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COURSE DESCRIPTION
This course provides training in the use of transcribing machines and word processing software using personal computers. This course has been designed for an individualized presentation. Prerequisite:  POFT 2401 or POFT 1429.

TEXTBOOK, SUPPLIES AND OTHER RESOURCES

REQUIRED TEXT:

MACHINE TRANSCRIPTION, Fourth Edition, by Carol A. Mitch​ell. Published by Glencoe/McGraw-Hill, 2003.

Supplies and Materials:  Four 3.5 high density diskettes 

COURSE GOALS
After completing this course  by using the transcriber, the student should be able to:
A.  Produce mailable copies using a variety of formats and develop a marketable transcription skill. 


B.  Develop skills in listening , proofreading, and language arts (word usage, spelling, and punctuation).

C.  Utilize appropriate reference sources when questions arise.

D.  Apply and build on abilities obtained in previous  Office Administration ourses.
COURSE ORGANIZATION. 

 Sections 1-16, will be completed during the 14-week schedule.  Students should complete all exercises in each section before attempting the transcription.  The transcription tests should be taken as scheduled.

OBJECTIVES:

1 Demonstrate the correct procedures for placing the recording in the transcribing machine and for removing it.

2 Demonstrate the ability to manipulate the machine controls properly.

3 Demonstrate ear-finger-foot coordination in transcribing material from the transcription equipment.

4 Demonstrate the ability to key continuously while transcribing material from the transcription equipment.

5 Demonstrate the ability to transcribe mailable/usable keyboarded copy on the first draft from the transcription equipment. (See the accuracy scales for grading transcripts.)

6 Demonstrate the ability to supply the appropriate words taken from the Word Study portion of each section when transcribing dictated material.

7 Demonstrate the ability to supply the proper punctuation in dictated copy.

8 Demonstrate the ability to transcribe at or above the minimum acceptable transcription speed. (See the grading scales for speed for the appropriate suggested class schedule.)

9 Demonstrate the ability to spell correctly the words listed in the Spelling Review in each section. (See the grading scales for the spelling tests.)

10 Demonstrate the ability to match words taken from the Word Study portion of each section with their proper definitions. (See the grading scales for the Word Study tests.)

11 Demonstrate the ability to edit printed material properly using proofreaders’ marks.

12 Effectively use the spelling checker feature of the word processing program, a dictionary, and other reference sources to assist in producing mailable or usable transcripts.
EVALUATION POLICIES: 

 Standards for determining the final grade at the end of the course are the following:

EVALUATION:



Accuracy Scale:
Grade
Number of Errors
  A
   =

0 - 1

  B
   =

2 - 3

  C
   =
       4 - 6

  D
   =
      
7 - 8



Speed Scales (WPM):

Practice Test 
 Test 1

Test 3 & 4

Test 5

Test 6-8 & Final
A = 20
A = 20


A = 25      

A = 27
  
 A = 30

B = 15-19
B = 15-19

B = 20-24 

B = 21-26
 B = 23-29

C = 12-14    
C = 12-14

C = 15-19   

C = 15-20   
 C = 16-22


D = 10-11  
D = 10-11

D = 10-14  

D = 10-14    
 D = 11-15
Spelling:

      Individual

14-Week Final
 A = 19-20

  A = 95-100 

 B = 18


  B = 90-94
 C = 16-17

  C = 80-89
 D = 15


  D = 75-79
Word Study


Test 1

     

  Final
A = 24-25


 A = 71-75

B = 22-23


 B = 67-70

C = 20-21


 C = 60-66

D = 19
  


 D = 56-59

Standards for determining grade at the end of the course.

Transcription Tests


50%

Spelling Tests



10%

Words Study Tests


10%

Transcription Rate



20%

Assignments




10%

COURSE OUTLINE/SCHEDULE
MACHINE TRANSCRIPTION 2321 Assignment Schedule

Directions: Read pp. 3-48. Beginning with section 1, complete all assignments at the end of the sections before you start the transcription.  Complete sections 1-16. Complete the spelling tests for all 20 sections.  

Week




Assignment
 1
Class orientation and machine demonstration; Pre-transcrip​tion Training Tape; Spelling Test on Section 1; Transcribe Section 1.




 2
Transcribe Section 1; Spelling Test on Section 2; Transcribe Section 2.


 3
Transcribe Section 2;  Word Study Test; Spelling Test on Section 3; Transcribe Section 3.

 4
Transcribe Section 3; Spelling Test on Section 4; Transcribe Section 4; Word Study Test 1 on Sections 1-4; Spelling Test on Section 5; Transcribe Section 5.

 5
Transcribe Section 5; Word Study Test 2 on Sections 3-5;  Spelling Test on Section 6; Practice transcription test; Transcribe Section 6.

 6
Transcribe Section 6;  Spelling Test on Section 7; Transcribe Section 7.

 7
Transcribe Section 7; Word Study Test 3 on Sections 6-8;  Spelling Test on Section 8; Transcribe Section 8; Spelling Test on Section 9; Transcribe Section 9.

 8
Transcription Test 1; Transcribe Section 9; Spelling Test on Section 10; Transcribe Section 10

 9
Transcribe Section 10; Transcription Test 3; Spelling Test on Section 11; Transcribe Sec. 11.

10
Transcribe Section 11; Word Study Test 4 on Sections 9-11; Transcription Test 4; Spelling Test on Section 12; Tran​scribe 12.

11
Transcription Test 5; Spelling Test on Section 13; Spelling Test on Section 17; Transcribe Section 13; Transcription Test 6; Spelling Test on Section 14.

12
Transcribe Section 14; Word Study Test 5 on Sections 12-14; Transcription Test 7; Spelling Test on Section 18; Spelling Test on Section 15.

13
Transcribe Section 15; Transcription Test 8; Spelling Test on Section 19; Spelling Test on Section 16; Transcribe Section 16.

14
Transcribe Section 16; Spelling Test on Section 20. Final Spelling Test; Final Word Study Test; Final Examina​tion Transcription Test - 30 minute.

PERFORMANCE OBJECTIVES
OBJECTIVES:

1 Demonstrate the correct procedures for placing the recording in the transcribing machine and for removing it.

2 Demonstrate the ability to manipulate the machine controls properly.

3 Demonstrate ear-finger-foot coordination in transcribing material from the transcription equipment.

4 Demonstrate the ability to key continuously while transcribing material from the transcription equipment.

5 Demonstrate the ability to transcribe mailable/usable keyboarded copy on the first draft from the transcription equipment. (See the accuracy scales for grading transcripts.)

6 Demonstrate the ability to supply the appropriate words taken from the Word Study portion of each section when transcribing dictated material.

7 Demonstrate the ability to supply the proper punctuation in dictated copy.

8 Demonstrate the ability to transcribe at or above the minimum acceptable transcription speed. (See the grading scales for speed for the appropriate suggested class schedule.)

9 Demonstrate the ability to spell correctly the words listed in the Spelling Review in each section. (See the grading scales for the spelling tests.)

10 Demonstrate the ability to match words taken from the Word Study portion of each section with their proper definitions. (See the grading scales for the Word Study tests.)

11 Demonstrate the ability to edit printed material properly using proofreaders’ marks.

12 Effectively use the spelling checker feature of the word processing program, a dictionary, and other reference sources to assist in producing mailable or usable transcripts.
.

SCAN SKILLS
RESOURCES: ACTIVITIES, TIME, AND SCHEDULES

 1.
Defines relevant goal related activities.

 2.
Allocates time to activities.

 3.
Prepares and follows schedules.

 4.
Use computer software to plan a project.

INFORMATION ACQUISITION AND USE

 5.
Uses computer to process information.

 6.
Monitor and correct performance.


 7.
Organizes data for storage

 8.
Analyzes information to communicate results to others.

INTERPERSONAL: WORKS WITH OTHERS

 9.
Identify training needs.

10.
Work to satisfy customer=s expectations.


