

Transcribing Time: The number of minutes reported on stationery from
the beginning to the end of the rough draft.

Proofreading Time: The number of minutes reported on stationery from
the end of the rough draft to the end of proofreading.

Total Transcription Time: The sum of Transcribing Time and
Proofreading Time.
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Accurate Words: The number of transcribed words which match the Key to
Transcription in form (excluding capitalization), including words
corrected by backspace-and-strikeover procedures.

Recognizable Words: The number of transcribed words which match the
Key to Transcription, but are incorrect in form (excluding
capitalization) due to misspelling, hyphenation, word endings, or
similar errors.

Unrecognizable Words: The number of transcribed words which do not
match the Key to Transcription.

Untranscribed Words: The total number of words in the Key to
Transcription less the sum of Accurate Words and Recognizable
Words.

Rough Drafting Rate: The sum of Accurate Words and Recognizable Words
divided by the Transcribing Time.

Rough Drafting Accuracy: The ratio of Accurate Words to Total Words
in the Key to Transcription.

Corrected Words: The number of Recognizable Words and Unrecognizable
Words marked for correction during proofreading.

Added Words: Number of Untranscribed Words added to the transcript
during proofreading which match the Key to Transcription.

Total Transcription Errors: The number of errors on the transcript
after rough drafting, formed by summing Recognizable Words,
Unrecognizable Words, and Untranscribed Words.

Proofreading Accuracy: The percent of total transcription errors
corrected during post-transcription proofreading activities,
expressed as the ratio of Corrected Words and Added Words to Total
Transcription Errors.

Proofreading Correction Rate: The number of corrections made per
minute during proofreading, formed by Proofreading Accuracy
divided by Proofreading Time.

Total Errors: The sum of Recognizable Words, Unrecognizable Words,
and Untranscribed Words less Corrected Words and Added Words.

Overall Accuracy: The percent of the total words dictated which are
accurately produced during transcribing and proofreading
activities, formed as the total of Accurate Words, Corrected
Words, and Added Words divided by the total number of words in the
Key to Transcription.

Overall Rate: The number of words per minute achieved during combined
transcribing and proofreading activities, formed from the total
number of Accurate Words, Corrected Words, and Added Words divided
by Total Time.
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Replacement Word Count: The number of attempts to transcribe distorted
words in dictation which match the Key to Transcription.

Comma Accuracy: The ratio of accurately placed commas to the total
number of commas in the Key to Transcription.

The eight variables used in hypothesis testing were: Rough Draft-
ing Accuracy, Rough Drafting Rate, Proofreading Accuracy, Proofreading
Correction Rate, Overall Accuracy, Overall Rate, Replacement Word

Count, and Comma Accuracy.

Hypotheses

The theoretic hypotheses are given in Chapter 1. The null
hypotheses tested in this study are as follows:

1. There will be no significant difference in Rough Drafting
Accuracy demonstrated by new learners developed by Listening
Instruction and Conventional Instruction.

2. There will be no significant difference in Rough Drafting Rate
developed by Listening Instruction and Conventional Instruction.

3. There will be no significant difference in Proofreading
Accuracy developed by Listening Instruction and Conventional
Instruction.

4. There will be no significant difference in Proofreading
Correction Rate developed by Listening Instruction and Conventional
Instruction.

5. There will be no significant difference in Overall Accuracy
developed by Listening Instruction and Conventional Instruction.

6. There will be no significant difference in Overall Rate
developed by Listening Instruction and Conventional Instruction.

7. There will be no significant difference in Comma Accuracy
developed by Listening Instruction and Conventional Instruction.

8. There will be no significant difference in Replacement Word
Count developed by Listening Instruction and Conventional Instruction.

Assumptions and Limitations

The choice of analysis of variance or covariance assumes that the
unit of analysis, in this case the student, responds independently of

other units of analysis. A common problem in the classroom situation
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is interaction among students or between students and teacher which
negates that assumption of independence. In this case, the kind of
activity involved is performed in such a way that other students are
not likely to affect transcribing performance. Aside from the fact
that each student works alone with the transcribing unit, students
often complete transcription on a rotation basis in some classrooms
while other students in the same class work on other machines. A
major assumption, then, is that the students for the most part acted
independently of one another in completing these materials and that
teacher influence has been handled by random assignment of classrooms.

Concerning the use of analysis of covariance to neutralize
individual differences, Kirk cautions:

Experiments of this type are always subject to interpretation

difficulties that are not present when random assignment [of

individuals] is used in forming the experimental groups. Even
when analysis of covariance is skillfully used, we can never be
certain that some variable that Has been overlooked will not bias
the evaluation of an experiment.
The assumption is made that the pre-test measures selected for the
analysis of covariance adjustment adequately cover significant areas
of student difference.

The preparation of cassette tapes is a difficult job at best, and
the duplication of nearly 200 tapes is time consuming. The quality of
the tapes is not that of a commercial publisher with access to sound
studios. The quality of tapes was considered acceptable at the time
they were provided to teachers, but there is no way to determine
student reaction to quality in comparison with other taped materials
that may have been available during initial instruction in dictation

unit operation. The quality of taped materials was, however, the same

for all students and is not a variable in that regard.

41bid., p. 456.
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The last limitation concerns the BMDP programs used for analysis.
In the analysis of covariance routine, any case with any missing value
caused the entire case to be dropped from analysis. As a result, the

degrees of freedom varied from one test of hypothesis to the next.



CHAPTER IV

FINDINGS

Because generalizations of these findings cannot be made to a
random sample of machine transcription students, the first concern of
this chapter is to describe the sample in detail. The next question
of concern is the degree to which the treatment groups were equivalent
at the start of the study. The basis for the selection of covariates
for analysis of covariance tests is then presented. The reports of
hypothesis testing and exploration for interactions follow. In all
areas, descriptive statistics are provided which should be useful to

educators when assessing instructional methods and materials.

Sample Characteristics

A questionnaire (See Appendix E) asked for student background in a
variety of areas: perception of language ability, prior transcription
experience, curriculum, completion of college credits, language used
at home, grade in grammar-oriented language classes, typewriting
speed, and the like. This background information is reported for the
two treatment groups.

The 93 student participants were women. Of the 47 students in the
LI treatment, 33 (70.2 percent) were secretarial majors. Twenty-eight
(60.9 percent) of the 46 students in the CI treatment group reported a
secretarial major. Twenty students reported non-secretarial majors.

These included clerical, court reporting, and non-office programs.

60
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The remaining 12 students did not answer the question. Altogether, 61
of the 81 students reporting this information (75.3 percent) indicated
a secretarial major.

Students reported the number of credit hours (quarter system
equivalents) completed prior to the term in which they were enrolled.
Table 1 shows the students' college experience for each treatment
level.

Table 1

College Credits in Quarter System Equivalents Completed
by Students in LI and CI Treatment Levels

Number of Credits Completed

Treatment 0 1-20 21-40 41-60 61-80 81 up Total
LI 6 3 3 8 8 8 36
CI 4 3 7 13 1 9 37
Total 10 6 10 21 9 17 73

Twenty of the 93 students in the study did not respond to the question
about college credits, but the findings confirm that there are
considerable differences in the college experience of the students
entering the machine transcription course and that there are no
substantial differences between the treatment groups on this factor.
Of the 84 who responded to the question about second language, 76,
or 90.5 percent, reported English as the only language spoken at
home. Reported grades in grammar-oriented courses ranged from A to D+
with the average in both the LI and CI treatments at B-. Initially
language ability was to be measured using the verbal score achieved on
the American College Testing Program college entrance examination.
Several community colleges, however, did not have such entrance

scores. In addition, courses in grammar or language use at the
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college level were not listed as prerequisites for the machine tran-
scription course. In the absence of other standard information,
self-reported grades were used in analyses where appropriate.
Students indicated their prior experience in both machine and
shorthand transcription. Table 2 presents this information by
treatment level.
Table 2

Number of Students Reporting
Prior Shorthand and Machine Transcription Experience

Prior Experience in

Shorthand Transcription Machine Transcription
Treatment Yes No Yes No
LI 42 0 24 23
CI 36 6 20 25
Total 78 6 44 48

0f the 84 students answering the question about prior shorthand
transcription experience, 92.9 percent had some exposure to the
skill. Of the 92 reporting prior machine transcription experience,
47.8 percent had prior experience.

Students reported typing speeds averaging 61 to 62 words per
minute in both treatment groups. As with reported grades in
grammar-oriented classes, reported typing speed is not the most direct
measure available. A timed, straight-copy typing test is not,
however, a required element of the machine transcription course.
Rather than increase requests to the teachers who were already
responding to the basic requirements of the study, self-reports were
used in analyses as appropriate.

How do students perceive their abilities? Tables 3, 4, 5, and 6

summarize responses to questions on perceived difficulty of grammar
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and machine transcription and perceived accuracy in typing and
proofreading activities.
Table 3

Student Reports of
Perceived Difficulty of the Machine Transcription Skill

N=86
Levels of Difficulty
Value Very Somewhat Somewhat Very
Easy Easy Difficult Difficult Aver.
Treatment 1 2 3 4
LI 1 15 25 3 2.68
CI 3 21 15 3 2.43
. Percent of
Sample 4.7 41.9 46.5 7.0
Table 4

Student Reports of
Perceived Difficulty of Applying Grammar Skills

N=90
Levels of Difficulty
Value Very Somewhat Somewhat Very
Easy Easy Difficult Difficult Aver.
Treatment 1 2 3 4
LI 3 17 25 1 2.52
CI 5 24 14 1 2.25
Percent of
Sample 8.9 45.6 43.3 2.2
Table 5
Student Reports of
Perceived Accuracy of Typewriting Skills
N=91
Levels of Difficulty
Value Very Somewhat Somewhat Very
Inaccurate Inaccurate Accurate Accurate Aver,
Treatment 1 2 3 4
LI 1 6 37 3 2.89
CI 0 3 36 5 3.05
Percent of

Sample 1.2 9.9 80.2 8.8
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Table 6
Student Reports of
Perceived Accuracy of Proofreading Skills

N=92
Levels of Difficulty
Value Very Somewhat Somewhat Very
Inaccurate Inaccurate Accurate Accurate Aver.

Treatment 1 2 3 4

LI 2 9 26 10 2.93

CI 5 6 25 9 2.84
Percent of
Sample 7.6 16.3 55.4 20.7

As a group, students perceived the machine transcription skill to
be neither easy nor difficult, but in between. They perceived the
application of grammar principles to be slightly more easy than
difficult. The students' confidence in the accuracy of their typing
and proofreading skills was high, but not extremely high.

One-way analyses of variance indicated differences statistically
significant beyond the .05 level of probability between the treatment
groups on perceived difficulty of machine transcription and
application of grammar principles.

In summary, the women who participated in the study were most
similar on curriculum, reported grades in grammar-oriented classes,
prior shorthand and machine transcription experience, and perceived
accuracy in typing and proofreading skills. The women varied in prior
college training and perceived difficulty of both machine tran-
scription and application of grammar principles. Generalization

of findings is made to groups having similar characteristics.

Equivalence of Treatment Groups

Classrooms were randomly assigned to treatments in order to

distribute teacher effects or biases to both treatments. Confirmation
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of the need for such random assignments came from an analysis of the
groups within each treatment level on the pretest variables. These
variables are: transcribing time, proofreading time, total tran-
scription time, accurate word count, recognizable word count, unrecog-
nizable word count, untranscribed word count, corrected word count,
added word count, replacement word count, and total comma count.

Table 7 on the next page shows on which variables the classrooms
were significantly different from one another within treatment levels
and on which variables, after pooling the groups, the treatment levels
were significantly different.

The analyses show fewer significant differences between treatment
levels than among the groups within each treatment. Such within-
treatment differences illustrate the conditions which justify the use
of the analysis of covariance technique. The effect of the teacher in

producing uniformity of performance is apparent.
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Table 7
F-Values and Probabilities for One-Way Analyses of Variance
on Pretest Variables Within and Between Treatment Levels

Variable F and p Within LI Within CI Between
Name Values Treatment df Treatment df Treatments df
Transcription F 2.7531 3,34* 5.5812 3,26 .8480 1,66

Time p .0576 .0043** .3605
Proofreading F 4.7976 5.7271 2.8069

Time p .0068** .0038** .0986
Total Time F 2.7021 9.6476 .2203

p .0609 .0002** .6403

Accurate F 2.4070 3.5981 1.3709

Word Count p .0842 .0268** .2459
Recognizable F 6.3143 1.1198 1.8114

Word Count p .0016** .3591 .1829
Unrecognizable F 4.1910 .0961 6.8990

Word Count p 0126** .9640 0107 %*
Untranscribed F 1.1232 4.9753 .7334

Word Count p .3534 .0073** .3949
Corrected F 7.1780 1.2801 1.7116

Word Count p .0007 ** .3020 .1953
Added Word F 5.0920 3,43 .4674 3,42 8.1084 1,91

Count p .0042%** .7066 .0054**
Replacement F 14,7525 1.7642 7.3465

Word Count p .0000** .1687 .0080**
Comma F 7.6158 1.6754 4.5125

Accuracy p .0003** .1868 .0364**

*Degrees of freedom differ for analyses because of the manner in which
missing scores are handled by the BMDP program. A1l analyses listed
below each df have the same df until a change is noted. **Significant
beyond the .05 level of probability.

The actual performance levels of students at the start of the
study have importance for educators, for no statistics on these levels
are currently available. The following tables report the means and
standard deviations for each group and for each treatment level on

pretest measures.
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Under teacher supervision, students recorded the starting and
ending times for rough drafting the pretest. Table 8 shows these data.
Table 8

Average Pretest Transcribing Time in Minutes
for Groups and Treatment Levels

N=90
CI Treatment LI Treatment
Groups ] 2 3 4 5 6 7 8
Mean 22.71 20.71 16.33 18.87 19.40 20.53 16.00 14.40
S.D. 3.67 5.35 2.96 4.42 7.26 3.81 4.71 4.62
Treat Mean 19.84 18.49
Treat S.D. 4.61 5.40

The students spent approximately 18 to 20 minutes to transcribe the
pretest.

Table 9 presents the average time required to proofread the

transcript.
Table 9
Average Pretest Proofreading Time in Minutes
for Groups and Treatment Levels
N=85
ClI Treatment LI Treatment

Groups ] 2 3 4 5 6 7 8
Mean 7.86 10.20 8.89 5.83 6.70 10.00 11.58 9.75
S.D. 3.46 6.76 3.06 2.76 2.45 3.90 5.18 5.25
Treatment Mean 7.77 9.67
Treatment S.D. 3.87 4.37

Adding proofreading time to transcribing time brings the total task to
about 27 to 28 minutes.
Each pretest was evaluated for the number of exact matches in word

form and word order with the master transcript. The pretest contained
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271 words. Table 10 presents the average number of words accurately
transcribed during the rough draft period.
Table 10

Average Pretest Accurate Word Count
for Groups and Treatment Levels

N=93
CI Treatment LI Treatment
Groups 1 2 3 4 5 6 7 8
Mean 199.1 212.6 237.6 231.9 207.6 231.4 241.3 253.7
S.D. 51.2 40.4 19.1 27.6 45.0 37.1 10.5 14.4
Treatment Mean 219.7 231.7
Treatment S.D. 39.6 34.6

In addition to exact matches, students transcribed words which
differed in form or sequence from the dictation but which were
nevertheless recognizable. The average number of these recognizable
words is reported in Table 11.

Table 11

Average Pretest Recognizable Word Count
for Groups and Treatment Levels

N=93
CI Treatment LI Treatment
Groups 1 2 3 4 5 6 7 8
Mean 17.50 25.13 18.67 17.80 27.80 15.47 16.08 14.00
S.D. 7.54 13.94 9.04 12.53 10.12 12.37 5.45 10.81
Treatment Mean 19.15 18.06
Treatment S.D. 10.86 11.24

Students also transcribed words not in the dictation. The

statistics for these unrecognizable words are in Table 12.
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Table 12
Average Pretest Unrecognizable Word Count
for Groups and Treatment Levels

N=93
CI Treatment LI Treatment
Groups ] 2 3 4 5 6 7 8
Mean 10.79 8.75 11.44 9.33 11.20 7.00 6.67 3.00
S.D. 6.8 4.92 8.13 6.76 4,64 4.52 3.50 3.69
Treatment Mean 10.09 7.30
Treatment S.D. 6.66 4.74

Differences between treatments on this variable were significant, with
the LI treatment showing 2.79 fewer mistranscriptions.

The results of transcription are normally evaluated in terms of
mailability. Mailability standards were not the most appropriate
measures for introductory learning, especially in terms of the
pretest. As an alternative, the number of words remaining
untranscribed after rough drafting and proofreading provides a gquage
of "how close" students were to a mailable transcript. These data are
shown in Table 13.

Table 13
Average Pretest Untranscribed Word Count

for Groups and Treatment Levels
N=93

CI Treatment LI Treatment

Groups 1 2 3 4 5 6 7 8

Mean 54.36 33.25 14.78 21.40 35.60 24.16 13.50 3.50
S.D. 50.82 43.22 12.94 23.41 46.35 36.10 9.08 4.04

Treatment Mean 32.19 21.23
Treatment S.D. 38.59 32.51

The next two tables show the overall measures of accuracy and

speed for the initial transcribing activities. These measures do not
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reflect changes produced by proofreading. Table 14 shows rough

drafting accuracy, that is, the percent of the 271 dictated words

which were transcribed accurately during the rough drafting period.
Table 14

Pretest Rough Drafting Accuracy as a Percent
of the Total Transcript for Groups and Treatment Levels

N=93
CI Treatment LI Treatment
Groups ] 2 3 4 5 6 7 8
Mean 73.5 78.5 87.7 85.6 76.6 85.4 89.0 93.6
S.D. 18.9 14.9 7.1 10.2 16.6 13.7 3.9 5.3
Treatment Mean 81.1 85.5
Treatment S.D. 14.6 12.8

Table 15 reports the rough drafting rate achieved by students in

terms of words per minute.

Table 15
Average Pretest Rough Drafting Rate in Words Per Minute
for Groups and Treatment Levels

N=90
CI Treatment LI Treatment
Groups 1 2 3 4 5 6 7 8
Mean 10.01 12.29 16.19 13.92 13.45 12.66 19.81 19.93
S.D. 3.63 4.76 3.21 3.24 4,12 3.80 15.28 5.58
Treatment Mean 12.91 15.39
Treatment S.D. 4.18 8.75

During proofreading, a post-transcription activity, students made
corrections to their rough drafts in the form of changes to already
transcribed words and additions to the transcript. Tables 16 and 17

show these data.
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Table 16
Average Pretest Corrected Word Count
for Groups and Treatment Levels

N=93
CI Treatment LI Treatment

Groups 1 2 3 4 5 6 7 8
Mean 5.93 7.38 7.33 5.47 16.20 6.37 8.83 7.50
S.D. 4,36 7.33 5.43 5.29 8.51 6.74 4,28 7.82
Treatment Mean 6.30 9.23

Treatment S.D. 5.34 7.57

Table 17

Average Pretest Added Word Count
for Groups and Treatment Levels

N=93
CI Treatment LI Treatment
Groups 1 2 3 4 5 6 7 8
Mean .93 .38  1.33 .73 .80 1.58 5.25 2.17
S.D. 1.94 1.06 2.12 1.53 2.20 1.54 4.7 3.25
Treatment Mean .85 2.43
Treatment S.D. 1.70 3.36

The average number of corrections to words already on the transcript
did not differ significantly for the two treatments, but the number of
new words added to the transcript during proofreading did differ
signicantly.

From the corrected word count and the added word count, both the
percent of accuracy and the correction rate of proofreading activities
can be calculated. Table 18 presents the figures on the percent of
the errors made during rough drafting which were corrected during

proofreading.
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Table 18
Pretest Proofreading Accuracy as a Percent of
Total Errors for Groups and Treatment Levels

N=93
CI Treatment LI Treatment
Groups 1 2 3 4 5 6 7 8
Mean 12.2 16.5 28.8 18.7 37.1 28.8 98.9 78.2
S.D. 10.3 15.9 17.9 15.4 20.9 17.1 90.0 44.3
Treatment Mean 18.3 54.8
Treatment S.D. 15.3 57.3

Table 19 shows the proofreading correction rate, the number of
words per minute added or corrected by proofreading activities.
Table 19

Pretest Proofreading Correction Rate in Words Per Minutes
for Groups and Treatment Levels

N=83
CI Treatment LI Treatment
Groups 1 2 3 4 5 6 7 8
Mean .92 1.66 1.04 1.24 2.61 79  1.45 .59
S.D. .64 1.28 .78 1.47 1.54 .60 .92 .54
Treatment Mean 1.14 1.35
Treatment S.D. 1.04 1.19

As a result of proofreading activities, the CI treatment gained 7.10
total words at a rate of 1.14 words per minute. The LI treatment
gained 11.66 words at a rate of 1.35 words per minute.

Accuracy in punctuation is a major concern for instruction. This
study focused on seven comma rules, and the pretest required only
commas related to these rules. The only other punctuation involved in
the pretest was the period to end sentences. The following statistics
show both the overall accuracy in placement of commas as well as
accuracy in applying the seven specific comma rules that were to be

presented during instruction. The comma counts are based on placement
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of punctuation during both rough drafting and proofreading of the
document.

Table 20 presents the average number of commas correctly placed by
students, and, except for series or lists, four commas were required
in each category.

Table 20

Means and Standard Deviations for Pretest Comma Accuracy
for Treatment Levels

N=93
Comma Type CI Treatment LI Treatment Significance
Coordinate Adjectives 1.35 1.72 ns
(n=4) 1.30 1.46
Series or Lists 3.24 3.26 ns
(n=5) 1.65 1.61
Introductory Preposi- 1.87 2.28 ns
tional Phrases (n=4) 1.47 1.35
Introductory Verbal 1.98 2.66 *
Phrases (n=4) 1.39 1.45
Introductory Adverbial 1.89 2.62 *
Clauses (n=4) 1.43 1.44
Compound Sentences 1.28 1.83 *
(n=4) 1.05 1.24
Nonrestrictive Items 1.57 2.17 *
(n=4) 1.24 1.34
TOTAL (n=29) 13.17 16.53 *
7.47 7.77

*Significant differences between treatments beyond the .05 level of
probability (df=1, 91).

The table shows which punctuation rules had been mastered prior to
instruction. Except for commas used in series or lists, the CI
treatment had fewer than half of each type of comma placed correctly.
In contrast, the LI treatment had five of the seven types placed

accurately more than half of the time. The commas were used
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accurately on 45.4 to 57.0 percent of the applications. The composite
comma accuracy score is what has been used for data analysis.

In summary, the pretest data are the indicators of where students
were at the start of the machine transcription study. The treatments
differed significantly on four of the 11 pretest measures:
unrecognizable word count, added word count, replacement word count,
and comma accuracy. The students required from 27 to 28 minutes to
transcribe and proofread their pretests. For the CI and LI treatments
respectively, the transcripts were 81.1 to 85.5 percent accurate after
rough drafting and 83.7 to 89.9 percent accurate after proofreading.
Proofreading contributed little more than one word per minute to the
transcript and caused the rate of transcription to drop from 11.07 and

12.53 words per minute to 8.21 and 8.64 words per minute respectively.

Correlates with Dependent Variables

Analysis of covariance depends upon the selection of covariate
measures available before the experimental treatment which correlate
with the posttest measures. How key background and pretest measures
correlate with post measures is shown in several tables. Analysis of
covariance uses variables which are capable of explaining additional
variance in the dependent measure and hence increase the chances of
showing results of the treatment itself. The correlations shown on
the following tables are not extremely high. Conventionally, squaring
the correlation figure shows the percent of explained variance
contributed by the variable. Although not high, correlations of .24
or higher (that is approximately six percent or more of explained
variance) were selected as covariates providing they were not highly

correlated among themselves.
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Table 21 shows the correlations of background variables with the
eight posttest measures used for hypothesis testing. These background
variables come from student responses on the questionnaire completed
prior to the start of the study. Table 22 presents the correlations
of pretest measures obtained directly from the pretest transcripts
with the eight posttest measures used for hypothesis testing. These
variables are the raw measures from which transformed measures were
constructed. Table 23 shows the correlations of the variables created
through transformations. These are the exact parallels from the
pretest of the dependent measures, and in all cases these variables
have been used as covariates with the criterion variables.

On the basis of the correlation figures, the following variables
were identified as potential covariates for the criterion variables:
For Rough Drafting Accuracy, additional covariates were reported grade
in grammar-oriented classes, prior shorthand transcription experience,
pretest accurate word count,pretest recognizable word count, pretest
unrecognizable word count, and pretest comma accuracy. For Rough
Drafting Rate, reported grade in grammar-oriented classes, pretest
transcribing time, pretest total transcription time, pretest overall
rate, and two comma measures were selected as covariates. Only
pretest added word count correlated with Proofreading Accuracy.
Pretest rough drafting rate and pretest transcription time correlated
with Proofreading Correction Rate. Additional correlates for Overall
Accuracy were grade in grammar-oriented classes, pretest recognizable
word count, pretest unrecognizable word count, prior shorthand
transcription experience, and pretest comma accuracy. Perceived
difficulty of machine transcription, perceived difficulty of applying

grammar principles, pretest transcription time, pretest total
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transcription time, pretest rough draft rate, and pretest recognizable
word count correlated with Overall Rate. Three variables correlated
with Comma Accuracy: reported grade in grammar-oriented classes and
pretest recognizable word count. Finally, pretest recognizable word
count, pretest unrecognizable word count, and pretest proofreading
correction rate correlated with Replacement Word Count.

This concludes the section on covariate selection. The reader
will note that certain background variables initially selected for use
in evaluating hypotheses, namely language ability (i.e., grade in
grammar-oriented classes), typing speed, and prior shorthand and
machine transcription experience, vary in their ability to explain
variance in the dependent measures. In general, except for reported
grade in grammar-oriented classes, they are weak predictors of

posttest performance.

Hypothesis Testing

The eight hypotheses were tested using analysis of covariance.
The pretest variable was used as the covariate for the posttest
variable in the first test presented with each hypothesis. Where
justified by correlations, a second test was conducted using multiple

covariates with the dependent measures.

Rough Drafting Accuracy

Null Hypothesis: There will be no significant difference in Rough
Drafting Accuracy demonstrated by new learners developed by Listening
Instruction and Conventional Instruction.

Rough drafting accuracy is a percent obtained by taking the

accurate word count and dividing that measure by the 271 words in the
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transcript. Table 24 presents the analysis of covariance results
using the pretest measure for rough drafting accuracy as a covariate.
Table 24

Analysis of Covariance for Posttest Rough Drafting Accuracy
Using Pretest Rough Drafting Accuracy as Covariate

Sources of Variance df SS MS F-Value p

Adjusted Cell Means 1 .0510 .0510 18.3246  .0001%*

Zero Slope 1 .0100 .0100 3.6118 .0606
Error 90 .2503 .0028

Equality of Slopes 1 .0015 .0015 .5357  .4661
Error 89  .2488 .0028

*Significant beyond the .05 level of probability in the predicted
direction.

An examination of pretest and background variables correlating
with rough drafting accuracy generated the following correlations of
.24 or above: reported grade in grammar-oriented classes (r=.3673),
prior shorthand transcription experience (r=-.3750), recognizable word
count (r=-.5499), unrecognizable word count (r=-.4854), total comma
accuracy (r=.3664), and accurate word count (r=.2446).

Because of the pretest equality of treatment groups and the level
of probability achieved using the pretest variable as covariate, no
further analyses of covariance were run. The null hypothesis is not
retained.

The level of rough drafting accuracy achieved by the LI treatment
is .9234, or 92 percent of the 271 words, up from the pretest level of
.8549, or 85 percent. The CI treatment pretest level was .8106, or 81

percent accuracy, and increased to .8726, or 87 percent.

Rough Drafting Rate

Null Hypothesis: There will be no significant difference in Rough
Drafting Rate developed by Listening Instruction and Conventional

Instruction.
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Rough drafting rate is a words-per-minute measure obtained by
first summing accurate and recognizable words and then dividing by
transcribing time. Table 25 presents the analysis of covariance using
the pretest measure as covariate.

Table 25

Analysis of Covariance for Posttest Rough Drafting Rate
Using Pretest Rough Drafting Rate as Covariate

Sources of Variance df SS MS F-Value p

Adjusted Cell Means 1 19.4065 19.4065 7117 .4015

Zero Slope 1 502.4043 502.4043 18.4247 .0001
Error 78 2126.9001 27.2679

Equality of Slopes 1 .0989 .0989 .0036 .9524
Error 77 2126.8013 27.6208

Background and pretest variables with correlations of .24 or
higher were: reported grade in grammar-oriented classes (r=.2506),
pretest transcription time (r=-.5383), total pretest transcription
time (r=-.2707), pretest overall rate (r=.3252), and two comma
measures (introductory verbals (r=.3507) and introductory adverbial
clauses (r=.2531)).

In an effort to reduce extraneous variance, a second analysis of
covariance was run using reported grade, pretest transcription time,
and the two comma measures as covariates. Total pretest transcription
time and pretest overall rate were not used because both included
pretest transcription time. Table 26 presents the results of this

analysis.
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Table 26
Analysis of Covariance for Postest Rough Drafting Rate
with Multiple Covariates*

Sources of Variance df SS MS F-Value p

Adjusted Cell Means 1 8.9746 8.9746 .3649  .5477

Zero Slope 5 819.5618 163.9124 6.6651  .0000
Error 73  1795.2649 24.5927

Equality of Slopes 5 121.7566 24.3513 .9895  .4308
Error 68 1673.5083 24.6104

*Pretest Rough Drafting Rate, Reported Grade, Pretest Transcription
Time, and Comma Measures for Introductory Verbals and Introductory
Adverb Clauses.

On the basis of the results the null hypothesis is retained. The
rough drafting rate in the LI treatment rose from a pretest level of
15.39 words per minute to a posttest level of 18.91 words per minute.
The respective rates for the CI treatment are 12.91 words per minute

and 16.71 words per minute. The increases did not differ because of

the treatment.

Proofreading Accuracy

Null Hypothesis: There will be no significant difference in
Proofreading Accuracy developed by Listening Instruction and
Conventional Instruction.

Proofreading accuracy is a ratio of added and corrected words to
total transcription errors. Transcription errors are uncorrected
words, untranscribed words, and unrecognizable words. Table 27 first

presents the analysis of covariance on transcription errors.
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Table 27
Analysis of Covariance for Posttest Transcription Errors
Using Pretest Transcription Errors as Covariate

Sources of Variance df SS MS F-Value p

Adjusted Cell Means 1 8231.6836 8231.6836 19.6727 .0001*

Zero Slope 1 1438.4609 1438.4609 3.4377 .0670
Error 90 37658.8242 418.4312

Equality of Slopes 1 402.4844 402.4844 L9615 .3295
Error 89 37256.3398 418.6104

*Significant beyond the .05 level of probability.

In the LI treatment, errors decreased from 34.94 words in the
pretest to 18.47 words in the posttest. In the CI treatment, errors
declined from 54.28 words in the pretest to 39.91 words in the
posttest. This was a reduction of 16.47 words and 14.37 words
respectively in the LI and CI treatments.

Table 28 presents the covariance results on proofreading
accuracy. The pretest value used as covariate includes the
transcription error measure and adjusts for differences which existed
between the treatments at the start of the study.

Table 28

Analysis of Covariance for Posttest Proofreading Accuracy
Using Pretest Proofreading Accuracy as Covariate

Sources of Variance df SS MS F-Value p

Adjusted Cell Means 1 .1404 . 1404 .3092 .5796

Zero Slope 1 .5502 .5502 1.2116 .2740
Error 90 40.8705 .4541

Equality of Slopes 1 1.1283 1.1283 2.5268 .1155
Error 89 39.7421 .4465

A search for other possible covariates revealed one relationship
only, added word count (r=.2481). The analysis of covariance with

this additional variable is shown in Table 29.



84

Table 29
Analysis of Covariance for Posttest Proofreading Accuracy
with Multiple Covariates*

Sources of Variance df SS MS F-Value p

Adjusted Cell Means 1 .0622 .0622 .1410 .7082

Zero Slope 2 2.1324 1.0662 2.4153 .0952
Error 89 39.2883 .4414

Equality of Slopes 2 1.5605 .7802 1.7992 .1715
Error 87 37.7278 .4337

*Pretest Proofreading Accuracy, Pretest Added Word Count.

The null hypothesis is retained in light of these findings. The
level of proofreading accuracy seems to be independent of the other
factors assessed in this study. Self reports on expected accuracy in
proofreading were unrelated to performance (r=.0494). The lack of
other relationships on which to predict proofreading ability should be
noted. The LI treatment increased from a pretest level of 54.76
percent to 65.77 percent accuracy. The CI treatment increased its

level of accuracy from 18.33 to 50.57 percent.

Proofreading Correction Rate

Null Hypothesis: There will be no significant difference in
Proofreading Correction Rate developed by Listening Instruction and
Conventional Instruction.

Proofreading correction rate measures how many words per minute
are corrected during proofreading through changes or additions. Table

30 shows the results of the analysis of covariance.
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Table 30
Analysis of Covariance for Posttest Proofreading Correction Rate
Using Pretest Proofreading Correction Rate as Covariate

Sources of Variance df SS MS F-Value p

Adjusted Cell Means 1 2.5573 2.5573 2.5104 .1177

Zero Slope 1 1.6896 1.6896 1.6586 .2022
Error 68 69.2709 1.0187

Equality of Slopes 1 .0002 .0002 .0002 .9878
Error 67 69.2706 1.0339

Other possible covariates were: pretest rough drafting rate
(r=-.2498) and pretest transcription time (r=.2416). The results of
the subsequent analysis of covariance are reported in Table 31.

Table 31

Analysis of Covariance for Posttest Proofreading Correction Rate
with Multiple Covariates*

Sources of Variance df SS MS F-Value p

Adjusted Cell Means 1 1.9264 1.9264 1.9197 .1706

Zero Slope 3 3.5649 1.1883 1.1842 .3227
Error 65 65.2252 1.0035

Equality of Slopes 3 3.3444 1.1148 1.1169 .3491
Error 62 61.8809 .9981

*Pretest Proofreading Correction Rate, Pretest Rough Drafting Rate,
Pretest Transcription Time.

The null hypothesis is retained. In general, students are adding
slightly over one correction per minute through proofreading. The LI
treatment produced no change from pretest to posttest (1.35 to 1.32
words per minute). The CI treatment did slightly better (1.14 to 1.68

words per minute). More will be said about this level of proofreading.

Overall Accuracy

Null Hypothesis: There will be no significant difference in
Overall Accuracy developed by Listening Instruction and Conventional

Instruction.
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Overall accuracy considers exact word matches produced during
initial transcription and during proofreading. The percent of total
words is then generated. The analysis of covariance is reported in

Table 32.

Table 32
Analysis of Covariance for Posttest Overall Accuracy
Using Pretest Overall Accuracy as Covariate

Sources of Variance df SS MS F-Value p

Adjusted Cell Means 1 0476 0476 14.1577 .0003*

Zero Slope 1 .0033 .0033 .9822 .3243
Error 90 .3027 .0034

Equality of Slopes 1 .0062 .0062 1.8537 .1768
Error 89 .2963 .0033

*Significant beyond the .05 level of probability in the predicted
direction.

Other variables correlating with overall accuracy are: pretest
recognizable word count (r=-.4814), pretest unrecognizable word count
(r=-.3823), total comma accuracy (r=.3622), prior shorthand
transcription experience (r=.3336), and reported grade in
grammar-oriented classes (r=.3105). A second analysis was run with
these additional covariates. When prior shorthand transcription
experience was included as a covariate, no test for equality of slopes
could be made. Table 33 reports the analysis using the remaining four

covariates.
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Table 33
Analysis of Covariance for Posttest Overall Accuracy
with Multiple Covariates¥*

Sources of Variance df SS MS F-Value p

Adjusted Cell Means 1 .0372 0372 14.9032 .0002**

Zero Slope 5 .0807 0161 6.4655 .0000
Error 85 .2122 .0025

Equality of Slopes 5 .0317 .0063 2.8072 .0218
Error 80 .1805 .0023

*Pretest Overall Accuracy, Reported Grade, Pretest Recognizable Word
Count, Pretest Unrecognizable Word Count, and Pretest Comma Accuracy.
**Significant beyond the .05 level of probability in the predicted
direction.

The null hypothesis can be rejected on the basis of these tests.
The LI treatment produced increased overall accuracy of 95.47 percent,
up from a pretest level of 89.79 percent. The CI group achieved 90.56

percent accuracy, up from a pretest level of 83.70 percent.

Overall Rate

Null Hypothesis: There will be no significant difference in
Overall Rate developed by Listening Instruction and Conventional
Instruction.

Overall rate is a words-per-minute measure obtained by dividing
accurate, added, and corrected words by the 271 total words in the
transcript. Table 34 shows the analysis of covariance.

Table 34

Analysis of Covariance for Posttest Overall Rate
Using Pretest Overall Rate as Covariate

Sources of Variance df SS MS F-Value p

Adjusted Cell Means 1 16.2507 16.2507 1.3640 .2469

Zero Slope 1 83.0566 83.0566 6.9713 .0102
Error 69 822.0659 11.9140

Equality of Slopes 1 58.1880 58.1880 5.1799 .0260

Error 68 763.8779 11.2335
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Correlated variables include: perceived difficulty of machine
transcription (r=-.2782), perceived difficulty of applying grammar
principles (r=-.2547), pretest transcription time (r=-.4313), total
transcription time (r=-.2963), pretest rough draft rate (r=.3997), and
pretest recognizable word count (r=-.2683). Because total pretest
transcription time includes pretest transcription time, total time was
not included as a covariate. Pretest rough draft rate is part of
pretest overall rate and was likewise excluded. Table 35 shows the
results of the analysis of covariance with these additional covariates.

Table 35

Analysis of Covariance for Posttest Overall Rate
with Multiple Covariates*

Sources of Variance df SS MS F-Value p

Adjusted Cell Means 1 23.6638 23.6638 2.1503 .1481

Zero Slope 5 237.1282 47.4256 4.3094 .0022
Error 56 616.2854 11.0051

Equality of Slopes 5 76.2627 15.2525 1.4405 .2258
Error 51 540.0227 10.5887

*Pretest Overall Rate, Perceived Difficulty of Machine Transcription,
Perceived Difficulty of Grammar, Pretest Transcription Time, and
Pretest Recognizable Word Count.

Although the resulting F-value is improved in the predicted
direction, there is no basis on which to reject the null hypothesis.
The overall rate of transcription increased from approximately 9 to 12

words per minute. The LI treatment increased from 9.38 words to 12.27

words; the CI treatment increased from 8.59 to 11.55 words per minute.

Comma Accuracy

Null Hypothesis: There will be no significant difference in Comma
Accuracy developed by Listening Instruction and Conventional

Instruction.
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Comma accuracy is a ratio of correctly placed commas to the total
commas required in the transcript. The first analysis of covariance
resulted in a probability of 1.0. The treatment groups, in other
words, were virtually identical to one another. In order to detect
some differences, the search for covariates was made. Two variables
correlated with comma accuracy: reported grade in grammar-oriented
classes (r=.2618) and recognizable word count (r=-.3391). Table 36
presents the second analysis of covariance.

Table 36

Analysis of Covariance for Posttest Comma Accuracy
with Multiple Covariates*

Sources of Variance df SS MS F-Value p

Adjusted Cell Means 1 .0005 .0005 .0139 .9063

Zero Slope 4 1.3033 .3258 9.2444 .0000
Error 86 3.0312 .0352

Equality of Slopes 4 .1800 .0450 1.2939 .2793
Error 82 2.8512 .0348

*Pretest Comma Accuracy, Reported Grade, and Pretest Recognizable Word
Count.

The null hypothesis is retained on the basis of both tests. The
LI treatment improved from a pretest rate of .5701, or 57 percent, to
a posttest rate of .6786, or 68 percent. The CI treatment group
improved from a pretest level of .4543, or 45 percent, to a posttest
level of .6281, or 63 percent. The CI treatment appears to have been
more effective in producing improvement than the LI treatment, in
spite of lack of significant differences.

Table 37 presents the posttest data for each type of comma and is
parallel to Table 20, which presents the pretest data for comma

accuracy.
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Table 37
Means and Standard Deviations for Posttest Comma Accuracy
for Treatment Levels

N=93
Comma Type CI Treatment LI Treatment Significance
Coordinate Adjectives 1.59 1.40 ns
(n=4) 1.31 1.06
Series or Lists 3.56 4.36 *
(n=5) 1.50 .97
Introductory Preposi- 3.15 3.26 ns
tional Phrases (n=4) 1.25 1.13
Introductory Verbal 2.43 2.70 ns
Phrases (n=4) 1.24 1.16
Introductory Adverbial 3.22 3.45 ns
Clauses (n=4) 1.23 1.06
Compound Sentences 1.89 1.36 *
(n=4) ].42 ].]]
Nonrestrictive Items 2.37 3.13 *
(n=4) 1.51 1.74
TOTAL (n=29) 18.22 19.68 ns
7.48 5.44

*Significant differences between treatments beyond the .05 level of
probability (df=1, 91).

A comparison with Table 20 shows gains for the CI group in several
areas. There are only two, rather than five, areas in which the LI
treatment is superior to the CI treatment, and one area, compound

sentences, where the reverse is true.

Replacement Word Count

Null Hypothesis: There will be no significant difference in
Replacement Word Count developed by Listening Instruction and
Conventional Instruction.

The decision-making element of instruction is reflected in the

replacement word count. This count is the number of words distorted
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in dictation which were correctly replaced by the student. Table 37
shows the results of the analysis of covariance.
Table 38

Analysis of Covariance for Posttest Replacement Word Count
Using Pretest Replacement Word Count as Covariate

Sources of Variance df SS MS F-Value p

Adjusted Cell Means 1 12.8850 12.8850 5.7990 .0181%*

Zero Slope 1 .3625 .3625 .1632 .6872
Error 90 199.9753 2.2219

Equality of Slopes 1 15.2961 15.2961 7.3714 .,0080
Error 89 184.6793 2.0750

*Significant beyond the .05 level of probability in the predicted
direction.

Two other variables correlated with the replacement word count:
pretest recognizable word count (r=-.3391) and pretest proofreading
correction rate (r=-.3018). A further analysis of covariance was done
using these two additional covariates. Table 39 reports the findings:

Table 39

Analysis of Covariance for Posttest Replacement Word Count
Using Multiple Covariates*

Sources of Variance df SS MS F-Value p

Adjusted Cell Means 1 14,9293 14.9293 8.0780 .0057**

Zero Slope 3 24,1861 8.0620 4.3622 .0068
Error 78 144 .1554 1.8481

Equality of Slopes 3 14.3006 4.7669 2.7532 .0484
Error 75 129.8548 1.7314

*Pretest Replacement Word Count, Pretest Recognizable Word Count,
Pretest Proofreading Correction Rate. **Significant beyond the .05
level of probability in the predicted direction.
Unrecognizable word count was not included because of its high
correlation with recognizable word count.

The null hypothesis is not retained. The LI treatment improved
from 3.30 to 3.77 words, and the CI treatment improved from 2.33 to

2.96 words.



92

Exploration of Interactions

The eight main effects hypotheses have examined the relationship
of the Listening Instruction and the Conventional Instruction
treatments to measures of accuracy and speed. The covariates selected
for the statistical analysis were those that correlated to the
dependent measures. The correlation is a determination of linear
relation. There were, however, possibilities that non-linear
relationships existed within the data. Of concern here were possible
interactions between student characteristics of prior transcription
experience, reported grade in grammar-oriented classes, and reported
straight-copy typing speed and the dependent measures.

To determine whether there were differential effects of the
treatments on various subgroupings of the subjects, analyses of
covariance were performed for two levels of prior machine
transcription experience, three levels of language ability, and three
levels of typing speed. There was insufficient variation in prior

shorthand transcription experience to perform a comparable analysis.

Prior Machine Transcription Experience

Within each treatment group, students were divided into two
groups, those with and those without prior machine transcription
experience. Of the 44 students reporting prior machine transcription
experience, 36 were analyzed (21 in the LI treatment and 15 in the CI
treatment); the remaining 8 had missing values and were dropped by the
statistical program. Of the 48 reporting no prior experience, 32 were
used in the analysis (18 in the LI treatment and 14 in the CI
treatment), the other cases having been dropped for missing values.

Analyses of covariance were calculated for each of the eight
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dependent measures using the pretest values of these variables as
correlates. Table 40 reports the F-values and probabilities for the
two levels of prior machine transcription experience.

Table 40

Analyses of Covariance on Eight Dependent Variables
for Students With and Without Prior Machine Transcription Experience

Dependent Prior Machine Transcription Experience
Variables No Yes
df=1, 1, 29 df=1, 1, 33

Rough Drafting Accuracy F 3.7286 6.2173

p .0633 .0178*
Rough Drafting Rate F .4869 .7231

p .4909 4013
Proofreading Accuracy F .0002 .0134

p .9885 .9086
Proofreading Correction F 1.4839 3.5196

Rate p .2230 .0695

Overall Accuracy F 1.3364 4.2423

P .2571 .0474*
Overall Rate F .4405 .5323

P 5121 .4708
Comma Accuracy F 1.8131 .0002

p .1886 .9882
Replacement Word Count F 3.6706 2137

P .0653 .6469

*Significant in the direction of Listening Instruction.

Almost all of these students had prior shorthand transcription
experience and were not new to the transcription task per se, but
prior experience appears to aid the accuracy of rough drafting. The
reader should note, however, that the loss of cases through missing

values may influence the results.
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Language Ability

Using reported grade in grammar oriented classes as a measure of
language ability, students within each treatment were divided into
three levels: high, moderate, and low. The high group had reported
grades of B+ or higher. The moderate group had reported grades of B
or B-, and the low group had reported grades lower than B-. The
numbers in each level were as follows: high, 24 with 16 remaining
after missing values were assessed (10 in LI treatment and 6 in CI
treatment); moderate, 38, with 26 remaining after missing values were
assessed (17 in LI treatment and 9 in CI treatment); and low, 30 with
26 remaining after missing values were assessed (12 in LI treatment
and 14 in CI treatment). The statistics are reported in spite of low
numbers and imbalance in the resulting groups.

Analyses of covariance were calculated for eight dependent
measures using the pretest values of these variables for covariates.
The F-values and probabilities for the three levels of language

abilities are reported in Table 41.
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Analyses of Covariance on Eight Dependent Variables
for Students Having High, Moderate, and Low Language Ability
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Dependent Level of Language Ability
Variables High Moderate Low
df=1, 1, 13 df=1, 1, 23 df=1, 1, 23
Rough Drafting Accuracy F 8.8330 .9022 4.3617
P .0108* .3521 .0480*
Rough Drafting Rate F .1578 7.7749 .3287
P .6976 .0104* .5720
Proofreading Accuracy F 2.3224 1.8718 .0596
p .1515 .1845 .8092
Proofreading Correction F 3.0833 .1649 .8444
Rate p .1026 .6884 .3677
Overall Accuracy F 2.0827 1.4276 1.8768
P 1726 .2443 .1839
Overall Rate F .0012 6.6724 .0033
p 9727 .0166* .9550
Comma Accuracy F .2354 .3036 .3600
p .6356 .5869 .5544
Replacement Word Count F .8801 3.1165 2.4330
p .3653 .0908 .1325

*Significant in the direction of Listening Instruction.

If one may have confidence in results based on a low number,

Listening Instruction affects the high and low groups similarly in

accuracy and helps the moderate group in speed of rough drafting.

other relationships are apparent from the results.

Straight-Copy Typing Speed

Does the level of typing speed interact with the Listening

Instruction and Conventional Instruction treatments to produce

differential effects? In order to expose any consistent

relationships, reported typing speeds were split into three levels:

high, 66 words per minute or higher; moderate, 60 to 65 words per

No
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minute; and low, 59 words per minute or less. The number of cases in
each level respectively were: 25, with 16 remaining in the analysis
(7 in LI treatment and 9 in CI treatment); 33, with 31 remaining in
the analysis (23 in LI treatment and 8 in CI treatment); and 29, with
19 remaining in the analysis (8 in LI treatment and 11 in CI
treatment). Again the resulting blocks are imbalanced and low in
number.

Table 42 reports the F-values and probabilities for the analyses
of covariance performed for the three levels of typing speed.

Table 42

Analyses of Covariance on Eight Dependent Variables
for Students Having High, Moderate, and Low Typing Speeds

Dependent Level of Language Ability
Variables High Moderate Low
df=1, 1, 13 df=1, 1, 28 df=1, 1, 16
Rough Drafting Accuracy F 2.4252 2.9515 3.2964
p .1434 .0968 .0882
Rough Drafting Rate F .1358 .7836 1.6205
p .7184 .3836 2212
Proofreading Accuracy F . 1964 .0253 .0657
p .6649 .8747 .8010
Proofreading Correction F 1.2668 .6306 .4831
Rate p .2807 .4338 .4970
Overall Accuracy F 2.3573 .4768 1.1497
p .1487 .4955 .2995
Overall Rate F .0005 .2241 5.7541
p .9828 .6396 .0290*
Comma Accuracy F .0174 1.8680 .1078
p .8970 .1826 .7469
Replacement Word Count F 2.8668 .0694 1.2794
P .1142 .7941 .2747

*Significant in the direction of Listening Instruction.
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If confidence can be placed in the one significant result, the
Listening Instruction treatment improved the overall rate of students
with low speeds in typing. In the absence of similar results on rough
drafting rate and proofreading correction rate, however, no
explanation for the significant difference can be suggested. No other
consistent results showing interactions were apparent.

In summary, the exploration for non-linear relationships between
prior machine transcription experience, language ability, and typing
speed and the eight dependent measures yielded few significant
differences. A certain number of differences were expected on the
basis of chance, given the number of analyses actually performed. On
the basis of these data, neither Listening Instruction nor
Conventional Instruction appear to affect substantially the various
subgroupings within the treatment groups. When such differences did
appear, however, they favored the Listening Instruction treatment over

the Conventional Instruction treatment.

Summary

The findings chapter has described the results of the experiment
in several areas. First the similarities and differences among the
students participating in the study were reviewed. The students are
most similar on sex, reported grade in grammar-oriented classes,
curriculum, prior shorthand transcription experience, perception of
their own accuracy in typewriting and proofreading, and other
factors. The students are dissimilar on position in their curriculum
(the number of college credits completed) and perception of the
difficulty of machine transcription and application of grammar

principles.
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On pretest measures, the classrooms demonstrated considerable
variation. Groups in the Listening Instruction treatment differed
from one another on five of eleven variables. Groups in the
Conventional Instruction treatment differed on seven of the eleven
variables. Pooling reduced this variation, and the treatments
differed on only four of the eleven variables.

Correlations of eleven background and nine pretest performance
measures showed relatively few good predictors of posttest variables.
The most effective variables overall were: reported grade in grammar-
oriented classes, pretest transcription time, recognizable word count,
and unrecognizable word count; These correlated with three or more
posttest variables.

A1l of the transformed pretest variables were used in analyses of
the posttest variables. Even so, only four of the eight correlated at
a .24 level or higher with the posttest measures. The most effective
variable was comma accuracy, which correlated with its own posttest
measure as well as rough drafting accuracy and overall accuracy.

The tests of hypotheses allowed three of eight null hypotheses to
be rejected. These concerned rough drafting accuracy, overall
accuracy, and replacement word count. In each case, the differences
were significant in the predicted direction. In addition, there were
significantly fewer transcription errors in the Listening Instruction
treatment than in the Conventional Instruction treatment. In ten
instructional lessons and four evaluations, the Listening Instruction
treatment appears to have been effective in producing more accurate
transcription performance and better decision making than the
Conventional Instruction treatment was.

The search for interactions in the data for varying levels of
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machine transcription experience, language ability, and typing speed
yielded a few significant results. Caution was exercised in inter-
preting these results because of low numbers and imbalance in the

groups. However, in all cases, the significant results favored the

Listening Instruction treatment.



CHAPTER V

SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS

This chapter first puts the findings of this study into perspec-
tive, given the initial intent of the research. The conclusions are
then stated, followed by recommendations for further research and
educational practice.

The problem of this research was to determine how instruction
contributed to the acquisition of transcribing and proofreading
abilities during the initial development of the machine transcription
skill. Transcription instruction can be designed to develop a single
skill or to fuse multiple skills. Current materials reflect a primary
concern with developing language skills, specifically vocabulary use
and application of punctuation rules. Although these language skills
are extremely important, the machine transcriber must employ speed and
accuracy in several skills: keyboarding, error correction, proof-
reading, handling of ambiguous or distorted dictation, and listening
and decision-making skills. These are essential to employment in the
word processing environment.

Because the single skill approach to teaching can proceed from the
simple to the complex, whereas the fusion skill approach combines
multiple strategies, a comparison of approaches was in order. This
research has compared the two instructional approaches through the

development and test of two sets of dictated and written materials.

100
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Listening Instruction represented what the fusion skill approach does;
Conventional Instruction mirrored current instructional concerns with
vocabulary and punctuation rules. These two treatments have been
compared for their ability to produce speed and accuracy in tran-
scribing and proofreading abilities. A secondary purpose of the study
was to explore the relationship between several background charac-
teristics of the student for their ability to predict transcribing
performance. The study tested in eight areas the theoretic
hypothesis: Machine transcription instruction based on a fusion skill
approach will produce better transcribing and proofreading performance
among new learners than will machine transcription instruction based
on a single skills approach.

Students in eight machine transcription classes in five community
and four-year colleges used one of the two sets of introductory
transcription lessons. Based on random assignment, four classrooms,
with usable data from 46 students, used the Conventional Instruction
materials. Four classrooms, generating usable data from 47 students,
used the Listening Instruction lessons. Hypothesis testing was based
on measures taken during the pretest (Lesson 1) and the posttest
(Lesson 14). In addition, a survey gathered background information on

the students.

Summary of Findings

Several concerns were addressed in the findings: characteristics
of the sample, equivalence of treatment group at the outset of the
study, the selection of covariates, the results of hypothesis testing,

and interactions in the data. Each area will be summarized.
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Sample Background

The participating classrooms were not a random sample of a well-
defined population, and therefore a description of the sample is
important for purposes of generalization.

The 93 students for whom both pretest and posttest data were
available were women, and 75 percent of the 81 students who reported
their curriculum were secretarial majors. Their prior college
experience varied greatly, indicating no consistent placement of the
machine transcription course in the office curriculum. Seventy-eight
of the 84 reporting students indicated prior shorthand trancription
experience. Of the 92 reporting, 44 had prior machine transcription
background, while the remaining 48 had not.

Typing speeds, based on self reports, averaged 61 to 62 words per
minute. Grades in grammar-oriented classes, based on self reports,
averaged at the B- level. Students perceived the machine
transcription skill to be slightly more difficult than easy and
application of grammar principles to be slightly more easy than
difficult. Students' evaluation of their accuracy in typing and

proofreading was high, but not extremely high.

Equivalence of Treatment Groups

The values of 11 pretest performance measures provided data on the
skill level of students at the beginning of the study. These measures
were: transcribing time, proofreading time, total time, accurate word
count, recognizable word count, unrecognizable word count,
untranscribed word count, corrected word count, added word count,
replacement word count, and comma accuracy. The groups within each

treatment level varied greatly, with the Conventional Instruction



103

groups significantly different on five of the 11 measures and the
Listening Instruction groups significantly different on seven of the
11 measures. Pooling classrooms within treatments resulted in more
equivalent treatment groups at the beginning of the study. Only four

of the 11 measures were significantly different after pooling.

Correlates with the Dependent Variables

Eight measures were constructed to test the eight hypotheses.
These constructed variables were: rough drafting accuracy, rough
drafting rate, proofreading accuracy, proofreading correction rate,
overall accuracy, overall rate, comma accuracy, and replacement word
count. Each hypothesis concerned one of these variables, and the
pretest value of the same variable was used in each case as covariate
for the posttest value.

Correlations were run between all other background and pretest
variables with the dependent variables to determine other possible
covariates. Variables with correlations of .24 (approximately six
percent of explained variance) or more were selected as covariates
unless the variable had a high correlation with another covariate.

Covariates selected on this basis are shown here:

Dependent Variable Additional Covariates

Rough Drafting Accuracy Grade in grammar-oriented classes,
prior shorthand transcription experience,
comma accuracy, accurate word count,
recognizable word count, and unrecognizable
word count.

Rough Drafting Rate Grade in grammar-oriented classes,
transcribing time, and two comma measures.
Proofreading Accuracy Added word count.

Proofreading Correction Transcribing time, and rough drafting
Rate rate.
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Dependent Variable Additional Covariates

Overall Accuracy Grade in grammar-oriented classes,
prior shorthand transcription experience,
comma accuracy, recognizable word count,
and unrecognizable word count.

Overall Rate Perceived difficulty of machine tran-
scription and application of grammar
principles, recognizable word count, and
transcription time.

Comma Accuracy Grade in grammar-oriented classes and
recognizable word count.
Replacement Word Count Recognizable word count and proofreading

proofreading correction rate.
Reported typing speed and prior machine transcription experience
correlated with no posttest measures, and prior shorthand
transcription experience had limited ability to explain posttest
variance. Reported grade in grammar-oriented classes, comma accuracy,
transcription time for the rough draft, and recognizable and
unrecognizable word counts proved to be versatile covariates,

correlating with three or more dependent measures.

Hypothesis Testing

Each hypothesis predicted greater effectiveness for the Listening
Instruction treatment than for the Conventional Instruction treatment
among new learners of the machine transcription skill.

Hypothesis 1 concerned Rough Drafting Accuracy, the percent of the
total dictated words transcribed accurately. The analysis of
covariance yielded a probability of less than .0001 in the predicted
direction. The null hypothesis of no significant differences was
rejected without further analyses.

Hypothesis 2 concerned Rough Drafting Rate, the rate of rough
drafting speed in words per minute. The analysis of covariance was

not significant in the predicted direction. An second analysis of
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covariance with multiple covariates did not yield a significant dif-
ference between treatment groups. The null hypothesis was retained.

Hypothesis 3 concerned Proofreading Accuracy, the ratio of added
words and corrected words to total transcription errors. Although the
analysis of covariance yielded a significant difference in the pre-
dicted direction between the two treatments on transcription errors,
the analysis of covariance on proofreading accuracy did not show such
differences. The null hypothesis was not accepted.

Hypothesis 4 concerned Proofreading Correction Rate, the number of
words per minute corrected during proofreading by additions or changes
to transcribed text. Neither the analysis of covariance with a single
covariate nor the one with multiple covariates produced significant
differences. The null hypothesis was retained.

Hypothesis 5 concerned Overall Accuracy, the accuracy achieved
during rough drafting and proofreading. Overall Accuracy is expressed
as a percent of the total dictation. The initial analysis of covar-
jance with a single covariate was significant beyond the .0003 level
of probability. A second analysis with multiple covariates improved
the probability to .0002. The null hypothesis was not accepted.

Hypothesis 6 concerned Overall Rate, the words-per-minute measure
obtained by dividing accurate, added, and corrected words by the total
time required for the task. The initial analysis of covariance with a
single covariate yielded a probability of .2469. Adding multiple
covariates improved the level of probability to .1481. This level did
not, however, justify the rejection of the null hypothesis.

Hypothesis 7 concerned Comma Accuracy, the proportion of correctly

placed commas to the total commas required in the transcript.
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Analyses of covariance with one and multiple covariates indicated that
the treatment groups were similar on this variable, with probabilities
of 1.0 and .9063 respectively. The null hypothesis was accepted.
Hypothesis 8 concerned Replacement Word Count, the number of words
substituted correctly for the six ambiguous or distorted words in the
dictation. The analysis of covariance was significant in the
predicted direction with a level of probability beyond .0181. Another
analysis with multiple covariates yielded a probability beyond the

.0057 level. The null hypothesis was not accepted.

Interactions

The study tried to determine the influence of typing speed,
language ability, and prior transcription experience on the
effectiveness of the two treatments. Few interactions were observed
in the data, and given low numbers in the subgroupings of subjects, no
conclusions were drawn. All the significant results, however, favored

the Listening Instruction treatment.

Conclusions

Based on the reported findings, the following conclusions are
drawn:

1. Prepared machine transcription materials can be developed
which fuse the various skills of which machine transcription consists,
especially those which promote accuracy in word use and decision
making.

2. The Listening Instruction materials are effective in producing
differences in rough drafting accuracy, transcription errors, overall

accuracy, and replacement word count. These results were achieved in
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ten lessons and four evaluations, a relatively short instructional
period.

3. The Listening Instruction materials produced results
comparable to, but not generally lower than, those produced by the
Conventional Instruction lessons in several areas: rough drafting
rate, proofreading accuracy, proofreading correction rate, overall
rate, and comma accuracy. Lack of significant differences may be due
to instructional time, the strength of the instructional techniques
used in the Conventional Instruction materials, or other factors.

4. The aural cloze procedure, combined with word distortion
techniques, was effective in developing decision-making abilities with
ambiguous or distorted wording. In spite of the success of the
materials in producing differences, it should be noted that distorted
dictation disrupted transcription not only of the particular words but
also of the surrounding dictation. Because this severely impaired
ability to achieve an accurate transcript, more training in handling
these problems may be helpful in instruction.

5. There is no evidence that dictation in "bursts" affected tran-
scription speeds. This technique was used in three of ten instruc-
tional lessons, and this may be too short a time to produce results.

6. There is no evidence that reviewing dictation in compressed
speech during instructional lessons had any effect on proofreading
accuracy or correction rate during evaluation lessons. There is also
no evidence that copies of transcripts available to students during
proofreading were effective. Both were equally effective or ineffec-
tive in the current sudy. Again the limited instructional time may be

responsible, or some other factors may be at work.
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7. Proofreading was a relatively unproductive effort, generating
in both treatment groups only one to two more accurate words for each
minute spent. This study made no attempt to discover the reasons for
proofreading performance, yet the results leave room for much
improvement, for this relatively low level of performance affects
overall production rates.

Although there is agreement that proofreading is a post-
transcription activity, consideration must be given to the importance
of correcting errors at the time they are made. The first-time-final
copy approach to instruction stresses this. In a word processing
environment, however, the ability to correct errors at the time they
are made leads to alternative keyboarding techniques to those used on
a conventional typewriter. In this study, both treatments used
backspace-and-strikeover procedures on the conventional typewriter.
Although this procedure will not result in first-time-final copy in
appearance, it will lead to higher accuracy in transcription at higher
speeds. Consideration of the nature of error and error-correcting
techniques is needed in view of these proofreading results.

8. Using oral instructions in the Listening Instruction materials
to alert students to specific sentence types requiring certain comma
rules did not result in better punctuation skills in the posttest.

The more general approach used in the Conventional Instruction
materials was as effective. Although both treatments improved in
applying punctuation rules from the pretest to the posttest, the level
of achievement was 64 percent in one treatment and 67 percent in the
other. When one third of the required punctuation marks was omitted

or placed erroneously, there is much room for improvement.
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9. Self-reports of grades in grammar-oriented classes were
useful, simple measures of how the student performed in machine tran-
scription. Students' knowledge of punctuation rules was also a useful
predictor of success in machine transcription.

10. Other self-reports, for example, accuracy in proofreading and
typewriting, typewriting speed, and prior machine transcription expe-
rience, were relatively ineffective in predicting machine transcrip-
tion performance.

11. The role of prior shorthand experience cannot be determined
because virtually all students had shorthand transcription as part of
their educational experience.

12. There does not appear to be a uniform position for machine
transcription in the office curriculum. Within the various classes
which participated in the study, a wide range of college experience
was reported. The student in machine transcription may come directly
from the secondary level or be approaching college graduation.
Machine transcription materials need to address diverse audiences.

13. Based on completed transcripts prepared by students, students
did not use the written instructional materials uniformly. As evi-
denced by the appearance of transcripts and missing information, the
written manuals in were not used by all students. This occurred in
both treatment groups. Because most current instructional materials
depend on combined written and dictated materials, emphasis on using
all the materials in a proper sequence is essential for results.

There are several larger issues related to these specific
conclusions that deserve discussion at this point. These concern the

role of the teacher in instruction, transcription standards, course
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objectives and prerequisites, and the development of language skills
through machine transcription.

1. Educational research frequently concludes that the teacher,
rather than the instructional material, is the critical factor in
learning. This study methodologically excluded the teacher as a
variable to be studied. A major assumption was that the structure of
the classroom in which the machine transcription skill is taught does
not permit extensive teacher intervention.

The teacher does intervene, however, in establishing the environ-
ment in which materials are used. A teacher who agrees or disagrees
with the underlying instructional philosophy of the materials conveys
this attitude to students. The same applies to a teacher's acceptance
or rejection of specific instructional procedures and many other
elements of instruction. The results are transcripts reflecting not
just typing and language skills but also attitudes toward the task.

Current materials do not always outline their assumptions, but
this information should be available and considered by the teacher
carefully when selecting materials for classroom use. If the
instructional materials continue to be the major intervention in
machine transcription skill development, the teacher must support the
instructional elements contained within those materials.

2. This study utilized alternatives to the first-time-final
standard usually sought in transcription courses. The reason for this
was to mirror as closely as possible the fusion skill approach in
introductory stages of learning. The error-correcting methods
encouraged in the lessons were those compatible with word processing

equipment as well. The intent was not to deemphasize accuracy a goal,
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but to put accuracy in perspective as a new skill being learned on
automated equipment.

Many classrooms, however, will not have word processing equipment
on which to learn the machine transcription skill. Error-correcting
techniques compatible with word processing equipment must be taught on
conventional typewriters. As a result, the appearance of the tran-
script which is accepted as first-time-final copy will change from
current practice, showing typewritten corrections, additions, and
deletions that under normal conditions would not be acceptable. This
requires a change in the business educator's view of what an error is
and what mailable copy is.

3. The results show that many more skills can be taught in
machine transcription than punctuation and vocabulary. These remain
high priority areas, for punctuation skills determine in large part
the student's success in the course. Nevertheless, attention must be
given to error-correcting techniques, keyboarding speed, proofreading
ability, decision-making skills, and, in general, improved listening.
In order to develop each component area, objectives must be set so
that the student may achieve competencies in each area. Exercises
must be tailored to each skill and to fusion of skills.

Because the final skill will reflect the fusion of several skills,
stages of learning, including the introductory stage as conceptualized
in this study, must be defined. If this is done, objectives will
facilitate learning at each stage, and standards of accuracy and speed
will not be imposed too early in instruction. In general, more time
is needed for skill development than the two weeks or 20 to 25 hours

common in many programs.
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4. The prerequisites for the machine transcription course
generally relate to typing skills. Collegiate level language arts
classes are not stipulated. Published materials frequently cite one
year of typing and language at the secondary level as prerequisites.

Given the lack of relationship between typing speeds and other
variables, perhaps there is no need to alter prerequisites in this
area. The need for well-developed language skills, however, argues
for pretranscription training in grammar and punctuation skills. Also
none of the classrooms participating in this study required any
exposure to electronic keyboards. Some consideration should be given
to the sequence outlined by Anderson and Kusek, which identifies
electronic keyboarding as a prerequisite to the machine transcription
skill. Establishing such prerequisites is another way of achieving
the fusion of skills in the machine transcription course.

5. The machine transcription skill is a language skill. The
student needs to handle dictation from widely varying dictators about
widely varying topics. In developing this skill, the proper unit of
instruction is the sentence, not the word. The results of this study
on punctuation and word replacement emphasize that students must work
with language context to truly master the machine transcription skill.

The dictation experienced by the student is a variable under
normal conditions; the preparer of instructional materials should
treat dictation as an instructional variable, able to be manipulated
for different educational purposes. Current materials vary speed and
voice. This study manipulated these plus others. Dictation in
"bursts," oral instructions, compressed speech, and distorted wording

were used. Additional means of manipulating the dictation, such as
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silences, vocal cues, and non-voice sound effects, provide other
options for the educator to teach language context.

The exciting prospect is that machine transcription teaches lan-
guage to adult learners. If transcription materials can be successful

in this, their application to a wide adult audience is unlimited.

Recommendations

The first three recommendations concern further research. The
remaining recommendations concern educational practice. Some of the
recommendations presume an acceptance of the fusion skill approach and
the need to train students for word processing positions.

1. This study should be replicated with other samples to
determine whether similar or different findings result.

2. Specific techniques should be researched in isolation to
determine their contribution to specific keyboarding, listening,
decision-making, proofreading, and language use skills. Specifically,
dictation in "bursts," previewing dictation in compressed speech,
written previews of vocabulary, preview of punctuation rules, review
of dictation in compressed speech, and other techniques used in the
study should be studied one at a time.

3. Proofreading techniques must be investigated which reduce the
total time required for post-transcription proofreading and increase
the number of errors corrected.

4. Materials for machine transcription should do more than they
currently do to fuse the various component skills of which machine
transcription consists. In developing these component skills,
materials in use in today's classroom should also reflect the needs of

the word processing enviromnent.
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5. Machine transcription should be taught in stages with
objectives set which are appropriate to the level of instruction. The
introductory stage should allow a certain level of errors to occur,
with error-correcting tehhniques incorporated which facilitate speed
development as well as accuracy.

6. The use of aural cloze and word distortion techniques should
be incorporated into machine dictation from the start of instruction
to accustom the student to decision-making responsibilities.

7. Teachers shouid obtain reports of grades in grammar-oriented
classes as a useful indicator of the student's probable performance in
the machine transcription course. Pretests of punctuation skills
should also be included in the machine transcription course.

8. Teachers who use machine transcription materials in a
self-paced or self-instructional program must develop means of
insuring that the student is using all the materials provided in the
sequence intended by the authors. Whether the materials develop a
single skill or fuse multiple skills, progress cannot be expected
unless the student uses all the instructions available.

This concludes the study of the machine transcription skill. Its
intent has been to extend what is presently known about the
acquisition of the skill during the introductory stages and to provide
information useful to business educators preparing students for

employment in the word processing environment.
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LESSON 1 SCRIPT Pege 1 LI-CI MACHINE TRANSCRIPTION SKILL

Hello, student, This fs the dictation for Lesson 1, MACHINE TRANSCRIPTION

SKILL, Check to see that you have reed and followed ell instructions for this
transcription, If there is & word you cennot trenscribe, type & double X, Pre-
pare, now, to transcribe by recording your sterting tims on your stationery. If
your trenscript is not complete in 25 minutes, stop the tepe, snd finish the
remeining instructions, Be sure to run the tepe to Lesson 2 when you sre done if
you stop serly, When you heer the chime, begin your work,

CHIME

Mechine trenscription is not s single, simple skill, for seversl other skills,
sach lsarned sepsrately, sre fused together, The besic skills are typing, languege
use, ond listening, Because esch one is important, we will now look et them
separately. PARAGRAPH,

The first skill is typing, which is elso called keyboarding, Accuracy and speed
ers needsd, but & masjor goel for the student is to type continuously, To schieve
this, the student leerns to operate the transcribing unit so that no stopping is
necessary, For error correction, the student develops backspace-and-strikeover
techniques, PARAGRAPH,

A second ekill is epplying lanquege principles, Among these responsibilities,
the student will find punctuating sentences, correcting errors in gremmer, end
using specisl vocebulary, Used especially during proofreeding, language princi-
Ples sre spplied both during and after trenscription, PARAGRAPH,

Affecting the entire process, listening is e vitel, sctive skill, The student
listens for meaning ss well as words, for interpretation is often required, In
eddition to unclear, disorgenized dictetion, the student hears dictation at dif-
ferent speeds, When dictation is poor, the student must ignore incorrect punctus-
tion, interpret mumbled words, and mentally edit communications, Listening, an
active process, must be practiced, PARAGRAPH,

In addition to using typing, language, and listening skills, the effective trane
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scriber must possess personal characteristics, To be effective, the transcriber
shows poise under pressure, a8 sense of humor, and initiative., When TAH tran-
scriber hears uncleer VARDS, she or he must DISARD the most likely word TAK use,
This takes UNARKITUV, and it requires confidence 1B one's lenguege skills,
PARAGRAPH,

If the student looks at machine transcription ss a challengs, the result will
be repid, eccuraste transcription, a very useful job skill,

CHIME

Student, this is the end of the materisl to be transcribed, Please record your

finishing time on the top of the stationery, Then complete the remeining instruc-

tions for Lesson 1, DO NOT REWIND THIS TAPE, YOU ARE READY FOR LESSON 2,
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Nelcome, student, to Lesson 2, CONTINUOUS KEYBGARDING, If you have reed your
inetructions, prepered your stetionery, end adjusted your typewriter, you are
ready to preview Lesson 2, The preview will be given in compressed speech, that
is, speech thet is slectronicelly speeded wp., Do not trenscribe during the pre-
view, Listen for the sense of the dictation end the vocabulary, Here, now, is
the preview,

PREVIEW,

You sre now ready to trenscribe, The dictstion is deliberstely peced so that
you mill keep your typewriter in motion, Try not to stop your teps, Let the
dictetion guide your keyboarding, A chime will preceds and follow the dictstion
to be trenscribed, Begin now,

CHIME

A major goel in dovoloping’nohino trenscription udn/u cont{nuoue kcybootdmg./

Keyboerding simply mm/)slng ® keyboard thet may be found/m [ ] twmitot./con-
puter console,/or word processing unit,/ Here sre some facts/you might like to
know/about continuous keyboarding, PARAGRAPH,/

Continuous keyboerding is done/by skilled aperetion/of the trenscribing unit/and
the keyboard together./ The footpedal sttached/to the trenecribing unit/bermits
the trenscriber to m:t./ttq:. and replay the tape./ The repley fututt/onabln
the transcriber to revies/scme of the dictstion,/ The trenecriber listens/to s
moaningful unit of thought,/scmetises called an earful,/and begins to keyboerd./
Before keyboarding the entire esrful/however,/the trenscriber 1istens to snother
serful,/ Listening starts and staps,/but keyboarding continues, PARAGRAPH,/

Continuous keyboarding by expert tnmcribm/occun for verying periods of tin./

Becaues dicteted letters end nnoo/uo usually -hort./lt is co-uon/ror tran=
scribers to k.ybo-rd/tho entire messege without ltopplng./ Some trenscribers do
not roqulr“l reoview of ﬁctotimﬁnd turn the repley control oﬁ’/or to its
lowsst setting./ Trenscribers can keyboard/at speeds spprosching/s0 to 100 words
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per ninuto/on word precessing equipment, PARAGRADH,/

Whet problems do trenecribers have/An scheving continuous keyboarding?/ Tren
scribers mey be 1ntarr\ptod/$y coworkers es well as cliont-,/ot they mey psuse /
to consult e dictionory./ Adjusting volw,/otarung over bocouu/of e mispleced
instruction,/or chenging psper and ribbons sey eccur,/ Unfemiliarity with the
equipment or dictctor/cm contribute to peuses, / The most important ruoonﬁor
stopping, ho-wor./lo poor dictetion, PAMGM./

Thie should give you 1deas/on how the mechine trsnscription skill/is performed. /
CHINE

This 1is the end of dictation for Lesson 2, Now prepare to proofreed, The dicte-
tion will be repeated in compressed spesch so that you cen check your trenscript
for completeness end sccurecy, Stap your transcribing unit whenever you need to
during this stags. Here now is the dictation,

REVIEW,

When your work is complste, turn it in to your instructor., DO NOT REWIND YOUR
TAPE, YOU ARE NOW READY FOR LESSON 3,

*Cach word growping is dictsted in netursl phresing st intervals of five seconds,
Crowps of three ts feur words censtitute dictation st sbout 42 worde per minute,
Growps of five te six words are dictated at sbout 66 words per minute, end

ght worde constitute e dictation rete of sbout 90 worde

ten words per growp are dictsted st 114 wezde per minute,

delivered at conversetienal ratee sre called ®burste.”
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Hello, student, By now you have read the instructions for Lesson 3, This lesson
introduces soms besic concepts sbout word proceesing snd explains the isportance
of the backspece/strikeover skill, If you heve inserted your stetionery snd
checked your margins, listen to the preview of dictstion in compresssd spesch,
PREVIEW,

You ere now ready to trenecribe. The dictation is phrased to eephasize the neturel
groups of words, Allow the speed of the dictation to force your trsnscription,

I1f you need to stop the teps, do so at s natural breek in worde, A chime will
precede end follow the dictation to be trenecribed, Begin now,

CHINE

Although word processing unlh/ﬁ.w many different hetum,/thoy sleo heve common
featu: of importance to the tnmcribor./ These affect the correction of nror.,/
keyboarding proeodum./md the neture of -rron./ Here is @ brief look st sach,
PARAGRAPH , /

Error correction is npid/in word procuoing./!ord procsesing units/record all
strokes ngncticany/on cerde, cassette tapes, or dinco./u e rnuxt./‘rmo

cen be oreaoq/ond corrections mord-d/-!thout retyping the entire messegs./ Backe
spece-end-strikeover skills,/for exsmple,/are used to correct typographical errors,
PARAGAAPH ./

New keyboarding procedures/are added to the usual typing/of letters end numbers, /
Specisl keys ccntrol/. veriety of f'metimo.ﬁwncn their name, function koy-./
These ere used tq/c-ntct headings, insert um./mrmgo peregrephs, snd so on./
The transcriber uses/these function koys/o sdit text in major weys, PARAGRAPH,/
Word processing chongu/tho kinds of mlltaku/ﬂh.t ars important, / On 8 conven-
tionel typmitor./thau kinds of errors are 1mortanh/ typogrephicsl crron,/
improper hypmtlm./ond word cnhaiom./fhou may roqulro,‘ctyping the entire
itu./ On @ word proceseing unu:./tho errors thst are nrlm/involvo the wmisuse
of the function keys, /These keys drivefthe sutomated unit,/Some understanding
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of cuq:uton/ny halp the tnnscribot/to svoid niataku/ond slso to solve them/
when they do occur. PARAGRAPH, /

It 1s possible to lum/no- word processing okilla/uung e conventionsl type-
nitor./m beckspace-snd-strikesover tod'nlquo/il one such ddn./‘l’ho sase of
making cotnctiom/io one f.ctor/{h-t helps the tm-crtbotﬁoybo-rd very midly./
CHIME

Now proofreed the meterisles while listening to the dictetion repeated in com=
preseed spesch, Here is the review,

REVIEW,

Cive your completed work to your instructor, OO NOT REWIND YOUR TAPE, YOU ARE

NOW READY FOR LESSON 4,

*Ses e)planation on Page 2 of the script for Lesson 2,
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Welcome, student, to Lesson 4, THE WORD PROCESSING ENVIRONMENT, The instructions
for Lesson 4 sre the seme se for lessons 2 snd 3. This lesson will describe the
setting in which word processing sppeered st first and some of the problems which
occurred. If you have inserted your stationery snd checked your margins, listen
to the preview of dictstion in compressed spesch,

PREVIEW,

You are now reedy to trenscribe, The speed of dictation is increesing with sach
lesson, but the dictetion emphesizes mesningful units, or neturel word groupe,
Work to remember larger groups of words, A chime will precede snd follow the
dictation to be trenecribed. Begin now,

CHIME

Word processing changee cosmunicstion pattoms/m very isportent uayo./.lutmtcd
squipment nku/:ortun communication activities pouibh/thut were not possible
bofou./ Because of thu,/c!nngu have had to occur/in the treining of pouomcl./
the procedures used to emicat../end the setting in which word processing is
used./ This setting, or envirorment,/deserves to be discussed, PARAGRAPH,/

Word processing technology was dwelopod/ln the middle 1960:./ Compered to todey's
toohmlogy./-ord processing then was quite u-itod./ Nevertheless, word processing
hed to be oold/‘o business, government, snd other u«ro./ Selling new equipment
often mesns/selling new idess as well./ Along with the equipment, then, ompanies
sold idess/of how communicstion should be orgenized, PAMGRAPN./

In the esrly days of word processing,/thet ides placed sll word processing func-
ttm,/in one central locotion./ Letters, memos, eond reports would be dictetod/
to the word processing c.ntor/-nd tranecribed by specislists called correspondence
ucnterin./ Because ell correspondence would now be handled in the cmtor/othor
secretaries would heve time/to devote to sdministrative tasks,/hence their new
title, adinistrative secretariss,/ Fewsr of them would be nesded then in the pest,/
end the one-escretery to one-bose relstionship would end, PARAGRAPH, /
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There was resistence te the ides of word processing contdn./fo seny pecple,
they were fency typing pools./‘rho correspondence secretery had no contsct with
dictcton/ Executives feered the loss of their secrsteries snd their prut.lgo./
Creduslly, however, word processing gsined lcccptanco./-djultinq to verious
comeunicetion needs, PARACRAPH,/

Lesson S will discuss s eh-nqo/in the word processing onviromont/mich hes
solved some of thess problm./

CHIME

Go shead now, student, to proofreed this transcript. The dictation will be
repeated in compressed speech now,

REVIEW,

when you are finished, give your work to your teacher, DO NOT REWIND YOUR TAPE,
YOU ARE READY FOR LESSON S,

*Ses mplanetion on Page 2 of the script for Lesson 2,
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LESSON 5 SCRIPT Page 1 LI-CI THE WORD PROCESSING SATELLITE

Hello, student. This is the dictetion for Lesson 5, THE WORD PROCESSING SATELLITE.
Check to see that you have read and followed sll instructions for this transcrip-
tion, Prepare, now, to trenscribe by recording your starting time on your ste-
tionery. When you heer the chime, begin your work, Use Sample 1 for the format,
CHIME

Lesson 4 showed that & new ides csnnot be forced on people, Peaple must teke the
idea, work with it, and sdjust it to suit their own needs, The word processing
satellite represents such sn adjustment, PARAGRAPH,

For some businesses, the word processing center was isolasted and distant, The
word processing specialists could not handle all the specislized work coming from
verious parts of e business, As 8 result, meny businesses today do not have a
single, lerge center, Theyhave several smaller centers, called satellites,
PARAGRAPH,

A satellite is located in the division or depertment for which it works., There
may be seversl word processing operstors or just ons, The number depends on the
work load, Often modular furniture provides en sttrective, essily accessible
center, Clients will often visit the satellite to leave work, or the word pro-
cessing specielist may distribute work to the dictstors! various locations,

These procedures very from company to company, but the satellite is decentrelized,
PARAGRAPH,

Word processing specialists know the clients for whom they tranecribe, snd, in
tumn, clients use the dictastion equipment more readily, The specisl functions of
e division ars better served by correspondence secretaries who know the work
pezformed by their division, They ere trested as a vital part of the work tesm,
PARAGRAPH,

Carly resistance to word processing did not leed to rejection of it., It led
insteed to experimentation and sdeptation, For some businesses, the single word

processing center is the best way to organize communications. For others, however,
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the satsllite concept hes resolved meny of the eerly criticisms, It is likely
thet still more changes will occur in this important technology,

CHImME

This is the end of dictation, Please note thes time that you have finished tren-
scribing, Now proofread your trenscript, note your finishing time agein, and
turn in your work to your instructor., DO NOT REWIND YOUR TAPE, YOU ARE READY
FOR LESSON 6,
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Hello, student, This is Lesson 6. This letter has been specially designed to
cortein meny examples of introductory prepositional phreses snd seriss of items.
This has been done to give you experience in identifying sentence pstter requiring
punctustion while you listen, Revies the punctustion rules in Lesson 6 if you
heve not alresdy done so, and listen to the preview of the dictetion,

PREVIEW,

Did you hear sxamples eof phreses end series requiring commes? During trsnscrip-
tion, use the natural peuses in dictation to sssist you in punctusting, Listen
for the ohime, now, end begin to trenscribe,

CHIRE

Hello, sscretsry, Plesse trenecribe the following letter on standerd letterheed
with one carbon copy for the files, Use todsy's dete, end prepars the lstter in
full=block style, The letter is to go to Ms, Sendre Larkin L A R K I N-as-
in-Nellie, Next line, Thirty-three thirty-three Lerchmont L A R C H M-as-
insMery 0 N T Roed, D_Joxt line, Large City, California Zero zero zero zero
zero, PARAGRAPH, Deer Ms, Larkin, PARAGRAPH,

We are pleased to snswer your questions ebout Educationel Conferences, Inc,
PARAGRAPH,

About our services, Educetionel Conferences develaps workshaps, training meterials,
ond other specisl services for verious groups., In effect, you cen think of us

as a conference bureeu, & consultent, or s treining department, With our many
contacts, we generste & great volume of communication, These include letters,
memo reports, telephons messeges, teleqrems, end othars, Among our contacts
sre participents, speskers, technical persons, supplisrs, and a great many others,
PARAGRAPH,

On our full-time staff, we have twenty pecple, Thess hendle the merketing,
publishing, and sdministrative functions of our business, Of the twenty, six

are former tsechers, In addition to the regular steff, we hire speskers on @
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contract besis for verious progrems, Ffor this purpose, we meintsin s speakers'
file with names snd addressss, erees of sxperiencs, end refersnces en spesking
sbility, PARAGRAPH,

With increeased interest in the effice, meny groups sre requesting programs on
word processing, records msnegement, end communicetion skills, These are
exciting new srees for us, PARAGRAPH,

For your informetion, we heve enclosed brochures on some of our past progrems,

We would be happy to give you 8 tour of our facilities {f you visit Richigan,
Thenk you for writing, PARAGRAPH,

Sincerely, Secretary, plesse skip four lines end type my neme, Willise R-as-in-
Railroed period, Tomasme T 0 MA-es-in-Mary A § M-as=in-Mary A, Next line,
Program Director, PARAGRAPH, Plesss type your own initials, Thie is the end
of dictation, Thenk you very much,

CHImME

As in your previous lessons, this letter will be repeeted in compressed speech,
Proofreed your transcript es you listen to the review of dictation, Correct sny
errors or omissions, Now here is the review,

REVIEW,

Turn your completed trenscript in to your tescher., DO NOT REWIND YOUR TAPE, YOU
ARE READY FOR LESSON 7,
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Welcome to Lesson 7, In this lesson, listen for compound sentences end coordinate
edjectives, Review the instructions for Lesson 7 if you sre unsure sbout what
these sre, and during the preview of the trsnscription, listen for the sentence
patterns, The pauses should help you identify where punctustion merks go, Now
listen to the preview in compressed fomm,

PREVIEW,

Now, if your stationery snd typewriter sre reedy, listen to the dictastion phresed
in netursl word groups, B8egin when you hear the chime,

CHIME

Secretary, pleese transcribe this one-page letter in full-block style on letter-
head stetionsry, Prepare one cerbon for the files, Use today's date., The
lotter is togotoMr, Jerome J E R O M E MmcCaffrey W C C A F F R
€ Y. Next Line, Treining Director, Next Line, TrenspoCorp T R A N §
P-as-in-Peter 0 C O R P, Next Line, Industrisl City, Texas, That is
cepital T X. Zero zero zero zero zero, PARAGRAPH, Desr Mr, McCeffrey,
PARAGRAPH,

We do provide the thorough, individualized treining in dictetion that you ssked
sbout, for this is e vitsl pert of an effective word processing system, Here

is 8 brief desscription of our program, PARAGRAPH,

Our progrem is broken into three sections, The first is for the inexperienced,
beginning dictator who mey be concerned with QUOTE mike fright UNQUOTE. The
exercises are designed to reduce enxisty, for e confident, secure dictetor
creates better dictstion, The dictator works through several reading snd creating
exercises, and progrem objectives are to form good dictetion hebits from the
start, PARAGRAPH,

The second program is for those who have dictated previously, but mey not be
getting the results they want., Here the goel is to identify individusl dictetion

problems and help the dictetor chenge e costly, inefficient dictation style, In
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this progrem, the dictetor works directly with sn experienced tranecriber, and
she trenecribes dictetion in the presence of the originator, Problem erses are
discussed, end newy improved techniques sre practiced, PARAGRAPH,

The third progrem is for successful dictators who went to expsnd the typese of
materiels they dictate, This unique, unusual progrem effers epecisl instruction
for long, difficult formets, PARAGRAPH,

With all of our progrems, we try to individuslize instruction to the client's
needs, Would you visit us te see our dictation lab, or would you let us visit
you? We umill call you next week to set up sn sppointment et e convenient,
satisfactory time, PARACRAPH,

Cordielly C O R D I A L L Y, Secretary, plesse skip four lines snd
type my neme, Linde P period Werren W A R R E N, Next Line, Executive
Director, PARAGRAPH, Secretary, pleass use your own initials, This is the end
of dictation, Thank you,

CHIME

Pleass remove your trenscript from the typewriter end proofreed it while listening

to the dictstion repested in accelerated form, Here ie the dictation sgein,
REVIEW,

When you heve finished proofreeding, pleese turn in your work to your instructor,
DO NOT REWIND YOUR TAPE, YOU ARE NOW READY FOR LESSON 8,
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Welcome to Lesson 8, In thie lesson, listen for sentences which contein intro-
ductory sdverb cleuses end introductory verbal phreses, The written instructions
for Leeson 8 contain & review end exerples of esch, During the preview, listen
for the sentence petterns. The tesporary end longer peuses should help you to
identify whers punctustion marks go, Now listen to the preview,

PREVIEW,

Now, if you sre ready, beqin to transcribe when you hear the chime,

CHIME

Secretary, plesse trenscribe this one-page semorendum on our internsl stetionery
with one cerbon for the files, Use todey's date., The memo is to go to Sue
Petrovich, Thet 18 P € T R 0 Vess-in-Victor I C H, Next Line, From
Bill Tomesme T 0O M A § m A, Next Line, Subject Compressed Speech,
PARAGRAPH,

Although we have offered progreme in listening in the past, these have been
directed toward ths humsn relations srea of communication, To expend and wpdate
our progrems, we need to include more on informetionel listening skills, To
explein, we need to assist our clients to listen snd remember facts and other
information, Heving reviewsd a few publications, I think that we could explore
compressed speech, PARAGRAPH,

To state this simply, compressed speech increases the number of words s listener
hears per minute, After s tape recording is produced, the tape is pleyed at e
faster rete., To sliminate distortion, the control unit slectronically removes
bits of sound, Although there is @ slight wavering of sound, individuals cen
listen to spesch as much as two-end-one-half times faster than normal speed,
Becsuse ths rete is increesed, s great deal of velusble time is saved, PARAGRAPH,
Although persons with visual handiceps sre users of spesch compressors, many pro-
fessionels use spesded speech, Overlosced with new information sbout their pro-

fessions, medicel personnel, educstors, sttorneys, snd others use speech compres-
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sion, Te review product informetion, sales representetives find this s grest
ssset, PARAGRAPH,

Even though we produce our ewn instructionsl tepes, we have not meds much ves of
compressed speech, Beceuss you sre interested in listening skills, I want you
to prepare o followmp report on this eres, PARAGRAPH,

Secretery, this is the end of dictation, Please use your initisls on the memo,
Thank you very much,

CHIME

The dictation will be repested now so thet you may proofread your trenscript,
Here is the review,

REVIEW,

When you heve finished your proofreesding, pleese turn your work in to your
teocher, DO NOT REWIND YOUR TAPE, YOU ARE READY FOR LESSON 9,
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Welcome to Lesson 9, In this lesson, listen for nonrestrictive words, phrases,
end clauses, Review the instructions for Lesson 9 if you ars unsure sbout what
these are, and during the preview of the transcription, listen for the sentence
patterns, Use the natural grouping of words to sssist you in punctusting the
material, Now listen to the preview in compressed speech,

PREVIEW,

Now that the previes is complete, you are reedy to trenecribe if your stationery
is inserted end your margine sdjusted, Listen for the chime, end begin,

CHINE

Secretary, plesse tranecribe this ene-pege memo on our internal ststionery with
one cerbon for the files, Use todey's date, The memo is to go to Linds Werren
W AR R E N, Next Line, From Sue Petrovich, Thet ie P £ T R 0 V-ose
in.Victor I C H, Next Line. Subject Followmp Report on Compressed Speech,
PARAGRARPH

8ill ssked me to report some of the facts on compressed speech, some of which
were reported ss much as 35 years sgo, He olse ssked me to suggest some epplics-
tions for word processing, sn aree which could benefit by good listening skills,
This report, ednittedly short and incomplete, will first present s few findings
on comprehensien snd intelligibility, PARAGRAPH,

Comprehension, shich means understanding geined from listening, is evalueted with

tests over meterial, A person mey listen to s test story, delivered at varying

137

speeds, and then snswer questiens on the general idecs or facts presented, Severel

studies report the highest comprehension at 275 words per minuts, & speed sbout
75 percent faster than that used by professionsl resders end speskers, Intelligie
bility, s word parellel to legibility in writing, meens thet words cen be identi-
fied cleerly, Words ere intelligible at higher speeds then they can be compre-
hended, @ point which msy heve significence for word processing applicetions,
PARAGRAPH,
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Some experts feel that listening speeds, generally limited from 140 to 175 words
per minute, could be boosted to reeding speeds, which are generelly in the high
200-worde=per-minute renge. Results do not show improved compreheneion with
higher listening epeeds, a fector not reelly expected by experts, but they do
show the ssme level of comprehension st considerable time sevings, undoubtedly
@ tremendous value, PARAGRAPH,

Thers sre some informel reports that compressed speech is being used in the word
processing center, en innovetion of concern to us, Trenscribers could use com-
pressed speech for previews of dictation, for edjustment of dictation speedse
during tranecription, snd for proofresding, We might coneider some trisls of
compressed speech in these sreas, PARAGRAPH,

Secretary, this is the end of dictation, Please use your own initiels at the
ond of the memo, [ eppreciste your good work, Thenk you,

CHImME

As you have in previous lessons, listen, now, to the dictation repested in com-
pressed form as you proofread your transcript,

REVIEW,

Please turn in your completed work to your instructor, 00 NOT REWINO YOUR TAPE,
YOU ARE READY FOR LESSON 10,
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Welcome to Lesson 10, This is @ progress check, After you have reviewed the
instructions, especislly Semple 1 for the format, please note your starting time
on the stationery, Have your tescher verify it, Now, listen for the chime end
begin to transcribe,

CHIME

Proofreading, en essential skill in word processing, is closely releted to lane
guage skills, Good languege skills do not gquarantee good proofreading skille,
but they help, Proofreading, which insures that meilsble documents ere produced,
must be precticed, PARAGRAPH,

One word processing supervisor states, QUOTE Proofreeding is the ability to read
what is actually on the pege end not what we know should be there, This sbility
requires a high degree of attention to detail, Proofreeding for typographical
errors is only one portion of that skill, Checking continuity of thought and
meking sure the sentence structure mekes sense require grammar proficiency, The
third element of proofreading is checking for consistency, All of these segments,
which are vitsl to the sccuracy of work performed in word processing, comprise the
skills necessary in proofreading, UNQUOTE, Among experts, there is genersl agree-
ment thet proofreeding is e task completed sfter the besic keyboerding has been
done., Depending en the type of equipment, hyphenation decisions may also be a
part of proofreading, PARAGRAPH,

Proofresding practices vary smong word processing centers, Transcribers mey be
responsible for proofreading sech document they prepare, Looking at the screen
or peper during trenscription, meny of these transcribers are sble to catch typo-
graphicsl errors while trenscribing, but proofing is still needed. During the
sutomatic printing of final documents, one trenscriber mey proofread ancther
document, Another may proofreed seversl documents as 8 mejor sctivity end not
combine it with other tasks, Some centers sssign proofreading responsibilities

to the originators, and still others have one person, sometimes a supervisor,
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responsible for final proofreading, This arrangement makes it possible to hire
the visuelly handicapped person to transcribe rough drafts, PARAGRAPH,

Whatever the arrangement, proofreeding is as much e part of the machine transcrip-
tion skill es keyboarding itsslf,

CHIME

Student, please record the time you have finished this transcript, Now proofread
your document, using red pen or pencil, Record your finishing time egain, and
turn in ell of your work to your tescher, DO NOT REWIND YOUR TAPE. YOU ARE NOW
READY FOR LESSON 11,
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Welcoms, student, to Lesson 11, In this lesson you will be ssked to handle

some embiguous, or uncleer, dictation, A word will be mispronounced, Using
your AID TO TRANSCRIPTION in your instructions, select s gremmatically corrsct
word, Firet listen to the previesw paragreph so that you will know what to expect,
Do not try to trenscribe during the previsw, but use your trsnecription aid,

Here is the preview,

PREVIEW,

You are now ready to trenscribe, When you hear thes chime, the dictation will
begin,

CHIME

Secretary, this is Linde Werren, Plesse prepsre this one- page letter on standerd
letterheed in full-block style, We need an extras carbon for the files, and use
todey's date, Send the letter toMs, Janet J A N E T (aroux L A R DO U
X Next Line, 4 3 6 Abbott A B-8s-in-Boy B8-88-in-Boy 0 T=as-in=Turkey
T-88=in-Turkey Street, Next Line, Another City, Mmichigen Zero zero zero zero
zoro, PARACRAPH, Dear Ms, Laroux, PARAGRAPH,

Thenk you for your inquiry on the SECKARIES sverage dey, 1 will try to give

Y]l some examples based on our company's sdministrative SECKARIES, There is, of
course, no typicsl day, EVAT dey is different, and sech secrstery desls with
her EXECUNOTS unique requests, In e day's time, however, THIP are some tasks
which 8ll socrstaries must PERFRET, PARAGRAPH,

Because we ere 8 caonpany which sells by direct meil, handling correspondence is
e must, Each dey's mail is sorted snd directed to the office by 9130 e.m, The
secreteries sort the routine from specisl correspondence end deliver the latter
to their suweriors, The secraetaries then dictate the replies to routine corres-
pondence, using guide paregrephs snd standard letters prepared for use with the
word processing center, In this wey, mail is frsquently sent out within two to

three hours! time of its errivel, Executive time is used to hendle the decision-
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meking situstions, Our sdministretive secretsries hendle meny ef the records
managemert functions, which include microfilming snd distributing recorde,
PARAGRAPH,

Of courss, correspondence hendling {s just one FUNCTURE, TYelephone hendling,
sstting meeting sgendas, controlling the CALUNNIP, end performing other sdminis-
tretive tasks keep EXTRACTIVES time free to concentrasts en sanagement functione,
In 1s manegement's responsibility to set policy end MALF decisions, Providing
the exscutive with the time TEEL do this is @ mejor contribution mede BOE our
compeny’s secretaries, PARAGRAPH,

Sinoersly, Secretary, please skip four lines end type sy meme, Linde P, Werren,
Next Line, Exscutive Director, Secretsry, plesse use ysur initisls, This {e
the end of dictetion, Thank you very much,

CHIME

Now semove your transcript end reedy it for proofreeding, The dictstion will be
repested in compressed form for you,

REVIEW

when you heve finished yous trenscript, turn it in to your inetructor and ready
yourself for the next leseon, 00 NOT REWIND YOUR TAPL, YOU ARCL READY FOR
LESSON 12,
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NHello, student, Welcome to Lesson 12, In this lesson you sre to listen for

the context in order te handle embiguous dictstion, Listen to the preview pere-
9teph, ueing your trenscription aid to select & gremmaticelly correct word, MWere,
now, ie yeur preview,

PREVIEW

This is the end of the preview, 1f you heve insected your stationery and adjusted
your margins, you are ready to begin, Listen fer the chime, and start,

CHImE

Secretary, this is B1ill Tomaems, This is @ ene-page letter with cerbon copy end
should be on standard letterhesd, Use today's dete, end send it toe Mr, Allen

A douwble-L [ N Stone 8 T O N €. Next Line, Merketing Director, Next
Line, Allied W P Systeme, That is Allied A double=L I € O Cepitel W epece
Capitel P spece Systems 8 Y 8 T [ M 8§, Next Line, Three hundred Brezil
8asin Building, Thet isBrezil 8 R A Z 1 ( Besin @ A 8 I N Building,
Next Line, Windy City, Illinois, Zsro zero zeroc zero zero. PARACRAPH, Deer
fr, Stone, PARAGRAPH,

Your questione sbout the productivity to be ACHERT with word proceesing end the
hiring stenderds OT word processing operstors sre difficult to enswer, Meny
COPERIES heve tun their own production studies, but THRIF ere few genersl sten-
dards which cen be SIDERD, Menufscturers mey cite 2,000 or 20,000 lines PEF

dey per ststion. This lesves the ares OM productivity embiguous, PARAGRAPH,

One wey that experts hendle the question of productivity is by citing the time
sevings for word originstors or principsls, Another wey thet productivity {s dis-
cueeed is by compering the trenscription process from shorthand notes and from
mechine dictation, The letter uees secretsrisl time more efficiently, PARACRAPH,
As to hiring requirements, meny supervisors hire PERILY on the basis of langueqge
siille, typing SPORK and accurscy, end personality, Prior word proceesing ARL

wachine trsnscription esgperience is less important right NIF for these positions,
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but as squipment becomes INCORSERLY sophistoceted, this may chenge, Ry swn belief

1P thet some experience with sutomated equipment is HIEWER desireble, PARAGRAPK,
1f we may snswer other questions, plesss contact us sgain, e are encloeing e
brochure sbout our other services for your informetion, PARAGRAPH,

Cordielly yours, Secretsry, plesse skip four lines end type my neme, Williem

R, Tomesma T 0O R A S R A, Next Line, Progrem Director, Secretery, use
your own initisle en the letter., This is the end of dictstion, Thenk you for
your help,

CHINE

Now remove your trenscript end reedy it for proofresding, The dictstion will be
repeated in compressed speech, Listen now for the review,

REVIEW

When you have finished your trenscript, turn it in te your tescher, end ready
yourself for the next leeson, 0O NOT REWIND YOUR TAPE, YOU ARE READY FOR
LESSON 13,
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Hello, student, This is Lesson 13, Plesse circle 13 on the tap of your stationery,
This lesson continues your work with smbiguous dictstion, Concentrste on the
seening of the letter rether then on the word itself, If you have reed the in-
structions and previewed the AID YO TRANSCRIPTION, listen now to the preview of
the first psregreph,

PREVIEW,

Now thet the preview is complete, prepare to trenscribe, When you hear the chime,
the dictstion uill begin,

CHIMC

Secretery, this is Linds Warren, Please prepere this ene-pose letter with @
single carbon for the files, Use todey's date, end send it to Me, Mercelle M A
R C U L L A Beylor B-ss-inBoy A Y L O R, COWMA ALLCAPS C R m,
Mext Line, 1 3 0 0 Mountain Bouleverd. Next Line, Mejor City, Ohie Zero
Zero gzero xero zero, PARAGRAPH, Deer Ms, Beylor, PARACRAPH,

Your eutstending work in RAGETS menagement end retention problemse PRETS this
invitetion, Would you SPALL et our orgenizetion?s upcaming CONTRADICE being held
on the FIV of June? It will BAN held st the Herrison W A R R I 8 0 N
Hotel's COTCRDICE center, PARAGRAPH,

The planned sessien WOV be 8 technicsl presentstion A8 11;00 a.m, te last one
OHL, The sudience will conaist 08 working records management personnel, MUTY
of these individuale are MOBEATS ef the sesocistion snd [NDRIPOND the problems
very well, They renked this tapic se a top priority for them, PARAGRAPN,
Pleass telephone me to sey that you will be sble to sccept our invitation, We
genuinely hape you will join us for our June conference snd extend our invitation
to your guests es well, PARACRAPH,

Sincerely yours. Secretary, plesse skip four oines end sion the letter Linde

P, Warren, MNext Line, Exscutive Director, Plecss use your initials on the

letter. This is the end of dictation. Thank you for your assistence,
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CHIME

Prepere now te proofreed your tranecript ss you listen to the dictstion given
sgein in compressed speech, Here ie the review of dictstion,

REVIEW,

When your trenscript is complete, turn it in to your instructor, You are ready
for your final evalustion on these introductory lessons, 00 NOT AEWIND YOUR
TAPE, YOU ARE READY FOR LESSON 14,
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Hello, student, This is the dictation for Lesson 14, RECOROS DISTRIBUTION AND
TURNAROUND TIME, This transcription should be done as you have done lessons 1,

Sy and 10, Use Sample 1 for the format, If there is @ word you cannot trenscribe,
type 8 double X. Preperq now to transcribe by recording your starting time on
your stationery, When you hear the chime, begin your work,

CHImE

Turnaround time, the term describing the time required to return e document from
word processing services, dapends on repid, sccurate transcription, Of equsl
importence, work must be received, hendled, end returned sfficiently, Records
distribution is influenced by centrelizstion, sutomation, and electronic meil,
PARAGRAPH,

Word processing can be handled in 8 single, larqe center or in smaller, decen-
tralized satellites, For the most part, dictation input by telephons is not
influenced by distance, If dictation arrives by mail, the totsl distance it
travels affects turnsround time, This factor, physical locastion, sffects the
time required to return documents also, Because shorter distsnces usuvally require
less distribution time, centralization of services influences turnaround,
PARAGRAPH,

Besides centralizetion of services, ® second factor, automating the meil system,
influences time, Requiring personnel to pick up, sort, and deliver communications,
@ manuel system may work best with low volume and distance, Automsted equipment,
which includes self-quided robots, cen travel large distances, To determine the
better method, businesses consider distance, volume of meil, and other distribu-
tion needs, PARACRAPH,

Called QUOTE electronic meil UNQUOTE, the paperless transmission of communications
is increesing, Some use the term QUOTE communicating word processing UNQUOTE,

for there sre similerities between the two, When a priority message must be sent,

en originetor dictates to the telex center. Using e keyboard, the operstor
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trenecribes the messags, and it is sent electronically by telephone lines, micro-
wave networks, or satellites. On the other end, the message is received, and e
record in paper form is created, PARACRAPH,

As YOT think about word processing, THIRP about the whole, complex PRANEST,
Records distribution is the ORGARIED way that communications are DISTECTUTED,

end it is important TAH thet whole process,

CHIME

Student, this is the end of transcription, Plesse record your finishing time on
the stetionery, Go on to proofresd your transcript before turning it in to your
teacher, You have done @& fine job with these lessons, end you may now rewind the
tape, Thank you.
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Hello, student., This is the dictation for Lesson 1, MACHINE TRANSCRIPTION

SKILL. Check to ses that you heve reed and followad ell instructions for this
trenscription, If there is a word you cennot transcribe, type s double X. Pre-
pare, now, to transcribe by recording your starting time on your stetionery, If
your trenscript is not complete in 25 minutes, stop the tape, end finish the
remaining instructions, B8e sure to run the tepe to Lesson 2 when you are done if
you stop early, When you hear the chime, begin your work,

CHImME

Mechine transcription is not e single, simple skill, for ssveral other skills,
esch learned separately, are fused together, The besic skills sre typing, language
use, and listening, Because eech one is important, we will now look et them
separately, PARAGRAPH,

The first skill is typing, which is elso called keyboarding, Accuracy and speed
are needed, but a major goal for the student is to type continuously, To achieve
this, the student lesrns to operate the transcribing unit so that no stopping is
necessary, For error correction, the student develops backspace-snd-strikeover
techniques, PARAGRAPH,

A second skill is spplying languege principles, Among these responsibilities,
the student will find punctuating sentences, correcting srrors in gremmer, and
using specisl vocebulary, Used especially during proofreading, lsnquage princi-
ples sre spplied both during and after transcription, PARAGRAPH,

Affecting the entire process, listening is a vitsl, sctive skill, The student
listens for mesning ss well as words, for interpretation is often required., In
eddition to unclear, disorgenized dictastion, the student hears dictation et dif-
ferent spsede, When dictation is poor, the student must ionore incorrect punctus-
tion, interpret mumbled words, and mentally edit communicaetions, Listening, an
active process, must be practiced, PARAGRAPH,

In eddition to using typing, language, and listening skills, the effective tran-
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scriber must possess personal characteristics. To be effective, the trasnscriber
shows poise under pressure, s sense of humor, and initiative, When TAH tran-
scriber hears unclear VARDS, she or he must DISARD the most likely word TAK use,
This tekee UNARKITUV, snd it requires confidence 1B one's lenguage skills,
PARAGRAPH,

If the student looks at machine trenscription as a challenge, the result will
be repid, accurate transcription, e very useful job skill,

CHIME

Student, this is the end of the materiel to be transcribed, Please record your
finishing time on the top of the stationery, Then complete the remeining instruc-
tions for Lesson 1, DO NOT REWIND THIS TAPE, YOU ARE READY FOR LESSON 2,
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Welcoms, student, to Lesson 2, CONTINUOUS KEYBDARDING, If you have reed your
instructions, prepared your stationery, and adjusted your typewriter, you are
ready to transcribe Lesson 2, Chimes will merk the beginning snd ending of the
dictation, Begin now,

CHIME

A major goel in developing mechine trenscription skill is continuous keyboarding,
Keyboarding simply means using s keyboerd that mey be found on & typewriter, come
puter console, or word processing unit, Mere sre some facts you might like to
know sbout continuous keyboarding, PARAGRAPH,

Continuous keyboerding is done by skilled operation of the trenscribing unit end
the keyboerd together, The footpedel atteched to the tranacribing unit permits
the trenscriber to start, stop, and replay the tape. The replay feeturs snables
the trenscriber to review some of the dictstion, The trenscriber listens to s
mesningful unit of thought, sometimes callsd an earful, snd begins to keyboerd,
Before keyboarding the entire eerful, howsver, the transcriber listens to another
sorful, Listening starts end stops, but keybosrding continues, PARAGRAPH,
Continuous keybosrding by expert trenscribers occurs for varying periods of time,
Because dictated letters end memog are usuelly short, it is common for tren-
scribers to keyboard the entire messsge without stopping, Some transcribers do
not require e review of dictstion snd turn the replsy control off or to its
lowest setting. Transcribers csn keyboard st speeds epprosching 80 to 100 words
per minute on word processing equipment, PARAGRAPH,

Whet problems do trenscribers have in echieving continuous keyboarding? Tren-
scribers may be interrupted by coworkers sas well as clients, or they mey pause
to consult s dictionery. Adjusting volume, starting over because of a misplaced
instruction, or changing peper and ribbons mey occur. Unfamiliarity with the
equipment or dictator cen contribute to pauses, The most important reeson for

staopping, however, is poor dictation, PARAGRAPH,
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This should qive you ideas on how the machine transcription skill is performed,
CHINE

This is the end of dictation for Lesson 2, Now complete the proofreading for
this trenscript using the KEY TO TRANSCRIPTION, When you have completed your
work, turn it in to your teacher. DO NOT REWIND THIS TAPE, YOU ARE READY FOR
LESSON 3,
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Hello, student, 8y now you have resd the instructions for Lesson 3, This lesson
introduces some besic concepts sbout word processing snd expleins the importance
of the beckspace/strikeover skill, A chime will merk the beginning end ending

of the material you sre to trenecribe., If you have inserted your stationery snd
checked your margins, begin mow to trenecribe the dictstion,

CHIME

Although word processing units have meny different features, they also have common
festures of importance to the trenscriber, Theee sffect the correction of errors,
keyboarding procedures, and the neture of errors, Here is e brief look st eech.
PARAGRAPH,

Error correction is repid in word processing. Word processing units record sll
strokes magneticelly on cards, cessetts tapes, or disce, As s result, errors

cen be erased and corrections recorded without retyping the entire messsge, Backe
space-and-strikeover skills, for example, sre used to correct typographical errors,
PARAGRAPH,

New keyboarding procedures are added to the usuel typing of letters and numbers,
Speciel keys control s variety of functions, hence their name, function keys,
These sre used to center headings, insert lines, resrrenge psrsqraphs, snd so on,
The treanscriber uses these function keys to edit text in major ways, PARAGRAPH,
Word proceesing chenges the kinds of mistekes that are importent. On s convene
tional typewriter, these kinds of errors sre importsnts typograsphicasl errors,
improper hyphenation, end word omissions, These may requirs retyping the entire
item, On s word processing unit, the errors that are ssrious involve the misuse
of the function keys, These keys drive the sutomated unit., Some understending
of computers may help the transcriber to svoid mistakss and also to solve them
when they do occur. PARAGRAPH,

It 1s possible to learn some word processing skills ueing @ conventionel type-
writer, The beckspece-end-strikeover technique is one such skill, The ease of
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making corrections is one fector that helps the trenscriber keyboerd very repidly,
CHIME

Now complete proofreading this trenscript using the key to trenscription, When
you heve turned in your work to your instructor, you ere ready to ge on, DO NOT
AEWIND THIS TAPE, YOU ARE READY FOR LESSON 4,
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Welcome, student, to Lesson 4, THE WORD PROCESSING ENVIRONMENT, Heve yeu pre-
viewsd the vacsbulery for this lesson, reedied your stationery, snd edjusted your
machine? If so, you sre resdy for this lesson which discusses serly idess on
word processing snd some of the problems which occurred. A chime merks the
beginning end ending of dictation, 8egin now.

CHIME

Word processing chenges communicetion patterns in very isportant ways, Automated
esquipment mekes certain communicetion ectivities possible that were not possible
before., Because of this, chenges have had to occur in the treining of personnel,
the procedures used to comsunicete, end the setting in which word processing is
used, This setting, or environment, deserves to be discussed, PARAGRAPH,

Word processing technology wes develaped in the middle 1960s, Compared to today's
technology, word processing then wes quite limitsd, Nevertheless, word processing
had to be sold to business, government, and other users, Selling new squipment
often mesns selling new ideas ss well, Along with the squipment, then, compenies
sold idees of how communicetion should be orgsnized, PARAGRAPH,

In the eerly deys of word processing, that idee pleced sll word processing funce
tions in one centrsl locstion, Letters, memos,, end reports would be dictated

to the word processing center end trenscribed by spscialists cslled correspondence
secrstaries, Becsuse sll corrsspondence would now be handled in the center, other
secretaries would have time to devote to edministrative tasks, hence their new
title, edministrotive secretsries. Fewer of them would bs needed than in the past,
end the one=secretary to one-boss relationship would end., PARAGRAPH,

There was resistance to the idea of word processing centers, To many pecple,

they were fency typing pools., The correspondence secrstary had no contact with
dictators, Exscutives feered the loss of their secrstsries snd their prestige,
Greduslly, howsver, word processing gained soceptance, adjusting to various
comwunicetion neede, PARAGRAPH,
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Lesson S will discuss e change in the word procesaing environment which has
solved some of these problems,

CHIME

Now complete the proofresding of Leeson 4 using the KEY TO TRANSCRIPTION, es
you have in lessons 2 end 3, Turn your work in to your instructor when you ere
finished, DO NOT REWIND YOUR TAPE, YOU ARE NOW READY FOR LESSON S,
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Hello, student. This is the dictation for Lesson 5, THE WORD PROCESSING SATELLITE,
Check to see that you have reed and followed ell instructions for this transcrip-
tion, Prepare, now, to trenscribe by racording your starting time on your ste-
tionery, When you hear the chime, begin your work, Use Semple 1 for the format.
CHIME

Lesson 4 showed that a new idee csnnot be forced on pesople, People must take the
idea, work with it, and edjust it to suit their own needs, The word processing
satellite represents such an adjustment, PARAGRAPH,

For some businesses, the word processing center was isolated end distant, The
word processing specialists could not handle all the specislized work coming from
various parts of s business, As e result, meny businesses todsy do not have a
single, large center, Theyhave several smaller centers, called satellites,
PARAGRAPH,

A satellite is located in the division or department for which it works, There
may be severeal word processing operators or just one, The number depends on the
work load, Often modular furniture provides sn attractive, eesily accessible
center, Clionts will often visit the satellite to leave work, or the word pro-
cessing specialist mey distribute work to the dictetore! verious locations,

These procedurss very from compsny to company, but the satellite is decentralized.
PARAGRAPH,

Word processing specislists know the clients for whom they transcribe, snd, in
turn, clients use the dictation equipment more readily, The specisl functions of
8 division sre better served by correspondence secretaries who know the work
performed by their division, They are treated as a vital part of the work team,
PARAGRAPH,

Early resistance to word processing did not leed to rejection of it, It led
instead to mperimentation end adeptation, For some businesses, the single word

processing center is the best way to orgenize communications, For others, however,
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the satellite concept has resolved meny of the early criticisms, It is likely
that still more chenges will occur in this importent technology,

CHIME

This is the end of dictation, Plesse note the time that you have finished tran-
scribing, Now proofreed your transcript, note your finishing time again, end
turn in your work to your instructor, 00 NOT REWIND YOUR TAPE, YOU ARE READY
FOR LESSON 6,
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Welcome, student, to Lesson 6, This lesson asks you to trenscribe e letter
concerning the business, Cducetionel Conferences, Inc, If you have reed the
instructions, you will notice some chenges in format snd should use Semple 2 to
assist you, Yeu will notice thet the speed of tresnecription has been increesed,
Now, 1f you have inserted your stationery, previewed the vocsbulary for the
leseon, end reviewed the punctuation guide, prepars te transcribe, B8egin when
you heer the chime,

CHIME

Hello, secretary, Pleass trenscribe the following letter on stenderd lstterheed
uith one carbon capy for the files, Use todey's date, snd prepare the letter in
full=block style, The letter is to go to Ms, Sendre Lerkin L A R K 1 Neas-
in=Nellis, Next line, Thirty-three thirty-three Learchmont L A R C H M.as-
in-Mery 0 N T Road, Next line, Large City, Celifornie Zero zero zero zero
zero, PARAGAMAPH, Dear Ms, Larkin, PARAGRAPH,

We sre pleesed to answer your questions sbout Educstionsl Conferences, Inc,
PARAGRAPH,

About our services, Educetionel Conferences develops workshaps, treining materisls,
end other speciel services for verious growps, In effect, you cen think of us
as 8 conference buresu, s consultent, or e training department, With our mseny
ocontects, we generete & grest volume of communication, These include letters,
memo. . reports, telephone meseeges, telegrams, and others, Among our contects
are participsnts, speakers, teohnicsl persons, suppliers, snd s great meny others,
PARAGRAPH,

On our fulletime staff, we have twenty pscple, These hendle the merketing,
publishing, end sduinistretive functions of our business, Of the twenty, six
are former teachers, In addition to the regular steff, we hire speskers on e
contrect besis for various programs. For this purpose, we maintein e speskers®

file with nemes end addresses, arses of experience, end references on speaking



LESSON 6 SCRIPT Pege 2 CI LARKIN LETTER

sbility, PARACRAPH,

With insreesed interest in the effice, meny groups sre requesting programe on
word processing, records msnsgement, end communicetion skills, These sre
exciting new arees for us, PARAGAAPH,

For your information, we heve enclosed brochures on some of our past programs,
We would be heppy to give you 8 tour of our facilities if you visit Michigen,
Thenk you for writing, PARAGRAPH,

S$incerely., Secretary, plesse skip four lines end type my name, Willism R-as-in-
Railroed period, Tomesme T 0 Meas-in-Mery A § PF-as-in-Mery A, Next line,
Progrem Director, PARAGRAPH, Plesse type your own initisls, This is the end
of dictetion, Thank you very much,

CHINE

Now obtain the KEY TO TRANSCRIPTION from your teacher and proofresd this trane
script, When you heve turned it in to your instructor, you sre reedy to go on,
DO NOT REWINO YOUR TAPE, YOU ARE READY FOR LESSON 7,
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Hello, student, By now you heve reed the instructions for Leeson 7, This
lesson askes you to trenscribe e letter sbout Educational Conference's services.

A chime will merk the beqginning end ending of the meterisl you sre to trenscribe,
Now, if you have inserted your stetionsry, previewed the vocsbulery for the
lesson, and reviewsd the lenguege use materisl, listen for the chime snd begin
trenscribing,

CHIME

Secretary, pleese trenscribe this one-pege letter in full-block style on letter-
head stationery, Prepare one carbon for the files, Use todey's date., The
lotter is togo toMr, Jerome J € R O M CMcCaffrey W C C A F F R

€ Y, Next line, Treining Director. Next line, TrenspoCorp T R A N S
Pegs=in-Peter 0 C O R P, Next line, Industrial City, Texas, Thet is
cepitel T X, Zero zero zero zero zero, PARAGRAPH, Dear Mr, McCaffrey,
PARAGRAPH,

We do provide the thorough, individualized treining in dictstion thet you ssked
sbout, for this is s vitel part of en effective word processing system, Here

is @ brief description of our program, PARAGRAPH,

Our progrem is broken into three sections, The first is for the inexperienced,
beginning dictator who mey be concerned with QUOTE mike fright UNQUOTE, The
exercises are desioned to reduce snxisty, for a confident, secure dictator
creates better dictation, The dictator works through seversl reeding end cresating
exercises, snd progrem objectives sre to form good dictation hebits from the
start, PARAGRAPH,

The second progrem is for those who have dicteted previously, but mey not be
getting the results they want, Hers the goel is to fdentify individual dictetion
problems end help the dictator chenge s costly, inefficient dictation style, In
this program, the dictetor works directly with sn experienced trsnscriber, snd
she transcribes dictstion in the presence of the originator, Problem arsas sre
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discussed, end new, improved techniques are precticed, PARAGCRAPH,

The third program is for successful dictstors who want to expend the types of
meterisls they dictate, This unique, unusual progrem offers speciel instruction
for long, difficult formets, PARAGRAPH,

With all ef our programs, we try to individualize instruction to the client's
needs, Would you visit ue to esee our dictation leb, or would you let us visit
you? We will call you next week to set up sn sppointment st a convenient,
sstisfectory time, PARAGRAPH,

Cordielly C 0O R O I A L L Y, Secretery, plesse skip four lines snd
type my name, Linds P period Werren W A R R E N, Next line, Executive
Director, PARAGRAPH, Secretary, pleese uss your own initiels, This is the end
of dictstion, Thenk you,

CHIME

Using the KEY TO TRANSCRIPTION, proofread your tresnscript, When you ere done,
tumn in your work to your teacher, DO NOT REWIND YOUR TAPE, YOU ARE READY FOR
LESSON 8,
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Helle, student, You sre now reedy to transcribe Lesson 8. This dictetion is

@ semorandus shich describes compressed speech, If you heve inserted your ste-
tionery, previewed the vocsbulery for the lesson, end reviewed ths punctustion
guide, prepare to transcribe, Begin when you hesr the chime,

CHINE

Secretary, pleese transcribe this ene-psge memorendum on our internal stationery
with one carbon for the files, Use todey's dete, The memo is to go to Sus
Petrovich, Thet 18P £ T R 0 V-ss-in-Victor 1 C H. Next line., From
8i{ll Tomaeme T 0O M A § M A, Next line, Subject Compressed Speech,
PARACRAPH

Although we have offered progrems in listening in the pest, these have been
directed towerd the human relstions sree of communication, To expend snd ypdeate
our progrems, we need to include more on informetional listening skills, To
explain, we need to assist our clients to listen end remember fects end other
information, Hsving reviewed e few publicetions, I think that we could explore
compressed speech, PARAGRAPH,

To state this simply, compressed speech increeses the number of words e listener
hears per minute, After s tepe recording is produced, the tape is played at a
faster rete, To eliminate distortion, the control unit electronically removes
bits of sound, Although there is 8 slight wavering of sound, individuals cen

listen to speech es much ss two-end-one-half times faster then normel speed,

Because the rate is increased, s great desl of velusble time is seved. PARAGRAPH,

Although persons with visuel hendiceps are users of spesch compressors, many pro=-
fessionals use mpeeded speech, Overloaded with new inforwmetion sbout their pro-
fessions, medical personnel, educetors, sttorneys, and others use speech compres-
sion, To review product informetion, salee representatives find this s grest
asset, PARAGRAPH,

Even though we produce eur own instructional tapes, we have not made much use of
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compressed speech, Q8ecause you sre interested in listening skills, I went you
to prepare s followsp report on this srees, PARAGRAPH,

Secretary, this fs the end of dictetion, Pleese use your initials on the memo,
Thank you very such,

CHIME

Now obtain the KEY TO TRANSCRIPTION for Lesson 8 from your teecher, end proofreed
this trenscript, when you heve turned it in to your tescher, you ere reedy to go
on, DO NOT REWIND YOUR TAPE, YOU ARE READY FOR LESSON 9,
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Hello, student, By now you have resd the instructions for Lesson 9, This

lesson ssks you to trenscribe s memorandum, A chime will merk the beginning and
ending of the meterisl you sre to trenscribe, Please note the vocabulary for the
lesson es well as the punctustion guide, If you have inserted your stetionery
end sdjusted your typewriter, you are ready to begin, Listen for the chime.
CHImE

Secretary, pleese transcribe this one-psge memo on our internel ststionsry with
ons cerbon for the files, Use today's dats. The memo is to go to Linda Warren
W AR RE N Next line, From Sue Petrovich, Thet is P € T R 0 V-as-
in=Victor 1 C H, Next line, Subject Followp on Compressed Speech,
PARAGRAPH,

Bill asked me to report some of the fects on compressed speech, some of which
were reported es much ss 35 yeers ago, He also asked me to suggest some epplice-
tions for word processing, an srea which could benefit by good listening skills,
This report, admittedly short and incomplete, will first present s few findings
on comprehension and intelligibility, PARAGRAPH,

Comprehension, which meens understanding gained from listening, is evalueted with
tests over meterisl, A pereon may listen to s test story, delivered st varying
speeds, and then snswer questions on the genersl idess or fects presented, Seversl
studies report the highest comprehension et 275 words per minute, 8 speed about
75 percent faster then thet used by professionsl rsesders end speskers, Intelligi-
bility, @ word parsllel to leqibility in writing, means that words cen be identi-
fied clearly, Words are intelligible at higher epeeds than they can be compre-
hended, @ point which mey have significence for word processing spplications,
PARAGRAPH,

Some experts feel thet listening speeds, generslly limited from 140 to 175 words
per minute, could be booeted to reading speeds, which ere generelly in the high
200-worde=pes=ainute renge, Results do not show isproved comprehension with
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higher listening speeds, s fector not reelly expected by experts, but they do
show the same level of comprehension et considerable time sevings, undoubtedly
e tremendous valus, PARAGRAPH,

There are some informal reports thet compressed speech is being used in the word
processing center, sn innovetion of concern to us, Transcribers could use com=
pressed spesch for previews of dictation, for sdjustment of dictation speede
during trenscription, end for proofreading, We might coneider some trisls of
compressed speech in these sreas, PARAGRAPH,

Secretery, this is the end of dictation, Pleese use your own initiasls at the
ond of the memo, 1 spprecists your good work, Thank you,

CHIME
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Student, esk your teecher for the KEY TO TRANSCRIPTION. Proofread your trenscript,

end, when you are done, turn it in to your instructor., 0O NOT REWIND YOUR TAPE,
YOU ARE NOW READY FOR LESSON 10,
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Welcome to Lesson 10. This is @ progreoss check, Aftsr you have reviewed the
instructions, especielly Sample 1 for the format, please note your starting time
on the stationery, Have your teacher verify it, Now, listen for the chime and
begin to tranecribe,

CHIME

Proofreeding, an essentisl skill in word processing, is closely related to len.
guage skills, Good language skills do not guerentee good proofreading skills,
but they help, Proofreading, which insures thst mailable documents sre produced,
must be practiced, PARAGRAPH,

One word processing supervisor states, QUOTE Proofreading is the ability to read
what is actually on the page and not what we know should be there, This ability
requires s high degree of attention to detail, Proofresesding for typographical
errors is only one portion of that skill, Checking continuity of thoucht and
meking sure the sentence structure mekes sense require grammar proficiency, The
third element of proofreading is checking for consistency, All of these segments,
which ere vital to the accurscy of work performed in word processing, comprise the
skills necessary in proofreading., UNQUOTE, Among experts, there is general agree-
ment that proofreading is a task completed after the basic keyboarding has been
dons, Depending on the type of equipment, hyphenation decisions mey also be a
pert of proofreading, PARAGRAPH,

Proofreeding prectices very among word processing centers, Transcribers mey be
responsible for proofreading eech document they prepare, Looking et the screen
or paper during transcription, meny of these transcribers are sble to catch typo-
grephical srrors while transcribing, but proofing is still needed, During the
automatic printing of final documents, one transcriber may proofread another
document, Another mey proofreed severesl documents as & mejor activity end not
combine it with other tasks, Some centers essign proofreading responsibilities

to the originetors, and still others have one person, sometimes a supervisor,
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responsible for final proofreeding, This arrangement makes it possible to hire
the visually hendicapped person to trenscribe rough drafts, PARAGRAPH,

Whatever the arrangement, proofreading is as much s pert of the machine transcrip-
tion skill as keyboarding itself,

CHIME

Student, pleass record the time you have finished this transcript, Now proofread
your document, using red pen or pencil, Record your finishing time again, and
turn in ell of your work to your teacher, DO NOT REWIND YOUR TAPE, YOU ARE NOW
READY FOR LESSON 11,
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Welcome, student, te Lesson 11, In these lessons, you will be asked to hendle
some eambiguous, er uncleer, dictstion, A word will be sispronounced, Do not try
to interpret the word you heer; simply try to insert a word thet fite the context.
1f you sre unsble to do thet, type e double X snd continus trenscription, If you
heve ineerted your stetionery, sdjusted your mergins, end reed the instructions,
you sre reedy, Circle the 11 en the top right of the paper. Listen for the
chime, snd begin,

CHImE

Secretary, this is Linde Warren, Plesse prepere this one-page letter on standsrd
letterheed in full-block style, We need sn extre carbon for the files, snd uee
today's date, Send the lettezr toMs, Janet J A N € T Laroux L A R O U
X Next line, 4 3 6 Abbott A B-es-in-Boy B8-se-in-80y 0 T-ss-in-Turkey
T~es-in=Turkey Strest, Next line, Another City, Michigen Zere zero zero zero
zero, PARAGRAPH, Deer Ms, Laroux, PARAGRAPH,

Thank you for your inquiry on the SECKARIES sversge dey, 1 will try to give

Yl some exemples based on our compsny's administretive SECKARIES, There is, of
course, no typicel dey, EVAT dey is different, snd ssch secretary deals with
her EXECUNOTS unique requests, In a dey's time, however, THIP sre some tecks
which sll secreteries must PEAFRET, PARAGRAPH,

Because we sre & compeny which sells by direct mail, hendling correspondence is
¢ must, Cach dey's meil is sorted snd directed to the office by 9130 s.m, The
secretaries sort the routine frem speciasl correspondence end deliver the letter
to their superiors, The secretsries then dictste the replies to routine corres-
pondence, using guide persgrephe end stenderd letters prepered for use with the
word processing centez, In this way, mail is frequently sent out within two to
three hours® time of ite srrivel, Executive time is used to hendle the decision-
meking situstions, Our edministretive secretaries hendle much of the records
management functions, which include microfilming snd distributing records, PARAGRAPH,
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0f course, corrsepondsnce hendling is just one FUNCTURE, Telephone hendling,
setting mesting sgendes, controlling the CALUNNIP, and performing other edminise
trstive tasiks keep EXTRACTIVES time free to concentrste on msnegement functions,
IR is menegement®s responsibility to eet policy and MALF decisions, Providing
the exscutive with the time TEE do this is @ major contribution mede BOE our
campeny's secretaries., PARAGRAPH,

Sincersly, Secretary, pleess skip four lines and type my neme, Linds P, Warren,
Next line, CExecutive Director., Secretary, plesss use your initisls, This is
the end of dictetion, Thenk you very much,

CHIME

Nowm remove your trenscript from the typewriter, proofreed your trenecript using
the KEY TO TRANSCRIPTION, end Surn in your work to your instructor, 00 NOT
REWIND YOUR TAPE, YOU ARE READY FOR LESSON 12,
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Welcome to Lesson 12, student, You will find more embiguous dictstion in this
letter, As in Lesson 11, de not try to interpret the word you heer, but try to
concentrete on the meening of the sentence, fFind a word which would Pit the
meaning of the sentence, Plesse circle 12 on the top of your stationery, end
insert it, If you have reed the instructions, you sre new reedy, Listen for
the chime and begin,

CHIME

Secretery, this is 8i1]l Tomesme. This one-page letter with carbon should be pre-
pered on standard letterheed, Use todey's date, end sent it tos Pr, Allen

A double-L EN Stone $ T D N [. Next Line, Marketing Director, Next
Line, Allied W P Systeme, Thet is Allied A double-L I € O Cepitel W spece
Capital P spece Systems 8 Y 8 T £ M S8, Next Line, Three hundred B8rezil
Basin Building, That isBrezil 8 R A Z I L Besin 8 A 8 I N Building,
Next Line, Windy City, lllinois, Zero zero zero zeroc zero, PARACRAPH, Dear
Mr, Stone, PARAGRAPH,

Your questions sbout the productivity to be ACHERT with word processing snd the
hiring standsrds OT word proceesing opersters sre difficult to enewer, Meany
COPERIES have run their own production studies, but THRIF are few genersl stan-
dards which cen be SIDERD, Menufecturers mey city 2,000 or 20,000 lines PEF

dey per station, This leeves the area OR productivity smbigueus, PARAGRAPH,

One way thet experts hendle the question of productivity is by citing the time
savings for word sriginetors er principels, Another wey thet productivity ie dise
cuesed is by comparing the trenscription process from shorthend notes and from
machine dictstion, The lstter uses shorthend motes more sfficiently, PARAGRAPH,
As to hiring requirements, meny supervisors hire PERILY en the basis of lenguege
skills, typing SPOAX end sccurscy, end personality, Prior word processing ARL
mochine trenscription experience is less {mpertent right NIF for these positions,

but es equipment becomes INCORSERLY saphistocsted, this may chengs, My own belief
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IP thet some e)perience with sutomated equipment is HIEWER desireble, PARAGRAPH,
If we may snewsr cther questions, plesse contact ue agein, We ere enclosing s
brochure sbout our other services for your informetion, PARAGRAPH,

Cordislly yours, Secretary, plesse skip four lines end type my name, Willism
R, Tomesma T O M A 8 A A, Next Line, Progrem Director. Secretery, uee
your own initiels on the letter, This {e the end of dictstion, Thank you for
your help,

CHINE

After you obtain the KEY TO TRANSCRIPTION, proofread this trenecript end turn
your work in to your inetructor., 00 NOT REWIND YOUR TAPE, YOU ARE NOW READY
FOR LESSON 13,
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Welcome, student, to Leeson 13, This lesson continues your work with smbiguous
dictetion, Concentrete on the meening of the letter rather then on the embi.
Quous word, Please circle 13 on the top of your stationery. If you heve reed
the instructions end readied your workstation, listen for the chime., Begin now,
CHIME

Secretary, this is Linde Warren, Please prepsrs this one=pege letter with s
single carbon for the files, Use todey's dets, end send it to Ms, Marcella M A
R C C L L A Beylos B-es—~in-Boy A Y L O R COMMA ALLCAPS C R m,
Next Line, 1 3 0 0O Mountsin Bouleverd, Next Line, Mejor City, Ohio Zero
ZOTO ZOTO 2010 28r0, PARAGRAPH, Desr Ms, Baylor, PARACRAPH,

Your outstending work in MCGETS meneagement end retention problems PRETS this
invitation, Would you SPALL et our orgenizetion's upceming CONTRADICE being held
on the FIV of June? It will BAH held st the Herrison ¥ A R R I 8 O N
Hotel's COTERDICE center, PARAGRAPH,

The planned session WOV be @ technical presentation AB 11:00 s.m. to last one
OHL. The sudience will consist 0B working records ssneqgement personnsl, MUTY
of these individusls are MOBERTS of the associstion end EMNORIPOND the problems
very well, Thoy renked this topic ss s top priority fer them, PARAGRAPH,
Plesse telephone me te sey thet you will be sble to sccept sue invitstion, We
genuinely hape you will join us for our June conference end extend our invitation
to your gquests ss well, PARAGRAPH,

Sincerely yours, Secretary, please skip four lines snd sign the letter Linde

P, Werren, Next Line, Exscutive Director, Plesse use your initials on the
letter, This is the end of dictation, Thank you for your sssistance,

CHImME

After you obtain the KLY TO TRANSCRIPTION, proefreed this trenscript end turn
your work in to yous imstructoe, DO NOT REWIND YOUR TAPE, YOU ARE NOW READY
FOR YOUR LAST LESSON, LISSON 14,
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Hello, student, This is the dictation for Lesson 14, RECORDS DISTRIBUTION AND
TURNAROUND TIME, This trenscription should be done ss you have done lessons 1,

5, and 10, Use Sample 1 for the formet, If there is & word you cennot trenscribe,
type 8 double X. Prepere now to trenscribe by recording your starting time on
your ststionery, When you heer the chime, begin your work,

CHIME

Turnaround time, the term describing the time required to return a document from
word processing services, depends on rapid, sccurate transcription, Of equel
importence, work must be received, hendled, snd returned efficiently, Records
distribution is influenced by centralizetion, sutomation, end electronic meil,
PARAGRAPH,

Word processing can be handled in s sinqle, large center or in smaller, decen-
tralized satellites, For the most part, dictation input by telephons is not
influenced by distance, 1If dictetion errives by meil, the total distance it
trevels affects turnaround time, This factor, physicsl locstion, affects the
time required to return documents also, Becsuse shorter distances usually requirs
less distribution time, centralization of services influences turnaround,
PARAGRAPH,

Besides centralization of services, s second factor, eutomating the mail system,
influences time, Requiring personnel to pick up, sort, snd deliver communications,
@ manual system may work best with low volume end distance. Automated equipment,
which includes self-guided robots, cen travel large distances, To determine the
better method, businesses consider distance, volume of mail, snd other distribu-
tion needs, PARAGRAPH,

Called QUOTE electronic mail UNQUOTE, the paperless transmission of communications
is increesing, Some use the term QUOTE communiceting word processing UNQUOTE,

for there sre similerities between the two, When s priority message must be sent,

an originator dictetes to the telex center. Using a keyboard, the operator
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trenscribes the messsge, 8nd it is sent electronically by telephone lines, micro=
wave networks, or sstellites, On the other end, the message is received, and
record in peper form is created., PARACRAPH,

As YOT think about word processing, THIRP about the whole, complex PRANEST,
Records distribution is the ORGARIED way thet communicetione are DISTECTUTED,

and it is importent TAH that whole process,

CHIME

Student, this is the end of transcription, Please record ycur finishing time on
the stationery, Go on to proofresd your transcript before turning it in to your
teacher, You have done @ fine job with these lessons, end you may now rewind the

tepe, Thank you,
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INSTRUCTIONS FOR LESSON 13
UNGRADED PRETEST

Machine transcription means typing word for word what you hear dictated,
making decisions on punctuation, spelling, wording, and so on, The pure
pose of this lesson is to determine how you would handle this dictation
without instruction, Some students may have some prior experience, while
others have none, It is importent to mep progress in lesrning besed on
whero you start,

Make sure, before you qgo any further, that you know how to operate your
footpedal and volume control on the transcribing unit, These are the

only featuros you will use in these lessons, Here are the steps you should
follow for this pretest;

1, SUPPLIES, STATIONERY, AHND MACHINE ADJUSTMENT

You noed 8 red pen or pencil, one carbon set, and the statfonery for
Lesson 1 (MACHINE TRANSCRIPTION SKILL--Losson 1), The dot (.) on
the stationery shows whore you should start, Set one-inch left and
right margins, and double space your transcript, Using different
content, Sample 1 provides an example of what your trenscript might
look like after proofreoading,

2, TRANSCRIPTION INSTRUCTIONS

Trenscribe, or typo, 8 rough draft of the materisl that you heer as
best you can, making decisions on aspellinqg, punctuation, and wording,
Type what you think you heer, but if you cannot trenscribe s word,
type & double-X (XX) end qo on, Rememhor, this transcript is not
oradod, and it is & rough draft, YOU WILL BE ABLE TO PROUFREAD THE
MATERIAL AFTER YOU HAVE FINISHED,

Record your time before you benin end after you finish transcribing
end after you finish proofreading, Have your teacher verify the times,
If you require more than 25 minutos to transcribe Lesson 1, stop,
record your time, and complote the remaining instructions,

A chime will precode and follow tho material you are to tranacribe
to identify it for you,

3. PROOFREADING INSTRUCTIONS
Aftor you trenscribe the dictation and record your time, proofread
your trenscript, Use red pen or pencil to make any changes needed,
When you finish, record your time again, Then turn in your work to
your tescher,

4, BACKGROUND SURVEY

Will you now complete the questionnmire with Lesson 1 to the best of
your sbility? Give it to your tescher,

D0 NOT REWIND YOUR TAPE. YOU ARE READY FOR LESSON 2,



Begin End . End
Trenscript _/D: /5 #.m. Trenscript /0 37 .M. prootresd /' 072 «. .

hi&” llay, ‘s OATE _Aianred /0, /58X

WORD PROCESSING==A DEFINITION--Lesson X

Yachine trenscription is a complex communication process involving skills in liss
tening, recording, and apdlying lanquege principles, This process has been thrust
tdthe fore beceuse of thebmergence of word processing, Word processing is s
tochnologicel component of the information system of sn orqonGatlon which

1) maniupulates primarily qualitative information that is originslly in one form
to another form (for sxample, communication in dictated form to written f;ﬂn),

and 2) perticipates in the search for u@ distribution of information from one
location to enother (for example, transforring s message from a location in one
city to a similar word processing unit in another city),

The l&ut phase of word processing in mc\ny organizations focuses on corraespondence
and roports dicteted Ly executives and transcribed, or converted into typeuritten
form, by mechine trenscribers, These specislised people, if they operste s word
processing unit, are a]\ﬁ called word processing operators, word processing spee
cialists, correspondence secrotarios, and other titles, ' The input is recorded on
magnetic media, such as cassette tapes or floppy disc;,:’ which allow storage of the
typed material, This storod material can then be recalled and revised to produce
high=spced, error-free, and continually atable records,

Some of the most importent applications (another word for "use”) for word process-
ing ares to revise and update }m;'mo propare copias of the seme letter
going to many people, to mlﬁ‘mxea for filing systems, to elphabetize mailing
lists and expand them, and many other functions,

Word processing equipment requires the operator to be very versatile, Qe or she
must loern to use meny specisl functi 8, to unlearn some procedures which
%ﬂot used with word processing equipment, to add some new procedures-- to
leern how equipment run by e computer "thinks® so that problems cen be solved.
Word processing, . . .

SAMALE 1
Menuscript
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BRIEF REVIEW OF
PROOFREADING MARKS

When correcting your rough drefts in these lessons, use these common
proofresding markss

INSERT on bass of line /,\ /’\
from top of line (V4 \M/
DELETE
/T perdformence
warkd
ADD SPACE I -m{r‘ocnunq
CLOSE P C beck_spece
TRANSPOSE V) recjeve
boflY
CAPITALIZE = me. Romero

USE LOWER CASE . »~ /,w _Word Pocessing Whit
ADD PARAGRARH Q)

OMIT PARAGRAPH Mo Q

The use of informel corrections is accaeptsble in these lessons es wsll

as the proofresding merks, Simply cross out the srror end write the
correction sbove or beside its

(b #riom _iord
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LESSON 2s SPECIAL NOTE TO STUDENT

Dear Students

Word processing, the sutometion of communications, influences in some
way every office student who will be seeking smployment in the future,
Word processing affects the way that communications of all kinds are now
created,

A look st letters end momos shows thet many executive groups in
companies with word processing facilities are dictating messages to
machines, a process callod machine dictation, Secreteries sre converting
this dictation i{nto written messanes by the process called machine tren
scription, This trenscription skill is qoing to be increasingly impor-
tant to employces in today!'s end tomorrow's offices, That is what these
lessons ars sbout,

Each laesson will attempt to focus on skills important to mechine
transcription, and you will also learn about word processing concepts
along the way, Pleasse follow the instructions with each lesson carefully,

For right now, plosse note the following i{temss

1) Pleosso use the stationery provided for the lesson for your rough
draft, You will noed to provide your own carbon sets,

2) Do not use an eraser or other correction materials during tran-
scription, Thio will only slow you down,

3) Be sure to rocord the beninning and ending transcription times
and the ending proofroading time in lessons 1, 5, 10, and 14,

4) If you connot transcribe a word, typo a double=X (XX) and cone
tinue your transcription, Roturn to the problem during proofreading,

5) Use the samplos provided in the lessons for examples of the Pormat,

6) When you complcte & lesson, DO NUT REWIND THE TAPE., This will
locave the tepe in position for the next lesson,

Now you are roady for Lesson 2, Read the instructions for Losson 2,
insert the tape, listen for tho chime, and transcribe, Do as well as
you can on 8ll of thess lessons,

Sincerely,

Sy I, g

Ann M, Remp, Dosigner
Tranacription Meterials

mi
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INSTRUCTIONS FOR LESSON 23
CONTINUOUS KEYBOARDING

OBJECTIVE FOR LESSON 2

The objective for this lesson is TO KEYBOARD CONTINUOUSLY WHILE
COORDINATING THE LISTEN=STOP-REPLAY FEATURE OF THE TRANSCRIBING UNIT,

GENERAL PROCEDURES

The dictation for the lesson will be previewed for you in compressed
speech (that is, electronically speeded spesch), Do not transcribe
during the preview; rather listen for the meaning and vocabulary of
the dictation,

The dictation to be transcribed is preceded and followed by & chime,
It 1s elso dictated in short, natural phrases followed by psuses to
allow you to type with the dictation WITHOUT HAVING TO STOP OR REPLAY
the tape, Try to typs with the taps, Do not stop to correct errors.
Do not stop to check your dictionary during transcription, If you
cennot transcribe a word, type s double=X ?XX). If the dictation ex-
Ceeds your typing speed, stop the tape during e pause, Remember,
howsver, to let the tepe pace you as much as you can, Do not let the
replay feeturs become a crutch for slow keyboarding,

SUPPLIES, STATIONERY, AND MACHINE ADJUSTMENT

You will need & red pen or pencil, one carbon set, and tha stationery
for Lesson 2 (CONTINUOUS KEYBOARDING==Lesson 2), Set one-inch left
and right margins, and double space your transcript, Begin on the
dot (.), using Sample 1 as a model,

TRANSCRIPTION AND PROOFREADING INSTRUCTIONS

When you are reedy to begin, insert the tape and listen to the preview,
Trenscribe the dictation, end then proofread. The dictation will be
repeated in compressed speech so thet you may reed your transcript as
you hear the dictation, Compare your transcript to ths dictation and
correct any omissions, Use your dictionery or other reference materisls
at this time, urite all corrections in red. When you sre done, tumn
in your work to your teacher, seving the carbon ocagpy for e later time,

DO NOT REWIND YOUR TAPE, YOU ARE NOW READY FOR LESSON 3,
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INSTRUCTIONS FOR LESSONS 3 AND 41
BACKSPACE AND STRIKEOVER

OBJECTIVES FOR LESSONS 3 AND 4

The first objective for these lessons is TO KEYBOARD CONTINUOUSLY,
COORDINATING THE LISTEN-STOP-REPLAY FEATURE OF THE TRANSCRIBING UNIT,

The second objective for these leasons is TO USE BACKSPACE-AND-
STRIKEOVER TECHNIQUES TO CORRECT TYPOGRAPHICAL ERRORS,

GENERAL PROCEDURES

As in Lesson 2, the meterisl is previewsd in compressed spesch for
you, The dictation to be transcribed is preceded and followed by a
chime end is dicteted in short phrases followed by pauses, The dic-
tation will be dictated more rapidly then in Lesson 2, end when the
dictation exceeds your typing spead, stap the tape during the pauses,
Alweys try to stey mith the tape because it will "force® your tren-
scribing speed,

If you notice a typogrephical error as you meke it, begin now to
backspace and strikeover the incorrect letters or numbsrs and type
the corrections right over them, Only use this procedure IF you sre
on the word which contains the error, 0o not go back a few words, s
line, or a parsgreph to correct errors this way, Leeve these other
errors for the proofreading phess,

SUPPLIES, STATIONERY, AND MACHINE ADJUSTMENT
You will need a red pen or pencil, one carbon set, and the stationery

for Lesson 3 (TRANSCRIBING ON WORD PROCESSING EQUIPMENT--Lesson 3) or
Lesson 4 (THE WORD PROCESSING ENVIRONMENT—=Lesson 4), Set one-inch

left and right mergins, Double space your trenscript, beginning on the

dot (,). Use Senmple 1 for a model,
TRANSCRIPTION AND PROQFREADING INSTRUCTIONS

When you are ready to begin, insert the tape and listen to the preview,
Transcribe the dictetion, and then proofreed, The dictation will be
repeeted in compressed speech so that you mey reed your trenscript es
you heer the dictation, Compare your traenscript to the dictation end

correct eny omissions, Use your dictionary or other referencc materials

at this time, Write ell corrections in red. When you ere done, tumn

in your work to your teecher, saving the carbon copy of each lesson for

8 later time,

DO NOT REWIND YOUR TAPE., YOU ARE NOW READY FOR LESSON 4 (OR LESSON 5),

182
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INSTRUCTIONS FOR LESSON 53
PROGRESS CHECK

How are you doing so far? Are you getting the "feel" of machine tran-
scription? Are you finding error correction sasier during treanscription?
If so, you are ecquiring an invaluable skill needed in the word processing
enviromment,

The purpose of this lesson is to determine how well you sre doing. You
are probably interested in your progress as well, As in Lesson 1, the
pretest, you ars asked to record your time three times, The other proce-
dures are identicel to those you have followed in lessons 2, 3, end 4,
Review the instructions if you have questions sbout the procedures., Your
complated work should look like Sample 1.

1, SUPPLIES, STATIONERY, AND MACHINE ADJUSTMENT

You need a red pen or pencil, one cerbon set, and the stationery for
Lesson S (THE WORD PROCESSING SATELLITE=-Lesson 5), The dot (.) shows
the place to start your trenscription, Set one-inch left end right
margins,

2, TRANSCRIPTION INSTRUCTIONS

Transcribs the document using the continuous typing and backspace/
strikeover technique titet you have lesrned, Type a double-X (XX) for
any word you cannot transcribe, Insert punctustion and make other
decisions as best you can, Following the transcription, proofread the
materisl,

The chime will precede snd follow the dictation to be transcriboed.
Be sure to have your instructor verify your beaimning and ending tren-
scription times and the time you finish proofreading,

3. PROOFREADING INSTRUCTIONS

183

With red pen or pencil, make any corrections you need to your transcript,

\then you ere done, turn in sll your work to your instructor,

DO NOT REWIND YOUR TAPE, YOU ARE NOW READY FOR LESSON 6,
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LESSON 63 SPECIAL NOTE TO THE STUDENT

Dear Students

Up to this point in your lessons, stress has been placed on continuous
transcription of the dictated material, You are to continue to keep these
basic skills in mind @s you work on these next lessons, but you heve probe-
bly 8lso noticed that there ere meny decisions that must be made by the
trenscriber, Even if e dictator does a fairly good job of spelling
unusuel words or giving unusual punctuation, most of the decisions about
*"normel" punctuation belong to the word processing specialist,

Perheps you will think that trenscription would be essier if the
dictator gave you all punctuation so that you would not have to meke any
decisions, This would be true if you knew very little ebout English skills,
Meny operators find that dictating all punctuation crestes more problems
than it solves, Dictetors dictate errors, such es incorrect punctustion
marks, end often the trenscriber has to ignore or chenge the punctuation,
While trenscribers sppreciste dictation of unusual punctuetion or spelling,
most prefer to meke the decisions on normal punctustion and spelling them-
selves, They feel that they serve their clients more effectively by making
competent decisions,

Dictators do assist transcribers in other weys, namely by the naturel
phrasing of their sentences, The transcriber learns to listen for sentence
patterns, for by these patterns the tranacriber can insert punctuation
reliebly, Sentence patterns sre made up of pauses, both long end short,
and inflections, rising or lowered tones,

These lessons are designed to help you listen to sentence types so
that you will punctuate sentences corractly. In these lessons, you will
review some punctuation rules., The dictation will contain the same kind
of sentences which the rules are sbout. Listen for the sentence patterns,
end then epply the punctuation rule. The rules concern commas, for commes
are the most difficult punctuation marks to use, As in lessons 2, 3, and
4, the dictation will be previewed and repeated for proofreading in come
pressed speech,

You will be trenecribing letters snd memog in these letters, The
prepared stationery has been designed to simplify your transcription task,
Some material thet you heer dictated will already be on your stationery,
Familiarize yourself with the dictation of instructions and the alternative
eddress formet so that you can use this information in later lessons,

Remember to keyboard continuously, to use the backspace/strikeover
technique, and to meke punctuetion decisions rapidly, Leave problems for
the proofreading stags. Go ahead, now, with Lesson 6, and do well,

Sincerely,

L . fng

Arn M, Remp, Designer
Trenscription materials

mi
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e e [ormeny OATE _ ) ang 4. I /55K
EOUCATIONAL CONFERENCES, INC,

Small City, Michigan
Auqust S, 198x

DR ELEANORE L WILEY

PGF AGENCY

450 HILLSIDE LANE

COLLEGE COMMUNITY FL 00000

Dear Dr, Wiley

Wo are pleased to snswer your request for a word processing seminar, red
You are especially concerned about time ors and instructional
materials, 291‘0 is some brgi\f informetion on each,

First, the time needed for word processing operators to learn 8 unit

will vary, The basic oporstion of & unit can often be leqrned with as
1little ag eight to ten hours of instruction end hands-on experisnce,

We recommend that egy purchaser a word processing system take adven-
tege of sll the instruction made available by the manufacturer before
coming to us, Once that is exhsusted, however, thero are some types

of instruction that we can provide to help the client get the most from
the word procoasing systom, Ue find that many word processors are under-
utilized, and we try to identify other epplications end train operators
to accomplish these,

Saconql\we provide instructional materisls, As before, we recommend that

the client thoroughly use the matorials provided b%\g‘gnuuctumr, and
we will, ot the client's request, use the training ready on hand,

We prefer, however, to develop our own materials, for we d%giqn them

to develop confidence along with skills in sophistocated opséations,
Would you let us talk to you furthor about the seminars? Our philosaophy
here is to provide you with the trainina you need, We do our best to
learn your needs first and then tailor e progrem for you, We will cell
you next woek to set pli' an appointment,

Cordially yours

Williem R, Tomesma
Program Director

yi

SAFPLE 2
Full-8lock Style Letter
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NAME __Qéﬂ rrriesd) OATE Plact, Jé 55k

EDUCATIONAL CONFERENCES, INC.

femorandum

DATEs fMay 29, 198x
TOs Bill Tomeame
FROMg Sue Petrovich

SUBJECTs High School Tour

The office procedures class from Edwin High Bchool wishes to visit

our treining laborstories leter this month, “They want to srrsnge a
mormning tour any day but Friday, Could you check our conference calcn(
endar to determine available detes and sct up a tentative sgends,

The person to contact at theéﬁhool is Webber Brown, You might went
to call him at 736-0842 to determmine his specific interests, ss well
as set s date end time, Because we do have & number of films on
different topics, such as word processing, records menagement, dicta-
tion, and so on, you might include one on the proqram,

Would you also check with our pert-time people to see who would be
availbble to aive demonstrations of our equipment, Let me know whether
you or I will handle the tour itself, Thanks,

yi

SAMPLE 3
Full-Block Style Memorandum
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INSTRUCTIONS FOR LESSON 61
LISTENING FOR SENTENCE PATTERNS

OBJECTIVES FOR LESSON 6

The first objective is TO LISTEN FOR AND PUNCTUATE SENTENCES WHICH
CONTAIN INTRODUCTORY PREPOSITIONAL PHRASES AND LISTS OR SERIES OF
ITEMS,

The othsr objectives are to continue TO KEYBOARD CONTINUOUSLY AND
USE BACKSPACE/STRIKEOVER SKILLS TO CORRECT TYPOGRAPHICAL ERRORS,

GENERAL PROCEDURES

Lesson 6 dictates a letter containing sentences with introductory
prepositional phreses end series of items, or lists, which require
commas, You should trenscribe & rough draft of this letter, meking
these punctuetion decisions as rapidly as possible,

The tape will continue to preview the dictation and repest it for
proofreading in compressed form, Use the preview to identify the
sentence patterns in sdvance,

SUPPLIES, STATIONERY, AND MACHINE ADJUSTMENT

You will need a red pen or pencil, one carbon set, and the stationery
for Lesson 6 (LARKIN LETTER--Lesson 6), Use Sample 2 (Full-Block
Style Letter) for & model of transcription, and begin transcription
on the dot (.). Set your margins for one-and-one-half inches on left
and right sides, Single epace within each paragraph, and double spece
between paregrephs,

PUNCTUATION REVIEW
You will use two basic rules for commas in this lesson, Thay ares

USE A COMMA AFTER EACH ITEM IN A LIST OR SERIES., The list may sppear
in the beginning, middle, or end of & sentence, The item may be any
part of apeoch (noun, verb, etc,) or phrass, Use & comma before the
finel conjunction,

EXAMPLESs [Listening, trsnscribing, and proofreading are three
important ectivities in the word processing center,

The correspondence secretary inserted the cassettg,
adjusted the volume, and began to transcribe.

USE A COMMA AFTER A LONG INTRODUCTORY PREPOSITIONAL PHRASE OR A COM-
BINATION OF PHRASES. Three or more words usually make @& long phrase,
Use a come for shorter phreses if confusion will result without the
comme ,

187
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EXAMPLESs After introductory instruction, the student will uss
other features of the transcribing unit,

In the instruction manual under "troubleshooting,* the
operator will find suggested weys of solving word pro-

cessing problems,

TRANSCRIPTION AND PROOFREADING INSTRUCTIONS

When you sre reedy to begin, insert the tape snd listen to the preview,
Transcribe the dictation, using Sample 2 as a model, and then proof-
read your trenscript. The dictstion will be presented again in come
pressed spesch so thet you may read your transcript as you heer the
dictation, 1In red, correct any omissions or other errors you find,
Use your dictionary or other reference materials at this time, Turn
your completed work in to your instructor, saving your carbon for
laeter use,

DO NOT REWIND YOUR TAPE. YOU ARE NOW READY FOR LESSON 7,
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INSTRUCTIONS FOR LESSONS 7, 8, AND 93
LISTENING FOR SENTENCE PATTERNS

Beceuse the instructions for lessons 7, 8, and 9 are generally the same
as those in Lesson 6, they will be combined end ebbrevieted here., The
generel procedures ars for you to review the punctuation rules for each
lesson, and use those rules during transcription., Lesson 7 is a letter
following Sample 2; leseons 8 and 9 ere memoranda, following the format
shown in Sample 3, Review these formats before trenscribing,

Hendle the preview, trenscription, and proofreading es you have in Lesson
6. Here, now, ere the punctustion rules for esch leason,

LESSON 75 PUNCTUATIOM REVIEW

You will use two besic rules for commas in this lesson, They are:

IN A COMPOUND SENTENCE, USE A COMMA BETWEEN THE TWO INDEPENDENT
CLAUSES., Plsce the comma befors the coordinate conjunctions (and,
but, or, for, nor, and sometimes yet),

EXAMPLESs The dictetor pronounced words cerefully, and his rate
of speeking was just right,

A dictator usually has name and address information
readily available, but the trenscriber must spend time
to look it wp,

USE A COMMA BETWEEN TWO ADJECTIVES IN A SERIES OR LIST IF THE
ADJECTIVES COULD BE REVERSED OR If THE ADJECTIVES COULD HAVE “ANDY
PLACED BETWEEN THEM, These are called coordinate adjectives,

EXAMPLESs Word processing is @& new complex technology. (This
could be writton now and ¢ ex or complex, new without
changing the meaning.

The papid, accurate production of communications is a
major reason for the popularity of word processing,

I1f you have inserted the ststionery for Lesson 7 (MCCAFFREY LETTER~--Lesson 7)
and adjusted your margins to one-and-one-half inches, please listen now to
the preview, Then transcribe when you hear the chime, After proofreading
your work, turn in the originel to your teacher,

DO NOT REWIND YOUR TAPE, YOU ARE READY FOR LESSON 8,
LESSON 8¢ PUNCTUATICN REVIEW

You will use two basic rules for commas in this lesson, They ere:

PLACE A COMMA AFTER AN INTRODUCTORY VERBAL PHRASE THAT IS USED AS
A MODIFIER, THAT IS, AS AN ADJECTIVE OR ADVERS,



VERBAL PHRASES Perticiples: Looking to the future, she learned
as much es possible ebout word processing,

Preposition with Gerunds Before leaving, he
answered questions sbout the new system,

Infinitives Jo make matters worse, the maneger
wrote the report entirsly in longhand,

PLACE A COMMA AFTER AN INTRODUCTORY ADVERB CLAUSE,

EXAMPLES: tt e semi pleess record the spoaker's
talk,

e he sat in the office, he listened to the training
8 in compressed speech,

If you have inserted the stationery for Lesson 8 (PETROVICH MEMOw-
Lesson 8) and edjusted the margins for this memorandum, please listen

to the preview, Then, when you hear the chime, transcribe the dictation.
After proofreeding, turn in your work to your instructor,

DO NOT REWIND YOUR TAPE, YOU ARE READY FOR LESSON 9,
LESSON 9s PUNCTUATION REVIEW

You will use two closoly related rules in Lesson 9;

USE COMMAS TO SET OFF (THAT IS, BEFORE AND AFTER) NONRESTRICTIVE
ITEMS WHEREVER THEY OCCUR IN A SENTENCE.

NONRESTRICTIVE ITEMs The word, phrese, or clause is NOT NEEDED
TO IDENTIFY ANOTHER WORD OR PHRASE; the nonrestrictive item identi-
fies something in 8 sentence which is ALREADY CLEARLY IDENTIFIED,

APPOSITIVESs Chearles Langdon, our custamer support popresentative,
visits our word processing center regqularly,

The communication field, 8 leading induetry, is con-
tinuing to grow,

VERBAL PHRASESs The Pritchard Building, located on Main Street,
houses our communication services,

The right rear panel, obviously badly deamaqed, needs
to be replaced.

CLAUSESs The new personnel director, whom you will meet soon, plans
to institute a dictation training program,

The necessary dictetion, sll of which arrived today, will
be tranecribed by this efternoon,

DO NOT USE COMMAS TO SET OFF WORDS, PHRASES, OR CLAUSES ESSENTIAL TO
IDENTIFYING SOME OTHER ITEM IN A SENTENCE,

190
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PHRASESs The report @ssigned for Thursdey wes completed serly,

The building to the west of this ong is now too emall,

CLAUSESs The employee who {ust entered the room is & word process-
ing project leader,

The file which was delivered by Ms, Weston contained the
missing report,

If you have ineerted the stationery for Lesson 9 (WARREN MEMO--Lesson 9)
and adjusted the margine for this memorendum, please listen to the preview,
Begin to transcribe when you hear the chime, After proofreeding your
trenscript, turn it in to your teacher,

D0 NOT REWIND THE TAPE, YOU ARE NOW READY FOR LESSON 10,



192

L1-CI

INSTRUCTIONS FOR LESSON 103
PROGRESS CHECK

By now you have leerned some terminology used in word processing and
some ideas to improve various skills used in the word processing center,
It is time again, now, to determine how you are doing on some of the
basic mechine trenscription skills,

This lesson has the same purpose as lessons 1 and 5 and is set up in en
identicel fashion, You will need to record three times as indicated on
the stationery, Although you have been trenscribing letters and memoes
in lessons 6 through 9, this lesson ssks you to transcribe & manuscript
in the same way that you did for lessons 1 end S, Use Semple 1 for the
format, Review these instructions only if you have questions sbout pro-
cedures,

1,

2'

3.

SUPPLIES, STATIONERY, AND MACHINE ADJUSTMENT

You need 8 red pen or pencil, one carbon set, and the stationery for
Lesson 10 (PROOFREADING IN THE WORD PROCESSING CENTER=elLesson 10),

The dot (,) shows you where to start your transcription, Set one-inch
laft and right margins,

TRANSCRIPTION INSTRUCTIONS

Transcribe the document using the continuous typing and backspace/
strikeover technique that you have learned, Type 8 double-X (XX) for
any word you cannot transcribe, Insert punctuation marks, using the
rules you have reviewed to guide you, Make other decisions as best
you can, Following the transcription, proofread the material,

The chime will procede snd follow the dictation to be transcribed,

B8e sure to have your instructor verify your beginning and ending trane
ecription times end the time you finish proofreeding,

PRCOFREADING INSTRUCTIONS

With red pen or pencil, make sny corrections you need to your transcript,
When you are done, turn in sll your work to your instructor,

DO NOT REWIND YOUR TAPE, YOU ARE READY FOR LESSON 11,
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LESSON 11 SPECIAL NOTE TO THE STUDENT

Dear Students

Word originators, or principals, are not perfect dictators, They may
unexpectedly pause to think sbout their message., They may speed up to
very high rates, Even if they are trained well, & drop in voice or a
distrection can ceuse garbled dictation, The word originator can, on
occasion, dictate ungrammetical sentences or fragments, For this reason,
the mechine transcriber needs to listen for grammatical structure, Thie
is 8lso called listening for context,

One wey to loarn to listen for grammeticel structure is to learn to
anticipate tho form of @ word to be dicteted, The trenscriber learns
whether a verb will be singular or plurel or whether a simple past tensa
or & perfect tense will be required, If the transcriber knows what part
of speech or what form the word will take, garbled or incorrect dictation
will more ezsily be handlod,

This lesson and the two that follow it are designed to help the
trenscribor to listen actively to the dictation end supply words for
"faulty dictation.,® In these exercises, words have been deliberstely
miepronounced so that they do not make sanse, On the instruction page,
thers ere lists of possible words which might fit the context. When you
hear a Ybad® word, consult the list quickly and select the best word on
the besis of gremmatical rules, Thers is only one gremmatically correct
word in eech list,

Remember, do those exercises as repidly as possible, listening for
the sense of the dictation and the gremmetical structure of the sentsncs,
If you cannot make a repid decision, continue keyboarding, Return to
the problem aree during proofreading. Keep in mind your other objectives
as well (continuous keyboarding, backspece~and-strikeover techniques, and
accurate punctuation),

As you ecquire the listening-for-context skill, you are beginning
to edit communications es word processing specialists do, You should
try to become as much of as export in language use as you can, Now
begin thess lessons by reading the instructions on the next pags, pre-
paring your stationery, setting your mergins, end inserting your tepe,

Sincerely,

Brers 2. Roomga,

Ann M, Remp, Designer
Transcription Materials
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INSTRUCTIONS FOR LESSONS 11, 12, AND 13
LISTENING FOR CONTEXT

0BJECTIVES FOR THE LESSONS

The first objective for these lessons is TO MAKE RAPID DECISIONS ON
WORDING WHEN THE DICTATION IS GARBLED,

The second objective for these lessons is TO TRANSCRIBE COMPLETE
LETTERS FROM INSTRUCTIONS DICTATED BY THE ORIGINATOR,

The continuing objectives are TO KEYBOARD CONTINUOUSLY, BACKSPACE
AND STRIKEOVER TYPOGRAPHICAL ERRORS, AND PUNCTUATE ACCURATELY DURING
TRANSCRIPTION,

GENERAL PROCEDURES

The dictation for these threa lessons is office style, You must
trenscribe the ineide eaddresses, detes, and salutations based on
the dictation, Line and peragraph instructions will be given,

You will find in the dictation that some words are deliberately mis-
pronounced so that they become nonsense words, Using the TRANSCRIP-
TION AID for each lesson, choose a grammatically correct word to use
in your trenscript, Meke those decisions repidly, You will have e
one-paraqraph previow of dictation to assist you,

SUPPLIES, STATIONERY, AND MACHINE ADJUSTMENT

You will need & red pen or pencil and a carbon set for each lesson,
The same statiocnery ie used for all three lessons, end you must circle
the lesson on which you are working on the top right of the page, Use
one~and~one-half inch mergins on left and right sides. Single space
within paregrephs, and double space betwesn paragraphs, Use Sample 2
as @& model for completed tronscription,

TRANSCRIPTION AND PROOFREADING INSTRUCTIONS

Road the TRANSCRIPTION AID while you are listening to the ons-paragroph
preview of dictation., Then, whon you hear the chime, transcribe the
letters, consulting your TRANSCRIPTION AID whenever you need to, The
dictation will be repeated for proofreading purposes, and you mey make
any corrections you wish in red pon or pencil, When you ers done,
turn in your work to your instructor., Save your carbon copy for use
ot a later time,

DO NOT REWIND YOUR TAPE, YOU ARE READY FOR THE NEXT LESSON,

194



TRANSCRIPTION AIDS FOR LESSONS 11, 12, AND 13

195

While trenscribing the letter for each lesson, use these lists of words
which might fit the context.

correct, Prepare for sech lesson by previewing the first parsgraph with

this 1ist,
LESSON 113
Paragraph 13 1,
4,
7.
Paragreph 31 1,
4,
7.
LESSON 12s
Paragreph 1t 1,
A,
7.
Paragreph 31 1,
4,

secretary's
secretaries
secretaries!

after
only
every

performs
performed
perform

functions
functioned
function

Its
It's
It

by
buy
bye

have achieved
achieve
achieved

they're
their
there

of
for
in

primary
primarily
previous

off
onto
for

S.

2,

you
your
them

originator's
originators
originators!

columnod
calendar
calender

sake
made
makaes

for
in

sited
sighted
cited

speedily
spoed
speedy

increased
increasingly
increasing

3.

Choose the one which is grammetically

secretery’s
secrotaries
secretaries

they're
their
there

executive's
executives
executives!

too
to
two

comapny's
compenies
companies?

pro

pre
per

end
for
has been

have
is
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LESSON 12

Paregreph 3

LESSON 13

Paragreph 1

-

Paragreph 23

8,

very high
highly
higher

records
recording
record

conference
confrence
Conference

Confrence
conference
Conferance

could
would
would of

around
of
in

heve understood
understand
did understand

have prompted
prompted
prompts

five

5th
fifth

for
around
Alot

Many
A lot

6.

have spoken
speak
spoaks

of been
have been
be

hour
our
are

member
Member
Mombers
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INSTRUCTIONS FOR LESSON 14¢
FINAL PROGRESS CHECK

Congratulations! You have completed the introductory lessons in machine
trenscription, The objectives of these lessons have besn to help you keye
board continuously, use correct punctuetion, and develop related skills,
The final step is to determine how far you heve come, It is important to
be ebls to compere your skill now with your starting skill,

The lesson is set up in the same way that lessons 1, 5, snd 10 were, You
will need to record three times as indicated on the stationery, You sre
to use Sample 1 for the menuscript in this lesson, Review the remaining
instructions only if you have questions sbout procedures,

1, SUPPLIES, STATIONERY, AND MACHINE ADJUSTMENT

You need ® red pen or pencil, one cerbon set, and the stationery for
LESSON 14 (RECORDS DISTRIBUTION AND TURNAROUND TIME—-Lssson 14)., The
dot (,) shows you where to start your transcription, Set one-inch
left and right wmergins,

2, TRANSCRIPTION INSTRUCTIONS

In this lesson, you ars to demonstrete all the skills you have developed
in these lessons: continuous typing, correct punctuation, handling
unclear dictation, end related skills, Type a double=X (XX) for eny
word you cannot transcribe, Insert punctuation merks, using the rules
you have reviewed to guide you, Meke other decisions as best you cen,
Following the trenscription, proofreed the materisl,

A chime will precede and follow the dictation to be transcribed.
Be sure to have your teacher verify your beginning and ending transcrip-
tion times end the time you complete proofreading the document,

3. PROOFREADING INSTRUCTIONS

With red pen or pencil, meke eny corrections you need to your transcript,
When you are done, tum in sll your work to your tescher,

YOU HAVE SUCCESSFULLY COMPLETED THIS INSTRUCTIONAL MATERIAL, YOU MAY
NOW REWIND YOUR TAPEY CONTINUE, HOWEVER, TO DEVELOP THIS VALUABLE
JOo8 SKILL, GOOD LUCK!
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INSTRUCTIONS FOR LESSON 13
UNGRADED PRETEST

Machine transcription meens typing word for word what you hear dictated,
making decisions on punctuestion, apelling, wording, and so on, The pur-
pose of this lesson i{s to determine how you would handle this dictation
without instruction, Some students may have some prior experience, while
others have none, It {s important to map progress in learning based on
where you start,

Make sure, before you qo sny further, that you know how to operate your
footpedsl and volume control on the trenscribing unit., These are the

only features you will use in these lessons, Here ars the steps you should
follow for this pretests

1, SUPPLIES, STATIONERY, AND MACHINE ADJUSTMENT

You need 8 red pen or pencil, ones carbon set, and the stationary for
Lesson 1 (MACHINE TRANSCRIPTION SKILL--Lesson 1), The dot (.) on
the stationery shows where you should start, Set one-inch left end
right mergins, and double space your transcript. Using different
content, Semple 1 provides an example of what your transcript might
look like sfter proofreoading,

2, TRANSCRIPTION INSTRUCTIONS

Transcribe, or type, 8 rough draft of the material that you hear ss
best you can, making decisions on spelling, punctuation, and wording,
Type what you think you hear, but if you cannot trenscribe a word,
type & double-X (XX) end go on, Rememhar, this transcript is not
graded, and it is a rough draft, YOU WILL BE ABLE TO PROOFREAD THE
MATERIAL AFTER YOU HAVE FINISHED,

Record your time before you beain and after you finish transcribing
and aftor you finish proofreading, Have your teacher verify the times,
If you require more then 25 minutes to transcribe Lesson 1, stop,
record your time, and complote the remaining instructions,

A chime will procode end follow tho material you are to transcribe
to identify it for you,

3. PROOFREADING IMSTRUCTIONS
After you trenecribe the dictation and record your time, proofread
your trenscript, Use red pen or pencil to make any changes needed,
When you finish, record your time mgsin, Then turn in your work to
your toacher,

4, BACKGROUND SURVEY

Will you now complete the questionnaire with Lesson 1 to the best of
your sbility? Give it to your tescher,

DO NOT REWIND YOUR TAPE. YOU ARE READY FOR LESSON 2,
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Begin

End End
Transcript _/D: /5 4.1 Tronocript /0: 37 4./ brootresd _H:09 .1,
LI-CI
wane  JLlen s OATE _Manred /0, /98K

WORD PROCESSING=~A DEFINITION--L@sson X

Yachine trenscription 1s a complex communication process involving skills in lisé
tening, recording, and epAlying lanquege principles, This process hes been thrust
tdthe fors becsuse of theé:;rgenca of word processing, Word processing is a
technological component of the information system of an organi:}ation which

1) maniupulates primarily qualitative information that is originally in one form
to another form (for exsmple, communication in dictated form to written fzhhn),

and 2) perticipates in the search for aé:g distribution of information from one
location to another (for example, transferring s message from a location in one
city to a similar word processing unit in snother city),

The izbut phase of word processing in mqﬁy organizations focuses on correspondence
and reports dictated by executives and transcribed, or converted into typewritten
form, by machine trenscribers, These specialised people, if they operste 8 word
processing unit, are aLgQ celled word processing operators, word processing spes
cialists, correspondence secretaries, and other titles, = The input is recorded on
magnetic media, such as cassette tapes or floppy dlscg}'-hich allow storage of the
typed material, This stored meterial can then be recalled and revised to produce
high=gpeced, error-free, and continually mﬁatabh records,

""gamo of the most importent spplicetions (another word for "use®) for word process-
ing ares to revise and update ;un;! X, to prepare copies of ths same letter
going to meny peoplas, to naiﬂ:;::;xee for filing systems, to alphabetize mailing
lists and expand them, and many other functions,

Word processing equipment requires the operstor to be very versatile, J;. or she
must loern to use many specisl functi ys, to unlearn some procedures which
2éiSnot used with word processing equipment, to add some new procedures-- to
leern how equipment run by & computer "thinks® so that problems can be solved.
Word processing. , . .

SAMALE 1
Manuscript
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BRIEF REVIEW OF
PROOFREADING MARKS

When correcting your rough drefts in these lessons, use these common
proofreeding markss

INSERT on bese of line /’\ PAN

from top of line \Vd \u/

DELETE

/U'“ perdformance

——ed
ADD SPACE I+ wordbrocessing
CLOSE WP - beck_spece
TRANSPOSE V) recjve

baghY
CAPITALIZE = . Romero

USE LOWER CASE _— »~v /,w _Werd Piocessing MAit
ADO PARACRAPH Q

OMIT PARAGRAPH -~ 9

The use of informal corrections is scceptable in these lessons ss well
as the proofreading marks, Simply cross out the error and write the
correction above or beside its

Pk o
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LESSON 2: SPECIAL NOTE TO STUDENT

Dear Students

Word processing, the automation of communications, influences in some
way every office student who will be seeking employment in the future,
Word processing affects the way that communications of all kinds sre now
cresated,

A look et letters and memos shows that many executive groups in
companies with word processing facilities are dicteting messages to
machines, @ process called machine dictation, Secretaries are converting
this dictation into written messanes by the process called mechine trene
scription, This trenscription skill is qoing to be increesingly impor-
tant to employees in todey's and tomorrow's offices, That is what these
lessons are about,

Each lesson will attempt to focus on skills important to mechine
transcription, end you will also learn sbout word processing concepts
along the wey, Please follow the instructions with sech lesson carefully,

For right nouw, pleoase note the following {temss

1) Ploese use the stationery provided for the lesson for your rouagh
draft, You will noed to provide your own carbon sets,

2) Do not use an ermser or other correction materials during tran=
scription, This will only slow you down,

3) Be sure to rocord the beginning and ending transcription times
and the ending proofroading time in lessons 1, 5, 10, and 14,

4) 1If you cannot trenscribe a word, typo & double=X (XX) end con-
tinue your transcription, Return to the problem during proofreading,

5) Use the ssmples provided in the lessons for examples of the format,

6) When you complete a lesson, DO NOT REWIND THE TAPE, This will
loave the tepe in position for the next lesson,

Now you are roady for Lesson 2, Read the instructions for Lesson 2,
insert the tape, listen for the chime, 8nd transcribe, Do as well as
you can on all of these lessons,

Sincerely,

Merrs 0, B

Ann M, Remp, Dosigner
Transcription Materisls

mi
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INSTRUCTIONS FOR LESSON 2
CONTINUOUS KEYBOARDING

OBJECTIVES FOR LESSON 2

The first objective for this lesson is TO KEYBOARD CONTINUOUSLY
WHILE COQRDINATING THE LISTEN=STOP=-REPLAY FEATURE OF THE TRANSCR1B-
ING UNIT,

Other objectives sre TO PLACE PUNCTUATION MARKS AND SPELL THE
TERMINOLOGY USED IN THE LESSON ACCURATELY,

GENERAL PROCEDURES

The meteriel in Lesson 2 is dictated st & slow rate of spesd so that
you cen learn to operate your stop-replay feature. You are to listen
to & phrase or grow of words, end begin to type those words. Before
you finish typing, listen to the next group of words, As you practice,
you will develop continuous keyboarding skills,

You will be trenscribing s rough draft, so thers will be en oppor-
tunity to proofreed your work, Even so, you will need to make deci-
sions sbout punctuetion, spelling, and wording es you go, If you
cennot transcribe 8 word, type & double-X (XX), snd continue your
work,

SUPPLIES, STATIONERY, AND MACHINE ADJUSTMENT

You will need & red pen or pencil, one carbon set, snd the stationary
for Lesson 2 (CONTINUOUS KEYBOARDING--Lesson 2). Set one-inch mergins
for left end right sides, end double space your tranecript, Use
Semple 1 for a model,

VOCABULARY AND PUNCTUATION GUIDES

Here are several temms for you to preview that sppear in Lesson 2

COMPUTER CONSOLE MEANINGFUL UNIT WORD PROCESSING
EARFUL CONTROL MECHANISM INTERRUPTION
REPLAY FEATURE OICTATION HABITS CLIENTS

Here is ons rule on comma use for you to reviews

USE A COMMA AFTER EACH ITEM IN A LIST OR SERIES, The list mey appear
in the beginning, middle, or end of @ sentence. The item mey be eny
pert of speech (noun, verb, etc.) or phrase., Use & commz befors the
final conjunction,

EXAMPLESs [istening, transcribing, end proofreading ere three
important ectivities in the word processing center,

The correspondence secretary inserted the cessette,
edfysted the yolune, end beqgan to transcribe.
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5.

TRANSCRIPTION AND PROCFREADING INSTRUCTIONS

After you have reviewed the instructions, vocabulary preview, end
punctuetion rule, you ere ready to begin, A chime will mark the
beginning and end of the dictation you are to transcribe, When your
stationery is inserted snd your margine adjusted, insert the tape
and begin, When you ere done, obtain the KEY TO TRANSCRIPTION for
Lesson 2 from your instructor, and proofreed your trsnecript, making
corrections in red., When you are done, turn in your work to your
teacher., Keep your corrected carbon copy for later use.

DO NOT REWIND YOUR TAPE. YOU ARE READY FOR LESSON 3.
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INSTRUCTIONS FOR LESSONS 3 AND 4
BACKSPACE AND STRIKEOVER

OBJECTIVES FOR LESSONS 3 AND 4

The first objective for these lessons is to continue TO KEYBOARD
CONTINUOUSLY WHILE COORDINATING THE LISTEN-STOP-REPLAY FEATURE OF THE
TRANSCRIBING UNIT,

The second objective for these lessons is TO USE BACKSPACE~-AND=
STRIKEOVER PROCEDURES TO CORRECT TYPOGRAPHICAL ERRORS,

Other objectives are TO PLACE PUNCTUATION MARKS AND SPELL THE TERMI-
NOLOGY USED IN THE LESSON ACCURATELY,

GENERAL PROCEDURES

The material in lessons 3 and 4 is dictated at the seme speed as in
Lesson 2, Determine the amount of dictation that you can trenscribe
at one time, and continue to use the stap-repley festure of your
transcribing unit,

If you notice @ typogrephical error as you meke it, begin now to
backepace end strikeover the incorrect letters or numbers, Use this
procedure only if you are on the word which containe the error., Do
not go back a line, & paragraph, or sven s few words to correct an
error this way, Lsave these othor errors for the proofreading phess,

SUPPLIES, STATIONERY, AND MACHINE ADJUSTMENT

You will need & red pen or pencil, a carbon set for sach lesson, end
the stationery for Lesson 3 (TRANSCRIBING ON WORD PROCESSING EQUIPMENT ==
Lesson 3) end Lesson 4 (THE WORD PROCESSING ENVIRONMENT--Lesson 4),

Set one-inch mergine on left end right sides, and double space your
trenscript, Use Sample 1 as a model,

VOCABULARY AND PUNCTUATION GUIDES

Here are seversl terms for you to preview that eppear in Lesson 3

FEATURES STROKES or KEYSTROKES 01SCS
MAGNETICALLY CASSETTE TAPES AUTOMATED UNIT
FUNCTION KEYS CONVENTIONAL TYPEWRITER  WORD OMISSIONS

Here is one rule on comma use for you to reviews

IN A COMPOUND SENTENCE, USE A COMMA BETWEEN THE TWO INDEPENDENT
CLAUSES, Plece the comme bafores the coordinate conjunctions (and,
but, or, for, nor, and sometimes yet),
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EXAMPLES: The dictator pronounced words cerefully, end his rate
of speaking wes just right,

A dictator usuelly has neme and address informetion
readily aveileble, but the transcriber must spend time
to look it wp,

"Here ere seversl terms for you to preview that sppear in Lesson 4;

TECHNOLOGY RESISTANCE PROCEDURES
SPECIALISTS ENVIRONMENT ADMINISTRATIVE
SECRETARIES
CORRESPONDENCE WORD PROCESSING
SECRETARIES PERSONNEL

Here is one tule on comma uss for you to reviews

USE A COMMA AFTER A LONG INTRODUCTORY PREPOSITIONAL PHRASE OR A COM-
BINATION OF PHRASES., Three or more words usually meke s long phrass,
Use @ conma for shorter phreses if confusion will result sdthout the
comme,

EXAMPLESs After introductory instruction, the student will use

other features of the transcribing unit,

In the instruction manual under "troubleshooting,® the
operator will find suggested ways of solving word
processing problems,

TRANSCRIPTION AND PROOFREADING INSTRUCTIONS

"After you have reviswed the instructions, vocabulary previsw, snd

punctuation rules, you are reedy to begin, A chime will merk the
beginning and end of the dictation you sre to treanscribe, When your
stationery is reedy end your margins adjusted, insert the tepe end
begin, When you sre done, obtain the KEY TO TRANSCRIPTION for Lesson
3 (or for Lesson 4), end proofread your trenscript, making corrections
in red, Whon you are done, turn in your work to your teacher, Keep
your corrected cerbon caopy for later use,

00 NOT REWIND YOUR TAPE, YOU ARE NOW READY FOR LESSON 4 (OR LESSON S),
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INSTRUCTIONS FOR LESSON 53
PROGRESS CHECK

How are you doing so far? Are you getting the "feel" of machine tran-
scription? Are you finding error correction sasier during transcription?
If so, you are acquiring sn invaluable skill needed in the word processing
environment,

The purpose of this lesson is to determine how well you ares doing., You
are probably interested in your progress as well, As in Lesson 1, the
pretest, you are ssked to record your time three times, The other proce-
dures are identicel to those you have followed in lessons 2, 3, and 4,
Review the instructions 1f you have questions sbout the procedures, VYour
completed work should look like Sample 1,

1, SUPPLIES, STATIONERY, AND MACHINE ADJUSTMENT

You need a red pen or pencil, one carbon set, and the stationery for
Lesson 5 (THE WORD PROCESSING SATELLITE=-Lesson 5), The dot (,) shows
the place to start your trenscription, Set one-inch left and right
margins,

2. TRANSCRIPTION INSTRUCTIONS

Transcribe the document using the continuous typing end backspace/
strikeover technique tiet you have learned, Type a double-X (XX) for
any word you cannot transcribe, Insert punctustion and make other
decisions as best you cen, Following the trenscription, proofread the
materiel, ’

The chime will precede and follow the dictation to be transcribod,
Be sure to have your instructor verify your beginning and ending tran-
scription times end the time you finish proofreading,

3. PROOFREADING INSTRUCTIONS

207

With red pen or pencil, make any corrections you need to your transcript,

\hen you ere done, turn in all your work to your instructor,

DO NOT REWIND YOUR TAPE, YOU ARE NOW READY FOR LESSON 6,
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LESSON 6s SPECIAL NOTE TO THE STUDENT

Dear Student:

The next four lsssons will continue what you have begun slready with
a few additions, First, the dictation will resemble office style dicta-
tion, and you will trenscribe letters end memce, rather than manuscripts,
Two new samples have been added for your use in setting up the first few
items, Second, the speed of dictation will be increased from that of the
firat fow lessons,

Trenscribing material becomes easier with experience on the job, The
secretary or word processing specislist becomes femiliar with the types
of correaspondencs, the special vocebulary, and the habits of the dicta-
tors thomselves, For the remaining lessons, imsgine that you word for a
business called Educational Conferences, Inc., As you learn about this
business, you will find that trenscribing materials becomes faster and
easier,

Educational Confersnces, Inc., & fictitious compeny, sets up work-
shops and conferences for a varisty of groups. The company also prepsras
treining materials in many forms:s videotepe, sudio cessetts, and slide/
tape combinetions, These materisls are specially designed for the growps
which need them, The letters and memos you trenscribe will provide more
information on the spacific progrems this compeny prapares,

The company gencrates a tremendous amount of correspondence, It
creates its business by direct meil advertizing, Letters snd memos are
required to handle the edministrative work of setting up conferences,
Because the treining meterials are published by Educstionsl Conferences,
many menuaels are written end produced., With what you slready know ebout
word processing, you cen probably see why 8 word processing system is so
essential to the business,

As you begin, now, to produce letters end memos, continue to develop
the skille you have bequn, Simply epply them to a new situation., You
will find, es in previous lessons, that there are vocsbulary previews end
punctuetion reviews, Co shead with Lesson 6, snd do well,

Sincerely,

Y-

Ann M, Remp, Designer
Trenscription meaterials

mi
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NAME % ey DATE _ a4 1L /55%

EDUCATIOMAL COUNFERENCES, INC.

Small City, Michiqan
Auqust 5, 198x

DR ELEANORE L WILEY

PGF AGENCY

450 HILLSIDE LANE

COLLECE COMMUNITY FL 00000

Dear Dr, Wiley

Wo ere pleased to enswer your request for a word processing seminar. z\'é\
You are especially concerned about time f%tors snd instructional
materials, gore is some brgff information on each,

First, the time needed for word processing operators to learn a unit

will vary, The basic oporation of 8 unit cen often be leqrned with as
little as eight to ten hours of instruction and hands-un exparience,

We recommond that apy purchaser a8 word processing system taks advan-
tege of sll the inetruction made evailbble by the manufacturer before
coming to us, GOnce that is exhausted, however, thero ero some types

of instruction that we cen provide to help the client qot the most from
the word procoasing system, e find that many word processors are under-
utilized, and we try to identify other spplications and train operators
to accomplish those,

Socon provide instructional materials, As before, we recommend that

the cliont thorounhly use the materials provided by Ehe‘gnu“cturer, and
we will, ot the client's request, use the training ready on hand,

We prefor, howevor, to dovelop our own materisls, for we dacs:_iqn them

to develaop confidence along with skills in sophistocated opsétions,

Would you let us telk to you further sbout the seminars? Our philosophy
here is to provide you with the traininng you need, We do our best to
learn your needs first and then tailor e proaram for you, We will call
you next week to set p{i an appointment,

Cordislly yours

Williem R, Tomeoma
Program Director

yi

SAMPLE 2
Full-Slock Style Letter
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NAME __&—,_a rrrna) DATE arch /6 [55x

EDUCATIONAL CONFERENCES, INC,

Nemorandum

DATEs flay 29, 198x
TOs Bill Tomasma
FROMs Sue Petrovich

SUBJECTs High School Tour

The office procedures class from Edwin High school wishes to visit

our training laboratories later this month, " They want to errsnge a
morning tour eny day but Friday, Could you check our conference coler”
endar to determine aveilable dates and sct up e tentative agenda,

The person to contact st thdgz’hool is Webber Brown, You might want
to call him at 736-0842 to determine his specific interests, as well
as set a date and time, Becsuse we do have s number of films on
difforent topics, such as word processing, records menagement, dicte-
tion, and so on, you might includs one on the program,

Would you also check with our pert-time people to see who would be
availbble to aqivo demonstrations of our equipment, Let me know whether
you or I will handle the tour itself, Thanks,

yi

SAMPLE 3
Full-Block Styls Memorandum
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INSTRUCTIONS FOR LESSONS 6, 7, 8, AND 93
TRANSCRIBING LETTERS AND MEMOS

OBJECTIVES FOR THE LESSONS

The first objective is TO TRANSCRIBE OFFICE-STYLE DICTATION FOR
LETTERS AND MEMOES,

Other objectives for ths lessons are to continue to KEYBOARD CON-
TINUOUSLY, USE BACKSPACE/STRIKEOVER TECHNIQUES, PLACE PUNCTUATION
MARKS CORRECTLY, AND SPELL THE TERMINOLOGY USED IN THE LESSONS
ACCURATELY,

GENERAL PROCEDURES

The material in these lessons is dictated in an office styls, Unusuel
punctuation is given, but normel punctuation should be placed by the
trenscriber. Line and parsgreph specing is indicated by "next line*
or "paragreph” identifications. Phonetic spelling is used for some
letters of the alphabet., Other instructions sre given to the secres-
tary et the beginning and ending of the dictation,

Part of the dictation is already transcribed on the stationery to
simplify your leerning task, but you should note how the dictated
inetructions are converted into typeuritten form, Two new semples
for full-block letters end memoes are included for your use,

SUPPLIES, STATIONERY, AND MACHINE ADJUSTMENT

You will need your red pen or pencil, one cerbon set for sach lesson,
and the stetionery designated for the lessons, Set your margins at
one-snd-one=half inches for left and right sides, Single space with-
in paragrephs, snd double space between, See semples 2 and 3 for
ml“.

VOCABULARY AND PUNCTUATION GUIDES

Here are ssveral terms for you to preview that eppeer in LESSON 63

CONFERENCE BUREAU CONSULTANT CENERATE
PUBLISHING SPEAKERS? FILE REFERENCES
RECORDS MANAGEMENT BROCHURES FACILITIES

Here is one rule on comms use for you to reviews

USE A COMMA BETWEEN TWO ADJECTIVES IN A SERIES OR LIST IF THE
ADJECTIVES COULD BE REVERSED OR ]JF THE ADJECTIVES COULD HAVE ®AND®
PLACED BETWEEN THEM, These are celled coordinate adjectives,

EXAMPLESs Word processing is @ new, complex technology, (This

could be written new and complex or complex, new without
changing the meaning,
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The rapid, sccurate production of communications is a
major reason for the populsrity of word processing,

If you have inserted the stationery for Lesson 6 (LARKIN LETTER-=
Lesson 6) and adjusted your margins, please insert your tepe and
begin to trenscribe, When you ere done, proofread your work using
the KEY TO TRANSCRIPTION, Turn your work in to your tescher,

DO NOT REWIND YOUR TAPE., YOU ARE READY FOR LESSON 7.

Here are several terms for you to preview that eppear in Lesson 7%

OICTATOR CONFIDENT PROGRAM OBJECTIVES
INDIVIDUALIZED CREATING EXERCISES DICTATION STYLE
“MIKE FRIGHT" DICTATION HABITS

Here is one rule on comma use for you to reviews

PLACE A COMMA AFTER AN INTRODUCTORY VERBAL PHRASE THAT IS USED AS
A MODIFIER, THAT IS, AS AN ADJECTIVE OR ADVERS,

VERBAL PHRASES Perticipless Looking to the fyture, she learned
as much as possible sbout word processing,

Preposition with Gerund:t Before lseving, he
snswered questions sbout the new system,

Infinitives Yo make matters worse, the manager
wrote the report entirely in longhand,

If you have propared your stetionery and mergins, insert the tape
and begin to transcribe, Proofread your trenseript with the KEY for
Lesson 7, and give your work to your instructor,

DO NOT REWIND YOUR TAPE, YOU ARE NOW READY FOR LESSON 8,

Here are several temrms for you to preview that sppear in LESSON 8:

HUMAN RELATIONS ELIMINATE ELECTRONICALLY
PUBLICATIONS OISTORTION VISUAL HANDICAPS
COMPRESSED SPEECH SLIGHT WAVERING COMPREHENSION

Here is one rule on comme use for you to review

PLACE A COmMA AFTER AN INTRODUCTORY ADVERB CLAUSE,

EXAMPLESs 1f you attend the seminep, pleess record the spesker's
telk,

While he eet in tha office, he listened to the treining
tepe in compressed speech,
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If your preparetions for trenscription are complete and you heve
reviewsd Sample 3 for the memorandum format, insert your tepe end
begin Lesson 8, After proofreading, turn your work in to your teacher,
and retain your cerbon copy for later use,

DO NOT REWIND YOUR TAPE, YOU ARE READY TO BEGIN LESSON 9,

Here ars several terms for you to preview that eppear in LESSON 91

COMPREHENSION SIGNIFICANCE INNOVATION
INTELLIGIBILITY VARIABLE SPEED PITCH
LEGIBILITY TRIAL BASIS PARALLEL

Here is a rule on comme use for you to reviewm

USE COMMAS TO SET OFF (THAT IS, BEFORE AND AFTER) NONRESTRICTIVE
ITEMS WHEREVER THEY OCCUR IN A SENTENCE,

NONRESTRICTIVE ITEMs The word, phrass, or clause is NOT NEEDED
TO IDENTIFY ANOTHER WORD OR PHRASE; the nonrestrictive item identie
fies something in a sentence which is ALREADY CLEARLY IDENTIFIED,

APPOSITIVESs Charles Lsngdon, oup customer suppogpt representative,

visits our word processing center regularly,

The communication field, a lesding industzy, is con-

tinuing to grow,

VERGAL PHRASESs The Pritcherd Building, loceted on Mein Street,

houses our communicetion services,

The right rear panel, obyiously beadly damaged, needs
to be repleced.

CLAUSESs The new personnel director, whom yoy will meet sgon, plans
to institute a dictation treining progrem,

The necessary dictation, el] of which errived today, will

be trenecribed by this afternoon,

DO NOT USE COMMAS TO SET OFF WORDS, PHRASES, OR CLAUSES ESSENTIAL TO
IDENTIFYING SOME OTHER ITEM IN A SENTENCE.

PHRASESs The report @ssigned for Thyrsdey wes completed eerly,
The building to ths west of this ons is now too small,
CLAUSESs The employee who just entered the room is @ word processing

project leader,

The file which was delivered by Ms, Weston cantained the
missing report,
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1f your review of vocsbulary and comma use is complete and your
stationery is reedy, insert your tespe and begin Lesson 9, After you
have proofread the transcript, using the KEY TO TRANSCRIPTION, give
your work to your teacher,

DO NOT REWIND YOUR TAPE, YOU ARE NOW READY FOR LESSON lO,
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INSTRUCTIONS FOR LESSON 10s
PROGRESS CHECK

By now you have learned some terminology used in word processing and
some ideas to improve various skills used in the word processing center,
It is time sgair, now, to determine how you are doing on some of the
basic mechine transcription skills,

This lesson has the same purpose as lessons 1 end S and is set up in en
identicel fashion, You will need to record three times as indicated on
the stationsry, Although you have been transcribing letters and memoes
in lessons 6 through 9, this lesson asks you to transcribe s menuscript
in the ssme way that you did for lessons 1 end 5, Use Semple 1 for the
formet, Review these instructions only if you heve questions sbout pro=
cedures,

1, SUPPLIES, STATIONERY, AND MACHINE ADJUSTMENT

You need e red pen or pencil, one carbon set, snd the stationery for
Lesson 10 (PROOFREADING IN THE WORD PROCESSING CENTER=eLesson 10).
The dot (.) shows you where to start your transcription, Set one=inch
left and right margins,

2, TRANSCRIPTION INSTRUCTIONS

Transcribe the document using the continuous typing and backspece/
strikeover technique that you have learned, Type 8 double-X (XX) for
any word you caennot transcribe, Insert punctuation marks, using the
rules you have reviewed to guide you, Make other decisions as best
you cen, Following the transcription, proofread the meterial,

The chime will precede and follow the dictation to be transcribed,
Be sure to have your instructor verify your beginning end ending tren=
scription times end the time you finish proofreading,

3, PROOFREADING INSTRUCTIONS

With red pen or pencil, make any corrections you need to your transcript,
When you are dona, turn in 8ll your work to your instructor,

DO NOT REWINO YOUR TAPE, YOU ARE READY FOR LESSON 11,
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LESSON 11s SPECIAL NOTE TO THE STUDENT

Dear Students

Word originetors, or dictators, are not perfect speskers. They mey
unexpectedly pause to think sbout their messege., They mey speed wp to
@ very high rate, Even if they are trained well, & drop in voice or a
distrection can ceuse gerbled dictation. The word originator can, on
occasion, dictate ungrammatical sentences or fregments. For this reason,
the machine trenscriber becomes 8 decision maker or editor of documents.

Decision meking with dictaetion is very important to keeping production
speeds high, When & transcriber comes upon an ambiguous section of dice
tetion (and this 1s frequent, given the veriety of dictators and the highly
technical nature of some dictation), thers ars several ways to handle it,
Reference to the dictionary is a possibility, Asking @ co-worker or super-
visor is snother, Calling the originator or principal is s third spproech,
Thase are good epproaches when the asbiguity comee from the technical
materiel being preeented, When the problem is mispronunciation, the trene
scriber should meke @ tentstive decision on wording based on grammar and
context,

Observetion of word processing operetors shows thet most refsrencing
is done after trenscription is complete, during the proofreading stage,
This meintains the momentum of transcribing. Too meny interruptions to
hendle books or telephones slow the trenscriber down, A quick decision
an word chaice or punctuetion allows the transcriber to keep a fast pace,
end the choice cen be revicwed during proofreading,

The next three lessons contain some unclear dictstion, words that are
mispronounced or uncleer, You will have an opportunity to prectice the
eoditing skill eventuslly required of &8 good mechine trenscriber. In addie
tion, the lessons now require you to trenscribe the full letter based on
the instructions given by the dictator., Sesple 2 should be used as a model,

8sgin these lessone by reeding the instructions., Then inssrt your
tepe and trenscribe, Do well,

Sincerely yours,

B 11 Fonse.

Ann M, Remp, Deeigner
Treanscription Materisls
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INSTRUCTIONS FOR LESSONS 11, 12, AND 13:
TRANSCRIBING MORE LETTERS FROM OFFICE-STYLE DICTATION

OBJECTIVES FOR THE LESSONS

The first objective is to TRANSCRIBE COMPLETE LETTERS FROM INSTRUCTIONS
DICTATED BY THE ORIGINATOR,

The second objective is to TRANSCRIBE DICTATION WITHOUT A PREVIEW OF
VOCABULARY,

The third objective is to TRANSCRIBE AMBIGUOUS DICTATION BY MAKING
RAPID DECISIONS ON WORDING BASED ON GRAMMAR AND CONTEXT,

The other objectives are to continue to keyboerd continuously, back-
space and strikeover typogrephical errors, and place punctustion marks
sccurstely,

GENERAL PROCEDURES

Thare ere no vocebulary previews or punctuetion rules provided for

the student. All trenscription must be completed on the besis of
dictation, The speed of dictation has been increesed to conversstional
levels, The stationery does not provide the detes or ineids addresses
for the lstters,

The dictation contains some unclesr wording, The student needs to
decide what word to use in the trenmscript on the basis of gremmar end
context (the generel meaning of the dictation),

SUPPLIES, STATIONERY, AND MACHINE ADJUSTMENT

The same stationsry has been provided for lessons 11, 12, and 13, The
student needs to circle the eppropriate lesson number, Each lesson

still requires one carbon copy, end proofreading should be done in red,
Set the mergins for one~and-one-half inches, Use Seample 2 as & model,

TRANSCRIPTION AND PROOFREADING INSTRUCTIONS

When you are ready, ineert your tepe, listen for the chime, end begin
your trenscription, When you ere finished, obtein the KEY TO TRANSCRIP-
TION from your teecher, end proofreed your trenscript. Make your core
rections in red, When you are done, turn in your work., Keep your
carbon copies for later use,

D0 NOT REWIND YOUR TAPE, YOU ARE READY FOR THE NEXT LESSON,
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INSTRUCTIONS FOR LESSON 14:
FINAL PROCRESS CHECK

Congretulations! You have completed the introductory lessons in machine
trenecription, The objectives of these lessons have been to help you key=
boerd continuously, use correct punctustion, and develop related skills,
The finel step is to determine how fer you heve come, It is importent to
be able to compare your skill now with your starting skill,

The lesson is set up in the seme way that lessons 1, 5, and 10 were. You
will need to record three times &s indicated on the stationery, You are
to use Sample 1 for the menuscript in this lesson, Review the remaining
instructions only i{f you have questions sbout procedures,

1, SUPPLIES, STATIONERY, AND MACHINE ADJUSTMENT

You need ® red pen or pencil, one carbon set, and the stationery for
LESSON 14 (RECORDS DISTRIBUTION AND TURNAROUND TIME~wLesson 14), The
dot (,) shows you where to start your transcription, Set one-inch
left and right margine,

2, TRANSCRIPTION INSTRUCTIONS

In this lesson, you are to demonstrete all the skills you have developed
in these lessons: continuous typing, correct punctuetion, handling
uncleer dictation, end related skills, Type a double=X (XX) for eny
word you cannot transcribe, Insert punctuation marks, using the rules
you have reviewed to guide you, Make othor decisions as best you can,
Following the transcription, proofread the material,

A chime will precede end follow the dictation to be transcribed.
Be sure to have your toacher verify your beginning end ending transcrip-
tion times snd the time you complete proofreading the document,

3. PROQOFREADING INSTRUCTIONS

With red pen or pancil, meke any corrections you need to your trenscript,
When you are done, turn in ell your work to your tesecher,

YOU HAVE SUCCESSFULLY COMPLETED THIS INSTRUCTIONAL MATERIAL, YOU MAY
NOW REWIND YOUR TAPEY CONTINUE, HOWEVER, TO DEVELOP THIS VALUABLE
J08 SKILL. GOOD LUCKS
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STUDENT BACKGROUND QUESTIONNAIRE
NAME s CREDITS COMPLETED AS OF LAST TERMs
CURRICULUMs CREDITS CARRIED THIS TERMs

Ploase answer these questions to the best of your ability. Thers are no right
or wrong answors. If you cannot remember exactly, put your best quess,

1. Have you trenscribed by mechine before entering this class?
NO (Skip to 1c,) YES (Go to le.)

la, Have you had a mechine trenscription cless before? NO YES
If yes, what speed in transcription did you achieve?

1b, Heve you trenscribed on the job? MO YES
If yos, were you treined on the job? 10 YES
If yos, what spesed in transcription did you achieve?

lc, How easy or difficult do you expect mechine tresnscription to be?

—Vvory Eesy __Somewhat Easy ___Someuhat Difficult __Very Difficult

2, How meny courses in English or gremmar have you completed in high school?

in colleqo? in another placa?

2a, Of all the clesses mentioned, how many were: gremmer-oriented?
litoreture-orientod?

2b, Are you currently enrolled in & gremmar-orionted lenguege class?

2c, How difficult or casy would you say that grammer and punctuation ere
for you?

—Vory Difficult ___Somewhet Difficult ___Somewhat Cesy __ Very Easy
2d. Whet would you say your avereqe grade in grammer-oriented languege classes

is? Plesse use a letter (D-, B+, C, ond 30 on),.

3. What is your streight copy typing speed? wpm, UWhen was your last
typing test?

3a, How accurate would you say you ore when you type?

—~Very Accurate __Somowhst Accurete ___Somewhat Inaccurste ___Very Inacc,
3b. How sccurete would you say you are when you proofroad?

—.very Inaccurete ___ Somewhst Inaccurate ___ Somowhat Accurate ___Very Acc,

=0ver-
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4, Heve you studied shorthand? NO (Skip to 5.) YES (Co to 4s.)
4a, For how long have you studied shorthand? Years Months

4b, What spsed heve you achieved in trenscribing from your notes? wpm,

5. Do you speak & languege besides English at home? NO YES

1f yes, what languege(s)?

Thank you very much, student, Your answers will be kept confidential, They
are helpful, though, in evalusting the results of these transecription materials,
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Begin End End
Trenecript Trenscript Proofread
NAME DATE

MACHINE TRANSCRIPTION SKILL--lLesson 1



NANE

DATE

CONTINUOUS KEYBUARDINGw=lLesson 2
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DATE

TRANSCRIBING ON WORD PROCESSING EQUIPMENT-=Lesson 3



NAME

DATE

THE WORD PROCESSING ENVIRONMENT~=lLesson 4
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Begin End End
Trenscript Trenscript Proofreed
NAME DATE

THE WORD PROCESSING SATELLITE-«Lesson S
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NAME DATE LESSON 6

EDUCATIONAL CONFERENCES, INC.
Small City, Michigen

Jenvery 2, 198x

MS SANDRA LARKIN
3333 LARCHMONT ROAD
LARGE CITY CA 00000

Deer Ms, Larkin



NAME

DATE

April 9, 198x

MR JEROME MCCAFFREY
TRAINING DIRECTOR
TRANSPOCORP
INDUSTRIAL CITY TX

Oeer Mr, McCaffrey

EDUCATIONAL CONFERENCES, INC.

Small City, Michigen

00000

LESSON 7
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NAME

DATE

DATE:
T0s
FROMs

SUBJECTs

EDUCATIONAL CONFERENCES, INC,

Memorandum

July 16, 198x
Sue Petrovich
Bill Tomasma

Compressed Speech

LESSON 8
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NAME DATE LESSON 9

EDUCATIONAL CONFERENCES, INC,

Memorandum

DATEs October 23, 198x
TOs Linde Werren
FROMs Sue Petrovich

SUBJECTs Followusp Report on Compressed Speech
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Beqgin End End
Transcript Transcript Proofreed
NAME DATE

PROCFREADING IN THE WORD PROCESSING CENTER=--Lesson 10
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NAME DATE LESSON 11 12 13

EDUCATIONAL CONFERENCES, INC,

Small City, Michigen




Begin End End
Trenscript Transcript Proofreed
NAME DATE

RECORDS DISTRIBUTION AND TURNAROUND TIME--~Lesson 14

233



APPENDIX D

Teacher'e Key

MACHINE TRANSCRIPTION
IN THE
WORD PROCESSING ENVIRONMENT

Teacher's Key

14 Introductory Lessons .

in Machine Transcription

Developed by

Ann M, Ramp

Under the Direction of

Dr. Robert Poland
Business end Office Education
Michigan State University
East Lansing, Michigen

234



SPECIAL NOTE TO THE TEACHER

Deer Teechers

Thank you very much for your sssistance in svelusting these materials,
There sre some questions you may have about them and their use, Perhaps
I cen anticipate some of them,

First, what do you sctuelly have? The meterials you have received
conteins one cessette tepe for eech student, eech containing 14 intro=
ductory lessons; one instruction booklet for eech student; enouch ste-
tionery for each lesson for each student; this teecher's menuel, contsine
ing the enswer keys for sach lesson; and, for those using the aspecial
written inetructions, sdditionel keys to trenscription for lessons 2, 3,
4, 6, 7, 8, 9, 11, 12, ond 13, These keys sre for student use,

Next, what are the objectives and procedures for the meterisls? The
student instruction booklet contains detailed procedures for the use
of the materials, The objectives of the lsssons are stated, ssmples of
completed tranacription, and other leerning guides ere contained in the
student manual, Reading this menual should snswar meny of your questions
about the study. 1 would especielly ssk you to guide the students
through the first few lessons end to verify the times they record for
lessons 1, 5, 10, and 14, These are the evaluation lessons and are impor-
tant in the svaluation of the meterials,

What about the confidentiality of student materisls thet you send
to me, including the ACT ecore and typing spesed informetion? All
information I receive will be held in confidencs, and the report of
the study will be in statistical form, No students, schools, or other
individual informetion will be given out,

Whet should you send back to ma? I would like all the materiels
returned to me at the end of the study, and I will pay the postage for
their return, Of special importance are the corrected rough drafts that
sach student prepsres on the stationery provided, These are gssential
to the study. Students are free to write in their booklsts, but I would
alsc like their return end the raturn of the cessette tapes,

What about transcribing final copy? These introductory lessons are
designed to have the student lesrn continuous keybosrding, decision-
making with embiguous dictation, placing punctustion while trenscribing,
end 8o on, Focus {s not on first-time-final copy, Emphasis on accurecy
occurs during proofreeding, and students ere ssked to proofread care-
fully, The study does not require ths students to taks the proofed
rough draft and convert it into final copy. It is, of course, your option
to do so. Thess lessons should also phase well into your own lessons
dealing with first-time-final transcription,

Should students prectice other material between lessons? I would
eppreciste it if students would not use other metsrials during these
lessons, If they want to move ehead, plesse have tham go to the next
lesson, Although there are 14 lessons, it is up to you whether they
take a week or thres weeks, Lessons 1, 5, 10, and 14 should be supervisaed
by you, but the other lessons can be handled as you wish,
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1 am sure that you will have other questions, Please call me at
my office (616-796-0461 Ext, 4328) or at home (616-796-5170) for cleri-
fication, Your help is invaluable to me, and 1 appreciate your willing-
ness to use these materials, The results will not be aveilable for
sbout e year, but if you wish to know the results, I will try to get them
to you, Thenk you again,

Sincerely,

Bors b Ko

Ann M, Remp
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LESSON 1 271 WORDS KEY TO TRANSCRIPTION

MACHINE TRANSCRIPTION SKILL-=Lesson 1
Machine transcription is not s single, simple skill, for several other skills,
each leerned separstely, ere fused together, The basic skills are typing, lsnquage
use, and listening, Becsuse eech one is importent, we will now look st them
separately,
The first skill is typing, which is elsc called keyboarding, Accurscy snd speed
are nesded, but & mejor goal for the student is to type continuously, To schieve
this, the student leerne to operate the trenscribing unit so thet no stapping is
necessary, For error correction, the student develops beckspece-snd-strikeover
techniques,
A second skill is spplying language principles, Among these responsibilities,
the student will find punctuating sentences, correcting errors in gremmer, and
using special vocabulary, Used especislly during proofreading, languege princi-
ples are spplied both during and after trenscription,
Affocting the entire process, listening is a vital, active skill, The student
listens for meaning es well as words, for interpretation is often required. In
eddition to uncleer, disorgenized dictation, the student heers dictation at dif-
ferent speeds, When dictstion is poor, the student must ignore incorrect punctue-
tion, interpret mumbled worde, snd mentally edit communicstions, Listening, en
active process, must be practiced,
In addition to using typing, lenguage, snd listening skills, the effective tren.
scriber must possess personal chaeracteristics, To be effective, the trenscriber
shows poise under pressurs, e sense of humor, end initiative, When the tran-
scriber hears uncleer words, she or he must decide the most likely word to use,
This takes initiative, and it requires confidence in one's language skills,
1f the student looks et mechine trenscription as & challenge, the result will

be repid, sccurate trenscription, s very useful job skill,
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LESSON 2 265 WORDS KEY TO TRANSCRIPTION

CONTINUOUS KEYBOARDINC-=lLesson 2
A major goal in developing machine trenscription skill is continuous keyboarding,
Keyboarding simply meens using s keyboerd that mey be found on a typewriter, com-
puter consols, or word processing unit, Here sre some facts you might like to
know about continuous keyboarding,
Continuous keyboarding is done by skilled operation of the transcribing unit end
the keyboard together, The footpedal attached to the trenscribing unit permits
the trenscriber to start, stop, and replay the tape, The replay featurs ensbles
the trenscriber to review some of the dictation. The trenscriber listens to s
meaningful unit of thought, sometimes celled an earful, end begins to keyboard.
Before keyboarding the entire serful, however, the trenscriber listens to snother
sorful, Listening starts snd stops, but keyboarding continues,
Continuous keyboarding by sxpert trenscribers occurs for varying periods of time,
Beceuse dictated letters and memoes sre usually short, it is common for trene
scribers to keyboard the entire message without stopping. Some trsnscribers do
not require a review of dictation and turn the replay control off or to ito
lowsst setting, Transcribers cen keyboard st speeds spproeching 80 to 100 words
per minute on word processing equipment,
What problems do trenscribers havs in achieving continuous keyboarding? Tren-
scribers may be interrupted by coworkers ss well es clients, or they mey pause
to consult a dictionary, Adjusting volumes, starting over becsuse of s misplaced
instruction, or chenging peper end ribbons mey occur, Unfamilisrity with the
squipment or dictator cen contribute to peuses, The most ismportsnt reeson for
stopping, howsver, is poor dictation,

This should give you ideas on how the machine transcription skill is performed.
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LESSON 3 249 WORDS KEY TO TRANSCRIPTION

TRANSCRIBING ON WORD PROCESSING EQUIPMENT--Lesson 3

Although word processing units have meny different festures, they also have
common featurss of importance to the transcriber, Thess affect the correction
of errors, keyboarding procedures, snd the nsture of errors. Here is s brief
look at each,

Error correction is repid in word processing, Word processing units record all 4
strokes megnetically on cards, cessette tepes, or discs., As s result, srrors
can be erssed sand corrsctions recorded without retyping the entire message,

Backspace-snd-strikeover skills, for exsmple, sre used to correct typogrephical

errors, *
New keyboerding procedures are added to the usual typing of letters snd numbers,
Special keys control s veriety of functions, hence their name, function keys,
These sre used to center headings, insert lines, rearreange parsgraphs, end so on.
The trenecriber uses thess function keys to edit text in mejor ways,

Word processing changes the kinds of mistakes that are important, On s conven-
tionel typewriter, these kinds of errors sre importants typographical errors,
improper hyphenstion, and word omissions, These may require retyping the entirs
item, On a word processing unit, the errors that sre serious involve the misuse
of the function keys, These keys drive the autometed unit. Some understanding
of computers may help the trenscriber to avoid mistekes and aleo to solve them
when they do occur,

It is poesible to learn some word processing skills using & conventionsl type-
writer, The backspsce-and-strikeover technique is one such skill, The sass of

making corrections is one factor that helps the trenscriber keyboard very rapidly,
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LESSON 4 260 WORDS KEY TO TRANSCRIPTION

THE WORD PROCESSING ENVIRONMENT--Lesson 4
Word processing changes communication patterns in very importent ways, Automated
equipment mekes certsin communicetion activities possible that wers not possible
before. Becsuse of this, changes heve had to occur in the trsining of personnsl,
the procedures used to communicate, and the setting in which word processing is
used, This sstting, or environment, deserves to be discussed,
Word processing technology was developed in the middle 1960s, Compared to todsy's
technology, word processing then was quite limited, Nevertheless, word processing
had to be sold to business, government, and other users, Selling new squipment
often meens selling new ideas as well, Along with the equipment, then, companies
sold ideas of how communicetion should be organized,
In the eerly deys of word processing, that ides placed all word processing func-
tions in one centrel location, Letters, memos, end reports would be dictated
to the word processing center and transcribed by specialists celled correspondence
secretaries, Becasuse all correspondence would now be handled in the center, other
secretaries would have time to devote to administrative tasks, hence their new
title, administrative secreteries, Fewer of them would be needed than in the peast,
and the one-secretary to one-boss relstionship would end.
There was resistence to the {dea of word processing centers, To many people,
they ware fency typing pools, The correspondence secretary had no contact with
dictetors, Exscutives feared the loss of their secretariss and their prestige.
Craduelly, howsver, word processing geined acceptence, adjusting to various
communicetion needs,
Lesson S will discuss & change in the word processing environment which has

solved some of these problems,
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THE WORD PROCESSING SATELLITE==lLesson 5
Lesson 4 showsd that & new idea cannot be forced on pecple, Peaple must take the
ides, work with it, end adjust it to suit their own needs, The word processing
satellite represents such en sdjustment,
For some businesses, the word processing center was isoclated end distant, The
word processing specielists could not handle all the specialized work coming from
verious parts of & business, As s result, many businesses todsy do not have a
einglq large center, Thay have seversl smaller centers, celled satellites,
A satellite is located in the division or department for which it works, There
may be seversl word processing operstors or just ons. The number depends on the
work loed, Often moduler furniture provides en sttractive, sesily sccessible
center, Clients will often visit the sstellite to leave work, or the word pro-
cessing specialist mey distribute work to the dictators' various locations.
These procedures vary from company to compeny, but the satsllite is decentrelized.
Word processing specieslists know the clients for whom they trenscribs, snd, in
turn, clients use the dictation equipment more readily, The special functions of
e division are better served by correspondence secrstaries who know the work
performed by their division, They are trested sas a vital part of the work team,
Carly resistance to word processing did not leed to rejection of it, It led
instead to experimentation and edeptation, For some businesses, the single word
processing center is the best way to orgenize communicetions, For others, howsver,
the satellite concept hes resolved meny of the serly criticisms., It is likely

thet still more changes will occur in this important technology,
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EDUCATIONAL CONFERENCES, INC,
Small City, Michigan

Jenuary 2, 198x

MS SANDRA LARKIN
3333 LARCHMONT ROAD
LARGE CITY CA 00000

Dear Ms, Larkin

We are pleased to snswer your questions sbout Educational Conferences,
Inc,

About our services, Educational Conferences develops workshops, training
materials, and other specisl services for various growps, In effect,
you can think of us es e conference bureeu, & consultant, or s treining
depertment., With our many contects, we generste a gqreat volume of com-
munication, These include letters, memos, reports, telephons messages,
telegrems, and othars, Among our contacts are participants, speeakers,
technicel persons, suppliers, and s greet meny others,

On our full-time steff, we have twenty people, These handle the market-
ing, publishing, end edministretive functions of our business, Of the
twenty, six sre former teechers., In eddition to the reguler steff, we
hire speskers on a contract basis for verious progrems, For this
purpose, we maintein s speskers' file with names and addresses, eress of
experiance, and references on spesking sbility,

With increesed interest in the office, meny groups sres requesting
progrems on word processing, records management, and communication skills,
These are exciting new eress for us,

fFor your information, we have enclosed brochures on some of our past
progrems, We would be happy to give you e tour of our facilities if you
visit Mmichigan, Thenk you for writing,

Sincerely

Willism R, Tomesma
Program Director

yi

Enclosures
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EDUCATIONAL CONFERENCES, INC,

Small City, Michigan
April 9, 198x

MR JEROME MCCAFFREY
TRAINING DIRECTOR
TRANSPOCORP

INDUSTRIAL CITY TX 00000

Dear Mr, McCaffrey

We do provide the thorough, individualized training in dictation thet
you asked about, for this is e vital part of en effective word process-
ing system, Here is a brief description of our progrem,

Our progrem is broken into three sections, The first is for the inex-
perienced, beginning dictator who may be concerned with "mike fright.”
The exsrcises ere designed to reduce snxiety, for e confident, secure
dictetor crestes better dictation, The dictator works through seversl
reading end creating exercises, and program objectives are to form good
dictation habits from the start,

The second program is for those who have dictated previously, but may

not be getting the results they want, Here the gosl is to identify
individuel dictation problems and help the dictator change s costly,
inefficient dictation style, In this program, the dictator works directly
with an experienced transcriber, and she transcribes dictation in the
presence of the originator, Problem sreas ere discussed, and new, improved
techniques are precticed,

The third progrem is for successful dictators who went to expand the
types of materials they dictate, This uniquse, unususl progrem offers
special instruction for long, difficult formats,

With ell of our progrems, we try to individualize instruction to the
client's neede, Would you visit us to see our dictation leb, or would
you let us visit you? We will csll you next week to set up en sppointe
ment at s convenient, satisfactory time,

Cordially

Linde P, Warren
Executive Director

yi
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EDUCATIONAL CONFERENCES, INC,

Memorandum

DATEs July 16, 198x
T0s Sue Petrovich
FROMs Bill Tomasma

SUBJECTs Compressed Speech

Although we have offered programs in listening in the past, these
heve been directed toward the human relastions arsa of communication,
To expand and update our programs, we need to include more on infor-
mational listening skills, To explain, we need to assist our clients
to listen and remember facts and other information, Having reviewed
8 few publications, I think that we could explore compressed speech,

To stete this simply, compressed speech increases the number of words
a listener hears per minute, After a tepe recording is produced, the
tepe is played at a faster rate, To eliminete distortion, the control
unit electronically removes bits of sound, Although there is s slight
wavering of sound, individusls cen listen to speech es much as two-
and=one-half times faster than normal speed, Because the rete is
increased, a great deel of vsluable time is saved,

Although persons with visusl hendiceps sre users of spesech compressors,
many professionals use speeded speech, Overloaded with new informetion
about their professions, medicasl personnel, educators, attorneys, and
others use speech compression, To review product information, sales
representatives find this e great asset,

Even though we produce our own instructional tepes, we have not mede
much uvee of compressed speech, GBecause you are interested in listening
skills, 1 went you to prepare s followp report on this eres,

yi



LESSON 9 274 WORDS KEY TO TRANSCRIPTION

EDUCATIONAL CONFERENCES, INC,

Memo randum

DATEs October 23, 198x
TOs Lindas Warren
FROMs Sue Petrovich

SUBJECTs Followsp Report on Compressed Speech

Bill asked me to report some of the facts on compressed speech, some
of which were reported as much as 35 years aqgo, He also asked me to
suggest some epplications for word processing, en ares which could
benefit by good listening skills, This report, edmittedly short and
incomplete, will first present & few findings on comprehension and
intelligibility,

Comprehension, which means understanding gained from listening, is
svaluated with tests over material, A person may listen to a test
story, delivered at varying speeds, and then snswer questions on the
general ideas or facts presented, Severel studies report the highest
comprehension at 275 words per minute, a speed about 75 percent faster
than that used by professional readers and speekers, Intelligibility,
@ word parallel to legibility in writing, means that words can be
identified clearly, Words ere intelligible at higher speeds that they
can be comprehended, @ point which may have significance for word
processing epplications,

Some experts feel that listening speeds, qenerally limited from 140 to
175 words per minute, could be boosted to reading speeds, which are
generally in the high 200-words-per-minute ranqe, Results do not show
improved comprehension with higher listening speeds, a factor not
really expected by experts, but they do show the same level of compre-
hension at considerable time savings, undoubtedly a tremendous value,

Thore are some informel reports that compressed speech is being used in
the word processing center, an innovation of concern to us, Trenscribers
could use compressed spoech for previews of dictation, for adjustment

of dictetion speeds during transcription, end for proofreading, We
might consider some triels of compressed speech in these sreas,

yi
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PROCFREADING IN THE WORD PROCESSING CENTER--Lesson 10
Proofreading, an essentisl skill in word processing, is closely related to lan=
guage skills, Good language skills do not guarantee good proofreading skills,
but they help. Proofreeding, which insures that mailasble documents are produced,
must be precticed.
One word processing supervisor states, "Proofreading is the ability to reed
what is ectually on the page and not what we know should be there, This sbility
requires 8 high degree of attention to deteil, Proofreading for typographicel
errors is only one portion of that skill, Checking continuity of thought and
making sure the sentence structurs mekes sense require gremmar proficiency, The
third element of proofreading is checking for consistency. All of thess segments,
which sre vitel to the eccuracy of work performed in word processing, comprise the
skille necesssry in proofreading.* Among experts, thers is generasl sgreement
that proofreading 1s s tesk completed after the basic keyboarding has been done.
Depending on the type of equipment, hyphenstion decisions may slsoc be a part of
proofreading,
Proofreading practices vary among word processing centsrs, Trenscribers may be
responsible for proofreading sech document they prepsre, Looking at the screen
or paper during trenscription, meny of these transcribers are sble to catch typo-
graphicel errors while trenscribing, but proofing is still needed, Ouring the
sutomatic printing of finel documents, one trenscriber may proofread another
document, Another mey proofresd seversl documents ss 8 mejor sctivity end not
combine it with other tasks, Some centers assign proofreading responsibilities
to the originetors, and still others have one person, sometimes s supervisor,
responsible for final proofreading, This arrangement mekes it possible to hire
the visuslly hendicepped person to trenscribe rough drafts.
Whatever the arrengement, proofreeding is as much & part of the mechine trenscrip-

tion skill mss keyboerding itself,

246
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EDUCATIONAL CONFERENCES, INC,

Small City, Michigen
(Current Date)

MS JANET LAROUX
436 ABBOTT STREET
ANOTHER CITY MWI 00000

Dear Ms, Leroux

Thank you for your inquiry on the secretery's sversge day, I will
try to give yoy some exseples based on our Compsny's administrstive
secreterigs, Thers is, of courss, no typical dey, Every dey is
different, and esch secretary deals with her executive's unique
requests, In s dey's time, howsver, there sre some tasks which sll
secreteries must perform.

Because we sre 8 company which sells by direct meil, hendling correspon-
dence is @ must, Each dey's meil is sorted snd directed to the office
by 9130 e.m. The secreteries sort ths routine from special correspon-
dence and deliver the latter to their superiors, The secretaries then
dictete the replies to routine correspondencs, using guide pasragraphs
ond standard letters prepered for use with the word processing centsr,
In this way, mail is frequently sent out within two to three hourst

time of its arrival, Executive time is used to handle the decisione
meking situations, Our edministrative secretaries handle meny of the
records management functions, which include microfilming and distributing
records,

Of course, correspondence hendling is just one function, Telaephone
hendling, setting meeting agendss, controlling the calender, and perform-
ing other sdministrative tesks keep executives! time Pres to concentrate
on mensgement functions. Jt is management's responsibility to set
policy end meke decisions, Providing the executive with the time to

do this is e major contribution made by our compeny's sscretaries,

Sincerely

Linde P, Werren
Executive Director

vyl

NOTEs The underlined words ere suggestsd ways of handling the distorted
dictation in the lesson, Other words mey fit the mesning of the
letter, end you should trest your word as correct if it is in
caorrect grammaticel form and mekes sense,
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EDUCATIONAL CONFERENCES, INC,
Smell City, Michigen

(Current Date)

MR ALLEN STONE

MARKETING DIRECTOR
ALLIED W P SYSTEmMS

300 BRAZIL BASIN BUILDING
WINDY CITY IL 00000

Dear Mr, Stone

Your questions sbout productivity to be echieved with word processing

end the hiring stendards of word processing aperstors sre difficult

to enswer, Meny companies have run their own production studies, but

there sre few genersl stenderds which cen be cited. Menufscturers mey
cite 2,000 or 20,000 lines pep day per station, This leaves the arese

9f productivity embiguous,

One way that experts handle the question of productivity is by citing
the time savings for word originators or principals, Another wey thet
productivity is discussed is by comparing the trenscription process from
shorthand notes and from mechine dictstion, The latter uses secretariesl
time mors efficiently,

As to hiring requirsments, meny supervisors hire primerily on the basis
of language skills, typing speed and accurscy, end personality, Prior
word proceasing snd machine transcription experience is less important
right now for these positions, but es squipment becomes increesinagly
sophistocated, this mey change, My own belief is that some expsrience
with sutomsted equipment is highly desireble,

1f we may snswer other questions, pleese contact us sgain, We ere
enclosing ® brochure sbout our other services for your information,

Cordially yours

Williem R, Tomasme
Progrem Director

yi

Enclosure

NOTEs The underlined words were distorted during dictation, Consider
your words correct if they are gremmatically correct end fit the
sense of the dictetion,
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EOUCATIONAL CCNFERENCES, INC.

Smell City, Michigan

(Current Date)

MmS MARCELLA BAYLOR, CRM
1300 MOUNTAIN BOULEVARD
MAJOR CITY OH 00000

Dear Ms, Baylor

Your outstending work in records management snd retention problems
Em_}:: this invitstion, Would you speak at our organization's
upcoming conference being held on the Hﬂ:h of June? 1t will be
held st tRe Harrlson Hotel's confersnce center,

The planned session would be 8 technical presentation st 11:00 a.m,
to lest one hour, The sudience will consist of working records
management personnel, Many of these individuals ere members of the
associetion and understand the problems very well, Thay renked
this topic as 8 fop priority for them,

Please telephons me to say that you will be able to eccept our
invitation, We genuinely hope you will join us for our June cone
ference and extend our invitation to your guests es well,

Sincerely yours

Linde P, Warren
Executive Director

vyl

NOTEs The underlined words sre sugqested inserts for the garbled
dictation, If your word differs, consider it correct if it
fits the meening of the letter end is in grammeticelly correct
form,
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RECORDS DISTRIBUTION AND TURNAROUND TIME--Lesson 14
Turnaround time, the term describing the time required to return e document from
word processing services, depends on repid, sccurste transcription, O0f equal
importence, work must be received, hendled, snd returned efficiently, Records
distribution is influsnced by centrelization, automation, and slectronic mail,
Word processing cen be hendled in s single, large center or in smaller, decen-
tralized satellites, For the most part, dictation input by telephons is not
influenced by distance, 1f dictstion errives by mail, the total distance it
trevels affects turnaround time., This factor, physical location, sffects the
time required to return documents slso, Becsuss shorter distances usuelly require
less distribution time, centrelizstion of services influences turnaround,
Besides centralizetion of services, s second factor, sutomating the meil system,
influences time, Requiring personnel to pick up, sort, snd deliver communications,
e menual system may work best with low volume end distance, Autometed squipment,
which includes self-guided robots, can travel large distances, To determine the
better method, businesses consider distance, volume of mefl, end other distribu=
tion needs,
Celled "electronic meil,* the pepsrless transmission of communications is increasing,
Some use the term "communicating word processing,® for there sre similarities
between the two, When a priority message must be sent, sn originetor dictetes to
the telex center, Using a keyboerd, the operstor transcribes the messaqe, and it
is sent electronically by telephone lines, microwave networks, or satellites. On
the other end, the message is received, and 8 record in paper form is creaeted.
As you think sbout word processing, think sbout the whole, complex process, Records
distribution is the orgenized way that communicetions are distributed, end it is
important to that whole process,




APPENDIX E

Letter To Community Colleges

P. 0. Box 418
Big Rapids, MI 49307
June 6, 1980

Dean of the Faculty
Community College
, M1 49707

Dear Dean

Would you be able to put me in touch with faculty teaching
machine transcription or word processing courses? I would like
to ask their assistance in an instructional materials project
under the direction of Or. Robert Poland, Office Education,
Michigan State University.

Your college catalog does not identify a specific
transcription course, but you may have interested faculty
nevertheless. I have 14 introductory machine transcription
lessons on cassette tapes, along with the instructional
booklets and stationery, which I will provide at no cost to
teachers in the quantities they require if they are able to use
them in their classes. The details on these materials and the
project are on the reverse side of this letter.

Would you pass this letter and the enclosed postcard along
to faculty who might be interested in this project? 1 would be
very grateful for your help.

Sincerely,

Ann M. Remp

Enclosure
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June 6, 1980
Dear Office Educator

Because of word processing, machine transcription has
become very important in the office curriculum. Yet there is
little research to tell us how effective machine transcription
materials are in developing skills. Would you be willing to
test a set of introductory lessons to determine whether the
manner of presenting dictation effects the speed and quality of
skill development?

There are some features of the materials you should know
before deciding whether to use these materials:

1. These materials will be available for use this fall.

2. Each participating classroom will be assigned randomly
to one of two sets of lessons. The first is designed to be
like many currently available materials (vocabulary preview,
gradual speed increments, etc.); the second has
pretranscription skill development exercises (continuous
keyboarding, punctuation review, deciphering ambiguous
dictation, etc.).

3. Because these are introductory lessons, stress is on
rough drafting rapidly leaving error correction to post-
transcription proofreading. Students are encouraged to use
backspace/strikeover techniques. This does not preclude a
teacher from stressing first-time-final copy following the
introductory lessons, however.

4, The materials (tapes, stationery, instruction booklets)
will be provided at no cost in the quantities you need. 1
would ask for the return of the cassette tapes after their use
because of their cost.

5. You would be asked to provide ACT English scores and
straight copy typing speeds for each student and to collect
rough draft and test materials toc forward to me.

Would you consider helping me? The results may help to
establish what kinds of transcription speeds can be achieved in
Introductory instruction. The materials are compatible with
other dictation you may be already using. They are also
compatible with the skills needed by word processing
specialists. When you make your decision, would you complete
the enclosed postcard? Further information will be sent to you
at that time. Thank you so much for your consideration.

Ann M. Remp



