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INSTRUCTIONAL. PROCEDURE

This module. contains two sequential learning activities and a final eneck-out activity.;

A hrief overview precedes each learning activity and the final check-out activity. Each

learnmg activitv and thc fmal elieck-out activity provide learning experiences to help .

you accomplish the objectives. Feedkick devi,:cs lear-ncr self-test. worksheet, and performance

checklist ) are provided to help you determine when each objective has beeftaccomplished.

The first learning activit k designed to provide you with the needed .background

information. The second learning activity is designedio give yOu an opportunity to apply

that information in a practice situation. Inc Check-Out Activity is,the,final learning activity.

It is Aesigned to Wow you toprepare videotapes in a real work situati6n':such as when you

are employed or when, on are serving as an intern reamer. Tbe Performance Checklist

(.Appendix used by the learner and the instr'uctor./supervisor to assess prat/ress. The

checklist is applicable I or hoth practice performance..-a.nd pertUrmance in the real work

situation,

After reading the Objectives and the Introduction on pages 3 and.4. you should beable

to determine how much of thk module you will need to complete'before the Check-Out

Activity.

* you already have the necessary background information required for preparing

videotapes. you may not need to complete Learning Activity I. p:4.

* It you already have had prjletice in preparing videotapes. you may not need to 'complete

Learninti Activity D.,p. 25.

Instkmd. with"the approval of your instructor or sOpervisor. you may choose to proceed

directly to the Check-Out Activity. p. 27, and attempt to prepare videotapes when you

have access tu a real work situation.

'lour instructor or supervisor may be contacted if you have any difficulty witlidireetions.

or in .issessing your progress at any tnne.



SUPPLLMENTARY TLACHING LEARNING .AIDS

An cliort lii heen nhidc to make this modu!c ,e11-yontainyd po,11)1c 1 hy in-

formation eoht,iincd Ii the module hoLllLI Ic ,tillicicnt to deelop el kno1e4e

.intiskilk.11owe\ or. much inore Iij tcciu ruitcui ii ilii topic. Ihe .1.1\ jliLI lc.iiui.0 WJ\

wish to attain higher 1,:vok knovlctigc

A h.t ol rc,ouree, whiyh ,upplyinynt tho,e LOIIIJIIILJ ithm the module tollo,,-,-(

\nli our in,tructor or ,upcmor Ill to dctermine the a \ and iH lo,.ition 1 the,,c

re,ource,. and I :I to get ,tttiti-2 U addition.il lcarimi;.! acti\

Learning Activity I

Almen. Bu/t Vdn. "\ iLlco tlic Clarooni.- School Shop. 32. (\Lc...

page 48.

Boucher. lirkin CI.. et A.. Handbook and Catalog for instructional Nledia Selection.

1..nglewo011 Nc ic.r.e 07632. I'Lluc:ition:111.cchnoloo Puhlft,ition-,. 140

km'. A\ dune. l';73. pp. 47-51.

Comiochic, I D. -IV for Lthication and Indtrstry. V:i11,:)11\ cr. CdThRld NI11,11c11

hinitcd. 1909. pp. NT-92.

.1;riedni Nai 11,111 I.. "In.i:)nt I'Ll hack in the Shop Indutrial rtnd Vocational

Education. 12 (Jantlar . H(S ). pp.

Ilarri,on. William -A New leaLliinglimd.- Agricultural Lducation.. i(5c1oho..

10 I .

Robert J.: Vento. (11,111es .1. Portable Video Tape Recorder. 'IA)

077238 ( microf Lift' r hardt:opy I. Betlicseda. Maryland 1111(.. Document Reproduction

Syrvice. Icin0. pp. 2-5-

. h)(;e1 Into IV tor I Liming.' Lducational andIndustrial

(July. 1976). pp. .20-22.

ManuLicturer, oLideotape equipMent I ino,t highly rycommended ,ourLe,)



Learning Activity II

L 'u LI CCIII NreilallSts

* v'aLeotape equipment

* Person to assist in taping exercises

* Nlamilacturer's equipment manuals

Check-Out Activity

* Media center specialist

\'ideoLipe equipment

Client company representative

Person to assist in videotaping procedures

Nlanufacturer's equipment operation Illall1.1:11s

OBJECTIVES

After completing the required,reading. Like the learner self-test to demonstrate that

'you at I ained knowledge of preparing videotapes. You should complete all items correctly.

I.Learninit Activity II

After analyzing the performance instructions. complete all the designated practice

experiences in preparing.videotaPes. Your work must conform to the wot:kslieet and

checklist provided. (Learning Activity III

I I l. In a 11 act LLI vork situation.. prepa're videotapes for an industry services program.

Satisfactory performance will be realized when all items on the performance checklist

Appendix A) are rated -yes.- (check-Out Activity)

3



PREPARING VIDEOTAPES FOR INDUSTRY SERVICES PROGRAMS

INTRODUCTION

One of the most modern techniques of communicating ideas concerning industrial

operations is through the ni..dium of videotape. Vid...otape reordiii (VII() makes it

possible to- record simultaneously both siglu ;Ind sound on inagnetic tape. I he recorded'

picture with sound may be played back iimnediatel.,.

I his unit will ;IssiSt yull in preparing videotapcs for an industr sericcs program

Will not be possible to reler to the opention Of JI11 given videotape system. fllL a duiet

of.dilItTent makes and models are on the market. However. information ipphcablo to most

models will be given.

LEARNING ACTIVITY I: INFORMATION

You should study the information presented in the following pages. You niay wish to

read supplementary information frOm other'sources pLrtaining to videotaping. Alter

reading these materials. you will demonstrate knowledge of preparing videotapes by CoMpleting

the Learner Self-Test, p. I7 You will be evaluating your knowledgo by comparing your

self-test answers with the Answers to Self-Test, p. 21 ,

Due to the lengni of ,the list of. "Terms linique to the Module.- the\ were inclnded at

the end of the information outline under item Number XXVII.

ADVANTAGES OF A VTR SYSTEM

A. All learners can see the activities bein2.demonstrated.

4



B. Learners who do not 1111dertitand a lesSoll presented can review the lesson again

without taking time away from other learners. It is 1)ossihle for a learner to pin-

point an area that is not understood and rerun the part rcular tape until the point

Is cLiI ted.

C. Videotape involves simultaneous sound and motiOn on the tape.

Normal outdoor or indoor light is usually adequate for black and white recordings.

E. Varieties of selected situations may be illustrated to improve a trainee's performaiii:es.

F. Self-esaluation by learners may be undertaken More effectively in performing

various tasks.

G. Persons with limited photographic technical knowledge can learn to. prepare video-

tapes of training quality,

II. USES OF VIDEOTAPE RECORDINGS IN INDUSTRY. SERVICES

A. Specific tasks performed by workers in an industry can be recorded as ipstructional

'aids.

B. The overall process of an industry to be served can be recorded as an oriemaiion

tool ( frame of reference for learners).

MOST COMMON COMPONENTS OF A VIDEOTAPE RECORDING SYSTEM

A. Video camera complete with viewfinder and.appropriate lens

B. Battery pack which can be used when electrical outlets and extension cords are

either not availaWe or me cumbersome to manage

C. Microphone (built into camera or external)

D. Recording unit I videotape recorder with built-in battery)

E. .Monitor-receiver for immediate play back. Videotaping can he accomplished with-

-. out a monitor. since the camera operator can view the picture through the view-

finder. However. if pot:.sible. a monitor should be available at the site to review the

picture a nd sound quarity of the tape. Any regular TV set can normally be used

a monitor. The video7ape ei.juipment contains t he accessories necessary to us:e

the monitor.

5
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'Fripod and dolly

G. 'Cords and ancillary equipment

It IN Important that the \ ideotape equipment ha\ the imbined feature,: til \ON

Lontatned power and ligld iiit tor \ eNatilit in niUuti \ program,

For purpo.cs of lilt. Illodffic. tile term -portable- suggcs0 the unit CkIllirpCd "11.11

batier pack. It may be used in the held without ilk. ucces,.at \or AC power. (host'

component', that ziia be !no\ cd Fill pLicc to place and rcquirc powei to, op,,Fation

are designated aS -tranNportilhle:-

IV. POWLR CONSIDERATION OF VIDEOTAPE RLCORDING SYS ILMS

A. A particular system may be battery operated. But. battcrie. must be ILLii.IILYLd

periodically.

B. Another system rnav be battery' and I I 7 VAC operated. with the c:ipabilitv of

using the I I 7 VAC power simultaneously with battery charge.

C. Or. a particular system may be I 17 VAC operated. with the limitations la the

line cord operation.

Rittcrv twcr.ition tinh: ranges from a low of 20 minutes nal VTR hat !co

to a high ol thre,.. hour', textanal. pluggcd-in hatter p1k..10 berore recharging IN requircd.

Most manulacturer. oiler a batter charging unit aN all optional accessory it the capahillt

to -recharg-c- is not built into the system. However. thH ar depending t)Il WhHhCr

alld Cipabilitie. Or color.

.AV.A1LABILITY OF LOW COST V1DEOT.APL EQUIPMLNT

A. Domestic and foreign components are on the market at relatively low cost.

A complete system of camera. battery pack. videotape recorder, monitor. tripod.

dolly, and ancillary equipment may be purchased for.as little as SI500 with qu1li1V

:idequate for training purposes.

C. More durable equipment may run as 111211 as S6000. lir coliir. the cost May I/L' Olt ',Al

D. Most of the larger firms market both the kw cost and the more expensive portable

systems.



Fhe low-cost s stems use half-inch ideotape width.

VI. LASE OF OPERATION

;Videotape recorders are rekitkely easy to operate. Some pcordt... con,ider thdt
,

in0 Cd`Y to OPersIte iN motion-pitAure projector.

B. After connect* the camera and the receiver to the VTR, tl iere are ustcrily two or

three simple buttons or switches necessary to activate the entire system..

C. Camera operation is relatively difficult. ih I stop depends km the light level.

Flic focus depemk on the dls,l;n10: hiomu tiL uhject tk) tho lens. Ihme\ er, with

3-o hours ol practice. ,we Icartmo prepale the equipment and record quahty

%Ideotapcs.

D. \lost VTIZ's have automatic audio level controls.

VIIASSENIBLING A SIMPLE SYSTEM

Simple portable systems consist of two pieces of equipment -the camera connected

to the receiver. Fins sy;tem is merely used io monitor a picture. No videotape

B. Both units are plugged into the wall outlet for power. (See Appendix B.)

VIII. ADDING TtlE VIDEOTAPE RECORDER (VTR;

The addition of the VTR allows anything viewed by the camera to be recorded. It.

may he immediately played hack.

B. 'Me videotape lasts indefinitek if stored away from high temperatures and electrical

or magnetic equipment.

C. Both camera and receiver are conni;eted to the VTR. The VTR may be operated h

battery or it may he plugged into the wall outlet. (See Appendix C.)

IX. THREADING THE REEL TO REEL VIDEOTAPE RECORDER

A threading dIat2,ram usually accompanies the. VTR.

B. An instruction booklet is provided with each VTR. See threading patterns

shown in Appendix D.

9



C. Good operating techniques are listed in the manufacturer's instruction mainial.

D. Always keep threading path clean. Cknh and brushes are usually pro\ idcd iii thc

VTR.

E. Check to see that the tape path is properly followed.

Allow the reels to come to a complete stop without touching them.

Many modern videotape recording units titili4e cassette tapes \\Inch simpl

require -plugging-in,- much tht: sante as andlo-cass:tle recorders.

X. RECORDING WITH THE VTR

A. The VTR records much the same way as a regular audiotape recorder.

B. The videotape is threaded in a.slightly slanted fashion about the helical ring

containing the recording head. (See Appendix L.

C. . When properly threaded, the VTR requires only pushing one or two switches in

order to record.

D. The VTR may be controlled front the camera !rigger.

E. The images being recorded will automatically be reflected by the monitor.

Xl. EQUIPMENT AND ITS OPERATION

A. The television unit, which can also receive commercial broadcasts, acts as a monitor

when the camera is used during the taping session.

B. The camera should be equipped with a lens capable of focusing on subjects at

long-range as well as thoseat mid- and sliort-ranges.

C. A sensitive microphone may. be plugged into the tape recorder to pick up sound

from several yards away.

D. Most cameras have built-in microphones.
/7-

E. The camera, once properlY set, needs no, additional focusing. unless the camera is

moved:

The operator follows the action by moving the swivel controlled camera.

8



XII. VIDEO AND AUDIO METERS ON THE VTR

A. The audio meter.

I. The audio meter is essentially a voltime indicatdr.

2. It is usually equipped with automatic levtA

3. The meter should be set so that variation's in source volume fluctuation can

.be accommodated without getting loudness, distortions. or no sound at all.

4. Audio meters mill indicate a normal fluctuation in sound.,

5. If the needle favors one.end or the other of the scale, adjustment-is needed.

6. The red band area of the scale is the distortion level (too loud.).

B. The video meter

. I. The video meter gives a contrast reading....

2.
-,

It is usually equippetrWitli-autOinatic levl input. .

3. A ltiw setting will cause a lack Of contrast and will look gray and foggy. .
4. A setting tOo high will cause over-exposart: or "white out.-

5. AlwaYs follow dir.ections.found in the manufacturer's instrUetion booklet.

XIII. MICROPHONES

A. Microphones of good quality should be purchased.

B. When recordings require more than one microphone, .a mixer is also required .for

multi-jack outlets. This process requires a high degree of technical knOwledge.

XIV. :DUBBING

A. Adding sound after the video recording (dubbing)-eliminates whatever sound may

have bccn-previously recorded.on the tape.

B. .A liveiiik.rOphonenarratiOn or previously'recorded audio tape recording'may be

used fo-r4tibbing on some VTR's.

A reel-to-reel videotape has only- One'sound track, and sound may not be added to

.sound as'in commercial television. However. wi th cassette tapes. sound may be

.added tosotind-.'since the tape has two tracks.
.

9
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XV. VIDEOTAPES

A. Characteristics of inexpensive tapes

tnexpensive tapes are either too abrasive and wear down recording heads. or they

are too soft and clog the recording heads.

2. Inexpensive tapes have microsc6pic bits that flake off or irregularities in the

tape coating consistency that cause "dropout" on the screen (horizontal white .

or dark lines, or scratches on the screen).

B. Writing specifications for tapes

I. State that "videotape shall be free from dropout of video quality."

2. Tape should-have still frame capabilities.

Tape should have oxide qualities that prevent video head wear and head

clogging.

4. Tape should have proper signal-to-noise.ratio.(4raininess of picture). There

shOuld be a minimum of physical, and malmetiC.defects.

C. . Care of videotape

I . Place in a box.

Store in upright position rather than flat.

3. Place in area wfiere temperature and humidity are moderate.

4. 136x should have hubs to support the reel.

Use of damaged tarie

I. Do not use stretched or wrinkled tape. It does not produce goo4 recordings.

2. Splicing should be avoided unless absolutely necessary.

.3. When splicing, follow instruction manual closely.

XVI. CARE AND MAIN'F.ENANE OF THE VTR

Severe jolting will do more harm to a piece of television equipment than to any other

audiovisual ,device beL:ause of the complexity and delicacy of the many pails.

XVII. HOW TO OBTAIN MAXIMUM SERVICE FROM THE VTR

A. Non-portable equipment shoold be transported from one room to another by use of

carts.

.10
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XVIII.

B. Cover the VTR with the lid when not in ttse. This keeps out dust and moisture.

C. keep recording heads and tape path clean. Rotate video head to a p()sition wher.e

it can be cleaned easily.

D. Use cleaner supplied by the.manufacturer.

E. Clean the following parts, using cotton swabs and toothpicks.

Ldges ()I the video recordMg.nead

2. Metal drums at.ound which the heads rotate

3. Video.erase head

4. Controhtrack head

5. Audio erase head

0. Audio reL:ord head

E. Clean capstans and rubber rollers with isopropyl alcohol. Fins alcohol does not

C:illse the Ribber to deteriorate.

,
SCRIPT WRITING FOR VIDEMAPE RECORDINGS

I he proces.,s. of preparing videotapes is somewhat similar to the d..eveloping of motion

pictures ol slidetape presentations. In order to avoid unnecessary effort :uid to work

\ sik:11101" : lashik)11. a script. is generally developed. The script may be developed by

lour-LIiimn lormat. i he first column should describe the camera position or

each shot. II:: second :.olunin should gRe the amount of tnue. in seconds the camera
,

\kW r,.inain on each sccnt: The third ,..olunin is designated tur-the time allo:?..'cu tor

th.. nal rAth. e I ire lom.th Lhnnrni should contain the specirk win.ds contaiwd

!:.11-1.,111\ ,) F

XIX SOME DR.-11N BACKS IN PREPARINt; VIDEOTAPES

k. 'Uric initial dollar outla for equipment and tapes is sifeable. (The equipment can.

hm,e;er he kased or rented. I

B. I v.11 peOplc% tie required to proauce %ideotapes one to operate the canter:C:1nd

recor(ler. Ahilc ilie Oher iirw ides directions or perh)rm: denaonstrations.

irst ic v. times iii equipment USed iit pl.( R.CNS colbtill1111.! .

;3
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XX. GENERAL CAPABILITIES OF VARIOUS VIDEOTAPE RECORDING SYSTEMS

A. Instant plaxbact:

B. Built-in monitOr

C. Black and white recording

D. Color recording

E. Record fromIFV tweiver

F. Electronic viwfinder.

G. .Mechanical viewfinder

H. Optical vicwfinder

XXI. SPECIAL CAPABILITIES OF SOMEVIDEOTAPE RECORDERS

A. Stop-action

B. Sound dubbing

C. Video editing

D. Tape footage counter

E. Video and audiO.signal meters

F. Slow motion

G: Automatic shut. off

H. Elapsed time counter

TAPE SIZE AND LOADING

A. 1/4 inch tape

B. 1/2 inch' tape

C. 3/4 inch tape

D. Reel-to-reel (older models)

E. Cassette (newer models)

XXIII. MAXIMUM,RECORDING TLMES PER REEL OR CASSETTE

60 minutes

40 minutes

12
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C. 38 minutes .

D. 30 minutes

E. 25 minutes

F. 20 minutes

XXIV. :-TIPS ON OBTAINING GOOD VIDEOTAPE RECORDINGS

A. Synchronize the audio with the video, e.g.:Make sOund simultaneous with action.

B. Do not allow the camera tO wiggle white following the action. This causes jerky

motion and blurs the, recording.

Properly adjust the audio level while recording, unless the VTR has automatic audio

input level.
. 41

D. Properly adjust the contrast level, unless VTR has automatic inPut level.

E. Hold the camera on each scene the proper amount of time, as indicated ift,the

script.. Corkect timing will require practice and-evaluation. You will have to use your

own judgement as to what is an adequate amount of time per scene..

F. Remember the overall objectives of the recordings. Try to make each scene

. accomplish the objectives.

G. fry to develop a smooth and unified transition from one scene to the.next.

ft Perform any narration with great care. The narrator should be alert, articulate, and

. very familial- with tile 'script. He/she should be lively and speak distinctly:

I. Properly adjust camera to.aSsure proper width of the field of view.

J. Properly focus lens on each scene when necessary.

XXV. OTHER FACTORS ()ESPECIAL CONCERN IN VIDEOTAPING

A. Will auxiliary lighting be needed?

B. What type of light is required? .

C. Are filters required for the cameras'?
<-)

D. Witat-precautions-i011 be taken-to-avoid extremely- intense lights, such as welding?
,

E. What is the noise level of the area to be taped?

F. Has permission been granted to make videotapes of the company's activities?

13,
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G. Is there adequate room for positioning the camera?

H. Is the area congested?

XXVI. EDITING VIDEOTAPES

This. MOdule will.notcover the d, taik of editing v.ueotapes. Flus task requires a

considerable amount of technical knowledge and Nkins. at all possible. t.he i»dusir

services leader should acquiuethe services of a media specialist who has e\l'enen,.e in

editing videotapes. Additional equipment will he required tor editing.

No doubt. videotapes should hc.k.ItliaiLLw_likm_time permits. Ikliting on.Lunnek.:4.1stry

XXVII.

tape footage will increase the efficiency and effectiveness ot training. Howe\ er. one

might succeed in preparing relatively high quality videotapes ithout editing ii the taping

prcedures are carefUlly planned. Cpst:bo.nefit factors should bk.: examined when determining

how much editinu, i1 any, the tapes will receive. Videotapes produced it

and expanding industry are seldom used in more thanone training program.

specific new
-4.

TERMS UNIQUE TO.MODULE

A. . Amplifier. Strengthens a-signal to the point where it can be heard over an

speaker to be reproduced as a tele%Ision.picture.

B. Audio.. The sound portion oi a teleyision

C. Audio Input. A jack that,urovides for a microphone plug-in. Provision is also

made for other audio sigmils coming frOM audio Line recorders, videotapes. and

other electronic sources of sound. -k:he latter are usually plugged into the iiadto

"line:: Mput.

D. Audiy-Video Mixer. (Sec also Moduhnor.) A device 111;,I L'Olilhipc... the separate

audio and video.signals (ruin microphone and camera nigh frequency signal for

transmission to the receiving-vquipment where the signals are :igaineparated and

directed to the speaker and television screen.

E. Briuhtness. 'Fhe brilliance of the telJvision picture

F. Close-up Shot. Very narrow angle pic.t tire giving bull view to -a small :;rea.

G. Complhibilit?...,, The capability 01 usilig a piece of television equipment from one

manufacturer with'tlkat of another'Thanufacturer.

14
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H. .Contrast. The' brightness relationships betweeitt he various light and dark elements.

I. Dropout. :I-he loss of portions of a tape recorded signal due to tiny pieces of emulsion

breaking loose from the videotape. Horizontal lines on the television

pi'cture result I rom dropout.
. ,Dubbint.t. Insertirl,li new portions oi vioeo or ahdio recording on a videotape in the

place of original portions.

K. Helical Scan. The t pe of recording made on videotape by portable videotape

recorders. It k accomplished b having the recording head rotate in circular

helical) ta-sTuon while rummtg tlic tape pist it in a slant. The result k a "slant track"

recording.

Instant Repia Rapidly rewinding and pla. mg hack some scenes just

recorded on videotape.

NI. Nlodulator. A de% lee that combines that video signal from a TV camera and

tht. audio signal irom a nucrophone or similar source and impresses them on a

Lamer 'signal for fr;vnsmi:,sion on a clos.d-circuit syMent.

N. Monitor., AnY receker used by a ,:ameraperson or teacher to observe the picture
.

heing received b the viewer. In television studios. a monitor is a high quality

tele% Hon receiver used in vide() transmry,ion. Video monitors must he used

with %ideo cameras. and cannot be tuned to channels, and normally have

no pros kion for sound reception In portable situations. receivers are used in

monitors.

0. Monochrome: Hie image produced on a black-and-wlnle television system.

Noise. Hectrical interference in'audio HilL1 video transmission producing a "salt-

and-pepper" effect on the television pictur,..... Greater interference produces ;I "SHOW

el rect. Hit: 11(n,c rail() is nore pronounced near the fringes of a broadcaq reception

Q. Pan I 'dl '. ccl OH io the ri,.thi and 1,.ft witlt the c-,intera. to move the camera

aer s serce .

R. Ph% back. I ii.. repla rio q a telex isic,0 re,:olding

S. Receiver. ..\it icic iot set d.iocieJ Ii 1,Ine n sLIlOol reception ol pi,...ture and

sound. In poriabl... situatt ins. .1 a-.1-mortit,q- also,



T. Roll. An upward or downward movement of the picture on the screen of a receiver.

U. Solid State. Equipment that contains transistors rather than tubes as part of its

electronic circuitry.

V. Telephoto Lens. Lens of a very narrow angle used to provide large size images at

extreme distances.

W. Video. The electrical counterpart of the picture portion of a television program.

X. Video Input. A jack that provides for video picture signal Mput from either a,.

television camera, a PVTR. or a receiVer..

Y... Vie-yfinder. A small camera-mounted monitor used by the cameraperson for

framine and focusing.

Z. Zoom Lens. A special camera lens whose focal length is quickly adjustable from

close up to distant scenes and is always in focus on.an object or scene within this

wide ran-ge.
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LEARNER SELF-TEST

This is a checkpoint knowledge test needed before proceeding to develop a videotape

in a practice situation. Follow the instructions given with each item. Cheek your answers

with the Answers to Self-Test which follow:If you fail to complete all items correctly. you

may wish to refer to appropriate parts of the module.

I. Videotape recorders may be operated by battery or I I 7 VAC. Circle the correct answer.

True

False

2. Name four components of.a videotape system.

a.

b.

3. Whieh of the following is not an advantage of videotaping? Circle the correct answer.

a. Learners produce the.tapes.

b. Learners can view demonstratiOns.effectively

c. Learners can use the tapes over again..

d. Producing videotapes does not reqUire extensive technical knowledge and skills.

4. A threading usually.accompanies the VTR elu;pment.

5. The VTR may be L:ontrolled from the trigger...

6. The audio meter is simply a indicator.

7. The video meter gives a reading.

8. Adding sound after the video rec'ording has alr,.!ady been made is called

9-, . Which one of the following may indicate inexpensiVe recOrding tape?

Circle the correct answer..

a. Bri,,ht surface on one side

b. pull surface.on one side

.c. Horizontal white lines across the monitor screen

d. Worn recording head

17
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10. To work in a systematic fashion in preparing videotap'es.

should be used.

I 1. List live possible capabilities of a videotape recorder.

a.

\I b.

c.

d.

C.

' I 9
4.J



- ANSWERS TO SELF-TEST

I. True

2. Any four of the following:

a. Video camera

b. Battery pack

Microphone

d. Recording unit

c. Monitor-receiver

f. Tripod and dully

g. Cords and- ancilliary equipment

3. a.,

4.. Diagram

5. Cainera

6. Volume

7. Contrast

8. Dubbing

.9. c.

10. , Script
,

1 1 . Any five of the follOwing:

a. Instant playback

b. Built-in mon itdr

C. Black-and-white recordnw,

d. Color recording

e. -Record from TV receiver

f. Electronic Viewfinder

g. Mechanical viewfinder

OptiCal ViOwfinder

i. Stop-action

j. Sound .dubbing

21



k. Video editing

1. Slow motion

*Proceed to the next learning activity for practice in planning and preparing videotapes.

23
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LEARNING ACTIVITY II: PRACTICE PERFORMANCE

Prior to taping aCtivities in a real work situation,.., you will be required to practice using

the videotape equipment. YOU may wish to refer to the information f.ound in Learning

Activity I. You may wish to read several articles on videotaping from olakide sources. You

may also contact the manufacturer's representative for assistance in using the equipment in

the practice exercke. Media centers in public ixlucational institutions can also assist you in

preparing video wes. You must complete the Videotape Planning Worksheet from Appendix G..

Next. you must also develop a short videotape of a specific training actiyity. You will be

eValuatimi your performance in developing the.videotape using the. Performance Checklist

(Appendix A).

I. Determine the objective of the videotape. Will it snow a specific task being performed, or

will it show an overview of several work activities? One suggestion is to practice

videotaping ongoing activities in a vocational machine shop.program. You may

wish to tape the.steps involved in the use of several machines or machining of a specific

item. Complete the Videotape Planning Worksheet (Appendix G) as a basis for completing

the practice exercises..

Plan.the steps needed to complete the videotape. You may refer to the information in

Learning Activity I.

A. List the objectives for developing the videotape.

13. List the operations, steps. or tasks that are to be taped.

C. Arrange the operations, steps. or tasks in the proper sequential order.

D. Solicit the assistance of several of your peers or co-workers in-Makin:I the videcitapes.

E. Develop a script for the videotaping process. (See Appendix F.)

Secure the necessarY'equipment for the taping process.

25
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i. Camera

2. Monitor-receiver

3. Videotape recorder (VTR)

4: Battery pack, if necessary

5. tripod and dolly

6. Other ancilliary items (including the appropriate videotape)

G. Familiarize yourself and ),,our assistants with the script.

H. Check to be sure that the equipment instruction manii;:ils are available.

III. Proceed with videotaping..

A. With yoit assistants. the equipment,. and the st.ript. record several scenes for practice.

Check to see if-all equipment is working properly.

B. Check thesscenes taped for the quality of audio and video. (The tape may be played

back immediately, erased.and re-recorded.)

C. .Once you'get. the -feel- of the system, record the .list of scenes outlined on your

script.

D. :.t.lave 'someone assist you in critiquing t_le tape and make improvemcnts when necessar)

IV. Use the Pgrformance Checklist front Appendix A to check your competency in videotaping.

Follow the instructions provided in the checklist.

*Completion of the previous learning experiences should have prepared you for preparing

videotapes:in a real work sii'uation. Proceed to tht" Check-OufActivity.

_JO



CHECK-OUT ACTIVITY: PERFORMANCE IN REAL WORK

SITUATION

The activity which follows is intended to be conducted in an actual on-the-job situation.

It may be completed without completing the two learning activities, if you think you have

the proficiency to do so.

you must videotape the operations of an industry that exists or is about to rocate in

your area. The videotape will be used in' the training:program to be developed for the said

industr\'. You will likely be required to travel to the parent plant where operations similar

to the .local,plant 4tre ongoing. You must plan ahead for,the necessary assistance in accom plishing

the task. You must also determine.if the plant is unionizcd, as this f.7tor may affect the

sxtent you can videotape plant operations. If you travel Ll3 air out-of-state with State-owned

equipment, you should insure it for the maxinium amount(allowed by the airline.

You may wish tq contact others.in vocational education who have liad experience in

videotaping industry operations for advice. You may also wish to coneact the media center

or educational television station for assistance. Your performance will be judged by your

instrucCor or supervisor using a checklist. All items on the Performance Cfiecklist (Appendix A)

must be rated yes."

*Alter completing the CheA-Out Activity, you may select another tnoduli for study.. Your

instructor or supervisor may be contacted if you have any difficulty in seiecting'Ii.,module.
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APPENDIX A

PERFORMANCE CHECKLIST

Preparing videota )es for an industry services program.

IORUCTIONS: If the performance is satisfactory, write yEs in the.space provided.
If the performance is unsatisfactory, write NO in the space. Each.
item must be rated "yes" for satisfactory task performance.

The audio and video were properly -syncronized.

The recordings were 'free from jerks and unnecessary motion.

. The recordings had proper contrast.

. The recordings had proper audio quality.

Ade,iinte tiMe was given to eacliscene.

The recordings adequatefy explained the processes as intended in the
objectives..

The tape had unity and continuity from one scene-to the next.

. The narration was sharp. crisp. and 'interesting.

9. The correct width of field was ascertained.

10. The correct focus was used for each scene.

29
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APPENDIX II

SIMPLE VIDEO SYSTEM-CAMERA AND MONITOR

3 1
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APPENDIX D

THREADING PATTERN OF SEVERAL N'TR MODELS

Model A

0) El

Model 13

'Model C

Model D

MOdel E

. Model F



APPENDIX L

Audio Track

Video Track

Control Track

THE ABOVE DRAWING DEPICTS THE SLANT

TRACK RECORDING. RESULTING FROM'THE HELICAL

SCAN FOUND ON MOST VTR'S.



PRdJECT: Mictailgoitiagupt

MEDIA:' C.,aette, Yidcotap

ISUAL Visual Time Audio Time

("lose-up view of dummy customer

ort.k'r wilh edit sheet attached io

()Filet... I his same must be Rico-

taped in due mho.

As needed 0 38

NARRATION

"I he tollowing i a brief introduction to the Michael C. Hinton Company'sorder-

entry s tcin. Before customer's orders are tient to the CRT operators, they ;ire edited

to make sure they arc readable and that the item and color numbers :ire complete.

,An edit sheer k also ;lunched to eaeh order. 'flue edit sheet contains stmdird in-

formation such as the lookup key to be used, customer's order and department number,

and if ',he cusloiner has ordered in boxes or doteus. This edit sheet is laid out in the

1111e fornIal 'IS the Naun on winch till! information is to be entered,

View u CRT operator prerecorded

Close-up of screen &scribed in

iiarralion IOFIV, see. f p. ) must

be videotaped in studio. Tins

close-uP is to be edited into view

of CRT operator al approtirWe

lime las per ilarrationt, See att-

ached sample of screen # I OLLV

Sec. 2 p. I.

Reading: 22-38

Prere:ord-

'ed

0.35

Addilkmal

time to hL

recorded as

needed,

0 33
The first screen used in the order-entry syqem iN the key-entry screen. h is

nsed for looking up the "ship to" address that appenrs on the customer's order. This

is done by entering a ten-position key. 'Flue first part of tins key is the first five

letters of the "ship to" name ;is it nppears On the order or the.customers account

number may be used. The second !rad of the key may be the customer's store number,

lip code, or an abbrevintion of the city and stale.



APPENM F Coat,

VISUAL Visual Time AudM Time

View of CRT operator prerecorded.

Closegip of screen described in

narration tOLLV, See, 2. p,

nwl be vkleotaped in studio. This

close-up is to be edited into view of

CRT operator al appropriate lime

las per nmationl. See altaelled

.,pniple of screen #2. OELV, Scc.

2. p. I.

Reading: 3Q-53

WO

Prerecorded

0.30

View of CRT operator prerecord-

ed, Close-up of sereen described

in narration (OWL Sec.. I p, I 1.

must be vidmaped in studio,

,This eloe-up is to be edited into

view of CRT operator at a ppro p-

riate time (as per narrationl, See

attached sample of screen # 3.

accsN. Lp.
Readini: 54-4

Prerecorded

0.30

Additional

time to

be record-

ed is need-

ed.

0,32

NARRATION

Itows the address and the file for the key entered on the previous

screen. I is checked with the customer's order lo be sure it is the sanIC and that the

"bill-to" account k correct. In addition lo selecting the address frolithis screen,

the correct poiiii-of-sile code for the type of order being processed must be selected.

TICts point-okihe selection provides the neeessary information for pricing the order.

The selection is based prinwily on the territory that is to Ix aedited for finssale,

OWONN

This k the order initiation screen. It shows the "sinp to" addiess and the standard

, shipping pOint and order type based on where the order was ente'red, lithe order

is to be shipped from :t lootion other than from where it WOS entered, it will be

coded on this screen. We ean alsoalter the order type into the customer's vendor

number and department number or make any necessary changes in the '4IP to"

address. AllY speeial instructions for the CRT operators will ako be shown on this
serc'en,



APPENDIX F CNC

View of ('Ifl' opera lilt prerecord-

ed. Close-up Of SCrall de,Sl'Hhai

iii Ildr611011(0R1), liec. , p.

uiul 11 1.1dCu1apd HI 11661, nih

CIOSMIP iS Li) be edited into view

of CR F operator at iipproptiiiie

uls per narraimnI. SccAU

aihvd .,1111\kol # 4, 04CD,

'Sec. I, p. I.

Reading. uS-S:

Audio Time

Addit lona

time to be

kict)rdvd ils

NARRATION
=.1=11.MMI

'Fins screen gives Michael C. Hutton Compini 's order number that is to he Assigned

lo the order, h idso alkiws tot entering other \ ariable lamination stieh as the customer's

order number, discount percent, new store eode, mid bo \es code if the customer orders

III Lo \es,ralher than dorells. A "ship 10 ;iddress till ilso be entered on this

screen for shipping an order to iii iddliss Ilia Is not I our Hes, this new addles\

wail be put in the files before the invoia is Printed.

VieW ti ( Kr operator prerecord-

ed. Close-up of sercen described

in narration IOHR, See. I. p.

must be Videolamt in studio. This

elose-np is to be edited him view

of CRT Operator at appropriate

lime aS per nar'r'ationt. SLe almdi .

ed simple of screen # 5, 01:PR,

Sec. 1, p, 1.

Reading: 83100

3 7

Prerecorded

042

Additional

lime to be

recorded as

needed,

U 53 This is the product data serail and it is used to enter the item information,

There can be up to I 5Tmes of information with each line haying up to four

iiiiantities'and item lolors. When las screen is transmitted, all the information

is cilecked against prices ill inventory Nes, If any item Or color is not in the files,

the entire mon will be returned with blinking characters Mdicdting the non-

matching items. These must be corrected and the screen re-entered tot another

check. There can be as many product (tali screens used as is necessatl, to enter the

complete order. On the List screen, the isder must be ended to let the system know
it has all the information. When the last screen has been procosed, the key entry

screen Will reappear aild make possible the beginning of the next order.



VISUAL
,

Visual 1im0 Audio Time NARRATION

ter, Prerecorded 0.1b After the order has been entered, it is processed ;Ind sent hack to ;) printer at
10-127 1.00 ' the distribut km center Iron) WWI it iS to i'e shipped. The shipping order is printed

in item and color sequence to make it o;isy to pull the meroandise,

,

aitiplt Hutton's As needed 0.30
,

On the top part of the shipping order ; Il I k IIare .wo ,aoc.s. t.s ,,te order Is a t hree-
or marked "Copy only - ply form, six labels are ;tunable which arc adequate for a large perceutage of Our
pose." This elose-up

otaped iii the studio,

,

orders, After the order is printed, it is matched with the original and a check Is

made for both the -sold-to" and -shipped-to" Information, II' everything

checks out the original is attached to the back of the shipping order and it is
now ready to go to the shipping floor for processing,

,s (small boxes) in

7- I 66

Prerecorded

! 0.27
0.15 The Michael C. Hutton Company arranges its products in the warehouse as

you see them here. This arrangement allows the.order picker to conveniently select

the items required to fill the customer's order. ,.

I. 1

,

/joy or boxes in Prereeorded 0.10 Please note on the.. Veilow strip below the individual boxes tliat item numbers
rw numbers on 0.11 and L'oloN are shown for easy reference.

6-171 -

,
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APPENDIX G

VIDEOTAPE PLANNING WORKSHEET

What do you plan t i accomplish by videotaping the planned activities?

2. Who will be- involved in the planning of the taping process?

3. What will be. the role, of those persons involved?

4. Who.will be involved in the aCtual videotaping?

. 5. What will actually be taped?

O. flow .much time will be required for the tapine

7. What special eudipment and/or conditions will be needed?

8. What reaular equi'pment will be, needed?

9. Ilow expensive will the project be?

10. What standards of work or quality of work will' you accept?

.

I 1. What spetJal constdtation will you need?

1 2. I lo.`Af wilLyou evaluate your v.,ork?

47
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-APPEINDIX H

CAMERA GUIDE

Symbol Video Description'

XLS Extreme long shot

LS Lorig shot

MS Medium shot

MCU Medium close-up

CU Closc-,up

TCU Tight close-up

shot Two-shot

3 shot Three-shot

0 shohlder 0 C, er-the-shoulder
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LIST OF INDUSTRY SERVICES LEADERSHIP DEVELOPMENT MODULES

Seriav,

A. Introduction to Industrt. Set%
B. Iiidustr Servwes L.eadetsliip DeveTh.pnient Plograin:

Guide tot Using the S:.If-Paced

II. EstabIisiting Contacts and Relationships

Spe.tkmg to Industrial and ;tom,
II Writing Articles tot News NIedia

IdentW.1111.2-1' lint:111111N 01 Ape:tiles Imulucki iii
ItuuIuutr SCryl,T.

1.) I a BroLIiiire for Indust r.-.Ser% Ices

Obtaining Agreements

I)LA eloping I ruining Agteetnents
B. Ikveloping .1 Lead-time Schedule

Intorpteting Tegislation RyIated to IntItistr Scr iccs

I. Identifying Training Needs

Collecting Frallievsork Production and rmilliT
Intotination

B. S I_c.o.:ling I !. 1,1' I fmntrir. Prot:tants
( Preparing a Budget lor an Indust ri SerNIL.V. Proleci

Acquiring Resources

Selecting Instructors lot Iitdiutru Sill
B Se:to-log..1 flaming Site

Se,..tiring. training I quilaili.nt. fools and Supplies

VI. Training 111.structors for Industry Seo ices

I raintng lifornelors tor lodustru

VII. Preparing for 'I-raining

Adaptung the I 1%1111111p Silk: I t.011111!
Salt:1y( 01411(10;1..11 I r.1:11Ing

..\ iii101.111.111.!! tile. ()petting I Progymit

VIII Preparing Training NIateriais

(otuliteting .1 !ask .Anal
1.),40oping l'erliarmance Oftle. tit
1)et rttotutig I ) it Met hods and NIctli.t

-D De doping I'crfvrtit,o1...e
Dot:loping

Viticot.tic, tu.t- .111 Iiiuto.tr% .tier, Pit giant
-cuing II ;imp C ,111 hOt irthililt SCIA;

IX. SelLcting (andidates

1),Ael..plin! .1 pl.,11 tor 1iI1ii

X. NIonimringTraining I'rttgranis

A"itilitz Pic I 1111 and lu-Plant I 1.0111:1V

If l)eveloptiig..t kceptil!! vart ii Ipalitw hilot
Afton! Fralinng Program Auf it Hies
NIonitortitg I r.1111111g mud I \ pindll

XI. Closing Training Programs

(losing a Iii iii iue Pt,...!1,1111

X!I IuI1t.I1 I'rOgrani I'articipants

Ite,el,ping a Plan Ii he L;.,tla.a.. Iii I: i I 7,11M71:1 l'u. uIll.

XIII I altialing IinItiAr Pru.gi ants

I ...otalline. .

1)11"t'l I bluillIFICs 1(1

I .111 ,t I nt.l, iii
\I,`1,;1-1 -,v I); f II"

1(111,1-., ,t1
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