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TEST TIME/Test #6
You are now ready to take the second timed test. You may want to review
previous jobs, especially Job 30, When ready, ask the instructor for
TEST #6. Speed and accuracy are taken into consideration when computing
the test grade.

UPON COMPIETION OF TEST #6, FROCEED TO NEXT PAGE TO COMPIETE PART II OF
IEARNTNG PACKET C.



PART II/JOBS 41-50/J0B INSTRUCTIONS

Jobs 41-50

The purpose of completing these jobs is to develop speed and accuracy. Complete
41-50 applying the principles learned in previous jobs. You are to take TEST #9
Job 45 and TEST #10 after Job 50, (Note: Disregard the fact these jobs were

ed for the Rotary Calculator).

NOTE: a. JOB 43: A new principle not presented in nrevious
jobs is learning the use of the SUB-TOTAL KEY (L).
On problems 31-34, depress the SUB-TOTAL KEY (L)
after subtracting the credit amount--EXCEPT for the
last entry in which the TOTAL KEY (M) will be
depressed in order to clear the machine.

b. JOB 47: On problems 31-40, find the net amount by
multiplying the gross amount by the decimal
equivalent of the chain discount. Use the chart
on page 143 to find the decimal equivalent of the
chain discount. Using 15-10-5 as an example, do
the following:

1. Find 15 column across the top of the
chart.

2. Find the rest of the equivalent, 10-5,
down the left side.

3. Locate the number which joins the top
and left side, .72675. This is the
decimal equivalent of the chain discount
of 15-10-5.

c. JOB 48: Problems 31-45 (amount of decrease) is
determined in the same manner as amount of
increase. You find the amound of decrease and
divide this number by "last year's' amount.
Change the decimal to a percent to get the
answer.

N COMPLETION OF PART II, PROCEED TO NEXT PAGE.
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YOU HAVE JUST FINISHED IEARNING PACKET C
ASK THE INSTRUCTOR FOR A NEW IEARNING PACKET AND NEW MACHINE ASSTCRIMENT
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Unit

A, Victor, NCR,

OFFICE MACHINES

Individual Grade Sheet

Jobs 1-10, .
Test #1

Test 72 . .

Jobs 31-L0 .
Test #7 o .

Test #8 . »

. Canon P101, Victor Metalist,

logog 250, Olympia CAS505

Jobs
Test 3

Test #L

C., Monroe 525, Monroe 2805,

11-20000.0000

Canon 1MP141

Jobs 21-~30 ,
Test ;:'1 e o

Test #6 . .

Jobs 41-50 ,
Test #9 . .

Test #10, .

D. Practice Set

L] L] L L L] L

Monroe 2810

Name
Hour

Score letter Unit
Errors/linutes Grade Grade

Grade lst nine weeks

CGrade 2nd nine weeks

Semester Cra







TEST NO. 6
TEN-KEY ELECTRONIC CALCULATOR

Name s Time Completed _______ Errors _______
Time Started
Period Date _ _ TimeRequired —_____ Rating .

This test requires the application of all the operating principles presented in Jobs
21-30. Be sure to fill in the blanks above with the required information.

. : ANSWERS
1 Prorate Rent Expense of $75,000 on the basis of area occupied.
1
Dept. Square Feet Prorated
No. Title Occupied Rent Expense
101 Budget Shop 850 I o el £y
102 Furniture 1,285 e e e
103 Major Appliances 2,350 acats e 3
104 Household Articles 1,965 e S g 4
Total 6,450 $75,000.00 G .
6
Commission on; Dividend on:
[T e
2 654325@5% 4 580359@ 4 1/4% e
3 A4589.75@ 4% - —-— — D 6§/BI2Z2 @7 1/2% —

Find the Net Amount of the following bills:

6 3,713.55 less 10%-15%-5%

7 413375 less 5%-10%-7%

Copyright © 1971, by South-Western Publishing Co.
M792 Standard Book No. 0-538 13792-4 (6-1)



APPENDIX D




Calculation of Difference Hetween Means Test
for Test 6 Errors

Experimental Group Control Group

Student Total Total 5 Student Total Total
Number Errors Errors Number Errors Errors
X 33 121 1 15 225

2 A 1% 2 8 64

3 L 16 3 L 16

4 12 14, L 3 9

5 0 0 5 i 5 1

6 3 9 6 0 0

7 21 L 2 10 100

8 3 9 8 2 A

9 L 16 9 0 0

10 8 64 10 i3 5
1 9 81 11 L 16
12 9 gl 12 1 1
13 6 36 13 17 289
AvA 3 2 1L 4 16

97 1,043 70 742
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Experimental Group Control Croup

Total Students Total Students

(‘IA) = 14 (NB) = 1.
Total Errors Total Errors

(Sum of :{A) = 97 (Sum of )LB) = 70

2

Total Errors” Total Er'rors2 2

(Sum of }cﬁ)2 = 1,043 (Sum of X;)* = T2
Average Total Errors Averagze Total Irrors

(Xy) = 6,928 %) = 5.00

5,2 = (Sum of Xﬂ)z - (iA)(Sum of X,) 552 = (Sum of 15)2 = (S('.B)(Sum of ‘{E)
F'.'A -1 NE -1
= 1,043 - (6.928)(97) = 742 - (5,00)(70)
L -1 1 -1
= 1,043 - 672,016 = 742 = 350
13 13
= 28,537 = 30,153

Are variances homogenous? Yes,

F = larger variance = 30,153 = 1,056
smaller variance 28,537

df = 12 = ,05 critical = 2,6
13

Since variances are homogenous: 1,056 less than 2.6, use the following formla

(Equal Numbers) s
R Sum of }:Az + Sum of X 2

B
NA or I»]R -2 -"]A or !“

=




12

(Equal Numbers)

2
N orN -2 N or N
A B A B
oo 2 < o 2 .
Sum of X 2 = Sum of X - (Sum of X) Sum of X 2 = Sum of X - (Sum of X)
A il B N
2 2
= 1.043 ~ (97) = 742 - (70)
1 1
= 1.043 - 672,071 =742 - 350
= 370.929 = 392

i

370,929 + 392) (_g)
U+ 14 -2 VA

-/ =) ()

i\/ (29.313) (.u2)

AT O 1
T T E il
A B
X =%
4= A B = 6,928 - 5,00 = 9L
S;{ - = 2,041
L X
af =N, +#MNp-2 = L+ 1 -2 = 26 = 2,05 "t" table




L
Congult "t" Tgble
A ™" table was consulted for a two-tailed test at a critical
value of 2,056 at the 95 percent level of significance.

Conclusion
As the calculated "t" value of .944 is less than the "t" table
value of 2,056, there is no significant difference between means at the

.05 level of significance. Therefore, the null hypothesis is accepted.
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OFFICE MACHINES
Course Description
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A, Machines

Throughout this semester course, you will work on three machines.

B, VWor

Required

The work to be completed is as follows: 50 jobs, 10 timed tests, a
portion of a practice set, and a semester exam,

C. Grading Procedures

1. Jobs

2.

You can earn up to 10 points for each job., Points are earned as follows:

5 points for completion of each job
+ bonus of 1 to 5 voints for accuracy®

= Your grade for that particular job
#* accuracy bonus points are determined as follows:

perfect paper -~ 5 bonus points
1 mistake - I, bonus points

2 mistakes = 3 bonus points
3 mistakes - 2 bomus points
,, mistakes - 1 bonus points

5 or more ~ 0 bormus points

After all jobs are completed for a particular unit, the total points are
added and this is changed into az letter grade using the following scale
according to total points possible.

1007 A+
95% - 99% A
90% - 94% Bt
87% - 89% B
g5% - 86% C+
BO% - 84% C
78% - 79% Dt
75% - 775 D
Below F

Timed Tests

Timed tests are given after the fifth and tenth jobs of each unit., They
are evaluated according to the following scale:

Time Errors
Available O 1 2 3-4 56 7-6 2 10 11 or more
35 mimites A+ A B+ B Cc+ C ¢+ D F

(Your test grade is lowered one letter grade if you take longer than
35 minutes. )



Page 2

77

Office Machines Course Description

The grades for jobs and timed tests earmed on each machine are averaged
together to give the grade for that particular unit. Nine weeks grade
is based on the average of the machines completed. Semester grade is
based on the grades received for the nine weeks and the grade earned on
the semester final,

D, Class Requirements

1.
2.

3.
L.

5.

6.

Textbooks are to remain in the classroom at _all timeslil!

Because you will not have any homework, you will be required to work
during all of the class time.

Check your progress by examining your work folder daily,

Take absolute care of the machines., Do not tamper with those machines
you have not had.

At the end of class time, unplug your machine, throw away any paper,
and make sure your chair is under the desk when you leave. (If I
must do this for you, I will deduct 5 points for each time.)
Attendance is very important!! Assignments are not allowed to be made
up at home, Therefore, time mist be spent before school, after school,
break, lunches, or club period to complete make-up assignments, You
may make up your work ahead of time if you Mmow in advance you are
going to miss class,
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Name
Hour
OFFICE MACHINES
Grade Sheet
Vietor, NCR, Addo-X |
Date Began: Date Finished: |
Test ; Test
| 5
Job TIo. : 2 3 A 5 n 6 7 8 9 10 o
CGrade
Job No.| 31| 32| 33| 34| 35 Test | 36| 37| 38| 39 40 ngt
p) U
Grade
Canor P101, Victor Metalist, Olivetti-logos 250, Olympia CA505 |
Date Began: Date Finished: [
Joblo.| 11| 12| 13| 14| 15[ Test | 16| 17| 18| 19| 20 | Test
- i3 _¥F
Grade
Monroe 525, lonroe 2805, Monroe 2810, Canon MP141
Date Began: Date Finished:
JobNo.| 21| 22| 23| 24|25 "5 | 26| 27| 20| 29| 30 | "
Grade
. Test Test
Job lo, Ll | 42 | 43 | Lk | 45 g Lo | 47| 48| 49| 50 #0
Crade
Practice Set |
Date Began: Date Finished:
Pac}fet 1 6 Pacget 2 7 22 Pacléet 3 g
Grade I \
Pacléet 16| 25 Pacget L |10 | 26 | 32 | 20 |28 | 34| %0
Grade
Packet 43 Packet 5 9 13
D B
Grade
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WASHBURN RURAL HIGH SCHOOL
Topeka, Kansas

Machines for Office Machines Course

Type Jumber Available
- ing-Tistin
VIOtOr o » o % 2 2 0 0 o 3
MR o oo o596 0 000 4
AdBO=X 4 s 4 % % 0 o o o o 1

Electronic Calculators

Canon MP14L . . 4o o o . &
Canomr PIDL . o s ¢ 6 o o
Victor Metalist .. ...
Olivetti-Iogos 250 . . . .
Olympia CAS05 , ... ..

1“‘.'0!11‘06525........

N M D W

=

Honroe2805 e ¢ ¢ o o o

Tbnroe.?BlO......-

5 b w



