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A SHORT HISTORY OF THREE WORKPLACE LITERACY
PROJECTS: LOSING AND GAINING BUSINESS
PARTNERS.

Our first business partner was the local giant Precision Cast Parts Company
which makes parts for the Challenger nose cone and Boeing airplane parts among
other products. We had the enthusiastic support from the company presi<ent and
the manager of human relations to set a literacy project in their Titaniun. plant.
They knew exactly what department they wanted us to work with. Helen Humphreys
and Mary Craven spent three days doing a basic skilis audit including twelve
interviews with workers.The team leader of the production line was behind the
project and wanted to help as much as he could. We were invigorated by the scope .
and importance of the basic skills problem.

The company had a production and safety problem having to do with the
inability of the production line workers to do the math ratio and proportions
necessary to change the ph in acid baths. The production line where this was
happening was a small but important link in production. Also errors in calculations
could result in faulty product and in environmenta! and personal safety issues.

despite the perfect workplace literacy scenario, we were not able to set up
even one class. We were stonewalled: we would set up meetings that managers
didn’t come to, we didn't get return calls, we couldn't get a classroom reserved.
What happened? We can only specuiate, but during this time the company was
assessed a huge fine for environmental pollution, and our production line may have
been involved. Also during this period every manager in the company was
reassigned or let go. We lost our sympathetic HR manager one day before the
project was to start. The new HR manager not only was in the dark about the
project, but she had neither time or knowledge to supervise it. The company
president still voiced support of the idea,but we finally came to an understanding
with him that can be summarized as "maybe next time." |

The impact of losing Precision Cast Parts eight months into the project was
sickening but not fatal. We not only lost the project but also we lost two of the
three college faculty initially interested in workplace literacy; they were
disheartened and went on to greener pastures. We had also endured some criticism
form our customized contracts department (EMD). EMD had arranged many
management training projects for Precision Cast Parts and felt we were offering a
service for free that they could charge for.

Luckily, | had a contact at an interesting, small company less than two miles
from our learning lab. Warn Industries, a winch and hubcap maker was already
interested in workplace literacy. The short version of our relationship was that we
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officially pulled out of Precision Cast Parts on a Wzdnesday, | contacted Warn’s HR
manager on Friday and we started classes Tuesday. We have had a warm and
mutually beneficial relationship with Warn and its employees for the balance of the
project. In fact, Warn hired our workplace literacy instructor as a full time employee!

. In the meantime, Oregon Cutting Systems had agreed to be our second
business partner.They are an international company producing cutting edges for
all kinds of Industries but in Oregon they specialize in supplying the timber
industry. Our education laboratory (Targeted ‘Learning Center) had a long
relationship with OCS. We had found OCS to be interested in the education of all
its employees. They even had a quality circle (ODONS) whose special interest was
employee education. ODONS wanted to set up a miniature Targeted Learning
Center at OCS for the purpose of reaching people with the lowest literacy levels in
a format that would neither frighten nor jeopardize their jobs. We surveyed the
population for educational interest with excellent response. We found a significant
number of responses from the popuiation were targeting but getting them to come
to a class held on the work site was a different story. The people who were low
in reading and math or who wanted to get a GED would come to Targeted Learning
Center with its relative anonymity, but they would not come to classes or tutoring
at their worksite. Even writing and business English classes didn't draw enough
people to justify continuing. Our most enthusiastic response was for computer
basics, inciuding keyboarding. OCS is a very computer oriented company but most
of their inhouse training is for higher applications. Evidently, there was a layer of
people who needed some help jumping in to the computer world. Our relationship
with the ODONS committee has been pleasant and stimulating. They have never
lost sight of their vision rior lost their compassion and concern for those peers who
work under the handicap of illiteracy.
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Teacher Narrative: Warn Shop Math

Initial Contact:

Warn had begun a math class for the basic skills learner prior to our
involvement. We convinced them that, with the aid of the grant, we could develop
functional context materials for the class and deliver instruction. They were eager
to do this.

Development:

Initially 30 hours were spent performing literacy task analysis on math tasks
performed in the plant. Later, 10 hours were spent surveying needs and prioritizing
instructional objectives. Throughout the project, another 20 hours was spent in
task analysis and needs assessment activity. Curriculum development took
approximately 120 hours. Development off pre-tests/ post-tests and administrative
tasks took about 30 hours initially and weekly administrative and individual
consultation averaged 3 to 5 hours per week.

Delivery of Instruction:

| took over the class immediately and incorporated the new materials as soon
as they were ready. The class meets for 1 hour, two times per week. Class
activities involve discussion of skill applications on the job, worksheets modeled
after actual tasks and on-one-cne or smali group demonstrations of the skills. The
course is open exit and most workers finish after about 20 hours of instructior.
The post-test scores are quite high.

The typical learner either has forgotten math skills learned in school or never
really understood the concepts and how math relates to on-the-job problem solving.

Evaluation:

©
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Response has been very favorable (see evaluation comments). One problem
" has arisen In that some employees do not expect to be cross-trained to the extent
that we expected when selecting the critical tas's. We plan to develop another
class for the "non-shop” worker this year.

Many students have praised the class as being easy and practical. Supervisor
response has been positive as well.

Teacher Narrative: Warn Basic Computer
Initial Contact:

The company expressed concerns that many workers were intimidated by
computers and wished to see a basic skills class taught on computers. Initially, it
seemed that many workers would soon be asked to perform tasks on PC’s and the
Novell network. The goal of instruction was to make employees more comfortable
around computers and more fluent with the concepts and terminology.

Development:

I spent 20 hours with personnel that were newly competent on PC’s and the
network. | spent 10 hours with the companies trainers and information services
people. Several task analysis were conducted and a list of competencies were
developed. From this list, a 16 hour curriculum was developed (approx. 80 hours).
A screening system with a pretest was devised to allow the classes to have a
homogenous level of knowledge and skills. The company took over the screening
process and did not pay attention to knowledge lcvels or needs when assigning
workers to the class. Seven laptop computers were set up for class and take home

)



work.
DeliVery of Instruction:

The classes met for 1 hour twice a week for an average of 16 hours of class
time. Many students stayed after to ask specific questions related to problems they
were working on. An extra session was set up for workers who missed too many
classes to keep up. For four weeks, a group of 4 workers came to a class to work
on applications they were using for work tasks.

The sessions began with a discussion of vocabulary and whenever possible,
an application of the vocabulary or concept was done on the laptops. Each worker
was involved in a project on a word processor or spreadsheet. The company's
logistical limitations precluded the desired time on the network and their mainframe
system (AMAPS). Not being able to access these two systems was a
disappointment to many students (see the evaluations). But several classes did
deal with the concepts and ideas behind the systems.

Evalvation:

In many classes, workers shared laptops and worked together on projects.
For the initially intimidated, this worked well, they were never alone. For the more
competent user, having to share a computer was viewed as a negative aspect of
the class. These workers also feit the course was “too basic.* Had the initial
screening process been utilized these problems would have been averted.

A post test was conducted with the group of workers who were the initial
target of the course (little or no computer knowledge/skill). The pre/post progress
and comments on the evaluations indicate that our objective was met. A group of
workers is now more comfortable around computers and has a significant grasp of
the terminology and concepts involved.

Teacher Narrative: OCS Basic Computer

Initial Contact:

Initial interest in some other basic skills courses was sagging at OCS. The
idea of doing a basic computer course was due in part to earlier success with the
class a Warn. A gap existed in OCS’s computer training system that involved some
basic computer skills and keyboard ability. Before one can progress in computer
training at OCS, they must type 15 wpm or faster. Discussions with several of their
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in-house trainers also indicated & need for students to possess a more complete
understanding of the concepts and terminology used with PC's.

Development:

An audit was conducted with four In-house Instructors and two students who
had gone through some courses and became competent with computers.on the job.
Each Interview yielded a list of competencies that a basic computer course at OCS
should address. This information was used to develop a curriculum which included
time spent with vocabulary and on the computers with a spreadsheet and word
processor. Time and Instruction in keyboarding was also provided.

Delivery:

Each session involved discussion and hands on participation. Several
projects were used to give the students a chance to work with the applications.
The company provided PC’s in a lab with a datavue. It was a wonderful
ir:structional environment. An assistant was utilized to allow as much one-on-one
as possible. The course was briei, 9 hours, but indications are that many of the
students will be enroiling in more courses in early '92.

Evaluation:

Two survey formats were used (see evaluations). Bot.. indicated the class
was a success. The company has agreed to include the class in future offerings
in their training system. A supervisors ’ survey has not been returned ye*.

Teacher Narrative: OCS Basic Math

Initial Contact:

| took over this class after the initial development. We pursued the idea of
developing functional context materials with this group but got little response. The
students had a clear idea of their need and we worked with what had.

Development:

No further development was done, except to secure some texts that
addressed the students’ needs.

Delivery:

The course was more of a study group with never more than three o. four in
attendance. Work was generally self study from a variety of texts (a machine math



and SPC text were used as well). Group discussion was utilized whenever more
than one worker was working on similar skills.

Evaluation:

Comments are all favorable. The company is still trying to collect the participant’s
post surveys. Some data was included in the interim report.
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Demographic Summary

Course Title: OCS worker —leneYsS = Besic Sk llg

Company/Site: Targeted L'Girn\‘hq Cewte 7

1. Age Distribution

18 or younger: 19 to 25 yrs.. | 26 to 36: A 36 to 50: & 51 to 65: 3 65 or older: ,d

2. Etanic/Race Groups

White: | & Black: /| Indian: ¢ Hispanic: / Other: | ASlan
3. Gender Male: B3  Female: |\

4. Marital Status (Single and Head of Household overlap)
Single: 4 Married ] Head of Household: 4

S. Tenure

Less than 1 yr.. & 1 to 2yrs: | 3toSyrss 2 6 to 10 yrs: | over 10 yrs: 7
6. and 7.: answers vary widely, raw data is available.

8. School completion

below grade 8: 8: ¢ 9:¢ 10:2 11: ¢f 12:{p GED: / J Sowme colfeqe
- Degrees Yes:f No: 2 AA: O BS/BA: @ MS/MA: ¢ J ne datee
9. Reasons for attending

& :improve job performance

g :qualify for future job postings

q ‘further my education

% personal goals

<2 :find out more about this kind of training

) :to become more active in company training programs
@ other (see attached summaries)

10. Best way te learn 4 :Read about it
z :Listen to presentations or talks

7 :Have someone show and tell me
ﬁ ‘other

See summaries for other comments
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Demographic Summary

Course Title: OCS - COW\PU'\'e( BﬁSfCS Sa
Company/Site: ¢3¢, § 'DOC,\DO(.SCL' |0~b

1. Age Distribuiion

18 or younger:#19 to 25 yrs.. 3 26 to 36:/4 36 to S0: 21 51 to 65: 13 65 or older: |{

2. Ethnic/Race Groups

White: H7 Black: Z Indian: ¢© Hispanic: 3 Other: p
3. Gender Male: 2| Female: 3|

4. Marital Status (Single and Head of Household overlap)
Single: 17 Married & Head of Houschold: “Z

5. Tenure

Lessthan 1 yr: | lto2yrss & 3toSyrss (o 61010 yrs: & over 10 yrss 2 8

6. and 7.: answers vary widely, raw data is available.

8. School completion % wHA some. (0“6?5[{,

below grade 8: 2 8:¢ 9:4 10: 4 11:8 1223 GED: D clags@ s
12 Wit wore Hig
Degrees Yes: | No: 4O AA: 5  BSBA: ¢ MSMA: (F | year & wllece

9. Reasons for attending

24 :improve job performance

I4 :qualify fc future job postings,

3% :further my education

3 b .personal goals

{3 :find out more about this kind of training

/3 to become more active in company training programs
o) ‘other (see attached summaries)

10. Best way to learm  "7:Read about it
2 :Listen to presentations or talks

42:Have someone show and tell me
| ‘other

O  sumrmanes for other comments lb




Demographic Summary

Course Title: WGy - Computer Basics 134
CompanylSite: (arpy Industies using College laptofls

1. Age Distribution

18 or youngerzpl9 to 25 yrs.q 26 to 36: Hlo 36 to 50: ©O 51 1o 65: k3 65 or older: /

2. Ethnic/Race Groups

White: JZ4  Black: | Indian: @ Hispanic: ¢ Other: 4 ( A»S(QY\)
3. Gender Male: gq Female: 4

4. Marital Status (Single and Head of Household overlap)

Single: 43  Married %Y  Head of Household: 19

5. Tenure

Less than 1 yr.. € lto2yrss 26 3toSyrst 2| 6to 10 yrs: 33 over 10 yrs: 47
6. and 7.. answers vary widely, raw data is available. |

8. School completion

below grade 8: | 8:¢ 9:2 10:2 11:4 1275 GED: & I Sowr colleg e
3l mofe thaw one Léar
Degrees Yes:! No: /10 AA: |©  BS/BA:S5 MSMA: ¢ o ¢ colege. .

9. Reasons for attending

10l :improve job performance

5( qualify for future job postings

/02 further my education

70 :personal goals

/o :find out more about this kind of training

34 :to become more active in company training programs
4 :other (see altached summaries)

10. Best way to learn |4 :Read about it

I4 :Listen to presentations or talks
Q4 :Have someone show and tell me
4 other

o 2¢ summaries for other comnients
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Demographic Summary

Course Title: WA N 6\'\013 W)ﬂﬂq
Company/Site: W

19

1. Age Distribution

18 or younger:ﬂl9 to 25 yrs:12 26 to 36: 33 36 to S0: 2(, Sl to 65 7 65 or older: ¢

2. Ethnic/Race Groups

White: 7/ Black: 2 Indian: /| Hispanic: 3 Other: (3
3. Gender Male: {(, Female: 33

4. Marital Status (Single and Head of Houschold overlap)

Single: 2 {p Married &0 Head of Household: ‘/

5. Tenure

Less than 1 yr: 1l 1to2yrs: 19 3toSyrss 20 6tol10yrss A5 over 10 yrs: /3

6. and 7.. answers vary widely, raw data is available.

8. School completion
below grade 8 / 8 @ 9:2 10: / 11:¥ 12:5¢ GED: ¢
Degrees Yes:2 No: 760 AA: | BS/BA: @ MSMA: &

9. Reasons for attending

H| improve job performance
A2 :qualify for future job postings
58 further my education
35 :personal goals
& :find out more about this kind of training
37 :to become more active in company training programs
@ other (see attached sum’man’es)(fbruéh UP, Matin)

10. Best way to learn 5p:Read about it

)l :Listen to presentations or talks
4Y :Have someone show and tell me
| :other

O

2 summaries for other comments 17




Demographic Summary

Course Title: LOGYY1 Workers - \eaenacs - Basic ogkells
Company/Site: Ta,rq C-\-ec\ Le‘v{n,‘wq Cevd,er

1. Age Distribution

18 or younger:019 to 25 yrs.. o 26 to 36: O 36 to 50: § 51 to 65 © 65 or older: )

2. Ethnic/Race Groups

White: 4 Black: Indian: Hispanic: Other. | ASig A\
3. Gender Male: 2 Female: 3

4. Marital Status (Single anu Head of Household overlap)

Single: Married 4 Head of Household: /

S. Tenure

Less than 1 yr.:gj lto2yrss £ 3to S yrs ¢ 6 to 10 yrs: 2  over 10 yrs; /

6. and 7.. answers vary widely, raw data is available.

8. School completion
below grade 8: gp’ 81 9:¢4 10 1I: 12/ GED: 2

Degrees Yes:f No: 5 AA: BS/BA: MS/MA:

9. Reasons for attending

M :improve job performance

2 :qualify for future job postings

& ‘further my education

3 ‘personal goals
:find out more about this kind of training
:to become more active in company training programs
:other (see attached summaries)

10. Best way to learn | :Read about it
| :Listen to presentations or talks
% :Have someone show and tell me

% .other

0See summanes for other comments
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REGISTRATION FORM

I. Personal Information

Name_— _

oo &

Current Address:

Telephone number: ... _ _ Birthdate:_ & -8~ 48
1. What is your age group?
A
16-18yrs. 19-25yrs. 26-36yrs. 36-50yrs, 51-65yrs. 65-yrs.

2. What is your ethnic group?

1. X White 2._ Black 3.__ Indian 4._ Hispanic 5.____Other
3. What is your gender? 1._X Male 2.__ Female
4. Circle: Single CEEEEE§§> Head of Household

II. Employment Information:

£ lechere I L1 ot @w*j/‘dé
Extension No.# 4492 Mailbox Lhe an’or,wwk ng For Orégen
. 5 £lectric / whrch hac a covilrol
5. How long have you worked for this company? ‘J}é with orecs 5’.751‘em5

less than 1 year 1-2yrs. 3-Syrs. 6-10 yre. more than 10 years

6. What is your job title? E/CC?‘(‘"CO.V)

7. How long have you worked in this job title? /j7§
(beginning date)

III. Training and. Education Information:

8. What is the last grade you complete in school?

b' ow 8 8 9 10 11 12 GED
'/
1l yr college more than 1 yr. college

Have you earned any college degrees?
1. Yes 2. No 3. Associates 4. Bachelors 5. Masters

<) (7
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9. Which of the following Aare your reasons for attending this
class? (You may mark up to three answers.)
X_ a. To improve my job performance.
b. To qualify for future job postings.
c. To further my education.
d. To meet personzl goals.
e. To find out more about this training.
f. To become more active in company training programs
g. Other

|| 1

10. Which way do you BEST like to get information about something
you need to know more about? (Please mark only one answer.)

1. Read about it.

2. Listen to presentations or talks about it.
3.__X Have someone show and tell you about it.
4, Other (Describe)

11. Did you choose to take this class? 1l._X Yes 2. No

12. What do you expect to get from this class?

4 /u'g/ter leyel d{mn*( /16}/,'7_‘31,

WPL 1/15/91




REGISTRATION FORM

I. Personal Information

Name_

Current Address:

: 1 date:__ // v/ 50
Telephone Number Birthdate %ﬁL%y/(
1. What is your age group?
A
16-18yrs. 19-25yrs. 26-36yrs, 36-50yrs, 51-65yrs, 65-yrs.

Al

2. What is your ethnic group?

1. ) White 2.__Black 3.__ Indian 4.__ Hispanic 5. Other
3. What is your gender? 1. )} Male 2.__ Female
4. Circle: Married Head of Household

II. Employment Information:

Extension No.# . Mailbox_ £ 4

5. How long have you worked for this company?

X

less than 1 year 1-2yrs. 3-5yrs. 6-10 yrs, more than 10 years

6. What is your job title?l;s’é’/l//? /D'/C P

7. How long have you worked in this job title?_pguy’ 7%
(beginning date)

III. Training and Education Information:

8. What is the last grade you complete in school?

X
below 8 8 9 10 11 12 GED
1l yr college more than 1 yr. coullege

Have you earned any college degrees?
1. Yes 2. No 3. Associates 4. Bachelors 5. Masters

Al



¢!

9. Which of the following are your reasons for attending this
class? {(You may mark up to three answers.)

a. To 1mprove my job performance.

b. To qualify for future job postings.

c. To further my education.

d. To meet personal goals.

e. To find out more about this training.

f. To become more active in company training programs
g. Qther

k

10. Which way do you BEST like to get information about something
you need to know more about? (Please mark only one answer.)

1. __Read about it.

2. Llsten to presentations or talks about it.
3. X Have someone show and tell you about it.
4.~ other (Describe)

11. Did you choose to take this class? 1. Yes 2.____ No
12. What do you expect to get from this class?

- CYNLE. l /, ; _ ’&? /[ ul /A LA i

d . A /) * / .
D A A 2R /-s,-/.. /)A Ol Aan QLR 2324I L8 AAlLVN

/ﬁd*%aﬁztﬁic a C
Jd

“Tzc
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REGISTRATION FORM

I. Personal Information R

Name_— _

Current Address:.

Telephone Number: Birthdate: 8‘4@42&: .

1. What is your age group?

—re————

16-18yrs. 19-25yrs, 26-36yrs, 36-50y3. 51-65yrs. 6E-yrs,

2. What is your ethnic group?

1. X White 2. Black 3. Indian 4. Hispanic 5. Other
3. What is your gender? 1.X Male 2. Female

4, Circle:<f§§§§;;:7narried Head of Household

II. Employment Information:

Extension No.$# Mailbox

5. How long have you worked for this company?

less than 1 ysar 1-2yrs. 3-Syrs. 6-10 yrs, more than 1G years

6. What is your job title? CL‘(/BO/N& /n/vﬁ OPEICF’JC'B’»

7. How long have you worked in this job title? Z/QhﬁwAb’
(beginning date)

III. Training and Bducation Information:

8. What is the last grade you complete in school?
X

below 8 8 9 10 11 12 GED
1 yr college more than 1 yr. college

Have you earned any college degrees?
1. Yes 2. No 3. Associates 4. Bachelors 5. Masters

LA
ot



9. Which of the following are your reasons for attending this
class? (You may mark up to three answers.)

a.
X_ b.
2! CO
K__ d.

e.
£.

X
~X . g.

To improve my job perfo-mance.

To qualify for future job postings.

To further my education.

Tc meet personal goals.

To find out more about this training.

To become more active in company training programs

Other A2k iveet Sk tk ~

10. Which way do you BEST like to get information about something

you need to

1.
"2
3.
4.

know more about? (Please mark only one answer.)

Read about it.

Listen to presentations or talks about it.
Have someone show and tell you about it.

Other (Describe)

11. Did vou

12. What do

choose to take this class? 1.X Yes 2. No

you expect to get from this class?

- e 4/ 2

WPL 1/15/91
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REGISTRATION FORM

I. Personal Information

Name — —_

Current Address:

Telephone Number: Birthdate: /Q/Cc{/Efﬂ
1. What is your age group?
. G
16-18yrs. 19-25yrs. 26-36yrs, 36-5Cyrs. 51-85yrs. 65-yrs,

2. What is your ethnic group?

1.X_White 2.__Black 3.  Indian 4. Hispanic 5.___ other
3. What is your gender? 1.__ Male 2. X Female

4. circle:(Single) Married Head of Household

II. Employment Information:

Extension No.# Mailbox

5. How long have you worked for this company?

=

less than 1 year 1-2yrs. 3-Syrs. 6-10 yrs. more than 10 years

6. What is your job title? Jla,fi e Ogevatey

7. How long have you worked in this job title? //74;, [$78
(beginning date)

III. Training and Education Information:

8. What is the last grade you complete in school?

X
below 8 8 9 10 11 12 GED
1 yr college more than 1 yr. college

Have you earned any college degrees?
1. Yes 2. X No 3, Associates 4. Bachelors 5. Masters

S



9. Which of the following are your reasons for attending this
class? (You may mark up to three answers.) '

il

a.
b.
C.
d.
e.
p

g.

To improve my jcb performance.

To qualify for future job postings.

To further my education.

To meet personal goals.

To find out more about this training.

To become more active in company traininy programs
otner,

10. Which way do you BEST like to get information about sonmething
you need to know more about? (Please mark only one answver.)

1. Read about it.

2. Listen to presentations or talks about it.
3. Have someone show and tell you about it.
4._____ Other (Describe)

11. Did you choose to take this class? 1. X Yes 2. No

12. What do you expect to get from this class?

._:ZZE:;éZQddluﬂkﬁdél—A&dah’ﬂéér o a0l ll St

WPL 1/15/91
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272 Literacy at Work*

POST-PROGRAM PARTICIPANT
Survey Sheet

Directions: Please answer each question below. The information you give will

be used to evaluate and help improve the course materials you
have used.

1. Background Information: .
- How long have you worked at this company? _5_5&9\' S
[

2. How long have you done this kind of work? () \C)emlé

—t

3. How long have you worked in your present position? a? @ 304\/ S
\ . .
4. What is your job title? Elecre A

5. What is your age? Lf & y
6. What is your sex? \/
MaLe FEMALE

I1. Course Information:
7. What can you do now that you couldn't do before taking this course?
7 _wovi re Tl with fvac Yiopse, Aol Decimals

/8. How many classes have you attended so far? é’m‘ ) “ AL o4 ? \
5 classes. 10\010/“6” .

————————

_9. Has this co:xr;Ml’elped you mneet or work toward any of your personal
goals? .

YES No

(f you checked yes, please answer the next part of the question)

In what way? _ & FDG'H‘% SHJ:Q&- 5{4.-\;,(/‘4/30?;’&/)44’1/’

©

S EC Lgl"’

Aruitoxt provided by Eic:



Section VI: EVALUATING FUNCTIONAL CONTEXT PROGRAMS 273

10. Circle one number in each row across to show how you would rate
each item.

Example:

I love country music 5 4 3 2 1 | can’t stand country music

How would you rate this program?

1 Boring to me
._.._...._...._........:......._.;.o.t_a;;;;;:.o_l;]_e.o_,;_._
the job
2 1 Muchwoesylorme
s s s ¢ e s s s e ._.._....._._..;.._._._.;o.;.l;.:;;;;.t.;_';]_e ..... -

outside of work

1 Not at all what | expected
Hard to learn and 5 @ 3 2 1 Easy to learn and simple
confusing for me for me

— QG S GED D ¢ SND O GED ¢ EHD O EED ¢ i ¢ GHED O GHN © GHN © G ¢ I O SEP © AES © D © D © Guys © Gu © GED ¢ GEN © GHD O GII © GHID O G © GIN ¢ GID 0 4P ¢ GIN ¢ D 0 GII ¢ GFL ¢ GHD © GIN ¢ GID ¢ GII ¢ GEI ¢ SN ¢ e

- 11. Wo-il}kﬁu recommend this course to a co-worker or friend?

YES No

Why or why not?

. If you could chan\ie anything about t O[ns program, what would it be?
- chal oV A4n A ~\gu.P
_ MNORE. KAoAA W A v

Thank you for waking time to help evaluate this course. Your answers will be
very useful in trying to make it better.

2
© 1990, Performance *lus Learning Consuitants, Inc. J

Figure 6-3, continued



272 Literacy at Work

POST-PRCGRAM PARTICIPANT
' Survey Sheet

Directions: Please answer each question below. The inforrnation you give will

be used to evaluate and help improve the course materials you
have used.

I. Background Information: O
1. How long have you worked at this company? A

2. How long have you done this kind of work? M A

3. How long have you worked in your present position? M ~
4. What is your job title? AV Y \ft,t./_C) )
5. What is your age? 57

6. What is your sex?

I1. Course Information:
7. What €21 you do now that you couldn t do before taking this course?
- e Leanrud L Yo W%{u v dutel o
L%ﬂd‘ Dw M/L a—‘ '/# / A LM{I‘A /- J‘Al

a3 _Gns /%{- G, (Floy Dos
il@ﬁaf* &Ll Hags & Brsiriaty s
7,

/8. How many classes have you attended so far?

_K classes.

goals?

_A9. Has this coursi helped you meet or work toward any of your personal
YES

No

44% Gund < @Mm 7
777 (7x
(d W - < (arW/ﬂ’ZJ

/&/ : Eigure 6-3 T4 jd—/ ) ///,,,_/
G&/%J(,Z&Z; e 7%&4,44 0 W

o~ (1

.l ERIC

Aruitoxt provided by Eic:



Section VI:  EVALUATING FUNCTIONAL CONTEXT PROGRAMS 273

10. Circle one number in each row across to show how you would rate

each item.

Example:
I love country music 5 @ 3 2 1 1 can't stand country music
;l;w-“;(,; l.(.j.;o:l;a:e_u:i s_p_m _gr_ar_n?_ ............................................
Very interesting to me @ 4 3 2 1 Boring to me
Very useful to me @ 4 3 2 1 Totally useless to me on
on the job the job .
Much too difficult forme S 4 @ 2 1 Much too easy for me
\"ary useful to me 5 4 @ 2 1 Totally useless to me
outside work outside of work
Bactlywhatlempected © 5 (4) 3 2 1 Notatallwhatlexpected

How would you rate the materials?

Hard to learn and 5 4 3 @ 1 Easy to learn and simple
confusing for me for me

_ 11. Wauldyou recommend this course to a co-worker or friend?

YES No
Why or why not? /3[ A ltae wiﬁ /&M‘é Ww&
/éd’ j[/»w(# 40

Leftel -s% Mc@owz‘. A /
/12 If you could change anything about thisprogram, what would it b

74

e? .
e ? W
b
/&77/4’1 /(/

A "M/&//Z(.M

Thank yo r takmg time to help evaluate this course. Your answers will be
very useful in trying to make it better.

dF el ?

© 1990, PerformancePlus Learning Consultants, Inc.  § ]

Figure 6-3, continued



Workplace Literacy Project Programs Evaluation 10
© 1990 Performance Plus Learning Consultants, Inc.
7869 Godolphin Dr., Springfield, VA 22153 (703)455-1735 FAX 703-455-5957

Instructor Anecdotal Report Form
mstructor__~N ¢+ Kom amg Plant Locatton_ 0 € S

Date anecdote occurred__ = , J] [ 9.
Characteristics of participant:

Se.x_N\__ Approximate age"'li Race

Job classtficatton_£lec¥ 0 1tia, Sentority with plant _S Yo

Please dlescribe in the space below comments made by this participant about how he
. or she is applying the content of instruction to job or to everyday life situations. Please
be as specific as you can, providing participant quotes if possible.

M sde AUl moadde aled s {rssn W«w&i pHA
WW M—W&MM L/Lfa'\'w.b

W

Instructor ’\) /\)om AL ] Plant Location__0C £

Date anecdote occurred < [ ZQ !

h f icipant:

Sex s Approximate age_3 7 Race

Job title_ W-/a o—;(U WAL oA Seniority with plant

Please describe in the space below comments made by this participant about how he
or she is applying the content of instruction to job or to everyday life situations. Please
be as specific as you can, providing participant quotes if possible.

DU phopriny Hasige wp = ko belaning VB,
NS O ZINRY > o SIS Hos fadtn . o bl «kmm-é}«

] . / N

WﬁWWmWwvw.

)




Workplace Literacy Project Programs Evaluation 10
© 1990 Performance Plus Learning Consultants, Inc.

7869 Godolphin Dr., Springfield, VA 22153 (703)455-1735 FAX 703-455~5957

Instructor Anecdotal Report Form
Instructor I, £, ™m oo Plant Location_ 0 ¢_S
‘Date anecdote occurred__ Qetin . 1-/Y4 4 'Bd /‘?)

Characteristics of participant:
Sex_ M Approximate age_42 Race _(ausanisom.

Job classification_ Electeie /o

Sentority with plant __ [y, 2 ynas .

Please describe in the space below cormments made by this participant about how he
or she is applying the content of instruction to Job or to everyday life situations. Please
be as specific as you can, providing participant quotes if possible.

Asmis oae o Ut ¥ vl s aleutatiaro ao POt )-‘ Mis

Instructor Plant Location

Date anecdote occurred

h 1 f ict
Sex Approximate age___ Race
Job title Seniority with plant

Please describe in the space below comments made by this participant about ho. ..e
or she is applying the content of nstruction to Job or to everyday life sttuations. Please
be as specific as you can, providing participant quctes if possible.
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REGISTRATION FORM

I. Personal Information

- Name._ —_—

Current Address:

Telephone Number: Birthdate: L‘)"'QQ'L?[/

1. What is your age group?

16-18yrs. 19-25yrs. 26-36yrs. 36-50yr3. 51.65yr. 65-yrs.
2. What is your ethnic group?
l._XLﬂhite 2._. Black 3.;__Indian 4. Hispanic 5.___ Other
1.

3. What 1s your gender? Male 2. Female

4. Circle: Single (EEEEEEE) Head of Household

II. Employment Information:

Extension No.# ___  Mailbox

5. How long have you worked for this company?

less than 1 year 1-2yrs, 3-Syrs. 6-10 yrz. more than 10 years

6. What is your job title? ZEaM MEMbER

7. How long have you worked in this job title? Z qts
(beginning date)

III. Training and Education Information:

8. What is the last grade you complete in school?

below 8 é;) S 10 11 12 GED

1l yr college more than 1 yr. college

Have you earned any college degrees?
l.__ _Yes 2. AN No 3. Assoclates 4. Bachelors ©5.___ Masters

s e

73
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9. Which of the following are your reasons for attending this
class? (You may mark up to three answers.)

a. To improve my job performance.

b. To qualify for future.job postings.

c. To further my education.

d. To meet personal goals.

e. To find out more about this training.

f. To become more active in company training programs
g. Other

T b

10. Which way do you BEST like to get information about something
you need to know more about? (Please mark only one answer.)

1 Read about 1t.

2.___X Listen to presentations or talks about it.
3 ___Have someone show and tell you about it.
4 " Other (Describe)

11. Did you choose to take this class? 1. x Yes 2. No

———

12. What do you expect to get fronm this class?

G &2

wPL 1/15/91




| Lo | er L/,d(,é’U A LA L RSTT U7

P

REGISTRATION FORNM

I. Personal Information
¢

. Name —

Current Address:

.

Telephone Number: Birthdate: (D"'/L/"' L/_?
1. What is your age group? ::
16-18yrs. 19-25yrs, 26-36yrs, 36-S0yr. 51-65yrs, 65-yrs.

2. What is your ethnic group?

172C2White 2. . Black 3. Indian 4. Hispanic 5. Other

3. What is your gender? 1.)X<Male 2. Female

4. Circle: Single ﬁ;;d— of Househo@

II. Employment Information:

Extension No.¥# Mailbox

S. How long have zou worked for this company?
2yrs

less than 1 year 3-5yrs. 6-10 yrs. - more than 10 years

6. What is your job title?Mﬁa,nflhd %5%4/7(/
Y
7. How long have you worked in this job title’A’L(CMéjf' /QQQ

1nn1ng date)

III. Training and Bducation Information:

8. What is the last ade you complete in school?
2 9

below 8 8 10 11 12 GED

1l yr college more than 1 yr. college

1. Yes 2. No 3. Associates 4.__ Bachelors 5. Masters

. Have you jarned any college degrees?




9. Which of the following are your reasons for attending this
class? (You may mark up to three answers.)

a. To improve my job performance.

b. To qualify for future job postings.

c. To further my .ducation.

d. To meet personal goals.

e. To find out more about this training.

f£. To become more active in company training programs
g. Other '

1l

10. Which way do you BEST like to get information about something
you need to know more about? (Please mark only one answer.)

1. © _Read about it.
2. Listen to presentations or talks about it.
3. Have someone show and tell you about it.
4. Other (Describe)
11. Did you choose to take this class? 1. lé_Yes 2. No

12. What do you expect to get from this class?

Mf’@ it cor 77471-/ o FL AT
21X L,l]//lfl/@é? ara. 7o G L 1y 6’2«‘2.

WPL 1/15/91
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REGISTRATION FCRM

I. Personal Information

_ Name——

Current Address:

Telephone Number: - Birthdate:_£5<£3‘75355

1. What is your age group? Eé
16-18yrs. 19-25yrs. 26-36yra. rs. 51-65yrs. 65-yrs.

2. What is your ethnic group?

172£;White 2._. Black 3. Indian 4. Hispanic 5. Other

3. What is your gender? 1. Male zvzg_Female

4. Circle: Single (Eé;;;;;) Head of Household

II. Employment Information:

Extension No.3 Mailbox

S. How long have ! »>u worked for thiz:company?

less than 1 yoear 1-2yrs. _3-—;;:- 6-16';rs. _more than 10 years
6. What is your Jjob title? //)m (/7/077,(5 ’//
7. How long have you worked in this job title? 76%765-

(begindzng date)

III. Training and . lucation Information:

8. What is the last grade you complete in ji2f01?

below 8 8 9 10 11 12 GED

1 yr college more than 1 yr. college

Have you earned any college degrees?
1. Yes 2. No 3. Associates 4. Bachelors 5.___Masters




9. Which of the following are vour reasons for attending this
class? (You may

fg

A

——————

o

mark up to three answers.)

a. To improve my job performance.

b. To qualify for future.job postings.

c. To further my education.

d. To meet perscnal goals.

e. To find out more about this training.

f. To become more active in company training programs
g. Other

10. Which way do you BEST like to get information about something
you need to know more about? (Please mark only one answer.)

1. Read about 1it.
2. . Listen to presentations or talks about 1it.
3. Have someone show and tell you about it.
4. Other (Descraibe)
11. Did you choose to take this class? 17/{eres 2. No

12. What do you expect to get from this class?

Gl

WPL  1/15/91
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REGISTRATION FORM

I. Personal Information

Namé.— —_—

Current Address:

Telephone Number: Birthdate: ?’3 '5'

1. What is your age group?

16-18yrs. 15-25yrs, 26-36yr3. 36-SQyrs. 51-65yrs. 65-yrs.
2. What is your ethnic group?
1. White 2._._ Black 3. Indian 4. Hispanic 5.4£;Other

3. What 1is your gender? 1. Male 2. Jé;Female

4. Circle: Single <:Married Y Head of Household

II. Employment Information:

Extension No.#lééagi Mailbox

5. How fong have zou worked for this company?

less than 1 year 1-2yrs. 3-Syrs. 6-10 yrs. mote than 10 years

6. What is your job title? ﬁéié/%b\/y

: J
7. How long have you worked in this job title? 024'/6(&/\5
(beginn4ng date)

III. Training and Education Information:

8. What is the last grade you complete,_in school?

A

o

below 8 8 9 10 11 12 GED

1l yr college more than 1 yr. college

Have you earned any college degrees?
1. ___Yes 2. A No 3. Associates 4. Bachelors §.__ Masters

OrientaC



9. Which of the following are vour reasons for attending this
class? (You may mark up to three answers.)

a. To improve my job performance.

b. To qualify for future. job postings.

¢. To further my education.

d. To meet personal goals.

e. To find out more about this training.

f. To become more active in company training programs
g. Other

i

10. Which way do you BEST like to get 1nformatlon about something
you need to know more about? (Please mark only one answer.)

1.  Read about 1it.

2. Listen to presentations or talks about it.
3a7$:: Haye someone show and tell you about it.
4. Other (Describe)

11. Did you choose to take thils class? 17/{:-Yes 2. No

12. What do you expect to get from this class?

WPL  1/15/91




LOGrN ?/L()@L (HEN VA

REGISTRATION FORM

I. Personal Information

Nanme_____

Current Address:

4

Telephone Number: _ Birthdate:@9'27‘5;2
1. What is your age group? zé
16-18yrs. 19-25yra. 26-36yrs. 36-S0yrs. 51-65yrs. 65-yrs.

2. What is your ethnic group?
1.2§_White 2. . Black 3. Indian 4. Hispanic 5.___ Other
3. What is your gender? 1. Male 2q2§ Female

4. Circle: Single ngggggé Head of Household

II. Emrloyment Information:

Extension No.#ggéijz Mailbox

.

5. How long have you worked for thjs:company?

less than 1 yosr 1-2yrs. 3-Oyrs. 6-10 yrs. more than 10 years

6. What 1s your job title? ﬂﬁjﬂﬁ@b/—éﬁ

7. How long have you worked in this job title? L47%;
(beginking date)

III. Training and Bducation Information:

8. What is the last grade you complete in SjZSOl?

below 8 8 9 10 11 12 ALED
1l yr college more than 1 yr. college

Have you earned any college degrees?
1. __Yes 2. ' No 3. Associates 4. Bachelors 5. Masters




9. Which of the following are vour reasons for attending this

class? (You may

mark up to three answvers.)

______a. To improve my job performance.
b. To qualify fcr future.job postings.
Z c. To further my education.
[/ d. To meet personal goals.
e. To find out more about this training.
;ZZ f. To become more active in company training programs
, g. Other

10. Wihich way do you BEST llke to get information about somethilng
you need to know more about? (Please mark only one answer.)

1. Read about it.
2. Listen to presentations or talks about 1t.
3. Have someone show and tell you about 1it.
4. Other (Describe)
11. Did you choose to take this class? l.ﬁi; Yes 2.  No

12. What do you expect to get from this class?

‘I’"’/

Z Pl

JJimﬁzxﬁc&g /2 46% Yy D & T
4

o
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Recruitment Ideas We Tried at Warn Industries

1. Took over existing classes and redesigned them for Individualized
learning.

2. Gave math books to 75 students for coming to class.

3. Offered TLC as alternate educational site.

4. Advised our liason committee that our instructor needed to Inieract
with employees “on the floor" immediatly.

5. Offered the same services to adult family members.
6. Offered to pay for childcare.
7. Company paid workers 2 hours a week training time to come to class.

8. Company increases wage per skill block (which includes basic skills).

ERIC 1o

Full Tt Provided by ERIC.



Recruitment Ideas We Tried
at Oregon Cutting Systems

!

1. Met with every management team so that they could recruit students from
within their teams.

2. Met with most production teams so that they could see and hear the
teachers.

3. Set up a booth on college recruitment day at OCS.

4. Gave a speech with a video and overheads at every break.

5. Posters

6. Table top tents in the lunch rooms.

7. One on One recruitment by ODON (quality circle) members.

8. Peer group recruitment. We asked each classmember to recruit someone.
9. OCS newsletter articles-2.

10. Survey of interest areas and barriers to class attendance of the entire
plant.

11. Video using employees and former employees.

12. Childcare costs would be covered by the grant.

13. Audit-we met interested employees while we were interviewing.

14. Family members—-we offered the same services to family members.

15. Tie in with other classes especially the SPC math and those people
who didn't have keyboarding skills to take computer classes.

16. Paid tuition to off-site location (TLC)

17. Stressed Confidentiality at every recruitment attempt.

18. Pay envelopes- we stuffed recruitment flyers in every pay
eavelope.

Q 4 h
. ERIC

Full Tt Provided by ERIC.



EVALUATION OF RECRUITMENT TECHNIQUES

OCS. The best recruitment ideas at Oregon Cutting Systems were a combination
of offering a popular subject (according to a survey), keeping it to nine hours,and
and giving enough information about it so that people could screen then.selves in
and out. The most popular class in terms of numbers of recruits was Keyboarding
/Basic Computers. The computer class was popular initially because we let the
employees check out laptop computers to take home. The class gained in
popularity even when we were giving the classes too often to check out the
computers. The next most popular was basic skills at Targeting Center. However
the math class had some loyal members who stuck with it for the entire life of the
grant.

Ideas that didn’t work were childcare reimbursement-not a single taker; the
speech-only two recruits cut of the 1,700 who saw it; and the newsletter articles-not
a single recruit. -

Ideas that yielded some recruits and should be considered again were:
including family members, one-on-one recruitment, and the combination of table top
tents in the lunchroom and posters.

WARN. All of the recruiting techniques worked at Warn except one. Again,
childcare reimbursement wasn't used by even one parent even though there are
many employees with young children. We deduce that the combination of paying
the employees to take classes, plus paying employees for improved skills motivated
the Warn employees. They loved checking out the laptop computers: the
computers went home with employees 140 times!

47

Aruitoxt provided by Eic:
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SAMPLE OF WORKPLACE LITERACY AUDIT FORMS




PERSONAL DATA

NAME

JOB TITLE

MOR F

TIME W/OMARK
TIME ON THIS JOB

READING SKILLS

1. Read understand/write abbreviations
2. Read understand/write abbreviations
3. Read words on switches and dials

4. Follow simple written directions
(1-2 steps)

5. Determine complex directions
(3+ steps)

6. Determine the meaning of a word
from context

7. Do you need to find and ure
reference material

8. Alphabetize

9. Apply information from reading to
practical situations (labels, directions
manuals, memos, warning posters, house-
keeping, accident precaution)

10. Read and interpret information on maps,
charts, graphs, diagrams, blueprints,
schemetic drawings

11. Use an index, glossary, table of contents,
appendices

12. Do you think the reading required on this
job is easier or harder than the Orejonian
newspaper.

13. Other

EB@Q‘ Y




WRITING SKILLS

1.

Record observations

Proofread for spelling, grammatical
punctuation and numberical errors
Write or print legibly

Record dates, times, numbers, phone
messages, abbreviations, symbols
Spell technical words

Use correct spelling-

general vocabulary

What kinds of answers do you need
to give on forms? (words/paragraphs
numbers/abbreviations/correct
grammar)

What kinds of composing do you do
(reports/summary/minutes of meeting
memos/evaluations/critiques/methods
or procedures in sequintal order

MATHEMATICAL SKILLS

1.

lol
11.

12.

Read and work with whole numbers
(Place value, rounding)
Find averages

Read and write simple fractions=
1/4, 1/2

Read and write less used fractions
1/7,1/10,1/23

Read and add & subtract, multiply,
and divide fractions

Figure out which fractions are
smallest or largest

Round whole numbers and decimals to
nearest thousandth and ten thousand
Read and work with decimals place/
value, rounding +,-,x,divide -
(subtract

Figure which decimals are smallest
or largest '

Read a conversion table (decimals,
to fractions & percents)

Work with percents (% of defects or
gain sharing ratcio)

What do you have to find out from
graphs

’

s/

th

91



13.
14.
15.

16.

17.

18.

20.
21.
22.
23.
24.
25.
26.
217.
28.
29.
30.

31.

Do you have to plot graphs

Make linear measurements - English
system (ft,in)

Make weight measurements - English
system (lbs, oz)

Calculate volume measurements -
English system (cubic units,
(cylinders or liquids)

Convert from one English unit to
another

Make linear measurements - Metric
Make weight measurements - Metric
system )

Make volume measurements-Metric
system

Convert from one metric unit to

another.

Convert metric to English ( and
reverse)

How do you use military time

How do you use standard time

Read a Fahrenheit thermometer

Read a Celsius thermometer
Recognize parallel & perpendicular
lines

Measure angles

Calculate perimeter, area and
volume

Find circumference (given formula)

Estimate quantity, length, weight,
volume or time

32. Plot numbers on a graph

MISCELLANEOUS

l. Use &xatios ( 1 part to 5 parts)

2. Use powers and square roots

3. Find missing number in proportion
(defects per thousand)

4. Use a calculator, vernier, caliper,
micrometer or ?

5. Understand the order of operations
(control charts)

6. negative and positive numbers



7.

8.

powers

solve multiple or sequental math
problems (#parts: #people x hours)

VERBAL AND LISTENING SKILLS

Use formal correct grammar and
pronunciation

Give directions or explain procedures
to others

Distinquish between fact and opinion

What kind of communication skills
do you need to work here?

ATTITUDIAL/BEHAVIORAL SKILLS

1.

4.

Do you need team work for this job?
1f so what are some important
components?

What kind of problem solving do
you do on this job?

Which of these is the most common
wayY an individual learns new
information about this job.

l. hearing

2. reading

3. observing

What is the most confusing thing
about this job?

COMPUTERS

1.

Do you have to know how to use the
computer keyboard (use the enter
key, delete, shift, etc.)

Do you have to know how to type
more than a few words per minute
What software programs do you
work with....

Do you use the number pad on
your PC

Do you need tc use a floppy disk
or the Network (OPIC system)

Do you use a scanner, a CRT

Do you have to know computer
vocabulary (key in response,
cursor, AIT, enter menu



GENERAL JOB SKILLS

1.

What kinds of behavior cause a
person to lose an entry level job?
(can't keep up, drug & alcohol
problems, attendance, child care
problems, poor people skills,
can't problem solve, other)

What job skills will be needed in-
the future for this same position

) |

oSy



PRE & POST TEST SUMMARIES
and

PRE & POST TEST SAMPLES




Shop Math Pre Post Difference

100.0

.0

0.0

4.0

E

Pre 74.2 Post 92.6




Warn Shop Math Pre-Post

85
80
75
55
70
75
65
80
90
85
90
55
70
55
85
85
60
80
50
90
85
75
88
75
83
83
29
67
88

mean
std

p<

100
86
100
73
100
86
93
100
93
100
100
93
93
93
100
86
100
100
100
100
100
100
87
93
100
93
80
93
100

15
6
25
18
30
11
28
20
3.
15
10
38
23
38
15
1
40
20
50
10
15
25
-1
18
17
10
51
26
12

20.31034
13.14928
8.318
0.0001



Warn Computer Basics Pre Post Scores

(]

13,51

Pre 8.4 Post 12.0



Warn Computer Basics Pre-Post
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mean
sdef

Al

T

14
16
11
15
14
13

15

14
11
11

9
12
10
13
16
14
10
10
11
12
12
15
11
12

7
10
11
14
11
10

6

8
11
15

8
16
11
14
11

17 .

12

b

—
LHDWWwobsar bW OISR OUOOREDDMDLODLOAAOUIAD D W
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3.658536
3.273021
7.157
0.0001
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Computer Basics Evaluation Test
{this test is for evaluation purposes only: it does not have any effect on your job or pay for knowledge)

Name: Team:
Date. Job title:

(222222 RS 2R EEL )

Circle the answer that you believe is correct.

1. If you tumn a PC on and it tells you there is a non-system disk error, this means that...
a. you simply need to tumn it off then turn it on again.
b. you need to have a technician find the problem before you can use the machine.
c. the disk in drive A must be removed and then you strike a key to continue.

d. the main frame has been connected and you cannot use a disk.

2. Most commands are sent to the computer by...
a. using the "enter” key or the "return" key.
b. typing the word "enter” or "go."
c. using the "escape” or "go" key.

d. using the key that has the asterisk ( * ) on it.

3. If you get "lost", the best way to find your way again is to...
a. tum off the computer and turn it back on again.
b. type the word "dir" to get directions.
c. enter an "escape", "f1,” or type menu to get back to a menu.

d. use the "sys req" key to allow you to request help.

4. When you see this on your screen: C:\DATA
it means that you are...
a. into the AMAPS‘data directory.
b. being requested to enter data.
c. in a data arez on the network.

d. in a subdirectory named 'DATA’ on your hard drive.

b



5. The thing to remember about *files” is that...
a. they are permanent, you can't do any harm to them
b. they are not programs, only data.
c. they are named by the computer, not you.

d. they can be changed by what you do.

6. The files are stored...
a. on a memory chip in the computer.
b. on a floppy disk, hard disk or tape.
c. on a ROM disk, CPUJ disk or hyper disk.

d. in the collector bank on the mainframe.

7. Programs are...

a. files that the computer can load and run.
b. built into the memory of the computer.
c. loaded by "booting” the computer.

d. part of the hardware on the PC or mainframe.

8. You start a program by..
a. typing "goto.." and the name of the program.
b. selecting its number off of the menu.
c. "booting” it when you are ready.

d. sending a request to mainframe for a program run.

9. To copy or delete a file on any computer including your own, you must..
a. simply issue the correct command. :
b. get a clearance from the network operator.

c. save it first or it won't let you delete or copy.

d. get a special password from Information Services.

61




10. You can operate a computer (PC) without DOS on it if you...
a. get on the network.
b. log on the mainframe.
¢. only use menus.

d. you must have DOS on your PC

11. If you wanted to prepare a table of numbers and be able to change totals, calculations or figure "what i?" you
should use....

a. the word processor in table mode.
b. a spreadsheet.
¢. a database.

d. a desktop publisher.

12. Letters and memos are easy to produce and change if you use a...

a. word processor.

b. a spreadsheet in text mode.

c. a database in memo mode.

d. a desktop publisher.
13. Keeping records for personnel, maintenance or reports where you may want to look at the records in several ways
should be done with a...

a. word processor in file mode.

b. a spreadsheet.

c. a database.

d. a desktop publisher.

14. The PC is often hooked into another system... it is
a. the network but not into AMAPS,
b. AMAPS but not the network.
c. the network or the mainframe (AMAPS).

d. the SPC and ‘CNC national databank.




15. If you bring a disk from home to copy programs onto the network directories, the disk should be checked for...
a. illegal disk formats.
b. probiems with disk directories.
c. viruses hidden in non-commerciaily supplied programs.

d. the comrect number bytes for network operations.

16. If a program tells you to use "F2" to save your work, this means...
a. enter a capital F then a 2 then return.
b. find the key at the top or side that shows an F2 and use it.
c. enter a 2 then a capital F then retumn.

d. enter an escape, then hit the 2 key very fast.

17. If you want a quick copy of what is on the screen to be printed out...
a. exit to DOS and use the copy command
b. don't exit to DOS, use the F6 key
c. use the Ctrl key, then enter a "C"

d. use the shift key and the PrtSc key.

18. The network can be used for communication purposes, this is done with...
a. the AMAPS phone utility.
b. the small speakers and a voice simulator.
c. the electronic mail system.

d. a phone module in Word Perfect

Answer yes, no or not sure...
a. Have you had other computer training this year (besides the class on the laptops)?

b. If you have had other computer training, did anything from the laptop class help you in the other training?

Any Comments on computer training in general?




Check off the things YOU KNOW that you can do..

_____ Boot the computer and run an application.

__ Copy or Delete a File.

____Find a subdirectory and look at the files in it.

____Know if you are in DOS, a program or the network.

___ Use electronic mail.

__ Use the function keys as instructed to in a program.

. Format a floppy disk.

____ Set up and maintain subdirectories.

____ Find a help screen, or get help you need from the manual.
___ Decide what software will do the work you need to do.
___ Rename or move a file.

____ Use the Network menu AND péthminder to organize and do your work.

Perform some type of transaction on AMAPS.

fi4




PZRCENTAGE REVIEW

Name Date
1. What is .65 written as a perceni.? | 2. What is the decimal form of
12.3%?
3. Change-ér to a decimal. 4, Change 3, to a percent.
5. Change 2 to a percent. 6. What perceat of 10 is six?
5 .
7. Change 90% to a fraction in the 8. What is 753 of 8007
lowest terms. ]
9. Andrea sold a house for $75,000. ( 10. Jeff had 33'_‘5’ of his salary

If she got a 57 commission, how
much did she make?

1l. Kim bought a $36 dress marked

down 20%. How much did sne pay
for tne aress?

taken our Zor taxes. If he made
$24,000 one vear, how much did
he receive in cash that vear?

65



MATE 6-15 NAME
CHANGE FRACTIONS TO PERCENTS SCORE

——-——————-———_—————-—————.———-—-—-——————-——_-.——_———————————-—-—-—-——-—-—-—-—-—-——c—_—_._._.
e e e e e e e e e e e T e . e e e e e e o e e e e R e e R T N N e T N T T N e T e —— a2 e ———

DIRECTIONS: CHANGE THE FOLLOWING DECIMALS TO PERCENTS.

l) ./0='~___ ‘-I> .00 = ‘7),).25':
2) .So=____ %) .ol= %).085:
3) . I5= 4) .05* 9) 3.75°

DIRECTIONS: CHEANGE TEE FOLLOWING FRACTIONS TO PERCENTS.

10) H= _____ 3 R= /o) 5=
1) 4= M) F= 1) A=
12) = l::‘) %: /?D '%_":

DIRECTIONS: CEANGE TEE FOLLOWING PERCENTS TO DECIMALS.

19) 1a% = as) zoog = ___ 27) |S00% =
20) 75% = 2d) T7% = . 2€) O07%c ___
2l) 6%+ 2s5) 1% = 29) £%-
2a) 3z = 26) 14F = 30) 54%:

DIRECTIONS: CEANGE TEE FOLLOWING PERCENTS TO FRACTIONS.
- 1o
31) 259 = 35) 972 % = 39)3%%=

32) 3347- 36) 125%* Ho) 16 %%
33) 124 %= 37) //6 757% - H)) 75 % =

34) @{7%5—_ 33> If%: I—Jl) /X7 %/:

tit)




JTEM 6-26 TRAINEE'S NAME
MATH=-INTEREST PROBIE}B INSTRUCTOR

SCORE

_ | * CRITERIOH

1. What is the interest on 500 dollars at 5% for cne year?

2, What is the interest on 750 dollars at é% for 2 months?

3. What is the interest on 100 dollars at 5 3/4% for 3 years?

L. What is the interest on 1500 dollars at 6% for 60 days?

5. What is the interest on 10,000 dollars at 2% for 18 months?

6., What is .the interest on 60 dollars at 5 1/3% for 6 months?

7. How much money must be invested to earn 120 dollars interest
at 6% in one year?

8. What is the principal if the interest is 50 dollars; and the
rate, 52; and the time, 24 months?

9. What rate of interest is charged if the intersst is 90 dollars;
and the principal 1,800 dollars; and the time is one year?

10, What. is the time on a note for 1,200 dollars.at 6% that has a
charge of 36 dollars interest?

11, Find the amount after 2 years of 500 dollars at 4% compounded

annually,
12, Find the amount after 1 year of 100 dollars at 6% compounded
semianmually,
AEE:CED
~ JN:gm
24272
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MATH 6-19 NAME
MATH-COMPUTE PERCENTAGES SCORE

e s e e S AR e 4 S s S D S e S S S A At S P S S S S S D St S S Y e S S Sl SR P S P S P e S S S sy S S PR S S S S i e S s £ S S AP S S S S e s S e
EE >3+ —+ -+ £ 3 1 L L T b A e

DIRECTIONS: Change the following percents to decimals.

) 20% = 7)va.5% = 5) 15% =
2) 100%= ) $9% <

DIRECTIONS: Change the following percents to common fractions:

4) 335% = 7) 124 % =

DIRECTIONS: Find the following percentages.

g) 5% of 3do= 10)335% of syo:
9) 25% ot 2%0 1) 110, of u48=

DIRECTIONS: Find the following percents.

12) 8 is what percent of 162.______[14) 250 is what percent of 75?

13) 7 is what percent of 35?

DIRECTIONS: Find the whole amount of the following.

15) 50% of what number is 6? 17) 150% of what number is 240?
16) 66%% of what number is 82? '

f DIRECTIONS: Find the new amount in each of the following.

18) 300 increased by 25%= 1) 900 decreased by 15%=

- —————

DIRECTIONS: Find the percent of increase or decrease.

29) From 6 to ¢ is an increase of %.
21) From 120 to 80 is a decrease of $.

DIRECTIONS: Find the amount of discount and the net price.

- 22) $150 less 20%= Amount of discount. Net price.
23) $80 less 25%= Amount of discournt. Net price.

DIRECTIONS: PFind the amount of discount and the rate of discount.

24) Original Price is....$75.00 25) Original price is....S$160.00
Sale price is........ 20,00 Sale price iS...cee.e.120,00
Amount of discount is Aamount of discount is

£



ITEM 6-20 NAME

MATH-ROUNDING OFF NUMBERS SCORE

DIRECTIONS: Round each of the following to the ~=2arest cent.

l. §°.125= 2. $.625= 3. .333=

DIRECTIONS: Round each of the following to e nearest whole quantity
indicated in parentheses. .

4. 240 (hundred)=is 15. 0.25602 (thousandth) is

5. 250 (hundred) is 16. 25.6025 (thousandth) is

6. 260 (hundred) is 17. 25,6025 (unit) is

7. 243 (ten) is 18. 101.52 (unit) is

8. 245 (ten) 1is 19. 109.56 (ten) 1is

9. 249 (ten) is 20. 105 (£en) is.
10. 2.49 (tenth) is 21. 2,625,175 (million) is
11. 2.45 (tenth) is 22, 2,356,999 (million) is
12. 2.43 (tenth) is 23. 3.56762 (ten thousandth) is
13. 0.245 (tenth) is 24. 3.56768 (ten thousandth) is

14, 25,602 (thousand) is 25. 0.5676253 (millionth) is

b1
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TLC instructional activities: Learner Survey
December 30, 1991 at 10:22 p.m.

X1_ ®2_ X3_ X5_ X X7_Do_now X8_How_Many X What_way
¢ 15 2 40 £ I can understand how to read/write a little bit. 1 1/2 years Y Inproving ay learning skills
20 35 17 50 m More knowledgeable of math y It has shown that I need to furthe:

2 16 1 44 » read better and write better 2 years Y It helped me at work, at home and e

6 6 6 36 f1I inproved my basic skills to get my GED pre-tests at TLC y 1 got my GED!

8§ 8 8 39 £ I have more confidence in ayself. 3 terms y Taking more classes,not afraid to d
todoor Reg_vhy_s2 212Chasgs AACE  COriENT? -1+
$ 3150 ) y secesss nany pleces zequlse o 60D, 3 dae’t hove soythieg ts chasye abest it. Ozioe Reading level hes inozessed ts Sth gzede Jevel
S ety Pzepran goed. moze exs oo sne wesld be eice. white Nes pessed 4 set of § GLD teste.
$ 300 0 3 y 3 vere't eaberzerssd ts toke aless, svezyses wes eice ts me. Nothlag : white I
B3 358 ¢y Maker yoo foel botter abest yoszoelt, Nething white | 3R
35050 0 y reels good to coesmplioh semetdiey, like Jottiag o GRD Nothlag, hed plesty of tims, cosld werk st yosz own pace. white et

o~ l‘;
§
“:d' Loy N2
— ‘g




272 Literocy at Work

POST-PROGRAM PARTICIPANT
Survey Sheet

Directions: Please answer each question below. The information you give will
be used to evaluate and help improve the course materials you

have used.
%@/ﬁ
/Loy

I. Background Information:
1. How long have you worked at this company? ol
2. How long have you done this kind of work? / é %%5__
3. How long have you worked in your presen’t position? 7
4. What is your job title? M/O U ZfZ/)?d é’bfé?t{//”i/
T

5. What is your age? ,ﬂ .
6. What is your sex? k
MALE

[1. Course Information:
7. What can you do now that you couldn’t do before taking this course?

B n

rvad hetlci— and Loriic  better

T s e -- . -/’

FEMALE

/ v v 0 )
8. How many classes have you attended so far?
—

. classes. | =< %’C a#s

9. Has this coursg helped you meet or work toward any of your personal
goals?

/YES No

(If you checked yes, please answer the next part of the question)

lnwhatwav? ¢ Jutl p(_ m<L At WWk/
ot N Ow/j/o(t ML@W'I/’L,




Section Vi:  EVALUATING FUNCTIONAL CONTEXT PROGRAMS 273

10. Circle one number in each row across to show how you would rate
each item.

Example:

| love country music @ 4 3 2 1 I can’t stand country music

— — T ¢ D S e S TS O WD & G 4 WS S WD ¢ G S AP ¢ WS ¢ W S ¢ GWH G i ¢ D ¢ D D ¢ WD ¢ D ¢ D ¢ D ¢ D ¢ S ¢ =D ¢ TN S D ¢ GED ¢ S ¢ W=D ¢ WD @ SED ¢ O © Gy ¢ GNP ¢ TP ¢ wn ¢ ¢ =

How would you rate this program?

Very interesting to me CSD 4 3 2 1 Boring to me

Very uselul to me @ 4 3 2 1 Totally useless to me on
on the job the job

Much too difficult for me 5 4 @ 2 1 Much too easy {or me
Very useful to me @ 4 3, 2 1 Totally useless to me
outside work

outside of work

Exactly what | expected @

&
w
[ %]
s

Not at all what | expected

How would you rate the materials?

Hard to learn and 5 4 @ 2 l Easy to learn and simple
confusing for me for me

o — — . = G ¢ w0 . E— ¢ W e * . T S ¢ VA O L © GRS O b € TV St € WD S GG ¢ WD ¢ W © EFED ¢ U T WD ¢ ¢ WD ¢ WD ¢ SR S M GRS ST O WD € WL S tmm § G o m

11. \;/yd you recommend this course to a co-worker or friend?
ES

No

orw no Ct/ WQS MVL
vwgimga/;/m}iéd%é L1t Fhes Coursl

anel ety b ¥ sriel VoL

12. lf you could change anything about thisprogram. what would it be?

NO Oﬁu{zﬂ

‘'hnank yowor taking ume to help evaiuate this course. Your answers will be
very useful in trying to make it betteor.

© 1990, PerformancePlus Learning Consultants, Inc.
~ -
Clmesrn R..“ %J\nﬁmmrl



Iustructor #/ { /7(. /]/2 /e L/Lj/élant Locatlon 726/

Y
Date anecdote occum:d C Z

haracteristics of participant:

Sex ‘41 L Approximate agcﬁ é Race_} sz .

Joo tltlc_/_ﬂ'z L é( / 7 /7 7/ 7 4 Sendority with plant ﬁ/f‘ » gié f)
Sl S
Please descbe in the space below comments made by this participant about how he

or she is applying the content of instruction to job or to everyday life situations. Please
be as specific as you can, providing partictpani quotes {f posslblc

Nt he e e aF o
e /l%pﬁ ‘i A W//z V//pu/{

i (&‘lt /”J&&C AT (yoli v ,_
//—77//3/,& V%QC /L_ e 5’/( /7;’,[74—5 74 }('5'( SHA

754919
‘Yeac G- (pin Faadr

D ((eng 16774 Gea )

i b




272 Literocy at Work

POST-PROGRAM PARTICIPANT
Survey Sheet

Dlrectlons: Please answer each question below. The information you give will

be used to evaluate and help improve the course materials you
have used.

I. Background Information: .
1. How long have you worked at this company? _&Z{j CAS

2. How long have you done this kind of work? __AJ_ (7[(_’& /S

3. How long have you worked in your present position? o7 \_[j/ A KS
4. What is your job title? _ASS€ ij

5. What is your age? _fﬂ -
6. What is your sex? /(ﬁ

MALE FEMALE

I1. Course Information:
7. What g:an you do now that you couldn’t dp before taking this course?

o7 Koty A0
/”JZdéZ AP 7 LIV LFC a0 (7474 Dl

¢ v s -[

/ 72 ) i

8. How many classes have you attended so far?

ﬁ_classes. / //)—' y(@,yj

9. Has this coursg helped you meet or work toward any of your personal
goals?

/YES No

(f you checked yes, please answer the next part of the question)

m?/ﬁj@mzﬂg /’/‘& /{a/ﬁ(@ éfcl/f

~3
- 3




Section VI:  EVALUATING FUNCTIOMAL CONTEXT PROGRAMS 273

10. Circle one number in each row across to show how you would rate

each item.

Example:
| love country music @ -4 3 2 1 | can't stand country music
;l ;w.‘;o; l (-1;0; :a:e_t r:l ;I;m—g;a;p— ........................................... -
Very interesting to me @ 4 3 2 1 Boring to me
Very useful to me @ 4 3 2 1 Totally useless;to me on
on the job the job

Very useful to me @ 4 3, 2 1 Totally useless to me
outside work outside of work

Exactly what | expected @ 4 3 2 1 Not at all what | expected

How would you rate the materials?

Hard to learn and S 4 @ 2 1 Easy to learn and simple
confusing for me for me

. e ¢ . Wit ¢ WD ¢ . A ¢ o A S O G O ) @ G ¢ N ¢ GED ¢ W ¢ T ¢ WA D S S @ TN S W ¢ AT ¢ S S WP S s @ W S s @ SED © wmp % D @ e ¢ WS S P s ¢ A © GmD o v

W&uld you recommend this course to a co-worker or friend?

Yes No

/A CES
Why or why not'. 3{(&“&6/ ///’7 /y/
/A*Z?CO(//’V( a D

12. 1 you could change anything about this/program, what would it be?

L Aon? fa il rngttiia 3 Cla g
QoalF (#+ ‘ J Y %

Thank voy jor taking time to help evaluate this course. Your answers will be
very useful in trying to make it better.

© 1990, PerformancePlus Learning Consultants, Inc.

- - -



(s

workplace Literacy Project Programs Evaluation 10
© 1990 Performance Plus Learning Consultants, Inc.

7869 Godolphin Dr., Springfield, VA 22153  (703)455-1735 FAX 703-455-5957

Instructor Anecdotal Report Form

lnstructor/L/a / 7(,/.9 /‘///{/s%épwx Location 7Z (/

Date anecdote occurrcd

h f f ict )
4 S LIL
SCX_E Approximate age Race /r &(/( )

Job classlﬂcann(:Z )X Z%ﬂ [ (Lf_SemOnty with plant _ Y :(4 “ [ C}ﬁ

Pleas+ describe in the space below comments made by this partictpant about how he
or she is applying the content of instruction to job or to everyday lWe situations. Please
be as specific as you can, providing participant quotes if posstble. é ,

voadurng (el C Aas Cncreaéc
FH Cfmc& [ yE




272

Literacy ot Work

POST-PROGRAM PARTICIPANT
Survey Sheet

Directions: Please answer each question below. The information you give will

I1.

be used to evaluate and help improve the course materials you
have used.

. Background Information:

1. How lonyg have you worked at this company? j{’ él/l/%
. How long have you done this kind of work? (é % 57//5

3. How long have you worked in your present pos:tlon" (j MM-S

. What is your job title? _m& (/éWS’ %
. What is your age? _ ;‘__é/f -

6. What is your sex? /)é
MALE PEMALE

Course Information:
1. What can you do now that you couldn’t do before taking this course?

T (m% VWﬂC iy Sstc AL

gf Y LGED Y,

/ v ¢ 0 i

8. How many classes have you attended so far?

d-classes. ‘ 1:50// ?VJ. /\—ééfb Q% 776_/

9. Has this course helped you meet or work toward any of your personal
goals?

ro

A

o

7YEs No

(f you checked yes, please answer the next part of the question)
In wh‘a_t/_v,.'_av? . Y, "

/n" N - —

'z gcﬂﬁ iy GES)

b



Section VI:  EVALUATING FUNCTIONAL CONTEXT PROGRAMS 273

10. Circle one number in each row across to show how you would rate
each item.

Example:

I love country music S 4 3 2 1 I can't stand country music

._._.—-—.—-—-—-—-—.--—----o._-....-—-—-—.—-—-—-—--—-—.—-—-—-—-—.--—-—--—--—--‘o—-—.-.

How would you rate this program?

Very interesting to me @ 4 3 2 1 Boring to me

Very useful to me @ 4 3 2 1 Totally useless to me on

on the job the job

Much too difficult for me 5 4 @ 2 1 Much too easy for me

Very useful to me @ 4 3, 2 1 Totally useless to me
outside work outside of work

—————— e e P e e -
Exactly what | expected @ 4 3 2 1 Not at all what [ expected

O O TR0 S 0 n 0 T 0 D 0GR L © M © L 0 e S € D o e Y Y ¢ D o — o S . — 2" o 3+ " S —. . 0 . — — — . — — m— —

Hard to learn and 5 @ 3 2 1 Easy to learn and simple
confusing for me {for me

OO D 0 RO MED ¢ emm ¢ mmm ¢ SR ¢ D ¢ G ¥ TS ¢ G ¢ G o ¢ — T ¢ ¢ o ¢ = ¢ . o . . €0 b o amre o Gy o W o B o - . = W o v o v

1. qul/a you recommend this course to a co-worker or {riend?

Vé o No
Why or why not’
/105 feal /%Y’f/é//
e mﬁ Hﬂ”

xC(

12. If you could change anything about this/program. what would it be?

Norting

‘Thank yoy'Jor taking ume to help evaluate this course. Your answers will be
very useful in trying tc make it better.

ERIC © 1990, PerformancePlus Learning Consuitants, Inc. 51

- -~



CED

i

lnstmctorHU /%ﬂ/]f‘&/g/( /t ation_ 77/(//
A

Date anecdote occurred

Characteristics of participant: | ‘
Sex Z Approximate age\j L Race kz 2 Zﬁ;{ LL
Job uu;ﬁMC/Mgéﬁ)‘ IL ~ Sendority with plant _ ( 2;7_@ Z (%}

Please describe tn the space below comments made by this participant about how he
or she is applying the content of instruction to job or to everyday life situations. Please
be as specific as you can, providing participant quotes If possible.

"7 g-ﬁ /73\7 ’[/g@,//,‘ ‘




272 Literocy at Work

POST-PROGRAM PARTICIPANT
Survey Sheet

Directions: Please answer each questicn below. The information you give will
be used to evaluate and help improve the course materials you

have used.
I. Background Information:
1. How long have you worked at this company? 20 G
2. How long have you done this kind of work? S5 7es

/)
3. How long have you worked in your present position? / 7 /r/Q'

4. What is your job title? ___" <927 ) M X —

5. What is your age? _5@ .

6. What is your sex? K
MALE FEMALE

I. Course Information:
7. What can yoy do now that you couldn’t do before taking this course?

MRS Apccapgcmiie” orf Agpizié

£
/ 7R/ )
8. How many classes have you attendec so far?
—t
_classes.

9. Has this coursg helped you meet or work toward any of your personal
goals? }C

/YES No

(If you checked yes, please answer the next part of the question)

In what wav?
LT $RS wilenr THRTTE MDD TO Fullir—
M }/ 5276664?/_;-&( .

« (O
E Y]
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10. Circle one number in each row across to show how you would rate
each item.

Example:

I love country music S 4 3 @ 1 | can't stand country music

— S Y S P ¢ SR ¢ A ¢ D ¢ Y ¢ L ¢ D S D ¢ EED ¢ EED ¢ WA UG e, ¢ CHS G D ¢ GEP ¢ EFIS  TI ¢ LD ¢ Gy} © WD ¢ WD ¢ WD ¢ WD ¢ WD A D © WD ¢ P ¢ G ¢ D ¢ D ¢ WD ¢ D ¢ G ¢ — ¢ W= o w—

How would you rate this program?

Very interesting to me @ 4 3 2 1 Boring to me
Very useful tc me @ 4 3 2 1 Totally useless to me on
on the job the job )

— e e S ¢ S ¢ G e P ¢ D S G ¢ TR ¢ D ¢ D ¢ G ¢ GEs ¢ T ¢ =t ¢ D ¢ D ¢ DS G S D ¢ S ¢ My ¢ D S WD S $HS S VD ¢ D D ¢ EED ¢ S . A ¢ S € Y S GED o - e © D & — t—

o

Very useful to me Cf'y 4 3, 2 | Totally useless to me
outside work outside of work

Exactly what | expected 5 @ 3 2 1 Not at all what | expected

How would you rate the materials?
Hard to learn and S @ 3
confusing for me

. . D ¢ D ¢ D € S ¢ I ¢ D ¢ D ¢ D @ @ € W S YT S D ¢ GED ¢ T ¢ D © D ¢ AU © D ¢ Gy ¢ L © SED ¢ D o WD ¢ S ¢ WAY S GED ¢ S D § D S D S D ¢ D ¢ S ¢ ED ¢ GED ¢ GED ¢ e ¢ =

N
—

£asy to learn and simple
or me

11. \;gould you recommend this course to a co-worker or friend?
ES

No

Wy or why not’

12. If you could change anything about thisprogram, what would it be?
Morce™ oxs oal oud WrlD 4 arreel

OCLERRLL TH & Frooéasey HAs boaas Good.

'hank yoy'yor taking ume to help evaluate this course. Your answers will be
very useful in trying to make it better.
7

A, L
b

1)/

© 1990, PerformancePlus Learning Consultants, inc.



272 Literacy ot Work

POST-PROGRAM PARTICIPANT
Survey Sheet

Directions: Please answer each question below. The information you give will

be used to evaluate and help improve the course materials you
have used.

I. Background Information:

1. How long have you worked at this company? _j W‘{S

2. How long have you done this kind of work?

3. How long have you worked in your present position? X/ //KM

4. What is your job tltle” _@55@”74/1{9/@/

5. What is your age?

6. What is your sex? g/
MALE fem

I1. Course Information:
7. What can you do now that you couldn’t do before taking this course?

T haw i Cch@

W /)%b%

8. How many classes have you attended so far?

d_classes. 3 ﬁ'&/f%

9. Has this course helped you meet or work toward any of your personal
goals?

ES No

(f you checked yes, please answer the next part of the question)

nwhat wav? 7, %ww e
Classes  as o vk ol
am. A0 dwu%

AL By ww;d ) JisFad

o U stagung intlic dadigrond.



G

U 2.9 re) tion : /
Iustructor/’///( /%f /L//{C/@}ggt (9'”1(,- 720

C

Date anecdote occurred

haracteristics of i nt:
Sex _ﬂ__ Approximate agcé; 2 Race \/I/h(/tb
Job titte_P(L 1_IHIE JILDEY Sentortty with plant 9_("12?/(7,( AKX

Please describe in the space below cornments made by this participant about how he
or she is applying the content of {nstruction to job or te everyday life situations. Please
be as specific as you can, providing participant quotes if possible.

HAS Passéd 4 Lut o SGED #6575
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10. Circle one number in each row across to show how you would rate
each item.

Example:

I love country music ) 4 3 2 1 I can’t stand country music

— amm ¢ WD 4 GNP D 4 ¢ S e SHD & S 4 CED ¢ WD ¢ S S W S e S e ¢ D T G D © D ¢ G ¢ G S SA ¢ - ¢ - ¢ G ¢ CEE ¢ S ¢ D S S ¢ G ¢ A ¢ D ¢ D 4 AN ¢ EEm ¢ D ¢ Gmm ¢ Emm ¢

How would you rate this program?

Very interesting to me ) 4 @ 2 1 Boring to me

Very useful to me @ 4 3 2 1 Totally useless to me on
on the job the job

Much too difficuit forme S @ 3 2 1 Much too easy for me
Very useful to me @ 4 3 2 1 Totally useless to me
outside work

outside of work

Exactly what | expected @ 4 3 2 1 Not at all what | expected

How would you rate the materials?

Hard to learn and 5 4 3 2 @ Easy to learn and simple
confusing for me for me

— e e e G ¢ . G ¢ ¢ - ¢ EED ¢ D ¢ EED ¢ WD S W 3w G ¢ S G S A G = T S D ¢ ¢ D ¢ — S S - ¢ D¢ T ¢ EED ¢ D ¢ e ¢ —C G ¢ W ¢ ¢

11. V;WOU recommend this course to a co-worker or friend?

Why or why not ﬁfld.ﬁ oA 00/44L jﬂ(//
fwfg% gw %@@ Lead

' a%4l) L (Ve
12. lf(quVgou d changean hmg abo UIuDrosZZ?érh t oulj:tg/ ﬂg

g i g
[ ’@@ﬁ 2

ﬂ/(/{cy(’ oL
Ay .

'hank yoy'yor taking time to help evaluate this course. Your answers will be
very useful in (rying to make it better.

ERIC © 1990, PerformancePlus Learning Consultants, Inc. 57
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Workplace Literacy Project Progrcims Evaluation 10
© 1990 Performance Plus Leaming Consultlants, Inc.
7869 Godolphin Dr., Springfield, VA 22153  (703)455-1735 FAX 703-455-5957

Instructor Anecdotal Report Form

| : / ,
Instructor /%[,l ”-L/ﬂ/?/}/ [ éﬁ;{zt/ muon TL( —

-~ C

Date anecdote occurred

Characteristics of participant

nt: )
Sex__ - f’ _ Approximatc.agg:kj’[ Race w 2/’:4 :( Z v

Job classlﬂcauon/,k SYﬁu@/‘(/://semonty with plant | .

Pleas= describe in the space below comments made by this participant about how he
or she s applying the con.ent of tnstruction to job or to everyday life situations. Please
be as specific as you can, providing participant quotes If posstble.

T Faling nigre 14asses ar wipl,

7%?%[ Z?iif M;{-/’ é/éééa{ A TT. Kl //}é;*/ﬂ/f
TG ) 0RO At A

ya7i cz/gﬁmwi&; > ( (L% %in}//{{%;ﬂ 0577 ¢r38 ¢)

06D ~(compe i)

- RfC

Full Tt Provided by ERIC.
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272 Literocy at Work

POST-PROGRAM PARTICIPANT
Survey Sheet

Directions: Please answer each question below. The information you give will

be used to evaluate and help improve the course materials you
have used.

I. Background Information: +;
1. How long have you worked at this company? _ZQ_ L d/KS

Yar—

3. How long have you worked in your present position? /fq/ﬂﬂ/

4. What is your job title? W W__

5. What is your age?

6. What is your sex? 7%

———

MALE  TFEMALE

2. How long have you done this kind of work?

II. Course Information:
7. What can you do now that you couldn t do before taking this cours

Pl

ONAfsrmul &s w/ucL 7
¢t (WX G [0t ail VT ‘

8. How many classes have you attended so far?
—
_classes. / (2 VI

©. Has this course helped you meet or work toward any of your personal

goals? :
/YEs No

(f you checked yes, please answer the next part of the question)

In what wav?

7D HL able 70 Fake Fha
’fésf [ A Oct0/¢ -—,L

SO CUVA émay
%{Z cé/goﬁ) Nl iy
o AAUG/ iy WEhe a(GePia (/(Wuf/iz/
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10. Circle one number in each row across to show how you would rate
each item. '

Example:
| love country music 5 4 3 2 l { can't stand country music

. ¢ D ¢ - T ¢ EED 4 D ¢ S ¢ D o S © . D R T S e W e =, O EERG EED ¢ RS EED ¢ EED e S S ¢ ¢TI S G S WD ¢ D ¢ EEE ¢ TUE ¢ i @GP ¢ D ¢ G % IS ¢ AN ¢ GG o Gmn ¢ Sum ¢ S

How would you rate this program?

Very interesting to me @ 4 3 2 1 Boring to me

Very useful to me @ 4 3 2 1 Totally useless to me on
on the job the job

Much too difficult for me 5 4 @ 2 1 Much too easy for me
Very useful to me S 4 @ 2 1 Totally useless to me
outside work

outside of work

e e . i ¢ o Y D ¢ S S . WD ¢ S S ¢ WS S D € AP S MES S rm S GED ¢ GmD® amD ¢ wee o =

Exactly what ! expected 5 @ 3 2 1 Not at all what | expected

— e ¢ e En e D ¢ D ¢ L ¢ TR ¢ G ¢ G ¢ TR © W ¢ D ¢ EED ¢ GENS ¢ @S © MR ¢ GED ¢ GED ¢ EED ¢ GER ¢ CE® ¢ EED ¢ S ¢ GED ¢ G ¢ EED ¢ GED ¢ WD ¢ EED ¢ WD ¢ GED £ SED ¢ G 4 G ¢ GES ¢ GED ¢ 4ER ¢ Wws ¢ a=

How would you rate the materials?

Hard to learn and 5 4 3 2 @ Easy to learn and simple
confusing for me for me

— o e e EED ¢ MDD ¢ CE ¢ D ¢ - © D Y GED ¢ EED o GNP S WD o s S D @ (P S BT ¢ G S $ A S WD € G § EEE § EED ¢ GED © WEN 6 SN ¢ GED ¢ EES § GED 4 WER ¢ WP S S ¢ GED ¢ b ¢ MR ¢ D ¢

11. Wald you recoinmend this course to a co-worker or friend?

YES No

Whyorwhynot' /Z (ANXTS MC L(/é CZ‘}/Z&(

12. I you could change anything about thisprogram. What would it be?

% , 75[(/’
} mha%dzw%:s Skl .
20 53/ 0L aﬁ% e gN A AL

e Jore ASlirn g ﬁy/ac(/ —

I’ hank yowor taxmg tifne to help evaluate this course Your answers will be
very useful in trying to make it better. (/] /L()/Lﬂ/ Y 7Lé,

© 1990, PerformancePlus Learning Consultants, Inc. é?i Zgﬁ/ ;jg 1 (Q M
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REGISTRATION FORM

I. Personal Information

Nane_ -—

Current Address:

Telephone Number: Birthdate: fS‘—7’J4[O

1. What is your age group?

16-18yr. 19-25yrs. 26-36yrs. 36-50yrs. S165yrs, 65-yrs.

2. What is your ethnic group?

1. White 272:;Black 3. Indian 4. Hispanic 5. Other

3. What is your gender? 1. Male 2. ngemale

4. Circle: Single <§£;5;;;? Head of Household

IX. Employment Information:

Ex“ension No.7yw 5/ Mailbox

5. How long have you worked for this compa

ny?,
less than 1 year 1-2yrs. .}-Syrs 6-10 yrs, Tn?e%n 10 years °
6. What 1s your job tltltg’&(/(.a/[(_,a// fvé(/’kﬂ(é(.d e

7. How long have you worked in this job title? / L
(beq1nn1da datc)

III. Training and Bducation Information:

8. What 1s the last grade you complet%:;?_schoo

, 7
below 8 8 9 10 11 12 GED QN (%f?@

1l yr college more than 1 yr. college

Have you earned any college degrees?
1. Yes 2._  No 3. Associates 4. Bachelors §5.__ Masters

L]




Workplace Literacy Project Programs Euvaluation 10
© 1990 Perforrnance Plus Learning Consultants. Inc.

7869 Godolphin Dr., Springfield. VA 22153  (703)455-1735 FAX 703-455-5957

Instructor Anecdotal Report Form

lmtmctorﬁa@lﬂf_‘é k%ﬁi\/ﬁ)« Czj /Z_:_C_/_

Date anecdote occurred

| f ict

h
—TN y -
Sex é‘ Approximatc dgcl/J Raccl(&( A -

£
Job classiflcat Seniority with plant / (/) CZ,LS

/ éc/wc o

Pleas+ describe in the space below comments made by this partictpant about how he
or she is applying the content of tnstruction to job or to everyday life situations. Please
be as speciﬁc as you can, providing participant quotes if posstble.

[T felt otlure /ma//L 70 AL

g /ge / 1 ?/ aw(& ﬁf(
50 1) e T DU V)

@uww/ Jiniceare CErH ARl

\u

- [Kc

Aruitoxt provided by Eic:
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Workplace Literacy Project Programs Evaluation 10
© 1990 Performance Plus Learning Consultants, Inc.

7869 Godolphin Dr.. Springfield. VA 22153  (703)455-1735 FAX 703-455-5957

Instructor Anecdotal Report Form

mstmcmrﬂuu?amj% A 720 .

Date anecdote occurred

h ristf
SCX__Z_—__._ Approximate agc% Race kk[ (UL DC 7Z
Job classtfication ﬁ/f/ __ Senlority with plant /7 -t (L 7[&( i 5
4 beccuse /7,4(5/’//%( L «

-/ 71
Pleas= describe in the space below comments made by this participant about how he [. /L C{

or she Is applying the content of instruction to job or to everycday life situations. Please
be as specific as you can, providing participant quotes If possible.

175 {augltt pu 4 Nnar I 0c i o 7S
([W /C’C/S ct A QGr 7//(/&%[[{(/
#774% 7 Car? i 3(/20(’/ (4

SIS nG )E *7‘/7((% 2998

(1)1 FITVE 1YL H



Section VI:  EVALUATING FUNCTIONAL CONTEXT PROGRAMS 273

10. Circle one number in each row across to show how you would rate

each item.

Example:
| love country music @ 4 ' 3 2 | I can’t stand country music
How would you rate this program? i
Very interesting to me @ 4 3 2 1 Boring to me
Very usefui to me ) 4 @ 2 1 Totally useless to me-on—

—ca-the-job— +thejob-

Much too difficult for me S 4 2 1 Much too easy for me

Very useful to me 5 @ 3, 2 1 Totally useless to me
outside work outside ol work

o Y ¢ SR ¢ WS e WY Y S e G ¢ G @ G ¢ D ¢ SV ¢ WD ¢ G ¢ €MD ¢ WD O TIN ¢+ GE ¢ G ¢ G ¢ S S G S S ¢ G ¢ A ¢ G G S S D ¢ SN S G ¢ WA G D ¢ D ¢ GEED ¢ GED ¢ D ¢ GED ¢ EED ¢ G ¢ EED ¢ R

Exactly what | expected @ 4 3 2 1 Not at all what | expected

— & — . ¢ S WD ¢ - - ¢ S . S S ¢ D ¢ S ¢ S ¢ GEE S I ¢ GEE © S SR & T S S S D ¢ CMP ¢ D S D G S G ¢ D ¢ D ¢ D ¢ WVE ¢ GHD § D ¢ GRS EER ¢ VM ¢ G ¢ EED ¢ S

How would you rate the materials?

Hard to learr and S @ 3 2 1 Easy to learn and simple
confusing for me for me

— e e e ¢ GED ¢ MO ¢ IS ¢ S ¢ I S D S WD ¢ EEN ¢ EED ¢ WD ¢ G ¢ EED © SR ¢ GED ¢ WS ¢ EED ¢ EED © SR ¢ DG G D ¢ D ¢ T ¢ D ? GED ¢ D ¢ GIT ¢ D ¢ WED ¢ G S N ¢ G ? G ¢ W ¢ w— e -

. — N .
11. Wautld-you recommend this course to a co-worker or friend?

YES No

| AfeA 1t WLl
R A 0?//&% s rght

12. If you could change anything about this/program. what would it be?

5&7{/@( (7 IS /./%0 JI76
O lsSes w77 L (O pu#¢r

1'hank yoy'jor taking tine to help evaluate this course. Your answers will be
very useful in trying to make it better.

© 1990, PerformancePlus Learning Consultants, Inc. v

Figure 6-3, continued



272 Uteracy at Work

POST-PROGRAM PARTICIPANT
Survey Sheet

Directions: Please answer each question below. The information you give will

be used to evaluate and help improve the course materials you
have used.

I. Background Information: ﬂ_{ _
1. How long have you worked ay'this company? ___

2. How long have you done this kind of work?

3. How long have you worked in your present position?

4. What is your job title?

————,

5. What is your age?

6. What is your sex?
MALE PEMALE

I1. Course Information:
1. What can you do now that you couldn’t do before taking this course?

e o) 1hd o 17/77/94(;(:57/

% 7 )
8. How many classes have you attended so far?
/7-‘

_classes. . / 7:.@ /M/

9. Has this coursg helped you meet or work toward any of your personal
goals? 1/(

/Yis No

(f you checked yes please ar.swer the next part of the question)

Inwhatwav" fa/(/( /7/ yoLY4 7/4@74 /
Caw oL sC CM/am
5 ga W S Nilisper " T AL
7 Y0as o Sekid/ A
Ocmf%j /m T A




9. Which of the following are vour reasons for attending this
class?lﬁydh may mark up to three answers.)
. To improve my job performance.
b. To qualify for future.job postings.
' . To further my education.
E . To meet personal goals.
e. To find out more about this training.

f. To become more active in company training programs
__ g. Other

10. Which way do you BEST like to get 1nformat10n about something
you need to know more about? (Please mark only one answer.)

1 Read about it.

2. isten to presentations or talks abcut 1it.
3 Have someone show and tell you about it.

4

Other (Describe)

11. Did you choose to take this class? 1. P//;es 2. No

12. What do you expect to get from this class?

T (ot ap vt nalh SEU
7 et /cm@/ N olRS . Fest—

,ﬂr/ (0. LM&// ] ANy K&/fﬁ (i 100

)
WPL  1/15/91 {47




TPIUTL 1 JTTIUVL S

-

REGISTRATION FORM

I. Personal Information

Nane._ __ J—

Current Address:

Telephone Number: Birthdate: L/‘/L/" q7

1. What is your age group?

— ——minaes

16-18yra. 19-25yrs. 26-35yrs. 36-50yns. S1-65yrs. 6S-yrs.

2. What 1s your ethnic grcup?
1.)( White 2._. Black 3. Indian 4. Hispanic 5. Other

3. What is your gender? 1. Male 2.2§_Female

4. Circle: Single <:Married) Head of Household

II. Employment Information: {Z{]f?][(%gzc/ Zﬁé(}j@([L§{L lb{ﬁ[&%?/ﬁﬁd
Extension No.#7___ Mailbo%(/}c2 {Z/7E¢7éé%%g§fg é}t7k

5. How lbng have you worked for this company?

less than 1 year 1-2yrs. 3-Syfs. 6-10 yrs. more than 10 years

; 6. What is your job title?

7. How long have you worked in this job title?

(beginning date)

III. Training and BEducatieon Information:

8. What is the last grade you complete in 53396T7'

below 8 8 9 10 11 12 GED

1l yr college nmore than 1 yr. college

Have you earned any college degrees?
" 1. Yes 2. No 3. Associates 4. Bachelors 5. Masters




9. Which of the following are vour reasons for attending this
class? (You may mark up to three answers.)
To improve my job performance.
Eég: To qualify for future.job postings.
To further my education.
To meet personal goals.
:jZi/ To find out more about this training.

f. To become more active in company training programs
g. Other

10. Whlch way do You BEST like to get information a.out something
you need to kncw more about? (Please mark only one answver.)

1.  Read about it.

2. _Listen to presentations or talks about it.
3. ;: Have someone show and tell you about it.
4. " Other (Describe)

11. Did you choose to take this class? 1. V Yes 2. No

12. What do you expect to get from this class?

+0__ (04T N 4D 7‘3//&«, 21 o (orditir—

WPL  1/15/91

349




272 Literacy at Work

POST-PROGRAM PARTICIPANT
Survey Sheet

Directlons: Please answer each question below. The information you give will
be used to evaluate and help improve the course materials you

have used.
I. Background Information:
1. How long have you worked at this company?

———

2. How long have you done this kind of work?

3. How long have you worked in your present position?

4. What is your job title? ___ -

‘/‘
5. What is your age? _Q_Z .
6. What is your sex? "

I1. Course Information:
7. What can you do now that you couldn’t do before taking this course?

L Can yiad F rite. W
01%/&4/ LT A c%g LS~

a3

/ vy ¢ i

8. How many classes have you attended so far? _
—
_classes. éé /J'///((/( %MS O MC/C(/%

9. Has this coursg helped you meet or work toward any of your personal
2oals? ,{/

//Yas No

(f you checked yes, please answer the next part of the question)

[ ._)’é Q M”‘“'I
I At /foé/ﬂ/‘”‘“k
¢

&&% -y LN

10

In what wav?
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10. Circle one number in each row across to show how you would rate
each item.

Example:

| love country music S 4 3 2 1 i can't stand country music

— . e P ¢ G § S T GEED ¢ G ¢ D © G § G ¢ D ¢ D D S /¢ MERS m 2 UED ¢ GED ¢ D © GED ¢ GED ¢ CHEN ¢ EELS © GED ¢ EED ¢ YN ¢ GED ¢ EED ¢ GED ¢ GED ¢ D ¢ EED ¢ WED ¢ GED ¢ E=D ¢ GED ¢ G © D S GED ¢ W

How would you rate this program?

Very interesting to me 5 4 @ 2 1 Boring to me

Very useful to me S 4 3 @ 1 Totally useless :0 me on
on the job the job

Much too difficult forme 5 @ 3 2 1 Much too easy for me
Very uselul to me 5 @ 3, 2 1 Totally useless to me
outside work outside of work

Exactly what } expected S 4 @ 2 1 Not at all what | expected

How would you rate the materials?

Hard to learn and 5 4 3 @ ] Easy to learn and simple
confusing for me for me

11. Wauld you recommend this course to a co-worker or friend?

i

Yes No

Why or why not/% % js Oyr y 6{ /L_/ / (/f_f-—
% U -
o e z: ﬁ/ / /1/ j wha ould it be"

12. 1f you could change anything about this-pro

T Was oatsfud becase
%jz& VuM&fE\K/K/JL 7(,}'75[
WYthareg os Ok

I'nank you'jor taxing ume to help evaluate this course. Your answers will be
very useful in trying to make it better.
10]

© 1990, PerformancePlus Learning Consultants, Inc.

Figure 63, continued
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REGISTRATION FORM

I. Personal Information

Nanmne__ _

Current Address:

Telephone Number: Birthdate: 3"’ ! —3L/

1. What is your age group?

16-18yrs. 19-25yrs. 26-36yrs. 3650y rs. 51-65yrs. 65-yrs.

2. What is your ethnic group?

1. White 2._. Black 3. Indian 4. Hispanic 5.¥ _ggher
3. What is your gender? 1. Male 2./)(Female ﬁé/a VC

4. Circle: Single Married ead of Household

II. Employment Information:
q

Extensicn No.gx Mailbox
5. How long have you worked for this ipany?
Ies:-lhan 1 yoar 1-2yrs. _3-_5.;;— 6-10 yrs. more than 10 years
o wmat is your job ticrer M ILACTUIT NG WV KV~
4
7. How long have you worked in this“job title? L/7TS

(beginding date)

1I1I. Training and Education Information:

8. What is the last grade you completi/fg school?

below 8 8 9 10 1l 12 GED
1 yr college more than 1 yr. college
Have you earned any college degrees?
1. Yes 2. " No 3. Associates 4. Bachelors 5.____Masters
1
1Ug



nstructor ’/(//? Y3 t lon 72_@/
— ‘/M,%%v"/‘,"iﬁzg .

Date anecdote occurred

Characteristics of participant: -

Sex_ [ Approxdmate ageé 2 Race A f%{d/(/

Job lltICﬁ'_?fg ﬂ LU/(' 4 ﬂiﬂ /1 GSeniority with plant X e [/?‘\/j
WOVl o r— 7’

Please describe in the space below comments made by this participant about how he
or she is applying the content of tnstruction to Job or to everyday life situations. Pleasc
be as specific as you can, providing participant quotes if possible.

T CGgn rac Gyl wirell JIUC o
butur Witk £pglsk

- ELLLS &ﬁ/&%{/fuﬂf' — £S5

[0




272 Uteracy o« Work

POST-PROGRAM PARTICIPANT
Survey Sheet

Dlrections: Please answer each question below. The information you give will
be used to evaluate and help improve the course materials you

have used.

I. Background Information: ”
1. How long have you worked at this company? ___/ G oF

2. How long have you done this kind of work? / 0 (j/ K S

3. How long have you worked in your present position? / (UY
4. What is your job title? Q(/( Q é( {(3/ éj/ﬁ(? Cf é\//; //
5. What is your age? _’/ﬁ/_ ]

6. What is your sex? /
MALE "PEMALE

I1. Course Information:
7. What can you do now that you couldn't do before taking this course?

dvn_ o (gaé‘cﬂléy D¢ cualid

/ v v 0 )
8. How many classes have you attended so far?
—

- Classes. | / f«(ﬂﬂ/

9. Has this coursg helped you meet or work toward any of your personal
goals?

/YES No

(If you checked yes, please answer the next part of the question)

In what wav? . _— ", ..
- Lpaspol it L was Stuctyy)
~f [}

SAAAIALANYY

SN nery oA o6k Fove vok

2% IIXPRTS Y



9. Which of the following are vour reasons for attending this
class? (You may mark up to three answvers.)
a. To improve my job performance.

. To qualify for future,job postings.

E: . To further my education.
. To meet personal goals.

e. To find out more about this training.

f. To become more active in company training programs
g. Other

B e,

10. Which way do you BEST like to get 1nformat10n about something
you need to know more about? (Please mark only one answer.)

1. "Read about it.
2. __V Listen to presentations or talks about it.
Have someone show and tell you about 1it.
4. ~ Other (Describe)
11. Did you choose to take this class? 1. b//;;s 2. _No

12. What do you expect to get f*on this class?

oA 4D gl /jﬁ‘dfu A OM (A2
Cup i~ F/;///dd(i

WPL 1/15/91
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Section VI: EVALUATING FUNCTIONAL CONTEXT PROGRAMS 273

10. Circle one number in each row aci oss to show how you would rate
each item.

Example:
I love country music - 4 3 2 1 Ican't stand country music

— e S — S 6 D ¢ T ¢ G $ SR $ S $ SR 5 ¢ ¢ SR @ . o SR @ S ¢ S IS ¢ R ¢ s S L ¢ e ¢ NP § ¢ P U ¢ GuP ¢ ¢ D ¢ G ¢ — . G § — § — — ¢ — ¢ ¢

How would you rate this program?

Very interesting to me @ 4 3 2 1 Boring to me

Very useful to me @ 4 3 2 1 Totally useless to me on
on the job the job

Much too difficult for me S 4 @ 2 1 Much too easy for me
Vzry useful to me @ 4 I3, 2 1 Totally useless to me
outside work

outside of work

G O W ¢ WD S e ¢ G S = O v ¢ D ¢ U @ WY ¢ . ¢ > ¢ D ¢ Y S G S S S L CHR & WA ¢ G . GNP ¢ S ¢ M ¢ G + GE ¢ D ¢ gamp § =D ¢ G ¢ Y ¢ ¢ G § = ¢ S ¢ ¢ CHS v WY o @

How would you rate the materials?

Hard to learn and S 4 3 2 @ Easy to learn and simple
confusing for me ) for me

O WD G G S S GINS § AN ¢ D o S ¢ GEND ¢ GHID € D O SUE. ¢ GEED § WU ¢ GEED ¢ Gmis @ SEED ¢ GEE ® CEN) 6 W ¢ GEED ¢ GEES ® Ve  GEER S GED ¢ GEP ¢ GNP ¢ Gmm o EED ¢ GNP o ED ¢ W ¢ WED ¢ EED ¢ SOV + EED 6 Sk & GED ¢ W & @

11. Watld you recommend this course to a co-worker or friend?

YES

Why or whr:'onot‘ \/ﬂ/@ i (/f e

12. 1f you could change anything about thisprogram:, what would it be?

NLO0SL bee }//ﬁ

| hank yon.(;';'or laking ume to help evaluate this course. Your answers will be
very useful in trying to make it better.

© 1990, PerformancePlus Learning Consultants, Inc. ., (b
S )
Flgure 6-3, continued
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Workplace Literacy Project Programs Evaluation 10
© 1990 Performance Plus Learning Consultants, Inc.
7869 Godolphin Dr., Springfield, VA 22153 (703)455-1735 FAX 703-455-5957

Instructor Anecdotal Report Form

lnstmctcrHLL /) (?D/) // L _ lant ljpcatlon_QaL‘
Date anecdote occurred //l/é C C

h ¢! { icipant:

Sex__ [ Approximate age _ﬁ[_ Race [/ LT
Job classtfication C&’(/{f/ (I,(l(/f Seniority with plant Z 0 fl%&_’)
N N

Pleas+ describe In the space below comments made by this participant about how he
or she is applying the content of tnstruction to Job or to everyday life situations. Please
be as spc\clﬁc as you can, providing participant quotes ff possible.

Was DU St pasy teg i 70 be ¢
Cirtyfecal {n d(/(((.(_?ﬁ Jccx /uf/oj/c/

DU iS¢ y Ry Ve 1IE T

1o,




OCS

CHNNL L st

REGISTRATION FORH

I. Personal Information

Name___ J—

Current Address:
7

Teleplicne Number: Birthdate:??’lLJ‘(Jh7
1. What is your age group? /<;
16-18yra. 19-25yrs. 26~36yr3. 36-50yn. 51-65yrs. 65-yrs.

2. What is your ethnic group?

I.ZQLWhite 2. . Black 3._ Indian 4.__ Hispanic 5. Other

3. What is your gender? 1.__ Male 2. Zé,Female

4. Circle: Single <S§§£EEE§> Head of Household

II. Employment Information:

y2d
Extension No.#ﬁQ;gc Mailbox

5. How long have you worked for this company?

——

less than 1 year 1.2y 3-Syrs. 6-10 yrs. rore than 10 years

6. What is your job tltle’@@dz%__ip(ad/&j//

7. How long have you worked in this job title?

(begléﬁlng date)

III. Training and Education Information:

8. What is the last grade you completey}ﬁ/school?

below 8 8 9 10 11 12 GED

1 yr college more than 1 yr. college

Have you earned any college degrees?
1.___Yes 2.  No 3. Associates 4.__ Bachelors 5. Masters

—



9. Which of the foliowing are your reasons ior attending this
class?‘ﬁ}dh may mark up to three answers.)
. To improve my job performance.
b. To qualify for future.job postings.
~_/C. To further my education.
. To meet personal goals.
e. To find out more about this training.

f. To become more active in company training programs
g. Other

——————
s r—
—t—p—

10. Which way do you BEST like to get information about something
you need to know more about? (Please mark only one answer.)

V//;;ad about it.

1.

2. _Listen to presentations or talks about it.
3 ~Have someone show and tell you about it.
4 Other (Describe)

11. Did you choose to take this class? 1. YV Yes 2. No

12. What do you expect to get from this class?

g/):zs.s_% ﬁasij mmw
L1 ( éﬁ/aw

~PL 1/15/91
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272

Literacy at Work

POST-PROGRAM PARTICIPANT
Survey Sheet

Directions: Please answer each question below. The information you give will

be used to evaluate and help improve the course materials you
have used.

I. Background Information:

1.

2
3

How long have you worked at this company? _/_é?"

1/
. How long have you done this kind of work? / / F

. How long have you worked in your present position? / /Q’Sﬂg

What is your job title? _A(/ 6 /
What is your age? 1;2.0_

e )
What is your sex? L/

———— -

MALE  FEMALE

Course Information:

1.

8.

9.

What can you do now that you couldn’t do before taking this course?

Ype

/ v v Y i

How many classes have you attended so far?

d_classes. / fé%

Has this coursg helped you meet or work toward any of your personal
goals?

/YES No

(f you checked yes, please answer the next part of the question)

In Whatwavvnﬁ//"é’s‘éﬁ/z/ij 7ﬁ

&fws

42000 W - 7”@
%7@@



Section VI:  EVALLIATING FUNCTIONAL CONTEXT PROGRAMS 273

10. Circle one number in each row across to show how you would rate

each item.

Example:
| love country music ) 4 3 2 @ { can’t stand country muslc
How would you rate this program?
Very interesting to me S @ 3 "2 1 Boring to me
Very useful to me @ 4 3 2 1 Totally useless to me on
on the job the job
Much too difficult forme 5 4 2 X Much too easy for me
Very useful to me @ 4 3, 2 1 Totally useless to me
outside work outside of work
et e e i s -

-
(9% ]
[y
—

Exactly what | expected @ Not at all what | expected

e e . . G . S . = . D S . S ¢ S - S D ¢ G St b S W € S @ ey € S S ¢ D ¢ D S GED ¢ GED ® =R ¢ D O D S SED o emm ¢ Sk

How would ycu rate the materials?

Hard to learn and S 4 3 2 @ Easy to learn and simple
confusing for me for me

-— s ¢ e ¢ S . . . ¢ TS ¢ G S G- ML © G ¢ G ¢ G ¢ WS § e ¢ § S § b Y @ ST O M ¢ G ¢ G ¢ BN S D - S ¢ AED S D § R @ G ¢ L © G O GE ¢ I © SED ¢ e o W

11. Woulgr%u recommend this course to a co-worker or friend?
Y _
YES No

Why or why not'

12. 1If you could change anything about thiis/program, what would it be?

LA 51 )aves

I'hank yowbr taking ume to help evaluate this course. Your answers will be
very useful in trying to make it better.
111

© 1990, PerformancePlus Learning Consuitants, Inc.

Clrrira R rantinniact



oCcS

’ g)/mza Ly y e

REGISTRATION FORM

I. Personal Information

Name

Current Address

Telephone Number: Birthdate: ] 3’99'7’

1. What is your:ige group?

16-18yrs, 19-25yrs. 26-36yrs. 36-50yn. 5185y, 65-yrs,

2. Whaj/}ﬁ’your ethnic group?
1. V. _wWhite 2._. Black 3. Indian 4. Hispanic 5. Other

3. What is your gender? 1.2§ Male 2. Female

4. Circle: Ciggigg Married Head of Household

II. Employmenﬁginformation:

22’7
Extension No.gy A;L/hailbox

5. How long haveV;pd’worked for this company?

less than | year 1-2yrs, 3-5yrs-.- 6-10 yrs. more than 10 years

6. What is your job title?//Vz;j /

7. How long have you worked in this job title? //éléﬁZS '

(beginnéﬁg date)

III. Training and Bducation Information:

8. What is the last grade you complet%/}ﬁ'school?

below 8 8 9 10 11 12 GED

I_yr college pmore than 1 yr. college

Have you earned any college degrees?
1. Yes 2._  No 3. Assoclates 4., Bachelors 5.__ Masters

11e



Iustructor, A/ LC /2/(,///('/ 4 j(%nt ation_ 7Z Q_/
L TN .

Date anecdote occurred Lé

Characteristics of participant: :
Sex__ / l_/’L - Approxdmate age OZO Race W /L (//:(

Job tltlc_%kj 1L : Senlority with plant / //,,l e/ /3

s

Please describe In the space below comments made by this participant about how he
or she s applying the content of Instruction to Job or to everyday life situations. Please
be as specific as you can, providing participant quotes if possible.

Lngtec/gc of 7y Mifz yre( CTRPUTL
(1t are nudrypeC )

WL Lp\g e Locclaol éé/f_f(fw/@[(cm
O nohe PP rEAL T L CUTSL/f

/79/(/( gé‘ﬁm[\g: ‘

COELUlS CIMP i nes I

113




272 Literacy ot Work .

POST-PROGRAM PARTICIPANT
Survey Sheet

Directions: Please answer each question below. The information you give will

be used to evaluate and help improve the course materials you
have used.

I. Background Information:

7(—-
1. How long have you worked at this company? _/ @ Wé‘

2. How long have you done this kind of work? / 0 1L 7

/4
3. How long have you worked in your present position? 72%
4. What is your iob title? M/U%ﬁ( Uy INg
5. What is your age? ﬁ - \5/‘2( Sf

4

6. What is your sex?

II. Course Information:
7. What can you do now that you couldn’t do.belore taking this cpugsg:.’

Ha VL, Confrolnc ¢
mq,ﬁk,é/%? lesho 3HULS

/ v v v )
8. How many classes have you attended so far?
—

.classes. - / KQW

9. Has this course helped you meet or work toward any of your personal
goals?

/YES No

(f you checked yes, please answer the next part of the question)

In what wav?

+ T QiudKX o o7
d@ﬁ@@%/f CM“?/

114



9. which of the following are Your reasons for attending this
class? (You may mark up to three answers.)
. To improve my job performance.
. To qualify for future.job postings.
. To further my education.
. To meet personal goals.
_____e. To find out more about this training.

f. To become more active in company training programs
g. Other

10. Which way do you BEST like to get information about something
you need to know more about? (Please mark only one ansver.)

v///Read about it.

1.

2. Listen to presentations or talks about it.
3.7  Have someone show and tell you about it.

4. Other (Describe)

1]

11. Did you choose to take this class? 1. V//;;s 2. No

12. What do you expect to get from this class?

Lnadledge of T " & CORPALLS

~PL 1/15/731




Section VI:  EVALUATING FUNCTIONAL CONTEXT PROGRAMS . 273

10. Circle one number ia each row across to show how you would rate

each item.

Example:
I fove country music @ 4 3 2 1 I can't stand country music
.l:l ;w..‘;.o; l a;o_u;a:e_u; : p.ro_g;a;p_ ............................................ -
Very interesting to me @ 4 3 2 1 Boring to me
Very useful to me @ 4 3 2 l Totally uselesstome on -
on the job the job

— . T @ G @ G ¢ G § S D G I @ S @ D ¢ D ¢ GED @ AU ¢ I © EEID ¢ M S IR © Sui ¢ GED ¢ AR ¢ EED ¢ QEID 4 SR @ SEND 4 GAD ¢ GEE ¢ tmm ¢ EED ¢ EED ¢ EED ¢ D ® GED ¢ GED ¢ EED ¢ eumh ¢ W O S E—

o ¢ — G ¢ ¢ = G @ S © I OGS @ D O S @ G G S GNP ¢ G e G $ I § D ¢ T S R 4 CTES ¢ SR ¢ SN § R ¢ WHMD ¢ SED © WED ¢ G ¢ T ¢ GED ¢ EED ¢ EED ¢ GED ¢ D ¢ GED ¢ W ¢ GED ¢ GES ¢

Very useful to me @ 4 3, 2 1 Totally useless to me
outside work cutside of work

— Y G WYY ¢ = D ¢ G T S D ¢ = G @ WD @ G § GNP G ¢ I o XTI ¢ U § D ¢ EEID ¢ EED @ GEIS © EED ¢ GED § EED ¢ EIC EED ¢ GED ¢ i  GHED ¢ i ¢ S S GED S D ¢ G ¢ =S W S D € G o —

Exactly what | expected @' 4 3 2 1 Not at all what | expected

— S ¢ s ¢ AR ¢ ¢ G ¢ E— © E— ¢ E—. G ¢ S ¢ - ¢ M ¢ S § G ¢ G S ¢ WY © G © G € @ SEB © SR ¢ A € St ¢ UM € D ¢ et S S § D ¢ M ¢ WD § G P e M € i § Al @ SN ¢ s ¢ amm

How would you rate the materials?

. helf
Hard to learn and 5 4 3 2 1 Easy to learn and siple
confusing for me

for me

— ¢ I S G ¢ wmm e G ¢ QS O I ¢ SIS @ W © WS ¢ S G ¢ GIN ¢ W 4 IR ¢ S C A S (M ) G o S ¢ - @ GEND S s ¢ D ¢ W © D ¢ i @ G D S TEN ¢ CES S - ¢ Wi @ D ¢ GED ¢ D ¢ e =

11, \;\ga/ld you recommend this course to a co-worker or friend?
ES

No

W ongl)'not Wﬂ//f bl A\eW

12. 1f you could change anyth ng about thisprogram. what would it be?

A a)oaa’dm‘ chEnge a %Mj

T'hank yoy'Jor taking ume to help evatuate this course. Your answers will be
very useful in trying to make it better.

EMC © 1990, PerformancePlus Learning Consultants, Inc. 1 3. (;

Clmiirn &_1 ~rntinuind



lnstmctoré/ (/{ / )Lﬂ/l /y ‘f L%%atlon : ‘,W‘_ ( -

Date anecdote occurred

ha f parti

e .
Sex___/ Approximate agejé_ Raccm

Job utlcjz {C{ / ZM ({’a A /#éfiority with plant _Z e
rdl(ﬁ/:ﬁiﬂ ng

Plcasc describe in the space below comments made by this participant about how he
or she is applying the content of instruction to job or to everyday life sltuanns Plcasc
be as speciflc as you can, providing partictpant quotes if posslblc

7 havi IUNL (D) CLE P Ce (e
/Zz/ é/?{szsm Loils S50 L ,
. Cr1 0 AU /G S5ES

SECCs TR 1685 1341




OCD. ',’?/Lo (0 S N 4 SR 2 A G S O

-

REGISTRATION FORM

I. Personal Information

Namne___ —

Current Address:

Telephone Number: Birthdate: 3 "3‘ ‘q 3
1. What is your age group? 2é :
_1-6-18yr3. 19-25yrs. 26-36yrs. 36-50yra, 51-65yrs. 65-yrs.

2. What is your ethnic group?
White 2._. Black 3. Indian 4.___ Hispanic 5. Other

3. What is your gender? 1. Male 2.2S;Female

4. Circle: Single Head of Household

IIX. Employment Informatlon. o

Exten51on No. Mailbox__

5. How long have you worked for this companﬁ?:
st more man 10 years

less than 1 yoar 1.2yrs, .3-5y¢5 6-10 yrs.

; 6. What is your job ti tle’/[ﬂﬂM[ﬁb//C@ /750(@/457@_

7. How long have you worked in thls job title? Q%fzg
(beginning date)

III. Training and Bducation Information:

8. What is the last grade you complete in school?
below 8 8 9 10 11 7‘12 GED

1 yr college more than 1 yr. college

| Have yo arned any college degrees?
- 1 Yes 2. X No 3. Associates 4.___ Bachelors 5.___ Masters

L B B




9. Which of the following are your reasons for attending this
class? (You may mark up to three answvers.)

a. To improve my job performance.

b. To qualify for future.job postings.

c. To further my education.

d. To meet personal goals.

e. To find out more about this training.

f. To become more active in company training programs
g. Other

10. Which way do you BEST like to get informatiocn about something
you need to know more about? (Please mark only one answer.)

x: Read about 1it.

Listen to presentations or talks about it.
Have someone show and tell you about it.

4. Other (Describe)

———
————

11. Did you choose to take this class? 1./3;_Yes 2. No

12. What do you expect to get from this class?

mew ema.gb ﬁ!daémz/ u/rmq
Aol d@&/fﬂg] R0,

L 1/15/91
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WARN
FOR
SHOP MATH




ClgsS |

Survay Rasults

Columa 1: Coursa coda- Wars Shop Math
Columa 2: Yerure with compamy

Columa 3: Sex

Columa 4: Agu

Columa 5: Race

Coda for Quastioss 1 to S: y~yas, sa=no, nwuancertais or laft blaak.
Code for statemest sumbers € to 10: a—=agree, d=disagree, s*mot sare.

Questions

1. Can you solve problems that you coulda’t solve befora taking the class?

2. Do yoa thiak the tha skills laaraed i» this class vill kelp you i» yoor job?

3. Do yon think tha coursa has (or vill) help(ed) you meet aay of your persoaal goals?
4. %ould you recommend tha course to & fsllow-employss or friead?

5. Were tha matarials and workbooks helpful?

3tatameats

€. The course vas too hard.

7. The course will belp me oa tha job.

9. The coursa will belp me outside of work.

9. The coursa vax coafusing at times.

10. The teachar mads it aasy to leara.

11. T would lika anothar class taught this way.

. Quastion § Statnests
Cour Tesr 3 Ags Ra 1 2 3 4 5 Class could be bettar 1if... 67891011
SRS GRS @ S WS e S W B - - - eeee wm
wNSM 1 £ 20 B YB®yYybon't kbow dasda
wasM 1ms 33 Y Boyy Just a different type of math desada
[ ] 17 40W yyyyumre vork dosa o hoard in esch math step deaaeaas
wisw 21B 40c yyyyybettar ventilated room, stalas air deaan
wnsn 2t 0 asyyyyy maada
s 3m 21 ¢ ynayyy Self-paced class denasacse
[ LU 4t 36c yasyyy!It vas groat I thought daaeaasaa
vasn 4m 42W Yyyyycan't think of anythisg deasaa
wusM Sm 37¢c yuoyyymre indepth, extand iato slg, or offar alg. after this onas L]
wusM Sm 3 c yuuyycClass ob hov to use a calculator ia dapth dandaeaa
wusM ém 27 ¢ yyyyynothing daadaa
wusy €t 27 c yyyy ywora work packats, mix up problems ia tha packats deaadas
wusn T7m 25 c v yyyybdothisg ) desaasas
wasn 7m 30w yyyyysothing daasadas
vasa 7t 27w y»ayy ydiscuss mors is class daaasads
wasn Tm 36v yyyyy daasdaa
WuSM 13 f 60 c y o uy y Studying without the distractions of peopla talking dsasaa
WEsM 20m 6l ¢ yyyyy instructor vary good, consider givea carts for completion daadaa

ERIC

Aruitoxt provided by Eic:



Class 2

Survey Results

Il B .
Column 1: Course code- Marn Shop-Math L’,.’;y!u 102:-1 {\(‘-’%Co
Column 2: Yenure with ompany R' -'

Column 3: Sex .
Cuoloma 4: MAge

Colwma 5: Race

Code for Queations 1 to 5: y=yes, m=no, u=uncertais or left blank.
Code for Statesent aumbers & to 10: a=agree, d=disegreoe, p=aot sure.

Qaestioas

1. Caa you solve problems thet you couldn’t solve beforr takiag the cless?

2. Do you thiak the the skills leacrmed ia this cless will help you im ynur 4ob7

3. Do you thisk the course has (or will) help(ed) you meet aay of your personal goals?
4. Would you recommend the course to e fellov-employee or friesd?

5. Mere the materials and vorkbooks belptul?

Statements

€. The course wes too hard.

7. The course vill help me on tha job.

8. The course w!ll belp me ocutside of vork.

9. The course wes confusing at times.

10. The teecher made it eesy to leersn.

11. I would 1ike another cless taught this wey.

Question ¢ Statments ¢
Cour Yenr S Aga Ra 1 2 3 ¢ S Cless could be better if... €7891011

8 Om 26w nyyy daaaaa

8 8m 26w uyyyy More computers, one for each person. dandaa
10 10 f 41 ¢ ynyyu We need to learn more AMAPS dddddd
10 10m 44w yyyyy smaller classes, so enough computers, individual help da J naa
11 11 £ 32b yyyyy Teach us what we need to know in Assembly, inventory, parts etc d a ad a a
11 1m 28 c yyyy Longer to work on more specific items daadaa
12 12 m 0c yyyyy Make classes longer, PC for each student dnndan
12 12m 31w yy vy more in-depth daadaa
13 22m 45 c yyyyy To go through materials faster,probably fine for other student da ad a a
13 13f 60w Ynuyy Have a computer for everyone to work on ndnann
13 13 0c vy nyy nnnaaa
13 0m 35w nnnyy more hands on computer dnnaan
13 26 m 51 w yyuyy Make it longer

14 1m 38w yyyyy Nothing daadaa
15 1s £ 61 ¢ y uuyy More hands on experience with PC’s danaaa
18 28m 49w yyyyy Longer class time more computers in class, more time on topics na a a n n
18 4m 39c¢c yyyyy PC for each student daaaaa
18 25 m 46 ¢ yyyyy To have access to AMAPS for use in the shop naaaan
18 32m 56 c yyyyy Typing 15 WPM should be a prerequisite daaand
18 26m 49w y yyyy More time in class, on computers on each topiC, more computers na a a n n
20 29 m 49 c yyyyy Allow more time, more hands on examples dandaa
20 m 41 ¢ yyyyy Nothing daaaaa
21 O0m 62w yuyyy have ccmputers available to practice on dnadaa
24 20 m 45 3 nyy yn Teach DOS Daadan,
24 14m 42w y yyyy More computers per class dandaa
25 O0m 57w yyyyy dadaaa
27 4m 48w Yyuuy naaaaa
29 29 m 49 w unyn dnadaa

. ERIC ]

Aruitoxt provided by Eic:

f )
o
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M O O N N U D s WWW NN NN NN

" FRIC

Aruitoxt provided by Eic:

Columa
Column
Columa
Columa
Coloma

Survey Results

1: Course code- Wars JbepMrth— C’\T\w‘e/kle /Z%UA/C'J

2: Tenure with company
3: Sex
4: Age
5: Race

-
H
.
H
H
s
L

Code for Questioss 1 to S: y=yes, mn=ao, u=amcertaia or left blamk.
Code for 3tatemest sumbers § to 10: e=agree, dwdisagree, a=not sure.

Quastioss

1. Can

you solve problems thet you coulda’t solve before taking the ciess?

2. Do you thisk the the skills learsed ia this cless will help you ia your job?
3. Do you think the course hes {or will) help(sd) you meet any of your personal
4. would you recommend the course to a fellowv-employee or friend?

S. Mere the materials and wvorkbooks helpful?

Statements

6. The
7. the
9. the
9. The

course vas too herd.
course will help me os the job.
course will help me outside of work.

course was confusing at tiwes.

10. The Zeecher made it eesy to leern.
11, I would like amother cless taught this wvey.

Question ¢

Cour Tenr S Age Ra 1 2 3 4 S Cless could be better if...

10

D = NNNNW

@w = A N

13

E-3

26
15

12

qoals?

Class 3

Statments §
€789 1011

f 28w yuyyy Do more on spreadsheets

f 23 ¢ yyyyyaPC for everyone

f 39w yyyyuHave more time to work on spreadsheet

m 20 a

f 32w yyyy More time to work on computers

m 23w yuyyu

m 39c yyyyy

F 65W Y Y YYY make the course longer

m 36 h uyyyuAn hour of instruction + an hour of lab time

f 25¢c yyyyy topic for each week,ie,Vocab,buttons,disks,programs,applicatio
m 36 C ynyyuOne computer per student

m 39w uuyyy Parts of the final were vague

f 36 c yyyyyHave class go more weeks so more material can be covered
m 22w yynyn

f 36 c yyyyy Less people per class, complete projects not just parts on one
m 27w yunyn Smaller class with one person per terminal

f 44w yyyyynone

m 32 ¢ y Yy y Have more time and more computers

m 27w yyynnmore warn oriented (growth power?)

f 44c yyyyuExtend time to 1 1/2 hours

m 30w yyyyyAlittle longer, more time on computer

f 30a yyyyySmaller class, faster pace, more individual attention

M 30 W ynyyywrite down in book what to do like page on input, editing
m 36w yyyyy Focus in on less topics

f 39 c yyyyyHand out materials at beginning, or as you go along

f 44 w y y y nothing

m 51w yyyyy Longer class sessions to allow for practice, questions

a Qo a aan
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Summaries of Supervisor Evaluation
SHOP MATH PARTICIPANTS

LEADERNAME CLASS Partipants name... A B Cc D
WNSM 3 3 3 4
WNSM 3 3 2 3
WNSM 3 3 2 4
WNSM 3 3 3 3
WNSM 3 3 2 2
WHNSM 4 4 3 4
WNSM 3 4 3 q
WNSM 3 q 3 q
WNSM 3 4 3 4
WNSM 3 q 3 q
WNSM 3 q 3 q
WNSM 3 q 3 q
WNSM 3 3 3 3
WNSM q 3 3 5
WNSM q q 3 q
WNSM 3 3 2 3
WNSM 3 3 3 3
WNSM 3 3 2 3
WNSM 3 3 2 3
WNSM 3 3 2 3
WNSM 3 3 2 3
WNSM 3 3 2 3
WNSM 3 3 2 3
WNSM 3 3 2 3
WNSM 3 3 2 3
WNSM 3 3 3 3
WNSM 4 3 3 3
WNSM 3 3 3 3
WNSM 3 3 3 3
wnsm 3 3 3 3
wnsm 3 3 3 3
wnsm 3 3 3 4
wnsm 3 3 3 q

Question A: Production 5: greatly improved down to 1, greatly decreased, with 3:
Question B: Quality 5: greatly improved down to 1, greatly decreased, with 3: st
Question C: Future Plans 3: Better, 2: The Same 1: Worse

Question D: Coop/Problem Solving 5: greatly improved down to 1, greatly decrease

Averages, Question A: 3.1
Question B: 3.2
Question C: 2.6
Question D: 3.3
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Course Evaluation

You do not need to write your name on this form. —
% % & k& & k& kK Your Answers are

How long have you worked at this company? Kept Confidential

k k%
How long have you done this type of work?

Oonly write your

What is your job title or position? Name on this if
. 5 . irel want to be con-
What is your sex? M or F (circle one). tacted
What is your age? What is your Race?
khkhkkkkhkkki

What type of problems can you solve that you couldn't before taking the class?

Do you think the skills you leamned in this class will help you in your job? Why, or why not? How?

Do you think the course has (or will) help you meet any of your personal goals? Why, or why not? How

Would you recommend the course to a fellow-employee or friend? Why or why not?

Were the materials and workbooks helpful? What was good or bad about the materials used in this course?

If you could change the course in any way, what would you suggest we do to make it a better class?

Circle the answer that best applies...

Circle one:
-The course was too hard agree not sure disagree
-The course will help me on the job agree not sure disagree
-The course will help me outside of work agree not sure disagree
-The course was confusing at times agree not sure disagree
-The teacher made it easy for me to learn agree not sure disagree
-l would like another class taught this wav agree not sure disagree

EERREREERN

Use the back of this form if you wish to make further comments or suggestions.
Thank you for your help. You will help us make this a better course.

Proad.
&o
cr
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LEADER'S EVALUATION OF TRAINING EFFECTS ﬁn
ON_THEIR TEAMS

Leader's Name:
Today's Date:
Course Name:

Below you will find an evaluation matrix. Now that the first year's
courses have been ccmpleted, how would you rate their effects on the
participants that you lead? Use key below:

PRODUCT~ FUTURE CO-OPERATION AND
NAME ION QUALITY " PLANS PROBLEM SOLVING
im 54321(54321(3 2 1 5 4 3 2 1
[ —————— 54321543213 2 1 5 4 3 2 1
m 54321543213 2 1 5 4 3 2 1
WSy 5 4 3 2 11543213 2 1 5 4 3 2 1
54321|543 21 3 2 1 5 4 3 2 1
543211543 21 3 2 1 5 4 3 2 1
543215 43 21, 3 2 1 5 4 3 2 1
KEY:
Production:
5 = Greatly Increased 4 = Somewhat Increased 3 = Stayed the Same
2 = Somewhat Decreased 1 = Greatly Decreased
Quality:
5 = Greatly Improved 4 = Somewhat Improved 3= Stayed the Same
2 = A few more errors 1 = Many more errors

Future Plans:

After completing the program, when new technical equipment or

t;aining comes to your department, do you think your employees
will be able to handle it

3 = Better - 2 = The Same 1 = Worse

Co-operation or Problem Solving:

5 = A.Lot 4 = Some 3 = Same amount as before program
2 Little 1 = None

Overall:

Since your employees participated in the program, do you feel
your job as a leader has becume

5 Much Easier 4 = Somewhat Easier 3 = Same as Before

2 Somewhat More Difficult 1 = Much More Difficult

Please give an example:

1.t
Q

[ﬂ{ﬂfturn to Jean Gillespie by December 12. Call Toni (457) or Scott
s 29) with questions.




Comments on tae Supervisors’ Evaluation Form

Regarding Shop Math

Required paper work accuracy has improved somewhat.

No Noticeable Change

...Jlearned to do inventory transactions and cycle counting/...training has been helpful in new duties.
...(easier) because I don’t have to spend time working with X on problems, he can do .now.

Simple math.....me cards, production jobs, pulling materials for jobs.




WARN INDUSTI?AI\_I?S EMPLOYEES
WARN
FOR
COMPUTER BASICS
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S Age Ra "What type of problems can you solve that couldn’t before...

f 28 w Hands on experience on spreadsheet was nice

f 23 ¢ know how to change things in Word Perfect, spreadsheet
f 39 w How to use a spreadsheet

m 28 a

f 32 w I know a little more than 1 did before

m 23 w I can better understand a computer now.

m 39 ¢ More comfortable with computers

F 65 W typing skill improved, operations of computer

m 36 h Not so much nroblem solving, have wider knowledge, skill
f 25 ¢ Understanding the questions the computer is asking

m 36 c How to get help when running applications

m 39w Not sure without more use of Computer

f 36 ¢ Knew nothing about computers before class

m 22 w some wordprocessing or speadsheets

f 36 ¢ How to use all aspects of a PC

m 27 w How to work with PC’s

f 44 w Can tumn on computer and do some work on it

m 32¢

m 27 w all kinds of things using a spread sheet

f 44 ¢ Can do memos by myself

m 30 w Could not even turn on computer before class

f 30 2 Can now do basic navigation and basic work

M 30 W run word processors and spreadsheets

m 36 w No previous experience on PC's

f 39 ¢ changing descriptions, programs

f44w

m 51 w Made it casicr to run programs, ic, WP, spreadsheet

m 26 w

m 26 w It was only basic operation of computer,no problem solvg
f 41 ¢ Typing, casy to correct, spreadsheets

m 44 w Doing spreadshect calculation, graphs

f 32b How to turn on computer, how to use computer files

m 28 ¢ Now have some background in computers

m 0c understanding computers

m 31 w T'know how to get around in a computer, helped a lot
m 45 ¢ Can do own projects without help, memos, graphs, charts
f 60 w How to get computer started

f 0c Turning computers on, margins, deleting etc.

m3Sw

m 51 w Can do basic things to operate and use computer

m 38 w How to use spreadsheet, WP, formatting disk

f 61 c How to use a PC

m 49 w make work better more enjoyable

m 39 ¢ Using directories and floppies

m 46 ¢ Turning on comp, Word Perfect, how comp works

m 56 ¢ can access computer without doing damage to it

m 49 w understanding comp, can make work better, more enjoyable
m 49 ¢ How to get into computer

m 41 ¢ Run a PC now fairly confident

m 62w Can usc Word Perfect, spreadsheet on IBM

m 45j None

m 42 w understand new programs easier

m 57w how to get in and out of work in process 1 Dy
o L

©Q m 48 w Word Perfect
- EMC m 49 w

IToxt Provided by ERI



S Age Ra Do you think the skills will help you in yoar job

f 28 w possibly spreadsheet, not sure if we will use it
f 23 ¢ Helps me find my way around the corputer

{ 39 w Will help to find information
m 28a
f 32w I know a little more about computers
m 23 w I don't use computer in job anymore
m 39 c¢ Applications, « »eed through the system
F 65W hope to be able to make labels and other jobs
m 36 h Computer skills always a plus for careers
f 25 ¢ Can now relate to terms, use computer more
m 36c Don't use at work
m 39w Maybe in future,now job leaves little time.
f 36 ¢ Will have to use one at work, not afraid anymore
m 22w little bit now, more in the future, everything comput
f 36 ¢ when I was a Teamn Leader, not so much now
m 27 w Possibly in the future
f 44w Can trace parts on computer
m 32 c sometime down the road
m 27w down the road when I get enough training to do what 1
f 44 ¢ Basic understanding, working knowledge of computers
m 30 w Somewhere down the road
f 30 a Hope it will become part of my job
M 30 W doesn't relate
m 36w Better understand computers and work with them
f 39 ¢ Barcode labels,eventually finding if part is in stock
f 44 w eventually
m 51 w Won't nesd so much help running computer at work
m 26 w Still working in assembly
m 26 w It will give me more skills.
f 41 ¢ don’t use those kind in work applications
m 44 w Because computer will become integral part of my job
f 32b I can now be asked to do computer work
m 28¢
m Oc in the future
m 31w I won't be afraid to use one
m 45 ¢ Increasingly becoming a part of my job, learned terms
f 60 w The computers are different
f Oc
m 35w
m 51 w In future job will be using more computers
m 38 w Computers are being used more, need to keep up
fé6ic
m 49w for record keeping and problem solving
m 39 c with a little more time and practice
m 46 ¢ Using computers for inventory, information when need
m 56c Able to create data files for collection of tools
m 49w For record keeping and problem solving
m 49 ¢ Increasingly becoming a part of my job to use them

- m 41 ¢ we're going to be using PC's more often
m 62w Just feel better about using an IBM PC
m 45)
m 42w Access to programs that solve problems
m 57w
o m 48 w Learned to usc more than just amaps .
- EMC m 49 w Will help in future change, job opportunities I J ( /

IToxt Provided by ERI



S Age Ra ...hclp you mect any of your pergonal goals?

f 28 w it helped me learn more about spreadshects

f 23 ¢ Got me interested in taking other computer classes
f 39 w to be able to complete a drafting degree

m 28a

f32w

m 23w have gotten more interested in computers

m 39c¢ Speed

F 65 W wanted to operate a computer for years/self confid.
m 36 b more computer literate,speak computercase better
f 25 ¢ Have always found computer hard to use, until now
m 36 ¢ Help me be more comp literate, with future plans
m 39w To be computer friendly

f 36 ¢ Always good to gain more knowledge

m 2w

f 36 c For personal use at home, setting up pers finances
m 27w not really

f 44 w Can use comp at home, not be afraid of it

m 32c¢ Learning to use computers

m 27w

f 44 ¢ Take on more responsibility at work

m 30w I'would like more time to work with it

f 30 a Fecl better about working with PC's

M 30W better interact with computers

m 36w atleasta step in the right direction

f 39 ¢ better understand comp, different functions, uses
fa44w

m 51w Helped me to reach goal of learning more about comp
m 26 w Hope to be an engineer in the future

m 26w Starting new team, will be using computers in job.
f 41 c IfI plan to move around

m 44w Plan to buy computer for use in home business

f 32b Says something to WARN about my dependablty, raises
m 28c

m Oc

m 3w

m 45 ¢ Helped become more adept on computers

f 60 w I'would like to learn more about computers

f Oc not enough training in computer

m 35w too basic

m 51 w Class should be longer

m 38 w Machines I use are being run by computers

félc

m 49 w what they can do to delp you at work

m 39 ¢ Learning PC skills is one of my goals

m 46 ¢ Will help in personal goals,work, knowledge

m 56 ¢ I won't be computer illiterate

m 49 w understandng comp and how they can help you at work
m 49¢

mdlc

m 62w Feel better about using computer

m 45j

. 42w More relaxed and confident with computers

m 57 w understand smart cam better

m 48 w Application change when company is in Powersoft

31



S Age Ra ...recommend this course to a fellow employee or co-worker?

f 28 w if they don't know anything about computers
f 23 ¢ Helps get you familiar with computer
f 39w Everyone should know the basics
m 28a
f 32 w Because it covers the basics
m 23w Itwas fun *
m 39 ¢ Only if they had a PC and planned to use daily
F 65 W enjoyed it, sense of accomplishment
m 36 h Help them to gain basic understanding of computers
f 25 ¢ Nioce refresher, introductory course
m 36 ¢ Was a fun and informative class
m 39w to become familiar with computer
f 36 c Very informative
m 22w good learning opportunity
f 36 c itis fun, helps you be com{ortable around PC's
m 27 w If they don’t know anything about computers
f 44w Can help you understand and not be afraid on comp
m 32c It’sa good basics class
m 27w unless the class was more related to Warm, rec. com
f 44 c so many are computer ignorant and afraid of them
m 30 w Well presented, not too fast paced
f 30 a It’sa good basic course
M 30 W it’sfun
m 36w For basic understanding of computers
f 39 ¢ Gives selfconfidence when working with computers
f 44 w good for basic info
m Si w Helps learning the computer so much easier
m 26 w Teaches good skills for changes in the work place
m 26 w If they had very little knowledge about computers.
f 41 ¢ It’s just nice to know
m 44 w If not familiar with computer, good starting place
f 32b Scott helps alot,he encourages you to make “1p class
m 28¢
m Oc
m 31 w if they don’t know anything about computers, a help
m 45 ¢ Helps teach comp in a friendly environment
f 60 w It will help you realize what a computer is about
f Oc
m 35w if they know nothing about computers
m 5] w If he needs the basics
m 38 w Need to know computers to keep up
f 61 c It’salways good to learn new projects
m 49 w can make your work easier
m 39 ¢ It starts out basic enough for even raw beginner
m 46 ¢ For job related uses PFK etc.
m 56 ¢ Because it covers the basic fundamentals
m 49 w it can make your work easier
m 49¢
m 4lc
m 62w To help them feel better about using PC
m 45 j Only if they don't already know about computers
m 42w Vital tool in understanding growth power
m 57w
. . )
o m 48 w Skills learned have to be practiced ' - 1 3 ~
Emcm 49 w Excellent class for those who have little knwldge

IToxt Provided by ERI



S Age Ra...mat’ls and workbooks helpful?

f 28 w workbook and material were helpful to me

f 23c¢ "hey were helpful

f 39w Some of material could have easier to follow

m 28a

f 32w

m 23 w not enough information to get in/out of programs
m 39 ¢ Boring typing in all the definitions

F 65 W need more detail

m 36 h Material good, but needed more information

f 25 ¢ Helpful to have all materials, agenda at beginning

m 36 ¢ Materials were developed thru this course

m 39w everything was uscful

f 36 c Good having own PC to work with

m 22 w didn’t help much, class time was most beneficial

f 36 ¢ If you had time to read them

m 27 w Don't like looking up list of words with no suggestio
f 4w

m 32c

m 27 w more work sheets, more hands on

f 44 ¢ Helpful if vocabulary lists in the first class

m 30w

f 30a Very organized, like step by step workbook

M 30 W need notes writtae in book for us, not for us to do
m 36w

f 39 ¢ Need materials at beginning of class

fMw

m 51 w Altho not fancy, very appropriate for begining course
m 26 w

m 26 w The materials were very clear.

f 4] ¢ He couldn’t find a lot of definitions

m 44 w instructions quite detailed, some hard to find

f 32b helped to introduce computers to a new afraid student
m 28¢

m Oc

m 3| w Igot more out of listening to the teacher

m 45 ¢ Experimental materials, got better as time went on
f 60 w They told what things were, Scott helped explain them
f Oc

m3Sw

m Slw

m 38 w Enough help on material to learn basics

f6lc

m 49 w but not to much in depth if you in a problem (sic)
m 39 ¢ essential

m 46 ¢ Helpful, but lacked help in using AMAPS

m 56 ¢ Were helpful, could be more concise

m 49 w Wrkbks give genceral idea, but not if you have a probl
m 49 ¢ Less writing makes it easier to keep up with instruct
mdlc

m 62 w But most written comp directions aren’t complete
m 45 j Basic DOS should be taught

m 42 w Easy to understand and follow

m 57w

m 48 w Good because it was written in common language 1 “ b
]:KC m 49 w Cumbersome




Comment 1: Are You More Comfortable Around Computers?

Basic understandin of PC’s

249

249 Hub Never used one before,understand them a little more
249 Team Not afraid of messing something up, more familiar
350 ' I xnow more about their operation

350 A I now know how to get started

8274 RV Know more about what computer is able to do

A/M Hubs Because 1 can do more things

Accessories Easier to navigate

Accessories Understand more of the kxeyboard functions

Carrier Call a little, but I understand the basic

CSR Understand terminology that is used in field
Flange Mount 350A Didn’t know arything before

Flange Mt Move around programs better,

Flange MT I can’t kill them as easy as I earlier thought
Flange Mt. I am not afraid 1 will destroy something

Flange Mt. Nissan Not afraid of hurting programs anymore

Human Resources understand the lingo

Human Resources Better understanding of the lingo

M 249 Just an intro class, need repetition to remember

M 249 Understanding thet I can be productive with them
M 249 In’s and out’s have been explained

M236 Wasn’t uncomfortable before

M236 Before class,worried about losing data,doing damage
M249

Maintenance Was basically a refresher course for me

Mounting System Need more hands on experience to feel comfortable
Mounting Systems Feel qualified to tackle PC

Nissan Hub More comfortable, more confident

Quicker Never used WP, spreadsheet before

Rounds Practice on PC help feel more comfortable, familiar
RV Because I know 1 can’t hurt it, like to buy one

RV Better understanding of how they work

RV Was scared of computer before taking class

RV Before 1 was afraid I would mess-something up

RV 1 know more about them

RV Can do over if I didn’t do it right the first time
RV  wWinch Didn’t know anything before

RV (Service) Will only feel comfortable throught experience

RV Winch Know term: ology, functions better,do productive wrk
RV Winch Fecause I ".ad not worked with computers before

RV Winch Unless you format, its hard to do serious damage
RV Winch

RV Winch More familiar with them

RV Winch Knew nothing about them before

RV Winch More familiar with programs

RV Winch Mid Size Was a brush up on things that 1 had learned before
Shift Linkage I like them

Ssangyong My notes and the teacher make me more comfortable
Tool and bDie Knew most that was taught

Tool Crib/Tool Grinding Better understanding of how to communicate with PC
Tool Grinding

Tool Grinding But will increase when 1 can put this trning to use
Tova Grinding 494 Can turn one on, but didn’‘t learn to use AMAPS

131




Comment 2: Are you more familiar with the words and terms...?

Team

249

249 Hub

249 Team

350

350 A

8274 RV

A/M Hubs
Accessories
Accessories
Carrier Call

CSR

Flange Mount 350A
Flange Mt
Flange MT
Flange Mt.
Flange Mt.
Human Resources

Nissan

Human Resources
M 249

M 249

M 249

M236

M236

M249
Maintenance
Mounting System
Mqunting Systems
Nissan Hub
Quicker

Rounds

RV

RV

RV

RV

RV

RV

RV  Winch

RV (Service)

RV Winch

RV Winch

RV wWinch

RV Winch

RV Winch

RV Winch

RV Winch

RV Winch Mid Size
Shift Linkage
Ssangyong

Tool and Die

Tool Crib/Tool Grinding

Tool Grinding
Tool Grinding

Tool Grinding 494

the basic terms

But we really don’t use the terms

Didn’t use the terms befozre taking the class.
Learned definitions of common terms
I can use them...

Need more time on most things
simply because they are explained in class

Being exposed to them and the answers from Scott
Not really important to me

understand hcw to move thru menus more freely

Know a little more than I did before

When using AMAPS, only don’t have the same programs
Didn’t know anything before

Helpful if I want to buy my own computer

We worked on vocabulary words

usable not technical
Real basics given, usable information, not tech
Very interesting, hard to remember without repetitn
As long as I can use PC’s I will be comfortable
learned terms not used before

Normally work with AMAPS, taug’.t me more about PC’s

Now I am comfortable with terms at a novice level

Especially with the spreadsheet program

Better understanding what others talk about, meaning
Before 1 knew nothing about PC’s

Nice to learn exactly what I was doing, terms

comfortable

But have to refer to wordlist,am reading about then
Has a language all its own

Didn’t know any of the lanuage before taking class
I know what they mean and do

feels much better to have worked with tkem

Become more familiar,

Didn’t know any terminology before
Because it was explained
Class focused on terms and definitions

Through use of the terms and the Mmeanings
Was previously computer literate

Basic background of computers

The terms were explained very well

I am learning the corputer languages

Learned new terms, good handouts, notes

Knew most that was taught

Have become more familiar with abbreviated words

Now understand what the terms mean
Didn’t know anything about them before
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Comment 3: Has the class helped you interact...more effective...?

Team

249

249 Hub

249 Team

350

350 A

8274 RV

A/M Hubs
Accessories
Accessories
Carrier Call

CSR

Flange Mount 350A
Flange Mt
Flange MT
Flange Mt.
Flange Mt.
Human Resources

Nissan

Human Resources
M 249

M 249

M 249

M236

M236

M249

Maintenance
Mounting System
Mounting Systems
Nissan Hub
Quicker

Rounds

RV

RV

RV

RV

RV

RV

RV Winch

RV (Service)

RV Winch

RV Winch

RV Winch

RV Winch

RV Winch

RV Winch

RV Winch

RV Winch Mid Size
Shift Linkage
Ssangyong

Tool and Die
Tool Crib/Tool Grinding
Tool Grinding
Tool Grinding
Tool Grinding 494

a little

Haven’t had the chance to use computers much.

More comfortable

1 feel more confident abot going ino a word proc..
Learned you have to answer ‘it’s choices

Bought computer since class, have taught myself mor
Haven’t had the chance to apply the skills

Before class, didn’t understand the keys functions
Some

Can learn how to use program stepP by step

Know what keys to get help

able to change bar code label without fear of hurti
Now I know some terms that I have heard talked abou
I am not afraid to use them

Can use without double checking everything I do

27

By knowing basic commands,
learned WP,
not really
Learned what they do, how to get around on them

able to produce work
spreadsheet on 1IBM

Knew the other programs, spreedsheet was most helpf

Can have information no more than one area at a tim

Know more about how to operate comp,more effective
The more hands on experience the more you learn
Hands on experience is my way of learning

Haven’t had the chance to yet

Less fear

I don’t know

know more about them

Given me more confidence
Only through experience

Less imtimidated around PC,comfortable seeking help

know WP, Lotus and DOS more effectively

Too basic

can navigate in computers easier

How to get around on computer and what they can do
Have basic skills to write a file,
Introduced to comrputer,

make a spreadshe
now have tools to learn mor

Better understanding of language, applications, job

But not as effective as I would like
Helped with Word Perfect, spreadsheetis,

136
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Comment 4:

Team

249

249 Hub

249 Team

350

350 A

8274 RV

A/M Hubs
Accessories
Accessories
Carrier Call
CSR

Flange Mount 350A
Flange Mt
Flange MT
Flange Mt,
Flange Mt. Nissan
Human Resources
Human Resources
M 249

M 249

M 249

M236

M236

M249
Maintenance
Mounting System
Mounting Systems
Nissan Hub -
Quicker

Rounds

RV

RV

RV

RV

RV

RV

RV Winch

RV (Service)

RV Winch

RV Winch

RV Winch

RV Winch

RV Winch

RV Winch

RV Winch

RV Winch Mid Size
Shift Linkage
Ssangyong

Tool and Die

Tool Crib/Tool Grinding

Tool Grinding
Tool Grinding

. Tool Grinding 494

...understand ... better team member?

the technology is very helpful

We all share the work on the computer

Other than having more skills to offer,

Havae knowledge if needed about computers

have improved typing and self confidence
Possibly, if I understood all about computers
Things learned in class, not applicable to my job
The more skilled you are the more complete your tea
Charts, spreadsheets etc.

helps you work on and save important information
If 1 had more time on them

Able to program more info that is related to work
had to ask other people for help before class

Be able to lvook up stock to see if it’s in

Have more access to information about parts

use time more efficiently

Use time more efficeintly

But need much more training

Class increased my ability to be flexible
Don’t use computer too often on job

haven’t used them, but may need to in the future

Can do more at faster pace for team members
Making records easier to be kept,storing informatio

Computer will make cur jobs easier

Don’t use it now but may be helpful in the future
Word Perfect and spreadsheet could be helpful
Computer make things more efficient

But it still takes a lot more time than I have

If I could entor jobs, boss would have less work

Can do more on the system now

Have a better understanding of what is going on
Already realized importance before class

They can storxre information everyone can access

We all need to be as familiar with them as we can
Has nothing to do with my job

Don’t have to ask other people for help

Gave some ideas on how to store and use stats
There are terminals, standlones, servers, network

Don’t feel afraid now when team leader is helping m

Can make computer do work for us if feed right info
I knew nothing before

Can see where we can be more effective in our dept
Making programs for team use, inventory,tool contro
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Comment 5: What can You do now as a result...?

Team

249

249 Hub

249 Team

350

350 A

8274 RV

A/M Hubs
Accessories
AccessOries
Carrier Call

CSR

Flange Mount 350A
Flange Mt
Flange MT
Flange Mt.
Flange Mt.
Human Resources
Human Resources
M 249

M 249

M 249

M236

M236

M249
Maintenance

Nissan

Mounting System
Mounting Systems
Nissan Hub
Quicker

Rounds

RV

RV

RV

RV

RV

RV

RV  Winch

RV (Service)

RV Winch

RV Winch

RV Winch

RV Winch

RV Winch

RV Winch

RV Winch

RV Winch Mid Size
Shift Linkage
Ssangyong

Tool
Tool
Tool
Tool
Tool

and Die

Crib/Tool Grinding
Grinding

Grinding

Grinding 494

Basicly work with PC’s
Not ask for as much help

.Learned more than I can explain in this space.

Basics, use WP, possibly spreadsheet

about to start WordStar (on home computer

Get it started

Good beginning for teaching myself more

All course topics

Use my computer effectively

Practice with PC for future job skills

Undrstd little better how work,solve problems mysel
Word Perfect, spreadsheet
Start computer, find program,
Get in,out of A drive, delete words,find files etc.
Spreadsheets, Word Perfect in a very basic manner
Get info from system, use Word Perfect, spreadsheet
Spreadsheet, get around on compute
bring up network and use various programs

Bring up network,

store work, print

word processing,
beginning to use various programs

Be able to log in and do simple work

Get in and out of WP and spreadsheet

Work with PC’s

Less intimidated, know more about programs,
Turn on comp, load disk

Do more with spreadsheet than 1 could before

Help make problem solving easier by using spreadshe
Use a PC

Utilize files better, general understanding of DOS
Manipulate system, more familiar with WP,
Easier to use computer

Practice on all programs without fear of hurting it
Use floppies

Documents on Word Perfect,

usage
run programs,

Lotus

spreadsheets

I know the basics about getting around on computer
Work on WP, spreadsheets

I can run a spreadsheet

sit an a PC and run it (somewhat)

Producing own memos,letters without help from secrt
Do basic computer functions

Better understanding of WP,
Explain DOS

Navigate programs, extract information easier

Use files, store, rename, create,WP, spreadsheet
Have to learn how to use WP, database, Lotus better
Take on computer responsibilities on my team

Lotus, DOS

Further my education,
Do the basics

know what programs are availb

Do Word Perfect with minimal amount of problems

turning on small PC, Word Perfect, formating disks
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Supervisors’ Evaluation of the Computer Basics Class

TEAM LEADER PARTICIPANTS A B C D

WNCB - 3 3 2 3

WNCB 3 3 3 4

WNCB a 4 2 4

WNCB 303 ,‘ 33

WNCB 3 4 3 3

WNCB | a4 3 3 4

WNCB : a4 4 3 4

WNCB : i 4 3 S

WNCB : 4 4 3 5

' WNCB 4 3 2 4
. WNCB 3 3 3 3
WNCB : 3 3 2 3

WNCB 3 3 2 3

WNCB i 3 3 3 3

WNCB 3 3 3 3

WNCB a4 4 2 4

WNCB 4 4 3 3

WNCB a4 3 3 4

WNCB a4 4 3 4

Question A: Production 5: greatly improved down to 1, greatly decreased, with 3:
Question B: Quality 5: greatly improved down to 1, greatly decreased, with 3: st
Question C: Future Plans 3: Better, ": The Same 1:; Worse

Question D: Coop/Problem Solving 5: greatly improved down to 1, greatly decrease

Averages, Question A: 3.5

! Question B: 3.4
Question C: 2.6

' Question D: 3.6




Name:

‘Questionnaire For Employees that
have taken the Computer Bas:cs

Team:

(the next page has an evaluation that does not require you give your name)

Please answer the following questions...

1. Since taking the class, are you more comfortable around computers? Explain why
or why not.

2. Since taking the class, are you more familiar with the words and terms used in
referring to computers? Explain why or why not.

3. Has the class helped you learn to interact with computers in a more effective way?

If so, How?

4. Did the class help you understand how computers can be used to make you a better
worker/team member? Explain.

5. What can you do now as a result of having been in the class?
6. What things should be changed to make the class better?

Please return this questionnaire and the Course Evaluation to Toni M. in HR-Training
as soon as possible.
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Comments on the Supervisors’ Evaluation Form

Regarding Computer Basics

(I) don’t have to take the time to show basic computer skills.

...Helped to gain confidence in using computers in general.

...X. is more frustrated, needs one-on-one training.

...how much will be retained by the time opportunity presents itself is questionable.
...will make record keeping...data collection somewhat easier.

...X has been contributing more and more...don’t know whether it is the training or TEL..

(easier) memos, meeting notices and minutes produced.
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OREGON CUTTING SATTSTEMS EMPLOYEES

OCS
FOR
COMPUTER BASICS
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OCS TRAINING CRITIQUE FORM

PURPOSE OF CRITIQUE: Continual improvement of training classes and processes.
Thanks for your assistance.

CLASS 'I'I'I'LE/ CHILTER Kasas

INSTRUCTOR (S)

y)

2)

3)

4)

3)

5L¢ 77 Cc W /a gc/

DATE _ (o-/J-5/

Were your overall expectations met for thlS class?

l 2 3

/5 6

not at all very little somewhat

rsasond:ly well

deltAitely beyona expectations

If you did not rate a 5 or 6, what could have been done differently to achieve a 5 or %5 rating?

Please rate the overall appropriateness and quality of the training

materials (or manual) you received for this class. 0
b]

l 2 J

4

6

not at a very itle

somewhat reasonably appropriate defitely  beyond expectations

If you did not rate a 5 or 6. what could have been done differently to achieve a S or 6 rating?

Were you contacted regarding this class in a timelfﬂznner?
l 2 J 4 b, 0
not at i very itle somewhat reasonably we

defimirsly beyona expectations

If you did not rate a 5§ or 6, what could have been done differently to achieve a 5 or 6 rating?

How appropriate was the day & time of this class}ys‘)‘.{
I 2 3 4 5/ ]
not at al very little somewnat reasonably wel

Comments:

detsiely beyond expectations

How would you rate the i ance of this subject to your job?
/ 2 4 5 6
not at ai very itle reasonably impt,  definitaly impt. extremetv impt.

Comments: [//1/ m/} Q/Ca*/S' yn?/v /ﬂf/é 4@‘1(/1 LC??)L?ZL@ZS s

T/?/S ZihF.

SEE BACK PLEASE
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6) Given opportunities, how effectively could you use what was taught in

class?
L 2 3 m 5 o]

not at all very ittle xpawﬂa: reasonabiy-well ‘ defintely vary effactively
If you did rot rate a 5 or 6, why? ’)’Cbab/‘,f L",bu_/c/ USE a /:77/& YMEY(C
}Qrad‘, 0g

7)  Rate the instructors' ability as a teacher (HOW clas(s/was taught)?

l_ 2 3 4 i3 0]

very low low fair high verytigh excellent |

If you did not rate a 5 or 6, what could have been done differently to achieve a S or 6 rating?
8)  Rate the degree of instructo~'s expertise/knowledge ((i'm this subject).

/ 2 J 4 3 / 6

very fow low fair high verytigh excallent

If you did not rate a S or 6, what could have been done differently to achieve a 5 or 6 rating?

9) Please rate overall training. [\
l 2 3 4 5 / o]

very low Tow fair high VeRpiGh excellent
If you did not rate a 5 .. 8, what could have been done differently to achieve a 5 or 6 rating?

10) WHAT iljsse; would you like to see offered at OCS?
/ ¢

ocs colage classas onfy:

11) What impact did OCS College (having classes held here at work) have

on you taking this course?
/ | 2 3 4 5 ﬁ

. none at ail very litlle somewhat reasonabie impact  definie impact  extremeNmpact

Comments:

12) What impact did the payment method (payruil deduction at the end)

and the cost (to you) have in your choice to take this class?

L) 2 3 . 4 S = 6
o at all very fittle somewhat feasonabie impact  definte impalt  extreme impact
Comments:
2
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OCS TRAINING CRITIQUE FORM

PURPOSL OF CRITIQUE: Continual improvement of training classes and processes.
Thanks for your assistance.

CLASS TITLE Bél(zi(; (ﬁ,(’“ 170 \'-'UL—-tL’[‘ DATE & = Vi) (//
INSTRUCTOR (S) _Sce it "‘.-l-u lg1d

1) Were your overall expectations met for this class?
L_ 2_ 3 (4 5 6

not at al very kttle somewhat reasonably well defritely beyond expectations
If you did not rate a S or 6, what could have been done differently to achieve a’5 or 6 raung?

This 1%z ot
to Slow i Some i . Ul _okpencier.
2) Please rate the overall appropriateness and quality of the training
materials (or manual) you received for this class. =N
1 2 3 4 . 54' 6
not at all very somewhat reasonably appropnato dekntely  beyond expectations
If you did not_rate a 5 or 6, what could have been done differently to achieve a 5 or 6 rating?

3) Were you contactéd regarding this class in a timely manner?
L
L _2_ 3 4 7S 6
not at alf very little somewnat reasonavly wok defnitely beyona expectations
If you did not rate a 5 or 6, what could have been done differently to achieve a S or 6 rating?

4) How appropriate was the day & time of this class(es)?

2 J 4 S o)
not at alf very intle ' somewnat reasonably wel definitely beyond expectations

Comments: - ; M %@E“( —

5) How would you rate the importance of this subject to your jobZ—~

L 2 3 4 5 6 .
not at ay very Itle somewnat reasonaply impt.  definitely impt, exuremaly impt,/
Comments:

SEE BACK PLEASE
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6) Given opportunities, how effectively could you use what was taught in

class? .
[ 2 3 4 ) 0
not at all very itle somewhat 3 defnitely very effectivaly

If you did not rate a 5 or 6, why?

1

g 7) Rate the instructors' ability as a teacher /Q;lOW class was taught)?

| I 2 3 4 5

b very low low fair high very high excilent
| i If you did not r@ a 5 or 6. what could have been done differently to achieve a S or 6 rating?

/ S L NQANUL S ‘

8) Rate the deg .e of fnstructor's expertise/knowledge (on this subject).

——— e -

A 1 2 3 4 S 6

;"‘ very low low fair high very high excetient

& If you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating?
!

!

§ 9) Please rate overall training. Yo

i l 2 3 4 3! o]

¢ very low low fair high \veqytiigh excalient

i If you did not rate a 5 or 6, what could have been done differently to achieve a 5 or 6 rating?
}

; 10) WHAT classes would you like to see offered at OCS?

- =ocs colage ciasses only
11) What impact did OCS College (having classes held here at work) have
on you taking this course?

l _2 3 74 5 6
. hone a all very kittle somewhat reasonaiy impact definte impact extreme impact
Comments:

12) What impact did the payment method (payroll deduction at the end)

and the cost (to you) have in your choice to take this class? o~
i 2 3 4 5 L O .

none at al very httle somewhat reasonabie inpact  definite impact extreme xngact’

‘[‘/ Twznts.)
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©CS TRAINING CRITIQUE: FORM

PURPOSE OF CRITIQUE: Continual improvement of training classes and processes.

Thanks for your assistance.

CLASS TIT"E _Comno ter Basgics DATE G- /s~
INSTRUCTOR (S) _Scott (opeleng

1)  Were your overall expectations met for this class? .
I 2 3 4 b] 6

not at ai very itlo Somewhat reasonaply weil detnftaly bayonc¢ expectations
If you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 raung?

2) Please rate the overall appropriateness and quality of the training
materials (or manual) you received for this class.

I 2 3 /4 ] o)
not at alj very intie somewnat reasonably appropniate defintely  bayond expectations

If you did not rate a 5 or 6, what could have been done differently to achieve a 5 or 6 rating?

3)  Were you contacted regarding this class in a timely manner?
I 2 3 (4 s 6

not at af very Iitlo somewnat reasonably wed defhfraly beyona expectations
If you did not rate a 5 or 6, what could have been done differently to achieve a S or 6 rating?

L wos nctiLied af  Hy olass e o bou T
A e a head. Unre tme nuld houe  been bette

4) How appropriate was the day & time of this class(es)?
i A

2 J 4) J o]
not at all very itly sor ewhat reasonably wed definftely beyono expactations
Comments: L h,p Schedy }/f)q Do blem < S0 v oraas
hard COMe ot e Same Hime each 1) e/ .
3) How would you rate the importance of this subject to your job?
L 2 G 4 5 6
not a aif very intlo somewhat reasonably impt. definntely impt. extremeiv impt,

Comments: "L 4.0 nnt WeT 1N e Pbs; FHon et T
v 7
Aeed  # se a camper Lol bhogk 0 be  <pon

SEE BACK PLEASE
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6) Given opportunities, how effectively could you use what was taught in

class? -
I 2 3 4 5 (6
not at all very Itlo somewhat redsonably well definitely very effectively

If you did rot rate a 5 or 6, why?

[ 7) Rate the instructors' ability as a teacher (HOW class was taught)?
| 2 3 4 - 6
vary low low fair high very high excallent

: 1 If you did not rate a 5 or 6, what could have been done differently to achieve a S or 6 rating?

3 8)  Rate the degree of instructor's expertise/knowledge (on this subject).
ﬁ l_ 2 3 4 J 0

very low low fair high very high excationt
If you did not rate a 5 or 6, what could have been done dijferently to achieve a 5 or 6 rating’

—— - m

9) Please rate overall training.
/1~
I 2 3 4 5 6
very low low lar high very high excellent |
If you did not rate a 5 or 6, what could have been-done differently to achieve a 5 or 6 rating?

g e

T TSR SR

10) WHAT classes would you like to see offered at OCS? |
more > aeneral’ bacic Com PuRer clas<e o (il Has.
4 S moler’ clice. i we dont  JSrow 1okds due

ocs colage classes only:
11) What impact did OCS College (having classes held here at work) have
on you taking ikis course?
I 2 3 4 5 /6
- none at all vory little somewnat reasonable impact  dafindte impadt  extremeNmpact
Comments:__1- £OL-1% ! d_ ant Na e Sice LiZ B
@ cliss  e/ser hore S

12) What impact did the payment method (payroll deduction at the end)
and the cost (to you) have in your choice to take this class?

L 2 3 4 ) 6
none at all very httle somewhat reasonable impact  definite impact  extrame mpact

Comments: _ A/ / 4
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OCS TRAINING CRITIQUE FORM

PURPOSE OF CRITIQUE: Continual improvement of training classes and processes.
Thanks for your assistance.

va

CLASS TITLE C.@M?F’u'feE RAS S DATE L /75 77/

INSTRUCTOR (S) ¢

Y

2)

3)

4)

3)

/
T (s fes iy ' d

Were your overall expectations met for this class?

) 2 3 4 ' /5) 6

not at al very Iittle somewhat reasonably wel detinitety beyona expectations
If you did not rate a 5 or 6, what could have been done differently to achieve a 5 or 6 raung?

Please rate the overall appropriateness and quality of the training
materials (or manual) you received for this class.

I 2 3 4 (3) 6

not at ai . very ittle somewnat reasonably apprognate  defifitely  peyond expectations
If you did not rate a S or 6, what could have been done differently to achieve a 5 or 6 rating?

Were you contacted regarding this class in a timely _manner?

1 2 3 4 5 6

not at a very little somewhat reasonably wei definftely beyona expectations
If you did not rate a 5 or 6. what couid have been done differently to achieve a S or 6 rating?

How appropriate was the day & time of/jhis class(es)?
l _2_ J 4 5 6

not at alf vary ittlo somewhat reasonadly wed dafinrtely beyona expectations
Commenis:

How would you rate the importance of ?1; subject to your job?
4)

L 2 3 J o)
not at al very Intle somewnat reasonadytmpt.  definitely impt., gxtremeiv impt,
Comments:

SEE BACK PLEASE



6) Given opportunities, how effectively could you use what was taught in
l)
glass. )
L 2 3 4 r3 ] 0
not at all very little somewnat reasonably well dotinitely  vary effectively
If you did rot rate a 5 or 6, why?
7)  Rate the instructors' ability as a teacher (HOW class was taucht)?
L 2 3 (4] 5 6
very low low fait "_high very high oxceilent
If you did not rate a 5 or 6. what could have been done differently to achieve a S or 6 rating?
8)  Rate the degree of instructor's expertise/knowledge /(97 this subject).
1 2 3 4 rJ3 6
very low low fair high vegrhigh exceflent
If you did not rate a 5 or 6. what could have been done differently to achieve a S or 6 rating?
9) Please rate overall training. =
I 2 3 4 /5) 6
very low low fair high ‘e iigh excellent
If you did not rate a 5 or 6, what could have been done differently to achieve a 5 or 6 rating?
10) WHAT classes would you like to see offered at OCS?
0cs collage classes only=
I1) What impact did OCS College (having classes held here at work) have
on you taking this course? \)
2 3 4 /s 6
. hone a 3l very little somewhat reasonable impat  defipiteafpadt  extreme impact
Commenis:
12) What impact did the payment method (payroll deduction at the end)

and the cost Wou) have in your choice to take this class?
2

l 3 4 5 o)
none at all vary#tile somewnat reasonabie inpact  defintte impat  extreme mpadt
Commens:
2
100



o

PURPOSE OF CRITIQUE: Continual improvement of training classes and processes.
Thanks for your assistance.

OCS TRAINING CRITIQUE FORM

~

CLASS TITLE L2 o [5a< ¢ DATE 4% - +%¥ —<

INSTRUCTOR (S) e p s

)

2)

3)

4)

9)

Were your overall expectations met for this class? '
i 2 3 4 5 o]

not ar a4 very itlle somewhat reasonably well definitely beyona expectations
If you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating?

Please rate the overall appropriateness and quality of the training
materials (or manual) you received for this class.
| 2 3 4 L9 6

not at all very idtle ‘somewhat reasonably appropnate efindely  beyona expectations
If you did not rate a 5 or 6. what could have been done differently to achieve a § or 6 rating?

Were you contacted regarding this class in a timely manner?

I 2 3 4 >} 6

not at ai vory ittle somewhc! reasonably well definitely bayona expectations
If you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating?

How appropriate was the day & time of this class(es)?
1

not at alf very ittle somewhat reasonadly wel definitely beyona expectations
Commenys:

How would you rate the importance of this subject to your job?

2 3 4 5 G
ot at ai very itle somewnat feasonably impt.  definitely impt. extremeiv impt,

Commenss: ___ 24 codd  Kawer  tewns LoNg R - GisE
Shen:  thece  sovtveon o
SEE BACK PLEASE
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6)

Given opportunities, how effectively could you use what was taught in
class?

l 2 3 4 b] 0

not at al very little somewhat reasonably well definitely very eftectivaly

If you did not rate a 5 or 6, why?

7) Rate the instructors' ability as a teacher (HOW class was taught)?
I 2 3 4 J_ 6
very low low fair high very high exceilent ‘
If you did not rate a S or 6, what could have been done differently to achieve a 5 or 6 rating?
8) . Rate the degree of instructor's expertise/knowledge (on this subject).
I 2 3 4 J_ 6
very low low fair high very high excallen!
If you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating?
9) Please rate overall training.
| 2 3 4 3 o]
very low low fair high very high excellent .
If you did not rate @ 5 or 6, what could have been done differently to achieve a 5 or 6 rating?
10) WHAT classes would you like to see offered at OCS?
20cs college classes only:
11) What impact did OCS College (having classes held here at work) have
on you taking this course?
[ 2__ 3 4 S 6
. none at all very ittle somewhat reasonable impact  definite impa  extreme impad
Comments:
12) What impact did the payment method (payroll deduction at the end)

and the cost (to you) have in your choice to take this class?.

L 2 3 4 J 0
none a all vevy little somewhat reasonable impact  definite impact extrame-mpact
Commenis:

2

—,
i |
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OCS TRAINING CRITIQUE FORM

PURPOSE OF CRITIQUE: Continual improvement of training classes and processes.
Thanks for your assistance.

CLASS TITLE _ (e i Ze - Bac/c  DATE _lvs-§y
INSTRUCTOR (S) Sco77 Qfoo [ 5474

1)  Were your overall expectations met for this class?
L 2 3 4 ) 6

not at all very Itle somewhat reasonanly wed definftely beyona expectations
If you did not rate a S or 6. what could have been done differently to achieve a 5 or 6 rating?

2) Please rate the overall appropriateness and quality of the training

I materials (or manual) you received for this class.

I 2 3 4 ) 6
not at al very itle somewhat reasonably appropnate deffitely  beyond expectations
If you did not rate a 5 or 6. what could have been done differcntly to achieve a 5 or 6 rating?

3) Were you contacted regarding this class in a timely manner?

I y 3 4 6
not at ai very little somewhat reasonably wed definiely beyona expectations
If you did nos rate a 5 or 6, whay could have been done differently to achieve a 5 or 6 rating?

4) How appropriate was the day & time of this class(es)?
I 2 3 4 5 (6)
not at alf very litle

somewnat reasonably wed definitely beyona sxpectations

Commenis:

5) How would you rate the importance of this subject to your job?
L 2 3 4 5 6)

not at aA very Intle somewnat reasonadly impt.  defintely impt.  extremeiaymat,
Comments:

SEE BACK PLEASE




6) Given opportunities, how effectively could you use what was taught in

class?
P
g i 2 3 4 [5) 6
= not at al very Itle somewhat redsonably weil dehindely very effectively

If you did not rate a § or 6, why?

¥ 7) Rate the instructors' ability as a teacher (HOW class was taught)?

| i 2 3 4 5 6

very low low fair high very-high excellent

If you did not rate a 5 or 6, what could have been done differently to achieve a 5 or 6 rating?

8) Rate the degree of instructor's expertise/knowledge (on this subje%t).
I 2 3 4 S ) »

| very low low fair high very high excelignt

i If you did not rate a 5 or 6, what could have been done differently to achieve a 5 or 6 rating?

9) Please rate overall training.

- i 2 3 4 () 6

: very low low fair high vely-figh excelient

If you did not rate a 5 or 6. what could have been done differently to achieve a S or 6 rating?

ey

| 10) WHAT classes would you like to see offered at OCS?
| (losses 7o Cop 70 FILeRS Rac o CQ;QWIﬂQ'_‘//C//S

g 11) What impact did OCS College (having classes held here at work) have
on ycu taking this course?

‘ l 2_ 3 4 s /)
) - hone at al very little somewhat reasonable ipact  definte impact  extremeé s act
Comments: ___

12) What impact did the payment method (payroll deduction at the end)
and the cost (to you) have in your choicato take this class?
4

L 2 3 i 5 6
none at ajl very hitils somewhat reasonabiedmpact  definte impact  extrame mmpact
Commens:

2
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OCS TRAINING CRITIQUE FORM

PURPOSE OF CRITIQUE: Continual improvement of training classes and processes.
Thanks for your assistance.

CLASS TITLE ___LompPuTER  BASis DATE _&—/S5—-7/
INSTRUCTOR (S) _S/p77" Loprtngh

1)  Were your overall expectations met for this class? —
L 2 3 4 (S 6

not ar all very little somewhat reasonably well dofnitety beyond exoactations
If you did not rate a 5 or 6, what could have been done differently to achieve a 5 or 6 rating?

2) Please rate the overali appropriateness and quality of the training
materials (or manual) you received for this class.

I 2 3 4 (5 5

not at all very imtle somewhat reasonably appropriate Baﬂﬁﬂ:aly beyond expectations
If you di not rate a 5 or 6. what could have been done differently to achieve a S or 6 rating?

3) Were you contacted regarding this class in a timelyﬂmanner?
I 2 3 4 5 6
not at all very little somewhat reasonably well defiaitety bayona expactations
If you did not rate a S or 6. what could have been done differently to achieve a 5 or 6 rating?

4) How appropriate was the day & time %_[his class(gs)?

| 2 3 5/ 0
not at al very litle somewhat reasofiably well delaiely beyond expectations
Comments:

5) How would you rate the importance of this subject to your job? .

l 2 3 4 * 5 (6 )
not at all very little somewhat reasonably impt.  definitely impt. extremeyy impt.
Comments:

SEE BACK PLEASE
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6) CGiven opportunities, how effectively could you use what was taught in

7

8)

9)

10)

class? .
I 2 3 4 5 (s )

not at all very little somewhat reasonably well definitefy very 9ﬂbefr'vél/y
If you did not rate a S or 6, why?

Rate the instructors' ability as a teacher (HOW class was taug%\
6

) 2 3 4 5 ,
very low low fair high very high oxcellent .-
If you did not rate a S or 6, what could have been done differently to achieve a § rating?

Rate the degree of instructor's expertise/knowledg%this subject).
/ 2 3 4 5 O\ 6

very low low fair high w./ excellent
If you did not rate a 5 or 6, what could have been done differently Chieve a 5 or 6 rating?

Please rate overall training, TN
L 2 3 4 S [ 6
very low fow fair high very high W

0 rating?

If you did not rate a S or 6, what could have been done differently to achieve a 5

WHAT classes would you like to see offered at OCS?

_BOUINSIES DETER [/ LMPLTZE En <z< -

11)

12

)

ocs college classas only:
What impact did OCS College (having classes held here at work) ‘have
on you taking this course?

I 2 3 4 /75 ) 6

none at all very little somewhat reasonable impact W extreme impact
Comments:

What impact did the payment method (payroll deducticn at the end)
and the cost M) have in your choice to take this class?
2

L 3 4 b) o}
none at all W somewhat reasonable impact  definfte impact  extreme impact
Comments:

156



&%

OCS TRAINING CRITIQUE FORM

PURPOSE OF CRITIQUE: Continual improvement of training classes and processes.
Thanks for your assistance.

CLASS TITLE _(lom pustee Hasics  DATE _G-/5-%/
INSTRUCTOR (S) __SCo7  Coge s and

1)  Were your overall expectations met for this class?

) 2 3 4 ) 5

not at al veryitile somewhat reasonadly well dafinly beyona expectations
If you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating?

2) Please rate the overall appropriateness and quality of the training
materials (or manual) you received for this class.

i 2 3 4 (s)

not at ail very wtie somewhat reasonably appropriate defngely  beyond expectations
If you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating?

3) Were you contacted regarding this class in a timely manner?
/ 2 3 4 {5 6
not at ai very ittle somewnat reasonably wel defrinely beyona expectations
If you did not rate a 5 or 6, whar could have been done differently to achieve a 5 or 6 rating ?

4) How appropriate was the day & time of this class(es)?
1 -

b 3 4 (5) 6

not at aj very litle somewhat reasonably weil defindely bsyonad expectations
Commens:

5)  How would you rate the importance of this subject to your job?

[ 3
L 2 3 4 5 (6
not at ajf very ittle somewhat reasonably impt.  definttely impt. oxtremerv impt.
Comments:

SEE BACK PLEASE




6) Given opportunities, how effectively could you use what was taught in
class? ~
[ 2 3 4 (5 6
not at all very ittle somewnat redsonably well deiialy very effectively
If you did wot rate a 5 or 6, why?
7)  Rate the instructors' ability as a teacher (HOW class was taught)?
I 2 3 4 h) %/6
very low low lair high very high ox t
If you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating?
8)  Rate the degree of instructor's expertise/knowledge (on this subject).
1_ 2 3 4 5 (8)
very low low fair high very high excallent
If you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating?
9) Please rate overall training. '
I 2 3 4 &, 6
very low fow law high very high excellent
If you did not rate a 5 or 6, what could have been done differently to achieve a 5 or 6 rating?
10) WHAT classes would you like to see offered at OCS?
MoRE. Cowgu e classes
"Ilf DE| 1 o
—=ocs coege classes only
11) What impact did OCS College (having classes held here at work) have
on you taking this course?
L 2__ 3 4 (5) 6
.. none af al vevy kttle somewhat reasonable impat  defind¥impadt  extreme unpact
Comments:
12) What impact did the payment method (payroll deduction at the end)

and the cost (to you) have in your choice to take this class?

L 2 3 4 5 6
none at al very kttle somewhat reasonabie impact  definteifipad  extreme mpact
Comments:
2
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PURPOSE OF CRITIQUE:

9)

OCS TRAINING CRITIQUE FORM

Continual improvement of training classes and processes.
Thanks for your assistance.

CLASS TITLE Qow@,u ree Eaacs DATE _ G//S/9/

INSTRUCTOR (S) _ =T Coo Ser g

Y

2)

3

4)

3)

Were your overall expectations met for this class? __
y. — 2 3 4 L/ 6

not at alf vevy Iitlie somewnat reasonaply weil dafinaety beyona expectations
If you did not rate a 5 or 6. wher Could have been done differently to achieve a 5 or 6 raing?

Please rate the overall appropriateness and quality of the training
materials (or manual) you received for this class. -

l 2 3 4 S 6

not at a4 very ixe somewhat reasonably aporopriate de#dtely  bsyond expectations
If you did not rate a S or 6, what could kave been done differently (o achieve a § or 6 rating?

Were vou contacted regarding this class in a timely _manner?
/ 2 3 4 3/ o]
not at a4 vory ittie somewhat reasonably wei dafiniety beyona expectations

If you did not rate a 5 or . what could have been done differently to achieve a 5§ or 6 rating?

How appropriate was the day & time of this class(;.;)?
/ —_2 3 4 5 ) 6
very inttie somewisat reasonably wol defiagely beyona expactations

ot at al
Comments:

L 2 3 4

"ot at al vary ittle somawnat reasorably impt.  definitely ump. extremetv imp!,
Comments;

How would you rate the importance of this subject (te_)your job?
: b) o)

SEE BACK PLEASE
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6)

7)

8)

9

10)

Given opportunities, how effectively could you use what was taught in
class?

i 2 3 4 b) @
not at all ' vty itle somewhat reasonably wei datnitely very effectively

If you did ot rate a § or 6, why?

Rate the instructors' ability as a teacher (HOW clﬂas taught)?
I 2 3 4 h] 6

wrylow low fair high “Veryigh axcellent

If you did not rate a 5 or 6, what could have been done differently to achieve a S or 6 rating?

Rate the degree of instructor's expertise/knowledge /(eg this subject).
l 2 3 4 ] 6
very low low fair high vesy high excallent

If you did not rate a 5 or 6, what could have been done differently to achieve a 5 or 6 rating?

Please rate overall training.

l 2 3 .4 /L 5\ 6
very low low far high '\VW excellent

If you did not rate a 5 or 6, what could have been done differently fo achieve a S or 6 rating?

¢

-

WHAT classes would you like to see offcrﬁd at OCS?

11)

12)

ocs collage classes only;
What impact did OCS College (having classes held here at work) have
o you taking this course?

l 2 3 4 /) 6
.. none at a¥ very ittle somewhat reasonable impat  definltyimpact  extreme impact
Commenis:

What impact did the payment method (payroll deduction at the end)
and the cost ((lgjyou) have in your choice to take this class?
2

L 3 4 5 6
none at all véry-fitle somewhat reasonable impact  definite impadt  extreme impact
Comments:
2
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QOCS TRAINING CRITIQUE FORM

PURPOSE OF CRITIQUE: Continual improvement of training classes and processes.
Thanks for your assistance.

CLASS TITLE (om gutev by <, < < DATE & -/5- 9/
INSTRUCTOR (S) 4/ . #+

1)  Were your overall expectations met for this class?

L 2 3 4 /5) 6
net at alf very itle sonigwhat reasonably wed defimfaly beyona expectations

If you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating?

2) Please rate the overail appropriateness and quality of the training
materials (or manual) you received for this class. A
| 2 3 4 (3 0]
not at aij very nile somewhat  masonably appropnaté  defitely  beyond expectations
If you did not rate a 5 or 6. what could have been done differently to achieve a S or 6 rating?

3) Were you contacted regarding this class in a timely manner?
I 2 3 (9 5 6
not at al very inttie somewhat reasonacty wed definitely beyona expectations
If you did not rate a 5 or 6, what could have been done differently to achieve a S or 6 rating?

4) How appropriate was the day & time of this class(es)?

2__ € 4 5 6
not at alf very little somewhat reasonaoty wed definitely beyona expectations
Comments:

5) How would you rate the importance of this subject to your job?

i 2 3 2 5 6
not at ai very intle somewnat reasonabl impt,  dafintely impt. extramelv Impt,
Commerns:

SEE BACK PLEASE




6)

-

Given opportunities, how effectively could you use what was taught in
class?

I 2 3 14 5 6

not at al very Iittle somewhat reasonabfy wel defnitely vary effectively

If you did rot rate a 5 or 6, why?

7) Rate the instructors' ability as a teacher (HOW class was taught)?
I 2 3 4 £5) 6
very low low fair high veryhigh excellent
If you did not rate a 5 or 6, what could have been done differently to achieve a 5 or 6 rating?
8)  Rate the degree of instructor's expertise/knowledge /Q))n this subject).
1 2 3 4 b) 6
very low low fair high veryhigh excatlent
If you did not rate a 5 or 6, what could have been done differently to achieve a 5 or 6 rating?
9) Piease rate overall training. -
I 2 3 4 £5) 5
very low low fair high vbdy High excellent
If you did not rate a 5 or 6, what could have been done differenily to achieve a S or 6 rating?
10) WHAT classes would you like to see offered at OCS?
ocs colege classes only:
11) What impact did OCS College (having classes held here at work) have
on you taking this course?
I 2 3 4 £) 6
- ..noneatal very httle somewhat reasonable impaa  definitejfipact  extrend mpact
Comments:
12) What impact did the payment method (payroll deduction at the end)

and the cost (to you) have in your choice to take this class?

i 2 3 4 J

none at al very little somewhat reasonable impact  definite impadt  extrome mmpart
Comments: éj}}&j zl)bjff.ﬁ/ -
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OCS TRAINING CRITIQUE FORM

PURPOSE OF CRITIQUE: Continual improvement of training classes and processes.

Thanks for your assistance.

CLASS TITLE _ Yo vy pr, o DATE & /=™~ 5/

INSTRUCTOR (S) o0 Lt it o

1)

2)

3)

4)

5)

Were your overall expectations met for this class?

L 2 3 4 S =6
not at ay very iftle somewnat reasonably well defindtely beyona expuctations

If you did not rate a 5 or 0. what couil have been done differently to achieve a 5 or 6 rattng?

Please rate the overall appropriateness and quality of the training

materials (or manual) you received for this class,

L 2 3 <y 5 6

not at ai very itle somewnat reasonably appropnate definitely  beyond expectations

If you did not rate a 5 or 0, what could have been done differently to achieve a 5 or § rating?
o CLN LY IM;.”):or, 4/,(.“/“// -~

Were you contacted regarding this class in a timely manner?

I 2 3 (4 _ 5 o]

not at af very iitle somewhat reasonably wel definttely beyona expectations

If you did not rate a 5 or G, what could have been done differently to achieve a 5 or 6 rating?
T, WJZ‘;/M(‘ 2 B, [ Lo Qe Lot

How appropriate was the day & time of this class(es)?

2 3 (4 5 6
not at all very little somewhat reasonably wel definitely beyona expeciations
Comments;

How would you rate the importance of this subject to your job?

L 2 3 4 52 b
not at al very itle somewnhat reasonably impt.  defindaly impr, extremev impt,
Comments;:

SEE BACK PLEASE
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6) Given opportunities, how effectively could you use what was taught in

class?

I 2 3 @) s 6
not at a very Iittle somewhat redsonably wed defnitely vary effectively
If you did not rate a 5 or 6, why? ' al” a2

qs1L ﬁ(‘}/ﬂd(/u.&// 1/). /401 ﬁmj. ,a/w p

7)  Rate the instructors' ability as a teacher (" /W class_was taugh:)?
I 2 3 | 52 6
vory low fow fair 1 very high excallent
If you did not rate a 5 or 6, what could have been ne differently to achieve a 5 or 6 rating?

8)  Rate the degree of instructor's expertise/knowledge (on this subject).
1 2 3 4 52 6
very low Inw fair high vary high exceilent
If you did nox rate a S or 6, what could have been done differently to achieve a 5 or 6 rating?

9) Please rate overall training.

L_ 2 3 4 5D 6
very low low fair high yery high excollent
If you did not rate a 5 or 6, what could have been done differently to achieve a 5 or 6 rating?

10) WHAT classes would you like to see offered at OCS?

0cs college classes only:
11) What impact did OCS College (having classes held here at work) have
on you taking this course? —
I 2 3 4 b Cs )
._ none at al very kttle somewhat reasonable impact definite impact extreme ¥npact

Comments:

12) What impact did the payment method (payroll deduction at the end)
and the cost (to you) have in your choice to take thxs class"'

I 2 3 4 ;
none at all very little somewtiat feasonabie impact  definte mmd extre.
Comments:

164
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QCS TRAINING CRITIQUE FORM

PURPOSE OF CRITIQUE: Continual improvement of training classes and processes.

Thanks for your assistance.

CLASS TITLE _Biv,c. Coripiudte DATE _&4-/4-3/

INSTRUCTOR (S) _ <. .4 Lj-,;{ Jaw d

D

2)

3)

4)

Were your overall expectations mel for this class?
L 2 il i 5 ;

not at ail very intle sokfmar reasonadly well definitely beyona expectations
If you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating?

Z. m/o///c' LA LE /'Z\'/)’)’nu](f’/ mcfk-(:ar ( \qSS +»
‘V\V’IA<({<+C\\/\C\ \4('&"&( O S\Aﬂ‘\' \ALQ!Q u\*e(’cd‘e(j,

Please rate the overall appropriateness and quality of the training
materials (or manual) you received for this class.
I 2 3 4 ) 6

not at alf very itie somewnat reasonably appropnate  dahintely  beyond expectations
If you did not rate a S or 6. what could have been donc differently to achieve a § or 6 rating?

Were you contacted regarding this class in a timely manner?
f 2 3 4 5 6

at al very iittle somewhat reasonably wed definitely beyona expectations
If you did not rate a 5 or 6, what could have been done differently to achieve a S or 6 rating?

Zoin C/a;/(lopfc(&. Hhe O <t Nasgs,

How appropriate was the day & time of this class(es)?

2 3 4 5 s
not at alf veryiitle somewnat reasonably weW definitely beyona fxdactations
Camn:enl.r:'_g)’)ou\\d'ue, N)e_e_v\ QC—\“\'sQ\' nek n \mnc\A\Q Q

SN
v

5) élgw would you rate the importance of this subject to your job?
)

2 J 4 J 0

ot at ail very Intle ‘ ' somewhat reasonavbly impt.  definntely impt. extremeiv impt,
Conmumen:y; DOCSV\ 7L- N \/())U(’. YNy ;o\p ed‘ C\U
VAR,

SEE BACK PLEASE
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6) Given opportunities, how effectively could you use what was taught in

class?
L (2) 3 4 5 6
not at all very little somewhat reasonably wel definitely very effectivaly

If you did not rate a $ or 6, why? _\O a L\ A \'ADQA o T&g\ Lam‘m:hr c_\qSS.

7) Rate fhe instructors' ability as a teacher /({IOW class was taught)?
4 J

l 2 3 6
very low low fair “Tigh very high excallont

If you did not rate a S or 6, what could have been done differently to achieve a § or 6 rating?

\I)G\A\ &X‘\)\O\\\/\ SCYY‘LQH{;Y\C\ &\4? \z\\\f\t\& lQ\) \
he\‘c‘) Ciem asazdant and Wayc YOm\OL\f\.md.

8)  Rate the degree of instructor's expertise/knowledge %Q‘? this subject).
5

1 2 3 4 6
very low low fair high veryTigh excellont

If you did not ratz a S or 6. what could have been done differently to achieve a 5 or 6 rating?

9) Please rate overall training.

l 2 3 4 (A 6

very low low lair high very high excstient

If you did not rate a 5 or 6, what could have been done differently to achieve a 5 or 6 rating?

10) WHAT classes would you like to see ofteyed at 0CS?

— -

—ocs colage classes only:
11) What impact did OCS College (having classes held here at work) have
on you taking this course?

1 2 3 4 5 6
.. none at all very litle somewhat reasonable impact definte impact extreme impact
Comments:

12) What impact did the payment method (payroll deduction at the end)
and the cost (to you) have in your choice to take this class?

/ A 3 4 y - 6
none at all very little somewhat reasgnable impact  definte impact extreme mpact
Comments:
2
166
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OCS TRAINING CRITIQUE FORM

PURPOSE OF CRITIQUE: Continual improvement of training classes and processes.
Thanks for your assistance.

CLASS TITLE _ (- dpnpuder Aac/S DATE é;//y/ G/
INSTRUCTOR (S) Co ot Copelcn _q ’

1) Were your overall expectations met for this class?

I 2 3 4 (5 ) 5

not at ai very liftle somewhat reasonably well delnitely beyona expeciations
If you did not rate a 5 or 6 what could have been done differently to achieve a 5 or 6 raung?

2) Please rate the overall appropriateness and quality of the training
materials (or manual) you received for this class.

I 2 3 4 (5) 5

not at ai very utle somewhat reasonably appropriate  dufiitely  beyond wap.iiations
If you did not rate a 5 or 6, what could have been done differently to achieve a S or 6 rating?

3) Were you contacted regarding this class in a ﬁmcy_‘s\anncr?
I 2 _3 4 5 6
not at al very iittle somewhat reasonably wed defintely  beyona expectations
If you did not rate a S or 6, what could have been done differently to achieve a 5 or 6 rating?

4) How appropriate was the day & time of this class(es)?

I 2 _ 3 4 b o)
not at all very litla somewhat reasonably wel defrittely beyona expectations
Commens:

5) How would you rate the importance of Ph)subject to your job?
4

i 2 3 b o)
not at al very itle scmewhat reasonadlyTmpt.  definitely impt. extramelv impt.
Comments:

SEE BACK PLEASE
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(|3

6) Given opportunities, how effectively could you use what was taught in

class? .
L . 1) 4 g 6
not at all very itle somewhat reasonably defnitely very alfactively

gt
If you did not rate a 5 or 6, why? ,/, L i /’100,& (A_/JT I rhore_
‘OJ/YLC/?LIC Q_

7)  Rate the instructors' ability as a teacher (HOW class was taug :t)?

I 2_ 3 4 5 ) 6
very low low fair high vy Tigh excailent
If you did not rate a 5 or 6, what could have been done differently to achieve a 5 or 6 rating?

8)  Rate the degree of instructor's expertise/knowledge (on this s(lub'g.y\
6

I 2 3 4 b)
very low low fair high very high e
If you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating?

9) Please rate overall training. /\7
I 2_ 3 4 5 -
very fow ow fair high very high wxealient’
If you did not rate a 5 or 6. what could have been done differently to achieve a S or 6 rating?

10) WHAT classes vy\ould you lSkc to see offered at OCS?
Luo NQ / 2 rfo Q.

11) What impact did OCS College (having classes held here at work) have
on you taking this course?

l 2 3 4 5 6 )
.. none af all very iittle somewhat reasonable impad  definde impact  extreme-apact

Comments;

12) What impact did the payment method (payroll deduction at the end)
and the cost (to_you) have in your choice to take this class?
i

L 3 4 S )
none at all " Vory-mtife somewhat reasonabie impact  definite impact  extreme unpact
Comments:
2
165
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Compilation of Survey to Cumputer Bes/cs Participants

Queetion #1 (been able to uee...) Commente Heve you tekea other oouress 1if yee, did thie coures help you

NQNUNNNNUNNNNNNUNUNNUNNNl

bo

1
0
[}
3
1
2
1
2
3
1
0
3
2
2
3
3
2
2
3
2
3
1
3
¢

O

a
Need olase ia CMC machine

Aow about windowe, 08 2.2 and MAC syoteme

It helped me with other olasses I took
Thie would be very valuable to my poeition

D08 I, Harvard Graphice I
Pro-Write, Lotue

Use a typewriter et home, but ths computer keyboard 1e differext

had eoas beeic ekille, ooures wse informative, enhanced my knowlg
I1’n not afraid of it anymore

Helped in ueing new method of computer at work

Aae helped me be more confidert with our pew reporting syeten
Moetly dept, ocaputer ie ueed for lebor reporting Pro-write
Gove me . better undaretanding

Applied the knowledge awey from work

Gave me nore knowledge of the keyboard

ONOOOU‘OOOOOOOOOOOF.‘OOOMO.

BBBI.R’EBHBHI..BDRR.HI

Compilation of Survey to Computer Beeice Participants

you plan to teke other computer covrees at OCS: Commente pid being ia the couree snoourags you to plan to take more ooureee?

y

y
Preseutly I don’t nes a computer very much

Y Gave me a better underetanding of the computer

It helped relieve & lot of anxiety I had about computere,

Geve me a chance to leers basice before doing oomplex programe
1 want to leern word prooeseing

L & & 3

well teught, ‘- sok "myetery out® , did 8ngourege ma to proceed
Don’t know yet It brought as thru moet of the foy

found that I 1ike and enjoyed the clese
shoved ms that I have a Jot to leers;

1 need to now which one I oan taka. I 11ke to leern eomathing mors.

Showed me thet I have an apptitude and 1iking for computers
when the right coureasr are offured I would 1ike to be able to lesrn more
1t provided dixeotion .

It 1e good to lsern how to work the computer
Enjoyed clees, but I etill don’t 1ike conputers!

LR A L & L A N NN

-y

17
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Evaluation of Computer Basics Course

To:

Please help us follow-up on the effectiveness of this training course. - Answer each
question as best you can. Ifa question does not apply to you, just leave it blank.

1. Have you been able /o useany of the knowledge or skills you learned in this course?

1. 2. 3. 4,
I'veusedit a lot I've usedit a little Thaven’thada chancetouseit Iwon’t bezbleto useit
Comments:

2. Have you taken any other computer classes since taking this course?
Yes? No?

If yes, what course(s):

If you have taken other courses, did this course help you in another course?

1. 2. - 3. 4,
Ithelpedme a lot It helpedmea little It didn’treally help It left me confused
Comments:

3. Do you plan to take other courses in computers at OCS?

1. 2. 3. 4,
I'menrollingin January Iplantotakeonesoon Iplantotakeonceventually Imaynottakeone
Comments:

Did being in the Computer Basics class encourage you to plan to take more classes?

Yes? No? Explain:

4. May we contact your supervisor to ask them a few questions about hov' the class
may have affected your performance on the job?

Okay? Not Okay?

Please Return this Survey to Lynn Cox in the Training office as soon as possible,
Thank you.



Comment 6: What should be...make the class better?

Team

249

249 Hub

249 Team

350

350 A

8274 RV

A/M Hubs
Accessories
Accessories
Carrier Call
CSR

Flange Mount 350A
Flange Mt
Flange MT
Flange Mt.
Flange Mt. Nissan
Human Resources
Human Resources
M 249

M 249

M 249

M236

M236

M249
Maintenance
Mounting System
Mounting Systems
Nissan Hub
Quicker

Rounds

RV

RV

RV

RV

RV

RV

RV  Winch

RV (Service)

RV Winch

RV Winch

RV Winck

RV Winch

RV Winch

RV Winch

RV Winch

RV Winch Mid size
Shift linkage
Ssangydng

Tool and Die
Tool Crib/Tool Grinding
Tool Grinding
Tool Grinding

- Tool Grinding 494

Focus on less topics

Need to learn more of our AMAPS system

More computers, or less students in class.
Nothing

Make class longer

Have table of contents and pages # on handouts
Class was fine

Design a class that lets people go at own pace
Shorter overall term

Have more free time to use the PC

None

More computers

more time on computer, not having to team up

More weeks of class, more specific areas

Teach us about our new system

Get more computers

class area is very uncomfortable

Area where it is held, very uncomfortable

Hard to take notes and listen, pages need # system
Have more class like the last one, doing work alone
I think it is fine the way it is

Smaller classes with one person per terminal
Wouldnt change material used,would extend class tim
Longexr class time, one PC per person

Great for beginners, needed faster pace for me
More class time, computers for each student

More time to use the PC

Make it 1 hour each of instruction, lab

More hands on experience, home-work wnrksheets
Class cancelations should be minimized, more PCs
One comp per person,using programs on real projects
Little more quiet time in class to do work

Course could have been longer, too fast

More indepth

Not applicable

I like it the way it was

Additional computers to be used during class

Can’t think of anything

Move at faster pace, more terminal:s available

More computers, more time

Class is too short

More hands on experience with computer
one computer per person, not several
More time to use what you are learning

Learn inventory, reject parts, parts to floor etc
More class time, teach Basic DOS

Handouts at beginning, teach one topic at a time
Just fire, could be longer

Typing 15 WPM beneficial, easier to keep up

How to find part #'s, tooling used on parts, AMAPS

17¢



Comments on the Computer Basics Post Test

L

...I will remember and improve skills. ...just need to use my skills.
I feel more cox:nfortable, I know it won’t bite me.

Training needs to be ongoing.

...1t opened a door and now I need to know more.

More hands on training. |

If you don’t have the opportunity...it is very hard to remember.

...found the class very, very helpful.

...good presentations...I don’t feel so intimidated by the terminals.
...at least 20 wpm should be a prerequisite.

Should dwell on the system (AMAPS) here at Warn.

..moved too slow for me...group by knowledge or experience.
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Evaluation of Computer Basics Course

To:.

Please help us follow-up on the effectiveness of this training course. Answer each
question as best you can. If a question does not apply to you, just leave it blank.

1. Have you been able to useany of the knowledge or skills you learned in this course?

1 Q 3, 4.
I'veusedit a lot I’vé u a little I haven'thad a chancetouseit I won’t be able to useit
)
Comments: _ / M Ne7” /7564/5)’ of )7 A M)’/’?f% 2

2. Have you taken any other computer classes since taking this course?

Yes?
If yes, what course(s):

If you have taken other courses, did this course help you in another course?

1. 2. 3. 4,
Tt helpedmea lot It helpedmea little It didn’t really help It left me confused
Comments:

3. Do you plan to take other courses in computers at OCS?

] 1. 2, 3, 4.

E' I’m enrollingin January I planto takeonesoon Iplanto takeonceventually  Imaynottakeone

Comments: 00/1/)7 Know )/6’7“

Did being in the Computer Basics class encourage you to plan to take more classes?

Yes? No? Explain: |7~ BRoUEHr 1€ F#hey Mos? oF THE Fo&

N 4. May we contact your supervisor to ask them a few questions about how the class
may have affected your performance on the job?

@ Not Okay?

' Please Return this Survey to Lynn Cox in the Training office as soon as possible,
' Thank you.
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TMAWNG - 8,4

Evaluation of Computer Basics Course

To:

Please help us follow-up on the effectiveness of this training course. Answer each
question as best you can. If a question does not apply to you, just leave it blank.

1. Have you been able fo useany of the knowledge or skills you learned in this course?

1. ;Q 3, 4.
’ I'veusedit a lot I'veu little I haven’thada chanccto useit Iwon’tbeabletouseit
f Lhax Jome baalc S TAS Cotetac
Comments: (/Ao cnqg/'ﬂa.m oot Ledze o W

(Felo Mdénm 21 p _/f/?m(/é W(
2. Have you any other computer classes since taking this course?
Yes? (No” )
v

If yes, ¥ ourse(s):

If you have taken other courses, did this course help you in another course?

1. 2. 3. 4,
It helpedmea lot It helpedme a little It didn’t really help It left me confused
Comments:

3. Do you plan to take other courses in computers at OCS?

2. 3. 4,
" 'm cmo@in January Iplantotakeonesoon Iplantotakconceventually Imaynottakeone

Comments:

: Did being in the Computer Basics class encourage you to plan to take more classes?
: ; W‘ ) 9 ww %/@Zﬁ - ajé\é

@ No? Explain: 4 fe | mq} Qu.z’y M@o’)ﬂeé{ é_/qz,ca/ e
MK%MM{ U o friceacl

4. May we contact’;our %sor to ask them a few questions about how the class
z may have affected your performance on the job?

[ @ Not Okay?

Please Return this Survey to Lynn Cox in the Training office as soon as possible,
Thank you.




HLAWING - 8‘,4

Evaluation of Computer Basics Course
To:.

Please help us follow-up on the effectiveness of this training course. Answer each
question as best you can. If a question does not apply to you, just leave it blank.

1. Have you been able /o useany of the knowledge or skills you learned in this course?

1. %2. 3. 4,
I'veusedit a lot I’veusedit a little Ihaven'thada chancetouseit Iwon't beableto useit

Comments: _% %W%&% fe srerag W&%

il e fe
2. Have you 3;1 any other Computer class&s since taking this course?

Yes?
If yes, what course(s):

If you have taken other courses, did this course help you in another course?

1. 2. 3. 4,
It helpedmea lot It helpedme a litile It didn’t really help It left me confused
Comments:

3. Do you plan to take other courses in computers at ( S?

1. @ 3. 4.

I'menrollingin January Iplantotakeonesoon Iplantotakeoneeventually Imaynottakeone

Comments:

Did being in the Computer Basics class encourage you to plan to take more classes?

@ No? Explain: }.&J/M pee S Ysoe agpee @WL
JP Confitets anid nboo 1 pinl /4‘2,7
4. May we contact your supervisor to ask them a few questfons about how the class
may have affected your performance on the job?

\ "Not Okay?

-~

Please Return this Survey to Lynn Cox in the Training office as soon as possible,
Thank you.
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Evaluation of Computer Basics Course

To:

Please help us follow-up on the effectiveness of this training course. Answer each
question as best you can. Ifa question does not apply to you, just leave it blank.

1. Have you been able fo useany of the knowledge or skills you learned in this course?

1. 2 3. 4.

I'veusedit a lot I'veusedit a little I haven’thad a chancetouseit I won’tbeabletouseit

Comments: /',445 jéloe'd( /;t/ USI/Y 7%5 7% et o d ot ow e Joé
LSE o Me c-am/aaf&y&_

2. Have you &kﬁ any other computer classes since taking this course?

Yes?
If yes, what course(s):

If you have taken other courses, did this course help you in another course?

1. 2. 3. 4,
It helpedmea lot Ithelpedmealittle  Itdidn’treallyhelp It left me confused
Comments:

3. Do you plan to take other courses in computers at 0CS?

1. 2) 3. 4.

I’'m enrollingin January Iplantotakeonesoon Iplanto takeoneeventually I maynottakeone

Comments:

Did being in the Computer Basics class encourage you to plan to take more classes?

@ No? Explain: /’/06(/&6/ '/44)/' yA ///E/ éfA/z/ EA/J;OI¢E/ > LS

4. May we contact your supervisor to ask them a few questions about how the class
may have affected your performance on the job?

Not Okay?

Please Return this Survey to Lynn Cox in the Training office as soon as possible,
Thank you.
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HoMiNG- — QA

Evaluation of Computer Basics Course

To:

Please help us follow-up on the effectiveness of this training course. 'Answer each
question as best you can. If a question does not apply to you, just leave it blank.

1. Have you been able fo useany of the knowledge or skills you iezrned in this course?

1 @ 3 4.

I'veusedit a lot I'veuseait a little I haven’thad a chancetouseit I won’tbeabletouseit

Comments:

Yes?

2. Have you n any other computer classes since taking this course?
If yes, what course(s):

If you have taken other courses, did this course help you in another course?

1. 2. 3. 4,
It helpedmea lot It helpedme a little It didn’treally help It left me confused
Comments:

3. Do you plan to take other courses in computers at OCS?

N
L. 2 3. (4)
I’menrollingin January Iplantotakeonesoon I planto take oneeventually may nottakeone

Comments:

Did being in the Computer Basics class encourage you to plan to take more classes?

@ No? Explain: ah) \»«;Cﬁﬁﬂ ﬂ( oL W oo C\'\uﬁ\ e aw L
g0 ik C&Mﬁ\m‘;m CAt” M&Moa,d/ hdgo s O:Qi“t
4. May we contact your supervisor to ask them a fcw questions about how the clags”
may have affected your performance on the job?  ndi A D o clos Ui,
,(_ &x;\\/t ae ake X "6 (/(/W-{M/t"\- /)’t‘*f(r e
Okay? Not Okay? (//%Mw K Yuins g Cer R g} v leek T
Lty DR g ami - Mo P puk vae A ekt
Please Return this Survey to Lynn Cox in the Training office as soon as possnble,
Thank you. OQM Ailes U—\M"‘f‘t’%wﬂ Nretnphiinst jnuwclw.«-
N The Longmeinins rusy mwb,w;d} o
A i O T s & Gl AN~ [flpadas .
%faw%zwﬂ o { MUY VS g
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Lioe by line demoq. from registration forms.

October 24, 1%9] at 2:539 p.w.
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3J11emyel ¢2yenoanyyllmsu 20
411mynl 62ynyyannnldlwmmn 0
' 3)2yo0o0< 60yyannneanldlmsN 2
J4lmyan. 950 ynyormynlltMIN 20
S11nyns %2onyynynld) WeSN 20
4118y 3 62ynyyonoullwsy 20
J1lynel 62nyannyyldlmn 2
312ny82 €20 gnyonoynldlmwmsn 20
412ny0l 62y ynenyn2lmes 2
J1l1lyne2 62yy7anynldlmx 20
452nyn2 02yyyyyynldilmwsn 2
J1laynd 62yyynnnndlwsn 20
3120y8] €61yyynnyn2lwmwmsn 20
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311708 62 00 wesH 20
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J11lnynl ¢2nyynnynidd sy 20
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. 4111nyn2 60 nynoyndl WNsy 2
4120 yYn2 62yanyonond]l wwsew 20
J12ynnd 62n0nryynnn2l wish Q
112yn0nl2 62nyyonyn2! wse 20
4120803y02 6€2yyoyonnunl]l Wuse 20
311oyn4 7T2yyynnnnil wisk Q
211ynn2 S200nynnnnl]l wNsH 10
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~ERic

Aruitoxt provided by Eic:

Pags 1

Expett

Refread my math gkille
Improve math skillas.
1mproves job performancs. (Qualify for fwtwre poaition

Refreah mamory.

To improve sy math akills and lern boe it’s dons.
Batter anderatanding of fracticos and decimala.
Refreahmant of math and to gain focwaing of tho mind.
Bettar grasp of math and sppiicetiom in mfg. ahop.
To aee if 1 oeed to brash wp on eome laveln of math.
To be able to fuprove ay math akilla.

More adecation, piss more ortiee in Harn Indws’ries.

TO improwve ey math akille

Upgrade and refreab my memory.

Raaic shop math to help vith blweprint resding.
fnrither knovledga.

Bettar math skilla.

Mati snderatanding

Learn more abowt fraction § percents
Oa® 3 celcwlator at home and work.

Refrash mesory abomt math in clasarcos tormat.

Refreahen forgotten math akills,

Education

Learn hoe to work eith fractionas and percentages.

A fall inoviedqe of ho® to mas fractions and percent.
Kknovledge on whet I have atudied

Improve

Learn motre abodt math.
A better underatanding about wath, (perc. and fract.)
Laarn aoTe than I already know.

Batter math skilla to use jn other classas.

improve my math skilla--mainly fructions.

Basic fendimentals of math

latter my math shilla and get into GUT class.
improve math akills ard prepate for more training
kefreah ay menory on hoe to do fractiona.

Improve edwcation and be a2 computer draftar.

Refresh my Bemory on basic math skills.

pa -sed

1mplove Oy asth

Catch sp on math skills. Increase 40b skilla re: math
Batter at math.

Education in mpth oue spyreclated Lo any school yesrs
Bettar knovledge o fractions and parcents.

turthet sy knowledqge in math, better aysalt

Better understanding of the calculator

Refresh old marh skills and leatn nev onaa.

Improve my personsal math skilis.

P
S
——
- -



L RIC

Aruitoxt provided by Eic:

october 28, 1991 at
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Class Cla
L b ] 20
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Rz 20
ms 20
wisn 20
s (]
wmen 20
mise 20
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wrsH 20
e sH 20
WASH 20
wmse 20
mse 20
s 20
wmaN 20
wse 20
wmse 20
wmas 20
WA SN 20
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Page 2

Lxpect

Merthar ny Lkooviedge and reveive credit towstd G.E.D.
Bopefelly to ramember Mie to do them.

¥novisdge of vorking en compwtera and how they work.
Renew Bath akilla to takas futmre clssasea.

Hainly to improve my education for bettsr joba.

Nota underatanding in self and ts tzeining with co,
Wore math aillas.

Isprove sy math skills,

Ganeral muth skilla to nmove to highec claasas.
srian back a fes things 1 forgot.

1 axpect to schiave the math akillas that 1 oeed.
refread ny knosledge oo baaic math akills

Settar oducatios in math akilla.

Laay undaratanding of math

Review. More femilisr with proper formulaa for praob.
will halp me brush up..jcb openings easier

Buttar underatanding of math.

Bruah ep on By ekills.

Better math akilla

55



Course Evaluation

You do not need to write your name on this form.

Ak kkkk kK kK Your Answers are

How long have you worked at this company? Kept Confidential

* k *
: ?
How long have you done this type of works: Only write your

What is your job title or position? Name on this if
want to be con-
tacted

What is your sex? M or F (circle one).

What is your age? What is your Race?
d ok k ok ok kk ok ok k

What type of problems can you solve that you couldn’t before taking the class?

Do you think the skills you learned in this class will help you in your job? Why, or why not? How?

Do you think the course has (or will) help you meet any of your personal goals? Why, or why not? How

Would you recommend the course to a fellow-employee or friend? Why or why not? -

Were the materials and workbooks helpful? What was good or bad about the materials used in this course?

If you could change the course in any way, what would you suggest we do to make it a better class?

Circle the answer that best applies...

Circle one:
-The course was too hard agree not sure disagree
-The course will help me on the job agree not sure disagree
-The course will help me outside of work agree notsure disagree
-The course was confusing at times agree not sure disagree
-The teacher made it easy for me to learn agree notsure disagree
-I would like another class taught this way ~ agree not sure c‘sagree

. . . 223313311 .
Use the back of this form if you wish to make further comments or suggestions.

Thank you for your help. You will help us make this a better course.
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Remrn T

. Lwvnn Cox
Supervisor’s Survey
of
Worker’s Participation in Training
To:, )_
o N
Regarding: Participation of _ inarecent training program.

Please help us evaluate the effectiveness of training programs by completing this survey. The
worker listed above has participated in a Basic Computer class this last year. Your answerscan

help us evaluate the overall benefits of this training effort. You may or may not havealotto

go on in answering some of the questions. Just answer as you see best. Thank You.

1. Were you aware that this worker took a basic computer class? Yes () No)d
2. Does this worker use the computer (of any kind) to complete work tasks? Yes () No b(
If the answer to #2 is no, skip down to #5.

3. Have you noticed any improvement in this worker’s skill or ability to perform tasks
on the computer?

1. 2. 3. 4,
A greatimprovement Some Improvement No noticeableImprovement Somewhatworse
Comments:

4. Have you noticed any improvement in this worker’s knowledge or understanding of

the computer?

1. 2. 3. 4.
A greatimprovement Some Improvement No noticeableImprovement Somewhatworse
Comments:

5. Do you feel that this worker will be of more value to you and the company by having
participated in the Basic Com rse’?

1. 2. 3. 4,
Very Much So Somewhat Itishardtosay . Not Likely
Comments:

Please Route this survey to Lynn Cox in Training at your earliest convenience.
Thank You for your participation. 190
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femuen T

Lywn Cox C‘B)
Supervisor’s Survey '
of
Worker’s Participation in Training

- 1
To:_ .

v _ : :
Regarding: Participation of _ in a recent training program.

Please help us evaluate the effectiveness of training progra... . by completing this survey. The
worker listed above has participated in a Basic Computer class this last year. Your answerscan
help usevaluate the overall benefits of this training effort. You may or may not have a lot to
go on in answering somic of the questions. Just answer as you see best. Thank You.

1. Were you aware that this worker took a basic computer class? Yes () No }4 qf
2. Does this worker use the computer (of any kind) to complete work tasks? Yes ()4 No ()
If the answer to #2 is no, skip down to #5.

3. Have you noticed any improvement 1n this worker’s skill or ability to perform tasks
on the computer?

1. 2. 3, 4,
i A greatimprovement Some Improvement No noticeablelmprovement Somewhatworse
? ,
| Comments: > / ﬂéx L hetdy

4. Have you noticed any improvement in this worker’s knowledge or understanding of
the computer?
1. 2. 3. 4,

l A greatimprovement Some Improvement No noticeableImprovenient Somewhatworse

S | _
Comments: «%f - AL L5

- 5. Do you feel that this worker will be of more value to you and the company by having
participated in the Basic Computer course?

1. 2. (3 4.

L Very Much So Somewhat Itishardto say Not Likely

N YAy L e
t Comments; // /Q/g’xj s /{gﬂ.étlz, A Z7j~ //"KZ/E’/ K /. //://,'

7

Please Route this survclft/o Lynn Cox in Training/‘{t your earliest convedience. -
M . . S ‘/
o  Thank You for your participation. 7;%,,5/ s /(/%f i sl e i 74: (&
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Lywn Cox C‘B)
Supervisor’s Survey
of
Worker’s Participation in Training
To:
Regarding: Participation of ... . — = __inarecenttraining program.’

Please help us evaluate the effectiveness of training programs by completing this survey. The
worker listed above has participated in a Basic Computer class this last year. Your answerscan
help us evaluate the overall benefits of this training effort. You may or may not have a lot to
g0 on in answering some of the questions. Just answer as you see best. Thank You.

-“
1. Were you aware that this worker took a basic computer class? Yes () No 0

2. Does this worker use the computer (of any kind) to complete work tasks? Yes () No (¢”

If the answer to #2 is no, skip down to #5. -

3. Have you noticed any improvement in this worker’s skill or ability to perform tasks
on the computer?

1. 2. 3. 4,
A greatimprovement Some Improvement No noticeableImprovement Somewhatworse
Comments:

4. Have you noticed any improvement in this worker’s knowledge or understanding of

the computer?

1. 2. 3. 4,
A greatimprovement Some Improvement No noticeableImprovement Somewhatworse
Comments:

5. Do you feel that this worker will be of more value to you and the company by having
participated in the Basic Computer course? -

1. 2. 3. 4,
Very Much So Somewhat [tis hard to say Not Likely

Comments:

Please Route this survey to Lynn Cox in Training at your earliest convenience.
o Thank You for your participation.
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B‘:?'MH To;
. LN Cox (8)

Supervisor’s Survey
of
Worker’s Participation in Training

Regarding: Participation of _ in a recent training program.

Please help us evaluate the effectiveness of training programs by completing this survey. The
worker listed above has participated in a Basic Computer class this last year. Youranswerscan
help usevaluate the overall benefits of this training effort. You may or may not have a lot to
go on in answering some of the questions. Just answer as you see best. Thank You.

1. Were you aware that this worker took a basic computer class? Yes () No ?9\
2. Does this worker use the computer (of any kind) to complete work tasks? Yes Q& No ()
If the answer to #2 is no, skip down to #S5.

3. Have you noticed any improvement in this worker’s skill or ability to perform tasks
on the computer? :

1. @ 3 4,
A greatimprovement Some Improvement No noticeableImprovement Somewhatworse

Comments:

4. Have you noticed any improvement in this worker’s knowledge or understanding of

the computer?
) ? 3 4
A greatimprovement Some Improvement No noticeablelmprovement Somewhatworse

Comments:

5. Do you feel that this worker will be of more value to you and the company by having
participated in the Basic Compuu@urse‘?

1. 3. 4,
Very Much So Somewhat It is hard to say Not Likely

Comments:

Please Route this survey to Lynn Cox in Training at your earliest convenience.

Thank You for your participation. 107
Q




Ly Cox (EQ
Supervisor’s Slirvey
of
Worker’s Participation in Training
|/
To:_
Regarding: Participation of in a recent training program.

Please help us evaluate the effectiveness of training programs by completing t\.is survey. The
worker listed above has participated in a Basic Computer class this last year. Y »uranswerscan
help us evaluate the overall benefits of this training effort. You may or may not havea lot to
go on in answering some of the questions. Just answer as you see best. Thank You.

1. Were you aware that this worker took a basic computer class? Yes\/) No ()
2. Does this worker use the computer (of any kind) to complete work tasks? Yes\&) No ()

If the answer to #2 is no, skip down to #5.

3. Have you noticed any improvement in this worker’s skili or ability to perform tasks
on the com
1.

A greatimprovement

2.

Some Improvement

3. 4.

o noticeableImprovement Somewhatworse

Comments: OJ«J 4&,..,4 Cd o,

! 2. 3. 4,
L A greatimprovement Some Improvement No noticeableImprovement Somewhatworse
Comments:
g 5. Do you feel that this worker will be of more value to you and the company by having
particip: in the Basic Computer course?
; 1. 2. 3. 4,
k. Very Much So Somewhat Itis hardto say Not Likely

Comments: @& <1 A _dtsm 4(4,42/ a7 D) 24 /R tiinnd
3 v < 22 ¢
Please Route this survey to Lynn Cox in ’I‘raining/ at your earliest convénience.
o  Thank You for your participation.
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LynN Coxw CS)
Supervisor’s Survey |
Worker’s Partici;;tion in Training
To: | —
Regarding: Participation of _ ___inarecent training program.

{

Please help us evaluate the effectiveness of training programs by completing this survey. The
worker listed above has participated in a Basic Computer class this last year. Your answerscan

| help us evaluate the overall benefits of this training effort. You may or may not have a lot to
g0 on in answering some of the questions. Just answer as you see best. Thank You.

1. Were you aware that this worker took a basic computer class? Yes () No (8~
2. Does this worker use the computer (of any kind) to complete work tasks? Yes () No (¢~
If the answer to #2 is no, skip down to #5.

3. Have you noticed any improvement in this worker’s skill or ability to perform tasks
on the computer?

1. 2. 3. 4,
£ A greatimprovement Some Improvement No noticeableImprovement Somewhatworse
‘ Comments:
: 4. Have you noticed any improvement in this worker’s knowledge or understanding of
the computer?
{ 1. 2. 3. 4,
L A greatimprovement Some Improvement No noticeableImprovement Somewhatworse
Comments:
[}
; 5. Do you feel that this worker will be of more value to you and the company by having
participated in the Basic Computer course?
~ ' 1. 2. : 4.
L Very Much So Somewhat Itis hard to sa Not Likely
g .
' Comments:

| Please Route this survey to Lynn Cox in Training at your earliest convenience.
] o  Thank You for your participation.
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Change and Check Tolerance:

The width of the groove is .061" . o _ e e o _
Is it in tolerance? -..081 "+O3937= e MM

““1s this within'z 0.12 mm?
The diameter(left) is 1.511" . i
Is if in tolerance?
(in this case, : .04 mm)

Rules to Remember

To change a milimeter (mm) measure 1o
inches:

a To change inches to (mm) measure:

‘ More practice:

1. The spec calls for a hole to be 9.525 mm . What size drill bit is this?

f

l

|

f 2. The distance of a cut needs to be 1.87 mm . How far is this in inches.

;

' 3. An outside diameter needs to be 33.2 mm = 0.12 mm . You measure it at 1.305" . Is

in tolerance?

Note: If you are not currently using millimeters (metrics), do not try to memorize all these steps.
Just make sure you understand how the “conversions" work. If you get the "big picture," when
you do get into metrics, it will go easy for you.
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METRIC EQUIVALENT

’
inches

mm

Inches

mm

inches

mm

inchas

mm

inches

mm

¢ Inches

mm

Inches

mm

0.6001
0.0002
0.0003
0.0004
. 0.0005
0.0006
0.000?
0.0008
0.000%
0.001
. 0.002
0.003
0.004
0.005
0.006
0.007
0.008
0.009

0.0025
0.0051
0.0076
0.0102
0.0127
0.0152
0.0178
0.0203
0.0229
0.025
0.051
0.076
0.102
0.127
0.152
0.178
0.203
0.229

0.010
¢ 020
+ J30
0.040
0.050
0060
0.070
0.080
0.099
0.100
0.110
0.120
0.120
0.140
0.150
0.160
0.170
0.180

0.254
0.508
0.762
1.016
1.270
1.524
1.778
2.032
2.286
2.540
2.794
3.048
3202
3.556
3.810
4.064
418
4.572

0190
0.200
0.210
0.220
0.230
0.240
0.250
0.260
0.270
0.280
0.290
0.300
0.310
0.320
0.330
0.340
0350
0.360
0.370

4826
5.080
5.334
5,588
5.842
6.096
6.350
6.604
6.858
112
7.366
1.620
7.874
8.128
8.382
8.636
8.890
9.144
9398

0.380
0.390
0.400
0.410
0.420
0430
0.440
0.450
0.460
0.470
0 480
0.490
0500
0.510
0.520
0.530
0.540
0.550
0.560

9.652

9.906
10.160
10.414
10.668
10.922
11.176
11.430
11.684
11.938
12.192
12.446
12.700
12.954
13.208
13.462
13.716
13.970
14.224

0.570
0.580
0.590
0.600
0.610
0.620
0.630
0.640
0.650
0.660
0.670
0.680
0.690
0.700
0.710
0.720
0.730
0.740
0.750

14.478
14.732
14,986
15.240
15.494
15.748
16.002
16.256
16.510
16.764
17.018
17.272
17.526
17.780
18.034
18.268
18.542
18.796
19.050

0.760
0.770
0.780
0.790
0.800
0.810
0.820
0.830
0.840
0.850
0.860
0.870
0.880

19.304
19.558
16.812
20.066
20.320
20.574
20.828
21,082
21.236
21.500
21.844
22.098
22.352

0.890
0.900
0.910
0.920
0.930
0.040
0.050
0.960
0.970
0.980
0.990
1.000

22.606
22.860
23114
23.368
23.022
21.876
24.130
24.284
24.638
24.892
25.146
25.400

Exsmple: 0.0564 inch in mm.
0.850 =2

0.008

00004 «

590
152
.0102

0.8584 in.=21.7522 mm.

X 2
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Different Kinds of Percentage Problems
Help Each Other Find the Answers

Problem: Your team produced 2006 parts, but 6 were defective. What is your percent

defective?

Same Type of Problem: You check out springs for receiving, out of 1250 springs 53 are not
acceptable. What is the percent rejected?

Another kind of problem: Your team has decided that any shipment of dials that is more than
3% defective must be rejected. You count a sample of 64 dials. How many can be defective?

A similar problem: You expect a 12% discount on a shipment that would normally cost $2235.50
The billing lists your amount due as $2045.00. Did you get the right discount?

One different problem: Your team has done well to reach 97% orders shipped to new orders.

You shipped $120,500, how much were the new orders. (Hint: orders shipped “to" or "of' new
orders= 97%)

i)
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Figure out the percentage of a sample

That is defective using division and

the calculator.

Jill needs to check out some hub bodies her team is
purchasing.

In Receiving, she ©picks up the invoice and the
"characteristics/results" sheet. On the invoice, it usually tells
her how many she needs to look at for a sample to inspect. She

could find out how many to sample for this lot by using the "zero
defects chart."

See the following pages, 1t the invoice does not show how

many to take for a sample, Jill will find how many she needs to
sample using the "zero defects chart." She alsc looks at the
"characteristics/results" sheet to see what the spud diameter
should be. This is what she wants to inspect.

on the zero defects chart, she only uses one column. It's the
column of numbers with the arrow above it. She finds the number
in that column for a sample size needed for the lot size she has.

She counts out enough hubs for a sample, ‘then measures the
spud diameter. Three hubs have spud diameter that is too large.

Jill needs to figure out the percentage defective in order to
fill in the DMR (Descrepant Material Report).

The pages after the chart and characteristics/results sheet
show how Jill finds the percentage defective and fills in a DMR.
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CHARACTERISTICS / RESULTS o
* NAME: BODY, HUB .

5
NJUMBER. BUILD-REV INSP INSP 1oT SAMPLE .393+/-.001

DATE BY SIZE SIZE

égtﬂ te Fad 24 | g0 | | et |
D612 | TS 12-14 9. | 5LO 19 |-z )/

S

A

she writes the highest and lowest in here —~—

s » section from the *characteristicsiresults® sheet. This sheet is used every time this pan is inspecied at receiving. .

The Zero Defects Chart:

u ~he .")' .
5 5'.'gpy of the Zero Defects Chart. Jill can find how many to sample by finding the lot size, and going over 10 the hi-lighted column gnd f/ nel

1 the sample size needed for that los size. This time, her lot size was 560.

1

) e 8 . .t ) .o v
,0103 .0153 .0253 0403 |.0653 .103 .153 .25 |.403 .G6S3 1,03 1.53 {2.53 4.03 6.53 10.0°
. SAMPLE S12€ Gy LT \/ THIS Quuwmy
LOT SI2E (Acceptance rwmber 1n al) cases s zcro. “A” {ndicates the entire lot must be fnspected).
2t 8 A A A A A A A A A A A 2
: 9 to 15 A A A Al oA A [ T I S T & 2 o
; 16 to 25 A A A A A A A A A 20 13 3
' 26 w £0 A A A A A A A A 32 20 1N 5
, 51 to 90 A A A A A A 80 Ss0| 32 22 1 5 ¢
! SLto1so....| & A A A A 125 80 s0| 32 20 13° 6 !
151 t 230 A A - A A |.200 125 80 so| 32 20 20 7 (
281 to 500 A A A ans | 200 125 g0 S| ¢33 4 2 9 :
501 to 1200 A 800 500 s | 200 128 . 80 S| I 42 N 1N £
: 1201 to 3200 1250 800 500 s | 200 125 120 N6 | 73 S3 4 13 ¢
‘- 3201-t0 10,000 1250 800 S0 315 | 200 182 189 NG| 86 68 SO 15 ¢
10001 to 35,000 {1250 800  S00 31s | 300 29¢. 189 135|108 7 60 15 ¢
. 35001 0 150,000 {1250 800 SO0 490 | 476 25¢ 2187 170 [ 123 9% N 15 H
| 150.000 to 500,000 {1250 800  7%0 71s | 476 s 250 200 ] 1s6 119 90 15 ¢
§02,001 and over 1250 120071112 715 | ss6 ¢35 303 244 | 189 143 102 15 ¢
' ) : A )
- o
Turn +o the uéfo:\:‘ff-l

fe.hext page to see how Jill will determine the percent defective.

i

BEST COPY AVAILABLE
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R figures out the percentage defective for this sample...

First: She has a lot size of 560, she knows this from the invoice and she counts them to (by box) @ be sure.

Then: She finds that she needs to "sample® 19 of the hub bodies. She gets this ﬁ'om the Zero Defects chart, or, it the instructions
on the invoice showed how many to sample.

Then: After she measured 19, checking the spud diameter, she found that 3 had a diameter that was too large, up 1o .396
(++.003).

So: She divides 3 by 19 and multiplies the answer by 100 to get a percentage defective. She enters this on the DMR.
(4
o -
3+ 19 x 00 = 5.9 .- (e
d
Now: She can fill in the results section of the DMR. See the sample below.

 The Run\Lot Qty. (in this case, it's how many are being reccived) is 560, the sample qty. is 19. She measured them and 3 had
v  loberejecied. Note how she fills in the form. The Run\Lot Qty. Accepted and Rejected is figured by the Quality People. They'll
»  fill in that part.

{

!

RUN/LOT QTY. SAMPLE QTY.| SAMPLE ACCPTED| SAMPLE REJ.| LOT ACCPTED| LOT REJ
.; "‘)@ 19 16 3
N - v srecTIoN REsULTS NN

]‘TBM DEFECT CHARACTERISTIC SPECIFICATION | OBS/MEASURED DEFECT| % DEFECT
N O.S. SPvp DIM | .393 thool| Tapeved- p o | [E/
‘e 4. 982

' On

the next page, practice finding the percent defective and filling in the DMR.

13
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A sa2mple of 33 brass dials are 1nspected from a lot of 11,000. Out of the
33 you inspect, 14 have paint missing in the letterlng... What is the percent
defective? Write in your answer under % DEFECT. S

)

‘RUN/LOT QTY.. SAMEPE QTY.| SAMPLE ACCPTED| SAMPLE REJ.! LOT ACCPTED| LOT REJ
| l{,000 P lq 1y
- R - s cEcrioN  REsULTS

ITEM | DEFECT CHARACTERISTIC SPECIFICATION OBS/MEASURED DEFECT| % DEFECT

[ | visvar., Lebeivs Paint ";”14 vt Letriine
v

On some flange blocks, the whole lot of 1725 is sampled and 213 are found to
be off-center line up to nearly 165" ... What is the percent defective? Fill in
the Inspection Results section.

RUN/LOT QTY. SAMPLE QTY.| SAMPLE ACCPTED| SAMPLE REJ.| LOT ACCPTED| LOT REJ

T T s pEcTIoN REsuLTs I
ITEM DEFECT CHARACTERISTIC SPECIFICATION OBS/MEASURED DEFECT| % DEFECT
‘ Rémension Symmittic OFF CEMTER

. On another lot. of hub bodies, the spud diameter is tapered, not even. The

.:aper is up to .002" over specification on all 19 of the 19 you sample. The lot
-./as 620 hub bodies and quality tells you they will reject the entire lot. Fill
1n the Inspection Results Section...

IRUN/LOT QTY. SAMPLE QTY.| SAMPLE ACCPTED| SAMPLE REJ.| LOT ACCPTED| LOT REJ

H —————— g O
{

" ITEM DEFECT CHARACTERISTIC SPECIFICATION OBS/MEASURED DEFECT| % DEFECT




ﬁ Finding the percentage of rejects to complete a P-Chart H

Jerri is chartlng defects as her team assembles aftermarket hubs. Each
reject is set asi e, hen at the end of the job, she counts how many rejects
there are of each type.

For the Job dated 3/15:

She adds up the rejects of each type to figure the REJ. TOTAL.

She divides the total by the BUILD QTY: 7 < 2015 =

She multiplies this by 100 to make the decimal a % : xX 100

= %
Then she enters this on the PERCENTAGE LINE---
o e Dlsm o] gpe,
. 25412 | 3413 | 38410 |37 34/ adding Yo
. BUILD QTY | 20\ 2000 | 100§ [1015 | oo rejects
¢ REJ. TOTAL | L figd%ng

’

PERCENTAGE

i CASTING-====mmmmmmeace | e | e e —————
_ POROSITY jq 2 / - / 3
; CRACKS/PIT — 2 - > -
FLASH H { - 2 / -
PLATING=====mm=mmmmeee | mmemee= | cmeee | commem | coomm
PEELING 3 — - - /
BUFF/DULL { ) , 3 3




"DEFECT CAP/BODY REJECT REPORT"

PARENT ITEM P.N.

%40 o

CAP/BODY P.N.

ASHB-A<WE  PROD Cove

H

—

| DATE BUILT{?F'

jols

iMpPs JOB

BUILD QTY.
REJ. TOTAL
| PERCENTAGE
CASTING

—

Y ""jJCL.!f_I 2t

—[J' l’o'

o3+

4

‘?‘ﬂ

|

POROSITY
CRACKS/PIT
FLASH

LINES/LETT
DECAL SURF
DEFECT LEG
PLATING

e
=

b

BARE SPOTS
PEELING
BUFF/MAT
BUFF/DULL
RWK PLTNG
BARE DIAL
ﬁAINT

‘J

L

DALE COMPLETED
7-1¢

cuosiTuTAL

3 n__|
0 3

ROUGH

ENT

BARE SDOTS

~

e | e |}t

il

CARD BOARDL

C

DENT/FIT
DENT/COS

?°CRATCHE°

-MACHININC

11

OUT/ROUND
NOT MACH
BAD EPUD
NO PINHOLE"*
LETTERS

wa | == | e f wn {———g
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{
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i
|
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!
!
|
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|
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Using percentages to compare the teams' monthly shipments
to the plan amount. -

Tom is working on some numbers for his team leader. He needs to
figure how his team doing compared to others in shipments compared
to plan amounts. :

Tom realizes that the different teams have different factors to
contend with, so the comparison is only a general view of how his
team is doing.

He figures the percentage of shipments to plan by dividing the
shipments by the plan amounts. Then he multiplies that by 100 to
get it in percentage form.

This percent will be below 100% if the shipments are less than

Plan. It will be above 100% if the shipments are more than the
plan.

The report from ﬁhe last day of the month is on the next page.
Use this formula to finish the percentages for each team...

Shipments M-T-D
X 100 = Percentage of shipments
to plan amount

Plan amount

Now, Tom's team leader asks him to figure the percentage of
shipments to orders. He can use the same formula...

Shipments M-T-D

Percentage of shipments

to plan amount
Orders M-T-D

Write the percentages along the right side of each column. Tom
started them, just finish them using these formulas.

04'(
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WARN INDUSTRIES

, 28-Sep-90
) PLAN SHIPNENTS ORDERS
%flmﬂ’ LINE DAILY M=T-D DAILY M=T~D

¥ANGYONG o 0 0 0 o V

Zil

- MERCIAL/IND. 91,000 1,203 108,137 IN% 1,014 107,291 s01%
:BNGE MOUNT 1,422,572 229,679 1,547, 048 so?9. 111 1,819,510 357,
236 192,498 52,228 422,563 6,841 412,609
7T | 241,180 32,552 227,142 20,365 221,425
28 o 0 o~ 0 L
- sher LINKAGE 0 0 0— o 0~
.JMSALES & MARKETING 13,750 0 17,560 (8) 17,217

M DD G s G G S G G S oD T oD - . - e o= s oo GD S5 S0 G O OB G2 GBS O SD En S5 G 6D e o8 6D
B susToTAL 1,961,000 315,661 2,322,451 28,324 2,578,052
if" JCOVER 102,800 (1,672) 29,431 245 32,498
SUESSORIES 165,600 2,628 122,273 29,783 156,116
fpuwTING. ITS 331,000 12,529 213,193 52,199 310,583

,.Detkor, 52,600 624 17,041 1,030 20,625
- WINCH 1,888,500 32,063 1,327,762 324,891 1,860,441
L WTILITY 163,600 41,154 274,388 21,501 264,915
AFPTERMARKET HUBS 365,900 2,783 231,421 55,278 254,954
APTERMARKET SUBTOTAL 3 070,000 90,111 2,215,509 484,927 2,900,172
WAL 5,031,000 405,772 4,537, 959 513,251 5,478,224
m‘mzn SHIPMENTS/ORDERS - TO DATE 5,031,000 5,031,000
eER(UNDER) pmn:—:o SHIPMENTS/ORDERS r$493,041) $447,224
ckoRPERS - DOMESTIC 1,689,894
: - INTERNATIONAL 700,097
GACKOLTERS - TOTAL §2,389,992

e TSt —
t

BNUFACTURING OVERHEAD ABSORBED 578,423
BSEMBLY OVERHEAD ABSORBED 250,273
{ocAL OVERHEAD ABSORBED §28,696

' E.ANNED ovmmn ABSORBTION TOTAL 855,000 855,000

'ﬂ&i(UNDER) PLANNED ABSORBTION ($26,304)

-vg_m INVENTORY (LESS WORK IN PROCESS) $5,997,084

MRKING DAYS 19 19



Finding the percentage of rejects to complete a P-Chart

Jerri is charting defects as her teanm assembles aftermarket hubs. Each
reject is set aside, thes at the end of the job, she counts how many rejects

there are of each type.

For the Job dated 3/15:

! She adds up the rejects of each type .> figure the REJ. TOTAL.

(o]

-

(%))
il

' She divides the total by the BUILD QTY: 7 ¢ 2

She multiplies this by 100 to make the decimal a % : X 100

]
o0

Then she enters thie on the PERCENTAGE LINE---

3 - = .
| DATE BUILT | =< /5 -6 | 3/ | 3-20 | 2-2\ gﬁﬁéihfor
( MPS JOB st:; 3<yi3 | 2640|354l | 3xW3|  Pagtl by, .
BUILD QTY || A20\S K000 100q {1015 2004 ::gecgs
REJ. TOTAL 7 ' finding
; the % .
PERCENTAGE 0 28
CASTINGm=m==-po==mmmm= | mmmmmne | cmomee | —mmmee

| POROSITY | 2 I - / 3

| CRACKS/PIT — A - 2 -

{ FLASH 4{ ! - 2 ! -

| PLATING-—===g=mmmmm== | mmowcmm | ommomm | oo mmm | oo
P PEELING | 3 —~ - - /

? BUFF/DULL “ | J | 3 3

211




Finish the P-chart by charting the percent

of defects and totaling each type of defect.

The next pages have two p-charts that need to be finished, Find the percentage defective like
before, t?:en, “chart' the percen.tpon the d‘efect chart across the bottom oF £e page.g ‘

Jerri started these charts by marking a dot on the line below each job that is across from the
percentage numbers along the ‘left edge of the page....

Then she connects the dots to show what is happening with defects on the jobs her team is

going.

This is what her chart looks like...

'Cap/Body Defect Chart

Then, for each tgge
of defect, she adds
every Xrow across
then puts_the total
‘in the column along
the right side of
the page.

Note the charts on
the next pages. She
started the totals,
you can finish them.

o —
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H _flce

PARENT ITEM P.N._|4407- CAP/BODY P.N. id4c™

e ! T 012 o2 o Y fo.21 ' 10-22" 1y
DATE BUILT _ 21012 .20 2
=MPS JoB  PBe 1 Zen L3I 32EAY (39190 135410 | TP52EIR6C L T
BUILD QTY ji6et 120¢7 1 10wo | ¢4 1200012 0es tige] 1204 VRO 1Gend
REJ. ToTaLl 21 € 1 2 | ' i - | n .
PERCENTAGE L4 1 241 3 | | 1 | | | .
CASTING N
POROSITY |—2- '} | { | a
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‘Running Totals: e e
Fmd 'W'hen a Tool Lumt is Reached

Cutting Tools need to be serviced after reachmg the “tool limit." When planning a
job. Phyllis checks the broach (a cutting tool) record to see if she can finish the job
before exceeding the “tool hmxt.

Look at the Record on the next page...

This how she figures if’ she can run the job:

First, she looks for the row on the broach record that shows her when the tool
was last sharpened.

Next, she checks the "tool limit," and the amount she plans to run on this Job.

Now. she adds the tool limit number to the running total that was listed the
last time the broach (tool) was sharpened.

Then she takes that total and subtracts the current (last entry) running total.

If this answer is less than the amount she needs to run for her job, she will
reach the tool limit before the job is done.

The broach team can inspect the broach and determine if it is wise to exceed
the limit. If not, they will ne .d to replace the broach in order to finish the
job.

Phyllis is planning to run a job for 3150 parts. See how she f igures it on the next
page.

Q15
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Aruitoxt provided by Eic:



INDIVIDUAL BROACH RECORD
TOOL NO. DASH NO. |OATE OF MFG. MANUFACTURER o 3 ?&:E’I‘%QESYOOTH
n AU | -2 | et | &8C
"+ BRIEF BESCRIPTION égg:fw? MATFRIAL CARD NO. EE‘?GTHOF Eg?CEREOD HAXD:"?ESSURE
DRAWER # . TUJL UMIT ]
J 2 por 2 Q; i 7000
oate |swier| G (57 | o | o | "Fun | rorAL REMARKS
| e R .,“_—w~'"““i' | 7541 vt d oo lord 4
f A 9513 | 59093 41, | TOVT ——
| 2 129 |21 |951 157683 | 139 | §756 M_%m
Ve | 95y |53 (w2l | g1 —
| Jut ] 19503 |53 | 563 10040 eI
2 |19 |z |9523 |e7ees | 710 [ 10752 —
1l 4555 |59.4 |941 [11LA3 [Remsies LiT€ Duldep
| 2 |24 ¢S5 $1asz [nL | 12409
< L 523 st |1t |13
N 1 T5I3 |0z 1400|132

: =P Here's how she figures it...

. The broach was last sharpened at 8756.

She adds 7000, (the tool limit) to 8756
to get 15756.

She subtracts the current running total
(13682) from 15756 and gets 2074.

. This tells her she can only run 2074 of the 3150 she needs to
run before she reaches the tool limit. She knows that she'll need

to contact the tool department during the run so they can check the
broach.

Oon the follow1ng two pages are more broach records...
~ figure out if you will hit the tool limit: on the first tocl

you will want to run 2000 pcs. one the second one, 1450.
Which one(s) will exceed the tool limit?
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lNDIVIDUAL BROACH RECORD
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INDIVIDUAL BROACH RECORD
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Determine the am;:unt of stock needed to complete a job.
Using addition, subtraction, the material list and the
Stock status Inquiry.

) Marg is starting a new job and is checking the materials to see what she
will need. .

Problem: The job materlal list shows that Mary needs . .
n 235 EA. of item number 0002592900, See REQ-QTY on the list.

a— —S4 JS—
S -

ITEM NUMBER ITEM DESCRIPTION UM
0001333000 REMOTE CONTROL ASSY,12FT EA
0002155400 DRUM GROUP, 516X80 WR EA
0002592500 CONTROL.WN,12VDC,4 SOL EA
0009520800 GEAR RING ARGENT EA

The Stock Status BJ- tem screen shows how many are "on hand" or "OH." ( OH is on hand in
. 3 the stock room, an *FS* would indicate the material i available rom floor stock) .

- Mary checks the screen to see if there are enough of these parts on hand...

STKS INQ
*** STOCK STATUS BY ITEM ***
§ ltem Number: 0002592900 Detal Option:
. Desc: CONTROL, WN_12VDC, 4 SOL UM: EA 117/OH
! Text Planner. SC

N

!
i

Will Mary need m i :
- -..shle e &'1 e backg';% ép,?_re of this part? f so, how many will

', See the next page to see how she works it ot.

[ 21y
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Mary works it out...

She kncws that she needs... to do the job. (QTY-REQ).
She knows that there are...(-) on hand (OH) in stock.
to back order.

If there are more OH (on hand) than QTY-REQ (for the job), she won’t even subtract,
she knows she has enough.

Mary can double check her calculation,

She takes the number to order...
She adds the number OH (on hand)...
She comes up with the QTY-REQ (how much she needsi

If the material is on hand (OH), she can get it from the stock room and it will not need
to be back ordered.

220
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Jack is starting a new job and is checking the materials to see what he will need.

= -

ack need

Problem: The job materlal list shows that needs
159 | EQ-QTY on the list.

EA. of Rem number 0001383100. See

T

~—— \_/'
ITEM NUMBER ITEM DESCRIPTION M
0001382700 RING,RETAINING (RS-168) . EA
0001383100 BUSHING,DRUM,NYLON - EA
0002592900 CONTROLWN,1I2VDC4 SOL = EA
0009520800 GEAR RING ARGENT EA
e ——

The Stock Status Ba( ltem screen shows how many are "on hand" or *OH." ( OH is on hand in
t 2 stock room, an *FS* would indicate the materia! is available from fioor stock) .

ack checks the screen to see if there are enough of these parts on hand...

g——

e

STVS INQ
*** STOCK STATUS BY ITEM ®*

lterr Number: 0001383100 Detail Option:
Desc: BUSHING DRUM,NYLON UM: EA 85/FS _25/00H

Planner; 5C -
Rept Mic: YES

Text

W[H

%Jack need more m of this part? if so, how many will

e from floor stock fl-!g ang 8w much W‘lphe need to request from stock? (OH
will an)'r neeé)ct)o be %a kozdere if so, how| much for this o?geﬂ (OH)
?

-

1

4




Mark is starting a new job and is checking the materials to see what he will need.

Problem: The job material list shows that Mark needs
325 EA. of Iteu! number 0001382700. See REQ-QTY on the list.

ITEM NUMBER ITEM DESCRIPTION
0001382700 RING RETAINING (RS-168) ‘
0002155400 DRUM GROUP, 5/16X80 WR

0002592900 CONTROLWN,12VDC,4 SOL

0009520800 GEAR RING ARGENT

a

| The Stock Status, Bg item screen shows how many are "on hand" or "OH." ( OH is on hand in +he
. Stock room, an “FS" would indicate the material is available from floor stock) . :

Merk checks the screen to see if ther2 are enough of these parts on hand...

"

STKS INQ
*** STOCK STATUS BY [TEM ***
Item Number: 0001382700 Detail Option:
' Desc: RING RETAINING(RS-168) UM: EA 300/ FS 200/0H
¢ Text: Planner: SC

- Mwﬁ /JJ

it
¢ Mark d i ? i
Mark need more m%rbg of thi gart if so I'}c‘:w rgg y will

cemefrom floor stock nd how much will he 0 requa+{ from stock? (OH will
© any need to %e cbac(,kor ered? If so, how mucR for this o c;:.x‘} (OH)

ro
{fo
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Jack is starting a new job and is checking the materials to see what he will need.

Figure out how much material Is needed for ltem number
0009520800 and see If there will be enough.

ITEM DESCRIPTION
RING,RETAINING (RS-168)
BUSHING, DRUM,NYLON
CONTROL.WN, 12VDC, 4 SOL
GEAR RING ARGENT

o

s e oS

The Stock Status Bg. item screen shows how many are “on hand" or "OH." ( OH is on hand in
stock room, an "FS* would indicate the material is available from floor stock) . .
i

T
nlg‘hecks the screen to see if there are enough of these parts on hand...

STKS INQ
*** STOCK STATUS BY ITEM **¢
ltem Number: 0009520800 Detall Option:
Desc: GEAR RING ARGENT UM: EA 125/ FS 225/0H
' Text: Planner. SC
Rept Mix: YES

VR

" Jack need mare more of this part? ¥ so, how many will Com-€ '
- from floor o%k ,!g) angj%gw much wilphe neec:y to request from stock? (OH). {Ul | f
rany need to ackordere If so, how much for this order?

** much will be left in OH after he gets the material he needs?

e




Calculate the Fractional Dimensions

Work these problems together in class. Use the print on the next
page to solve the problems.

1. Suppose you need to inspect this part. You are told to make sure the
bracket is the right length beteen point A and point B.

How far is it from point A to B? (within 3/16ths of an inch).

2. How far should it be from point A to the outer edge of the large hole
(point G) ? (Hint: from the middle of the hole to the edge of the bracket
is shown as 1% R, or a radius of 1% inches).

-

3. What distance should it be from the middle of ole E to the edge
(point F)?

4. How far from the middle of hole E to the edge (point H)?

"\

ro
‘2
Sl




W
A\

¢ T " — e - --— » Py covme e :-
A - A 7 ] 3 /7.

—_—— - >

/.50 0/A
HOLE

| |

©

@\) o r_”@q I
; [ ’-: —_— -—4—3 — «‘"-l

DEVELOPAIEMT i HWEA( A7) MR S4E 1020
: ITEM|{  pANT HO. | DCSCRIPTION Qry.| u/m
i R Y . e T TS S T e - ——
VARN.-BELLEVIE.Vv STDS,
FO D D CC N . : RCMOVE ALL BUNG: ,010 MAX. €/N
R ! E\Jb !‘) U F, [ O !’\, l Y UNLESS OTHERWISE NOTED: FINISM ‘“\7 . ANGLES = 1°
THIS Frie wlree s, - DT [ oo v i TOL: .00 = % .010 .COO0 = I .003 FRACTIONS * 1,64
<o ' b "CLICATE : -
OR us:p FOr ‘Jl\L-JUL, iy i'i{l'-"azf'_-_:g DAYL ¢5(G -7/ ‘cCALE //2 NEXY ACO'Y
IR R ¢ SE!
3 > PRAWN DY 4, cH'RO APPD
/6 T e | s | [ | T e ey
. “‘_ 43 " r\\. rrqEr\nqrnf r'g
\ )l ' L
a f \ — — A s ((‘ 7\)_‘ . [ PR U atL-nHju«uo
- \N=H : {hamen N P . . N~ . PORTLAND, OEGON £7202
' . . ¢« \ - 4
/ —_— . 3L
B ) "2—' ————t—-, — TITLE ne, . :.. ~ U
o , Ml BRicKET: Srawve, 734 |
i ‘ e [ AEN (ol | ST -y
ERIC 225 _ S prerd e T
. . . - e ) " .., HL ot RS HY 4 Be g \




Figure Out- i}ie Fractions...

The Shipping Box shown on the print is used for many products. The print
shows four ways to pack the box for different sizes of inner boxes. Use the print and
your skill with fractions to solve the these problems.

1) The packing for M35 and M37 (see "A" on the print) shows three boxes laid 4 1/2"
across and one laid 5 1/8" across. The shipping box is 18 1/2" across (inside

dimension, see top of print). Will these boxes fit into the shipping box packed this
way? -

Fay

|
~2) The packing for M10, M11... (see "B" on the print) allows a space (FILL) in the
center of the shipping box. Marketing wants to send a promo package along with the
orders. The package is currently in a box that is 2" wide, 10" long and 10" high. Will
+  this box fit in this fill space? If not, what size of a box would?

3) The packing for M9 and M14 (look at "C" on the print) allows some space across
the length. How much room is left after loading the inner boxes in?




Shipping Box Problems
\

4) With the box loaded with M5 or M7 boxes (see "D" on the print), How much room
is left at either end of the box? (length and width).

5) A freight trailer has some space available for shipping some of these boxes. The
space 28 feet long and 7 feet across. You will not be stacking these so the height is
not a problem. How many shipping boxes will fit in this trailer space? (Check the
outside dimensions on the print, use length = 18 11/16" and width = 10 3/8") Hint:
drawing a picture may help.

3

: 228




! / /h/."

cm e Iz
- WSS 5 Sok | ] f . """'f"' ,
LoF ms dmy wien o T e 8% = e
[V .’.f{f'tz'_.r'.':."."_......_.____.‘_/ R REF
. s M N '
. - ee s - ' '...._ —. g PN ~
‘ - P d e ) o ‘ o i // l | | T
I . .- ) ’._,-..__. RS —— .'. ! h
\“ - o o .:‘.. . ”/___ .;,4.’__. - -/ ’// 7},‘; f |
. T e I i
N\ T T e 1
1 e el ad ' |‘ . W - A et e . - - 5*.4
i !r,;/":{ : NP ‘ i L £ ’
- o ’ T S I Y NE Seore
1 Y v . LIES p
T | P | A /jﬁ/ 103 174 4 ™ 29
' { | [ Ml A\u
s ! \
: 7 Cl s’ D) :
’ i e . ' -
‘.[ ! P! - 746
—1- —= REF,
B Rt OsvesoPricrr
. . -
T P B — T SETS S SOr e e e s @ - 3 . -
S A A N A PR A"e'/ﬁ .
| i f | I l ;
. I | :,'J’ | 'n HEAT TREAT_NONE AATES 1 4 2
" f : P - . } | ( COCRXUSATSO CARDADARD
(e —
s ; % T : )" - - . REMOVE ALL 3URRS BuesrinG rrrr 350 ekss, 9
k " 1 ' > ’ )
: ; i i foL woet a o aan g:‘;:z:w. WEI8OLES My oy
S i Jrle Lorerr 420"
= dUETS Pre S0, ~ 8 JEFS ek S04 FGROSS W LT, 120 ¢AF
. ke OF IS Mrga My / oL 35’ ~8) )
;"N) \ LR R ) / i USLE o P M T P1) MP Mg MDA Ay A M
\. !y . . /;‘ W22 PG, MIT MG l_ e MEA T2 22 ey M35 M2y wrss
e ever bupors el B PR K A T
- .-._,c.‘.‘.'- < N .. 7 . : R = . --/]
7 ] ' 1 | ' . P e
i i 1 e
[ l, l | f ; l —-1 L WAZL 1155 L2
H4 1 \ ! 4 . L3 Sary 'Y SEAT VL -~ 59 S e
o : K
‘ ! - ¥ . J‘-’ ‘.{ _,' l"‘" e | l* - | SURRUURI Rl -1 )4 - ‘. .
: . P - ' A e - = Jin SE1 2205 ACN < SO
R v I R R R el Iy ri s
!"* J__ R L l/ i . -L I | g ‘-l_/.- ./-/‘ . O8awn oY 55, | vsant s ull.lg.:{; wors
N e e Bate “Bhawing wo
- I-&-33
.‘] TRicio e = /7Kg
)“‘1 N Hlees—qiast
. Rl a Ly
- 1~ TR . e e -
p 2 e q P l J .- r. i | L (
224 FOR REC/INSP USE (i
THIS PRIMT o7 0l b Qi LUFLiCRTED 530
S Lt U N 1T ey 1210 ~E e .
OR USED FCut PROUDUCTIUN PURPOSES
PFees f i *
o '
{
.- “—nrssan S ivore - - ad .. . . . - \,,,J w—n— e m‘




.Hore donverszons to Decimals to Solve Measurement Problems.
- o why?

Layout and Box measurements will be in fractions. Figuring out how you can
use a box or area will require to multiply or divide measurements.

If you remember the rules for multiplying and dividing fractions, it might be
faster to work with the measurements as fractions. But many workers find it
easier to convert fractions into decimals before dividing or multiplying.

(12 2311211 TY s

Convert Fractions to find out how many parté or objects will fit in an area...

Why? Boxes or Work cell areas are measured in feet, inches and fractions of
an inch. With constant changes, you will need to help your team figure out
problems like: “will it fit?"

See the print "B." It's the bottom of the shipping box used for several
Qifferent parts.

Question: Your team has a new product that fits into a box that is 4 3/4
inches wide and 4 1/2 inches thick ( how long it is doesn't matter since the
shipping box is made to cover the top and bottom of your boxes...see the
print).

How many of these boxes can you fit into the shipping box?

The print shows that the shipping box is 18 1/2 inches long and 1@ inches
across. .

With the longest side of your bux along the longest side of the shipping box,
you can get 3 across with room left over...

18 1/2 divided by 4 3/4 or 18.5 divided by 4.75= 3.89
If you pack it this way, you could get two rows in since...
! 10 divided by 4 1/2 or 10 divided by 4.5 = 2.22

So you could get six in the whole box... (look at the print and picture;three
in a row along the 18 1/2 inch side, and two rows ).

Is there a better way to pack it?
Try ‘the short side ( 4 1/2 ) along the long side of the shipping box.
18.5 divided by 4.5 = 4.111 , so four could go in this way..

You can now get (10 divided by 4.75= 2.1@5) two rows in with 4 in each row,
S0 you will get 8 into the shipping box this way.

- How many if your box is 3 3/4 inch by 4 1/4 ?
How many if your box is 5 3/8 inch by 3 1/4 ?
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Help each other solve these problems.
Work in class using rulers or gages provided.

1. These bars must be 1.25" long with a tolerance of +/- .125"

How long can a bAr be, and still be in tolerance
(acceptable) ? How Shorxrt?

Measure and circle the bars that are not in tolerance...

i

2. What percent defective do you have with the sample of bars
above?

3. If a part can be .393" in diameter +/- .003", how large can the
diameter be and still be in tolerance (acceptable)?

How small can it be?

4. You measure ten of these parts (from question #3) and get these
measures.. .

.392 .389 .3%94 .390 .393 .398 .396
.391 .393 .395

How many must be rejected? what % defective would you
have?

S. The length of a bar must be 2.2250" +/- .005" Circle the ones
that are not in tolerance...

2.2211 2.2191 2.2201 2.2310 2.2299



£
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metric Madness. .o

A "meter” is a little longer than a yard... it's 39.37 inches while a yard is 36 inches.

Meters are the standard for the "Metric* system. Metrics are used in most other countries
instead of feet and inches.

A yard might look like this....

0 1 2! 3
L

Each foot has 12 inches, so 3 feet makes one yard.

A meter is more like this...

500mm 1000mm
N NSNS SN NE NS RE AN

it takes 1000 *millimeters® or *mm"® to make a meter.

Milimeters are much smaller than inches so they are good for precise measurement. With millimeters
and meters, you never have fractions of an inch, it's always decimals.

For example... One inch equals 25.4 mm (millimeters)...

0 1/2 1
One Inch = it 1 71 1 | 1 ]
0 12man 25.4
25.4 mnm = LLLlidiltl 11911 t111
And... One mm = .039370 inch To “'change’ -..ff'a_.'gf‘i'i-'metric
~‘measure “into  a‘“decimal-
(Its'very small, compared to “inch, just multiply the
an inch.) n by .03937 . -




R T I - ee .

Making Millimeters (mm) into Inches
* One inch is equal to 25.4 mm and one mm is equal to .039370 of an inch.

* if you have a gear that should have an inside diameter of 25.4 mm, how many
inches is this diameter?

* You can turn a Millimeter, (mm) into decimal inches so you can measure them with
your micrometer or calipers. Here's how...

Suppose the gear should have an inside diameter of 26 mm . If you multiply that by
03937, you get exactly 1.02362 inches, or just cver orie inch. Since it takes 25.4 mm 0
make an inch, it makes sense that 26 mm is slightly more than one inch,

Convert the Dimensions on the Print for a Korean Hub.
See the print on the next page.

Suppose you measure the overall length and get 1.292" . Will this be "in tolerance?"

Check the tolerance by changing the inches to mm.

You can change inches to mm by reversing the steps above. Just divide the inches by .03837
to find out how many mm you have,

Now you compare this to the spec, which is
32.55mm + 0.12.

(2 0.12 is the tolerance for all these )

Is the overall length in tolerance?
(It should be no longer than 32.67mm)

234



NOTES: (un'ess otherwise spe=ified)

o 3] .03 ———— L) HEAT TREAT: THROUGH HARCEN 10 ROCKAELL *C* 35-40
-
e l"' .68 3) RADII AND FILLETS TO BE .75 MAXIMUM
0.4 x 43° CHAM 4) INTERNAL SPLINE PER WARN SPEC. 26488
1 S S) EXTERNAL SPLINE PER WARN SPEC. 21197
@38.10 :$ @33.2
[ZAT.04lale) (AL 2[ATE]
@36.78¢/-.1 2 45° MleR (04]
LZl.2lalBlir og e HAJIR @
FL2[+]0)
| N
— _ 0 [10568 |CHG.D MATL FROM 1144 10 BBLZ0
2% R.12 HAX, ] AD_110058-2] RELEASE
—d | 1.87 REV E.N. MO DESCRIPTION OF CMAMCE -
GRIND RELIEF |.BY x .50 w:f;r\r ’I‘;Sljg STES /T '
- 4. 1447-.05 A0 E, GRERA TR |
g {J}::RE(;IS‘I%ND TOLERANCES %&F‘URDH{E ¥ITH ANS] Y4 .SM-1982
b 32,55 — | o @ = [
DINENSIONS @ MILLINETERS A231(86L20)

ARE IN O INCHES
UNSPECIFIED TOLERANCES |

MR (o 1043 | GEAR, DRIVE, INNER

MHE AAE G000 ¢

LR AUKE (6C. (1.00x) § . [ L AT

.u‘(‘lm t - g_z 80 [ C. VILSON
2:1 | SHEET | OF | B 26484

23b

ro
<o
in

1
- v s naaanid .. - s--.»‘



Figuring the Control limit for the

P-chart (% defect chart).

Co-ntr?Il limits are to be drawn across the charts so the team can see when the percentage defective is
l,uusually high.  To figure out where the control limit should be drawn, Jemi, will work some formulas. These
ormulas’ determine the typical percentage of defects, then set a point that indicates when a high percentage is
*untypical® and needs immediate attention.

}

She u"seersﬂawc':’é ié%?a?o?%’ﬁl‘%‘%% ga-,geh%to‘of figure a control limit for the next chart.

The formulas look a little confusing at first, but Jerri has worked them enough she could do it with out even
Mecking at the formulas. She is careful to take it one step at a time and double checks her work just in case she

éntered something wrong onto the calculator.

First, she needs to figure the average percentage of defects they had
or all the jobs on the last chart.

This is called P , or p bar. This is the formula...

Total units built

.. Using every job on the sheet, she adds ug the total defective, the total
built and divides the total defective by the total built. She multiplies this
by 100 to make it a percentage. p bar 1is the average percentage defective.

Then, she needs to figure T , or n bar, This average number built on
‘each job. She goes to the last chart anpd adds up the tota number built and
:counts the total number of jobs. She divides to get n bar:

' _ To figure the control limit, she needs to know s . This represents the "standard deviation." That's just a
;’J" echnical way of showing the typical amount of variation there is in the percentage of defects, This number is used
so that the control limit will show the team when a very "untypical® number of defects are found.

-

~ Jerri will add 3s (3 x s)_  to “p and this will be the upper control
limit. . The lower control 1limit 1s not important since zero percent
- defective is not a problemn.

S On the next page, Jerri will figure out s using a formula. Then she
~will add it to p bar to get the control limit.
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The formula to get s , soO she can £ind. the control limit is..

.Jerri always figures what is inside the parenthesis first, so she
figures (l1-p). Then, she multiplies this by p . Now, she can

divide this answer by T. Now, she needs to get the square root of
this number so she uses the sgquare root key on the calculator.

Now, Jerri add 3s (3 x s) to p and gets the control limit.

P + 3s = UCL

Use the p-chart dated 7-18 to find the control limit to use on the_chart
gaged 10323.b Remember to use all the jobs on the chart to get the totals fecr
ar and n bar. -

Total number defective:

) . (total across the chart, all jobs)
Total units built:

- - # defective
p = (P = ===—ce—e—=- X 100 )

31
I
!}

# of jobs

s = . (use formula at top of
this page)

ucL = ' (1-3+3S)

Draw a line for the limit on chart dated 10-23. ( Find the value on the chart that is the same as UCL, then
draw your control limit line from left to right across the page. Now, when the percentage defective is higher than

this amount, the team knows that the number of defects is %%usually high and action will be taken to determine and
correct the problem.

. For more practice, use the chart dated 10-28 to figure control limits for a new chart. You always use
previous charts to figure control limits for new charts.




to f£ill out a Statistical Control Chart.

Pét is charting dial torque. She takes a sample of 5 every
hour (as specified in the process sheets), and tests the torgque on

these five.

She writes the amount of torque (in pounds) for each hub
tested in a column that looks like this...

f .- . o - o

bk -

; 'r,;,!zdl"" ‘ -3'7,
susa \\V
GROUPS | | 2 | 3] 415 |8 |1

! fs 11 /00

(1 2[EE
»p 2 3| £O
LE 4|95
E 5! 11.0
SUM, 410
{ AVERAGE | 94

RANGE {3.0

. Ny

~.

Finding the "Sum." ~—

i Then she adds up all the torgue readings in that column and
] i enters the total in the box at the bottom. K The row is titled
| ~vusum." This is the "sum" total of the torgue for the hub dials she

tested. For this set, 47.0.

khkkkkkkkkdk
Finding the "Average"

Then she finds out the "Average" dial torque measured for this
sample of hubs. She divides the sum by the number of dials in her
sample. She enters this, the average, in the box under the sum.

s de de ok ke ok ok okokk
Finding the "Range"

; The range is the difference between the highest reading and
T the lowest. The highest torque was 11.0 pounds and the lowest was
L .0 pounds, she takes 11.0 and subtracts 8.0 and gets three for the

range. She enters this in the box under the average.
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Notice Pat's chart on the opposite page.

Oon the chart that Pat is working on, the average was set at
10.5. This means that 10.5 is at the middle of the scale along the
right column of the chart.

Each mark up and down the scale is half pound difference. The
scale starts at 7.0 at the bottom and goes up to 14.0 at the top.

Across the bottom of the page is another chart for the range.
It doesn't have an average set at the middle. It goes from O to 8.

Pat needs to plot the average on the top chart and the range
on the bottom one.

Je de de Je de Je de d ke de ke Kk

After Pat figures the average and the range, she "charts" the
average by marking a spot on the scale under the column of numbers
for the sample she just did.

The spot is below her numbers and across from the point on the
scale that indicates how high or low the average was.

As she works, she will take a sample of 5 hubs every two hours
and check them. Each time, she figures the sum, average and range
and writes in the numbers.

kkXhkhkxhkkkkk

Then she always enters a mark below the numbers that is across

from the point on the scale that is equal <o the average for that
sample of hubs. .

At the bottom of the page, another chart is for charting the
range. She looks at the scale for it (in the right lower corner of
the page) and marks the range for each sample.

Notice how Pat connects the marks on each chart so she can see

when the average or range are beginning to get out of line or out
of “control."

Q0



7 Chart the average and rahge on
3 y 5 the Statistical Control Chart.

fs 1[1L.Ol0.0 9.0 /88
- -
x g 2 q':’ '0'? 7.0 19.0 . Pat Measures the torque on 5 hubs
P 32519214875 and writes in the readings in the §
LE o4 88lns ]G liwa] - Boxes
51/0.0]1 40 | .5 (/0.0 |
0422 0 i, In the 6th box, she figures the sum
SUN 110 |47 ‘H, -4= by adding up all five readings.
AVERAGE |94 [9.5 [%.7
p .
19961 .8 —
_RANGE 12 2.5 3 / ‘Below that, she enters the average
(4‘0 T that she figured by dividing the sum
W by the number in the sample (always
[\ 20 5).
305 ’
(2.8
A {10 Now she enters the range in the next
v (.2 box. She got this by taking the
E [T.0 i highest reading (11.0) and
- | subtracting the lowest (8.5).
R [lo5X R |
A 1/d ,
G _Zi?“\ '
E [ :
2? 3 ) | She finds the point on the Average
g‘ : ; scale that equals or closest to the
‘ : average she got for this sample of
1.9 hubs.
— 1
— r She marks a spot on the line below
b ( the rest of her numbers, and across
A from the point on the scale that
R b equals her average for the sample.
, A 5
L O . 1
‘ g ;‘i’ ' She finds the point on the range
N scale for her range and marks a spot
{ /’ on the line for it.
3 1
Then she connects the marks so she
: can see if the average and range are
. staying in line or in "control."
: /
L'( nish Samﬁ/e or LS_"b SIOUF)L{ If the lines show a trend heading
_ too high up or down, she notifies
! p .f the other team members and they
& 14 a figure out where the problem is.
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On the Control Charts, Sandi uses a hi-lite pen to mark the "control limits" for the
average and for the range.

These help the team see when the average or the range may be getting out of
control. Sandi figures out where these lines should go by using the numbers from the last
chart and working some formulas. She also works the formulas to find out what average
{number) should be at the middle of the average scale on the new chart.

The formulas that Sandi uses look complicated because they have special. letters and
statistical symbols in them. All they really are is several addition, subtraction and division
problems. '

Any time Sandi sees a letter or symbol, she knows that she will find a number to take
its place in the formula. She won't calculate any letters... so she doesn’t let it bother her.

If you take your time and double check your calculations, you shouldn’t have any
trouble finding these numbers. .

Always remember this about formulas: take them one step at a time.

SERESREEERASEEEEESERNY S

Most formulas use a fraction, like this...

sum (total) of averages =

number of samples =

This formula works like this...
Sandi divides the number on the top part of the fraction by
the number on the bottom and she gets a

value for X (the average of all the averages).

Q43



Form'u‘l'a.s' als; ;"ée 'pai'entheses () . This just means that you
chould work the calculation inside of the parentheses first, before

you work any other parts of the formula...

Sandi will figure out what numbers to use for X , A and R,
then she will use them to work out the problem. She does the part

in parentheses first, A x R , then she will add that to X to
find out what UCLx is (the upper control limit on the average).

The formulas are easy after some practice. The hardest part is adding up alot of numbers
to find out what numbers are used to replace the letters or symbols.

SS5450888505888888008

The first thing Sandi does is find the value for X . This is the "average of the averages.”
She will use this number in her formulas, and she will use It as the middle point on the average
scale of the new chart.

An X indicates a number that is an average, like the auerage torque of dials tested on 5
hubs. The word "mean" also is used to indicate the average.

An X indicates @ number that is an average of several averages.

To get the average for a sample, you added up all five readings or measurements, then took
that total and divided it by 5, the number of measurements you had. That gave you average torque
for the sample. '

To get the average of averages or X , vou add up all the averages and that total is called
the "sum" (or total) of averages, then you divide that by the number of samples that you have.

Sandi totaled up the Sum of Averages from the last chart (see charts on following pages),
and got a total 448.7 . She divides this by 30 since there are 30 samples (subgroups) on the chart.

Her formula work out like this...

Sum of Averages

number of samples

So X = 448.7 divided by 30 = 14.96, the average of averages.

She uses this number in her formulas and as the mid point for
the average scale on the new chart.

Q44



Now, Sandi wants to find the average of the ranges, or R. She
will need this to work out the formulas for the control limits,

She uses this formula....

sum (total) of the ranges

R = -----------------------‘--

number of samples (subgroups)

To work this formula, she adds up all the range numbers from
the chart. This gives her the "sum of the ranges."

Then she divides that by 30, the number of samples (or
subgroups) that are on that chart. (There are usually 30 samples
on all of these charts).

She gets 46 for the sum of the ranges and divides it by 30_
(samples) and gets 1.53, this is the average of the ranges o.' R.

Now, Sandi is ready to work the formulas to find the upper and
lower control limits. The upper limit is called UCLx and the lower
limit is called ICLx. When these are figured and drawn in on the
new chart, they will show the team when a sample's average is too

high or low and indicate that there is a quality problem to check
i into.

She does the (A x R) first, it will be the same for both jormulas. She gets a number
for A from the box in the upper left hand comer of the chart. She always has a sample size
of 5, so A is always .557 for these charts. (see the box on the chart).
| -She got 1.53 for R so she multiplies 1.53 by .557 and gets .88 .

-Now, she adds this (like the first formula shows) to X to get UCLx.

-She subtracts the .88 from X to get LCLx (see the second formula).

. The upper control limit is 15.84 and the lower limit is 14.08

;\ Now she can draw lines across the average chart to show where the control limits are.

{i . * When the averages get close or trend toward either limit, the team knows there may be a
problem.

i Now, Sandi does another formula to find the control limit for the range chart.

215 Noxt page 18 s,
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Warn's Machines are usually equipped with Computerized Numeric Controls or cvmahf‘
. CNC. This 1is a tool that helps the operator make very precise adjustments and
WOIK the parts as needed to be in specification.
The machine works by moving the “tool,* (the bit or part that will actually l?

cut the metal) left or right and towards or away from the operator.

These mcves bring the tool in to the metal that is turning. A “program" tells
the machine how far to move and in which directions. With the program, the
machine can “"automatically* move the cutting tool in towards the metal (a gear
or some other part).

To keep it simple (even though it seems confusing at first), the machine uses

a number line system with two lines. One line, called “Z," measures the moves
a tool is making from left to right (or right to left on some machines). The

other line is called "X", it measures the moves the tool makes toward or away

from the operator. Operators that use CNC say it's easier if you picture the

X and Z lines like this...

+X
The cutting tool starts-here-
and moves in to cut
- +2 or shape the metal

The metal is-here-

(some machines are different! but the idea is the same)

Any time the tool is moving to the left, it is moving toward -Z, to the
right, it is going toward +2.

Any time the tool is moving toward you, it is moving toward -X and if it going
away from you, it is moving toward +X.

The operator needs to change how far the tool will go in either dirertion.
She (or he) does this by making an “offset." Because of the wearing out of
the tool, or changes in the programs, the operator will make an offset so the
; tool moves in and makes the right cut.

The amount of the change is figqured by measuring the first part that is
; machined (or cut) and f£inding out how close it is to specifications.

If 1t is not in specification, the operator makes the offset to compensate
. for how far off it is. Maybe the Outside Diameter (0D) is too large. The
tool needs to come in and cut a little more off. Or maybe the OD is too
small, the tool is coming in too close S0 it needs to be adjusted or “"offset.”

Cosls P
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WarnMath/CNC numbers/ in-class problem.

Problen: A tool 18 moving in too far on a pilece of metal and needs to be
adjusted. By moving in so far, the diameter of the metal, in this case a
ring gear, is too small, too much is being cut off. :

Skills to Apply: Find the difference between the specified diameter and the
alameter that actually is cut. Then adjust the machine to account for that
difference. This skill involves adding or subtracting positive and negative
decimal numbers. Then, you can adjust the machine's program by changing an
"offset” to change the amount of movement.

Problem Solving Steps: Kevin checked the outside diameter of the ring gear
and found it to be 7.418 inches. The specification requires it to be 7.420
+/- (plus or minus .001 of an inch).

{
Outside Diameter is too small... 'Z‘¥13'
Ring

Gear
He takes it off and measures it across:

-

Kevin wants to change the movement of the tool so that the diameter is

larger by .002 of an inch. On a round piece of metal, if the tool movement is
changed by .001 of an inch, the result will be &8 change in diameter of the
metal of .002 of an inch. This 18 because the tool cuts off (OR LEAVES on
@01 0of an inch as Kevin wants) as the metal is turning. The result is .@01
of an inch is cut off both sides. So when the diameter is checked, a total
change of .002 has resulted.

| Kevin's machine allows him to enter a change of .082 and the computer in the
machine will split the amount in half to cut off .80! as the machine is
turning the metal. All he needs to do is figure what the diameter is and what
it should be, and find the difference so he can adjust.

Y ¢
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(The tool moves toward Kevin along "X" toward the "-X" . When it moves in ;oo
far, it will take off too much metal. Kevin wants to change the program with
an "offset" of .002" . Then, the tool will not go quite as far.)

Looking at the gear sideways, as it sits in the machine:

+X
Tool Movenment

to cut
~Z +2

-X

OD is 7.418
spec: 7.420

He measures the outside diameter and it's 7.418 inches. This is not within
the +/- .001 inch tolerance, so he will adjust the machine. He figures that
18 is 2 less than twenty (he ignores the 7.4 inches and just works with the
thousandths of an inch) so he wants to change the tool movement by .02

of an inch. The tool moves toward him on the "x" axis so he pushes the x
button and adds .002" .

This causes the tool to stop at a point that 1s not quite as far on the
negative X axis (-X) so less metal is taken off the gear. This will leave a
larger diameter. Kevin expects the diameter to be right about 7.420 "
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wWarnMath/CNC numbers/ problems

Problem: When the gear, or other metal work is measured and it is not within
the specified tolerance range, the machine operator makes an "offset” like
Kevin did for the diameter on the last page.

Each Offset number relates to a command in the program. By giving an offset
or X : .002 (Or 0.0020 as the machine sees it), when the program sees offset
number 21 (see below), it will change how far it moves from X toward -X. On.
Kevin's machine, the offsets are at Zero until he makes a change. The display
on the machine looks like this...

Wear Offset X 2
21 0.0020 0.0000
22 0.0000 0.0000

=

(Wear Offset is also called “"assignable")

He selects number 21 since this offset controls the diameter of his ring gear.
He enters an X = .802 and “"offsets" the program so the machine will not

go as far on X. :

Since the tool movement that cuts down the diameter is toward -X, a positive
offset will change (by reducing) the distance the tool moves toward -X.

Skills to Apply: Finding the difference between what the machine is cutting
and what the specifications call for. Then adjusting X ( Z is covered later)
to offset the tool so that the part is cut to specification.

Problem Solving Steps:

Suppose Kevin measured the gear and this time the diameter was 7.423 " Now
what should he do?

This time his problem is that the tool is not coming far enough on X toward
-X. So he can get it come farther by pushing the -X button and entering .03 .

Now the display will look like this

Wear X YA
21 -0.0030 0.0000
22 0.0000 0.0000

J

For "2", the tool is moving from right to left (or left to right on some
machines),.

Kevin finds that the tool does not come far enough to the left, or towards -2Z.
He can increase how far it comes by pushing the -Z and entering a number,
After measuring a part, he sees that the tool should come over about ,0500 "
farther to take off the metal all the way across. He dces this and the
display now looks like this...

Wear X 2
21 -0.0030 - 0.0500
22 0.0000 0.0000

204



Offset problems:

1. Your machine is going too far to the left ( toward -Z ) and cuts a groove

that is ,225 " deep on the part.

The spec calls for the groove to be .222 *

deep. What would your offset be? The program will recognize this as offset
#6. Write it in on the *“display‘...
+X
Wear/Assignable
, Offset X 2
- +2 24 0.0000 0.0010
25 -0.0021 ©.0000
86 0.0000 ?

2. You check the inside diameter of a gear and find that it is 2.8785" .
Do you need to adjust?

spec calls for it to be 2.880 +/- ,003" .

3. Later, you check again and find that the inside diameter is now 2.8715".

How much of an offset should you make?

toward +X in order to increase the inside diameter on this part. )

the display, for offset # 34 .

( the tool needs to move farther

Write in

+X Wear/Assignable
Offaet
33
34

35

L

X
0.0050
' ?

0.0022

Z
0.0010
0.0030
0.0000

4. Your machine gets a new tool and it will cut a gear's outside diameter down
The tool needs to come farther
What would the offset be? ( the offset number is #3 ).

to 4.3345 “ You need a diameter of 4.310 “
down toward -X .
+X
Wear/Assignable
Offset
- 111+2Z 05
06
07

X

0.0000

0.0012

?

2
0.0010
0.0035
©.0000

5. You want your tool to come farther to the left so it will cut off .0@2 "

of the outside diameter.

L0 come left .8500 to cut off across the whole gear.

offset as Offset number 6.

Wear/Assignable
Offset X Z
o5 9.0000 0.0060
26 0.0020 :
07 0.0012 0.0000

ro
g |
N

You measure the gear and figqure that the tool needs
Enter the correct

The



6 4 +X
. x 5 h
4 -
3 4
2 4
-z 1] +2
-+ Q
-6 -5 -4 -3 -2 -1 f}?@
1 ‘ E xﬁ
-1 - ‘
2] r/_\ e
i =5
o RITLINCRE
-4 ] -
1 (_._t‘—z_) - ,go
-5 -
PRI 2
_x 1 }4 7‘
P A
-
1) Mark a point where X= 1 and 2= 1, . /q.)
where X= -1 and 2= 3. v “, e
where X= 5 and 2= -3.5 4
e,
2) What is 3 +>£4 ? (look at the Z or X lines...) - '
o ' - -
3) What 48 -2 + -1 ? 4) What 1s -5 divided by 2_? z ‘S Lf - g

$) If a tool 1s at X= -4 and™R®= 2, and you change the position
. by adding -.50 to0 ¥ and subtracting .25 from X, where will the
" tool be? (look at the lines), B




Looking Down on a Machine operation, X is back and forth, Z 1s across

- +X

@
bl g} 22 1 8 2 2 g 3
LA S AL SR A B ] LS

+2

§
-3
3

-X

1. What 1is 6.0021 + -,23457 Sn Té ?é

| 2. Add -1.0091 to 3.3350: 2 .32_{1 |
' 3. What 1s -1.2050 x 3 ?Oi -éﬁg

1

o
. | [ [l 1 I
v 2

rS
o
~1

4. What 1s -5.5000 divided by -!-2.0 (thinX about this one):

"

i
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Aruitoxt provided by Eic:

© 1991: OGS, TLC: This programmed note package was developed for exclusive use of
Oregon Cutting Systems. The development was funded by Grants from the US Dept. of
Labor and US Dept. of Education along with funds from Clackamas Community College.
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Some Introductory Comments...
The goal of the class...

A few requests and guidelines...
You must ask questions...
About your notes...

Do it again, and again...

The need for patience...

What want your ideas and suggestions...

261
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“Cutting Through: The Computer Iriside and Out

Use these sheets to take notes...

First we'll look at the computer, inside and out.
This is an older computer, but all the parts are much like the new ones.
Several areas you want to look at...

1. Input:

2. Output:

3. Processing:

4. Storage:

Other comments:

(In a little while, we'll come back and discuss all these words in more detail, bu. whenever you have a question, go ahead and ask!)
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l ‘What Happens When You Turn it On? - |

1. It (the computer,) looks for instructions...

2. It tries to find the instructions stored in a "File" somewhere...

3. It finds the instructions and "loads" them into "memory"...

4. These "instructions" are called "DOS"...

5. "DOS" needs instructions from you, or from a "program"...

6. All "PC’s", use DOS. Many PC’s are set up or "configured" so that you don’t need to
know "DOS."

Other Comments:



|

‘Let’s Turn on the
Computer... |

Several things can go wrong when you try to "start up the system"...

But, nothing serious. Short of dropping or throwing the machine, you cannot hurt it.

Just Two Rules to remember when turning a computer on and off...

& Remove any "floppy disks" before turning a machine on or off.

s After you turn a computer off, let it "slow down" for a few seconds before
turning it back on again.

Now, Let’s turn them on...

Some things to check if you have a problem...

1. Is everything plugged in?
2. Is the "power strip" or box turned on... look for a red or yellow lighted switch.
3. Are the monitor, printer or any other "Peripherals" turned on?

What you see on the computer screen next depends on how that particular computer has
been "set up" or "configured."



What does it mean? Now, Ler’s talk about. all these words
we've been hearing so much..._.-- |

Files
Applications/Prograiiis
Filenames
Backup
. Fixed Disk (Hard Disk)
Boot/Booting/ReBoot
Hardware vs. Software
Bit/Bytes(& Megabytes)
Load/Loading/Run
Character
Memory
Compatible
Operating System
Command/Prompt
' Output
: Configure
! RAM/ROM
CPU/Processor :
; Stand-Alone

Data-Processing

Text/Nume;iml Data

Disk Drive
Word Wrap
Disk/Diskette
Mega-Hertz (MHz)
. DOS
t Format

L 265
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stcussxon of Apphcatlons. e

What Can You Do Wxth a Computer"

Let’s talk about things you or I may want to use a computer for...

"Word Processing" (it can chop up words)

"SpreadSheets" (no, it can’t make your beds, but your numbers will line up nice)

"DataBase" (File Cabinets, without the mess)

"Statistics/Graphics Packages" (for you quality folks, tell it and show it "like it is.")

¢

"Household Applications" (no more checkbook errors?, track investments, schedules...)

"Tutorials" (Learn about nearly anything, typing with Mavis or...)

"Programming Languages" (When you have a special job that no other software can do)

J6E
~ERIC

Aruitoxt provided by Eic:



Getting Around on the Keyboard

Let’s look at the Keyboard...

"Alphanumeric Keys"...

' "Cursor Keys"...

. "Editing Keys"...

"Function Keys"...

"Hard Keys/Lock Keys"...

7o
o9
~}
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Unfortunately, nearly every program (or type of software) has it’s own way of getting input
from the "user" (that’s you).

It would be nice if we could say "anytime you want to ’exit’ a program just..."
cL A!‘\u\‘fuwa ess SQVT

There is no standard for "input." So you need to learn about the different ways some
programs will want you to input your "commands."

—e——

We'll look at two ways of dealing with the programs...

1) Menus:

. a) making a choice...

b) several ways to make a choice...

C) menus in a menu...

1}

2) Function Keys and Combinations of Keys:
a) The F keys...
b) Combinations of keys...

c) Problems with fast or fat fingers...

Peazssew
¢

265
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Let’s Ptactide:.'-’lnput" with a Word Procéssg:.._.._.;_

We're Going to "load" Professional Write (also called "Pro Write").

Then we’re going to "type" or "edit" a "document."

This will give you a chance to see how a program gets "input" from you, the user.

Once you've selected Pro Write off the "network’s" Main Menu, create this document...
(the instructor will walk you through this).

———— -

> r————
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To center a title Line...

To move around...

To delete "frontwards"...

To delete "backwards"...

To insert a letter or word...
To delete a letter or word...
To make a tab at the beginning of a paragraph...
To start a new paragraph or line...

To lock the "caps"...

To make a word "Boldface"... Crtel B
Cted U

To check spelling...
To "save" and "exit"...

Other things to remember... -, ‘
l~ f_ - Nt’ f ~

P
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What they are...
When to "save"...

What to call it (the "filename" and "file extension"...)

Where to Save...

When you are going to "Exit"...

Some different strategies...
Updating: ¢
Several Versions:

The Key: Thinking it through

What can go wrong...

The computer takes you literally...

J71



We're going to "load" and "run" Lotus 123...

This software (program) is great for working with numbers...

We're going to work on the expense sheet you see on the page below...

The spreadsheet will do all the math for us...

The instructor will walk you through each step. Then, we will go back over it...

(\[,"’1")
&.‘Aw

l On the next page, we'll look at some of the steps used in working on spreadsheets.
LS
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Note: Most Spreadsheets use the same type of "commands" and procedures to
"input" information. The major differences will be in how they look on the screen and
several ways they use to "say the same thing..."

The WorkSheet Layout...

> Once you are in the program (after the initial screen, you may need to "hit any
key te continue”) you have a blank sheet with a frame across the top and right sides...

! As you type in numbers, words or formulas, what you type wxll show up at the |
‘top of the screen. Then when you hit "enter," it will 8o in the "cell" that is

! "highlighted" wnth your cursor. Numbers and words you see, formulas are
5 "hldden Y = - :

L {the top left cell is called "Al " next to itis -
Bl and bclow it is A2

this'x" & x. is in D5. Somewhere, way off to the
lower Right is a cell called FZ999, (after Z, the

- columns are AA, AB... and so on... dcpendmg on how
large the program is.} -

1
5 -
3
4
S
6
7
8
9

rs
\1
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'._Moré on SpreadSheets: Common Keys

“and" - Steps to - ‘Working . With the -

Getting where you want to go...

Putting the numbers in...

Putting in the words, titles or labels...

Putting in Formulas so you don’t have to do as much work...

Some "Rules"

Thinking it through ‘

Getting at the "Commands"...

Saving -your work...

Finding and getting your work back...

~a




| There’s Always Help! |

Some things to remember when you start to work with computers...

Don’t spend long periods of time on one problem. It may not be your fault...

Get Help...

Get Help from the program...
In Pro Write:
In Lotus:

In other programs:
Get Help from the Manual (they are difficult but necessary)...

Where to look and what to get:

How to use the thing without reading more than ever wanted to know...

Get Help from your Local Experts (they are eager to help you)...

Who to call...

When to call...

Other Resources and options...

2TH



Other Topics and Things to

Remember...

Keeping it all straight...

Some typical problems...

Recognizing Screens and looking at prompts...

Housekeeping...

~ Deleting...

Disk Space Management...

Consideration for others...

Courtesy, Honesty and Safety...

Beg, Borrow or...?

Avoiding Viruses...

L Thinking of Buying?
L Look at your needs:
g Find someone to help:

s oT,




What to do Next?

Think about these questions...

What can I use a computer for...

at work:

at home:

What I really need to know how to do is...

I could start by...

Taking classes on then: ¢

Seeing a demonstration on:

Reading more about:

Talking to about:

Be sure to turn in a course evaluation. Thanks for giving your time and energy for this
class!
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BM, Apple facing Microsoft's brave n

3y PETER H,LEWIS
New York Tlmfc News Service

" 'SAN JOSE, Calif. — The con-
tract was a foot thick, indicating
the compiexity of the deal signed
eatlier this month by Apple Com:
puter Inc. and the International
Buainess Machines Corp.

Reduced to essentials, Apple and
IBM have agreed that they must
join forces if they are to galvage
any meaningful role in the person.
al-computer industry of the 21st
century.

“The two biggest PC makers
vowed tb work together to develop
.,togqnention of powerful business
. Computers and an operating sys-
" tom for them. They hope to be done

by the thid-1990s — meaning it will

be years before the main results of

ithe alllance are evident, if the

' effort does not collapse under its
| TC‘M before then.
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Apple and IBM viftually have
nothing in common except & chal
lenge: keeping Microsoft Corp. at
bay and shifting the power center
of the industry away from software
and back to hardware. It is a pro-
found and fundamental struggle.

“Unless both companies, IBM in
particular, embark now on a five-
year campaign to sink the armada
of clones, they will never make a
profit again in desktop compnting,”
sald Richard Shaffer, editor and
publisher of Technologic, an
industry newsletter. *“They have to
do something to restore profitabill-

ty in the box business.”
The key, many in the industry

_belleve, I8 to wrest power from

Microsoft. The Redmond, Wash.,
company wrote the operating soft-
ware that controls more than §0

Jsurebe piq wal w

pakejop asemyog

we lf 8D

million personal computers. These
machines usually are known as
IBM compatibles, but a more
accurate name would be Microsoft
DOS or Microsoft Windows com-
patibles.

When businesses go shopping,
thelr first criterion for computers
is that the machines must be capa-
ble of running the software already
in us> at *he office. Companies
invest far® -re money in software,
software development and training
than they do in the hardware that

© runs it. And DOS and Windows

have become the stardards for
business computing. |

Boldly defying former partner
IBM, which had staked its future
on the 08/2 operating system,
Microsoft has sold millions of cop:

ew world

fes of Windows in the last year.
Apple, with its Macintosh operat-
ing system, and IBM, with 08/2,
are committed to a different path.

Once a company decides on the
goftware, the hardware that runs it
becomes a commodity. Apple's Ma-
cintoshes cannot run Windows; 80
Macintosh is shut out of the main-
stream as long as Microsoft rules

the market.

IBM's PS/2 computers can run
windows, but 1BM has not been
able to demonstrate that its com-
puters are superior to rival
machines that cost less. In other
words, software — Microsoft's in
particular — controls IBM's fate.

“Microsoft has won" the battle
for control of the industry, Jona-
than Seybold, president of Seybold
Serzinars Inc., sald at the Seybold
Conference on Desktop Publishing,
held here early this month.
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Bl 1t's a COMPLETE System!
Look At What You Get:

16 MHz, 32-Bit 386SX
Processor

1 Full Megabyte of RAM
40-Megabyte Hard Disk
1.2MB 5%" Floppy Drive
1.44MB 3%:" Disk Drive

147 640 x 480 VGA Color
Monitor (.31 Dot Pitch)

16-Bit VGA Card With
256K of RAM

1 Parallel Port/2 Serial
Ports/1 Mouse Port

101-Key Extended Keyboard
MS DOS 3.31 and GW-BASIC

Exclusive ‘Plain English’
DAK Manual

Toll-Free Technical Support
FREE 1 Year On-Site Service

It's revolutionary computing power. Plus, with optional Windows 3.0, you can use several programs at once.
Here I'm using Windows, NEW Word for Windows, NEW Quattro Pro 3.0 and the Random House Encyclopedia.

386SX Corporate
Give-away?

Jump on the corporate bandwagon! To build the BSR brand name in
Fortune 500 companies (who often buy dozens of computers) DAK has
the green light to slash the price of this FULLY LOADED 386SX com-
puter system—with OR without S149 Windows 3.0, S495 Word for
Windows and $495 Quattro Pro 3.0. But, no one told me | couldn 't offer
this special corporate deal to all DAKonians. So, until | hear otherwise,
this 386SX corporate powerhouse is yours for a price-shattering S 1,399
with OR without adding the 3 prtgrams mentioned above (%LUS 17
othertop name-brand programs AND a 3-button mouse) for an incredible
bonus price that has the computer industry reeling.

By Drew Kaplan

Smash high computer r-ices! Othe name-
brand 3865X cumputers comparable to this
one (complete with a full mey of RAM,
40MB hard drive, both 5%~ and 3%~ disk
drives and a true .31 dot pitch 14~ ¢olor
VGA monitor), sell for $1.999 1o $2,499.

But, thanks X:na special promotion aimed
at corporate erica, you can grab thi
fully loaded BSR 386sxygompul3r sys:::'r:

2 for as much as $1,100 less!

Plus, you can also grab a breakchrough
software package containing $149 Windows
3.0, the newest $495 Word for Windows, the
newest $495 Quattro I’r0 3.0 and 17 other
powerful name-brand programs (a $3,683
total value) for an industry-shocking $399.

But, forget prices foramoment. it's the
quality and dependability of this incredible
3865X computer that's really important.

SUPERIOR 386SX PERFORMANCE

It's fast, Reallv fast. You'll rocket thronah

work atablinc
386SX microp
sive 32-bitchu
like 286 comp
twice the info
But, blindir
story. You see,
memory capac
RAM barrier tt
by powerfuily
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Trainer
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plete arsenal full of work-annihilating in-
dustrial features at your fingertips.

14 VGA Monitor (Standard). With its
phenomenal 640 x 480 (.31 dot pitch),
slide-like resolution, this easy-on-the-eyes,
non-glare 14° color VGA monitor is the
most brilliant I've ever seen. just wait till
you see its palette of 256,000 colors.

Note: Lately I've been seeing ‘bargain’
computers with VGA monitors that areonly
.42 or .51 dot pitch. Don’t be misled.

.42 and .51 dot pitch monitors cost a lot
less than the .31 dot pitch color VGA moniior
that you getwith this BSR 3865X computer.
Plus, their resolution is fuzzy, hard on your
eyes and noticeably inferior. Always insist
on a .31 dot pitch monitor.

40-Megabyte Hard Drive (Standard).
With your super-fast, 28-millisecond, 40-
megabyte hard drive, you'll have the infor-
mational storage power of over 110 tradi-
tional floppy disks to save all of your work
and programs with plenty of room to spare,

Plus, if you're running a business or sim-
ply need all the storage space you can get,
you can upgrade to a colossal 80-megabyte
hard drive for just $ 199, ’

Full Megabyte of RAM (Standard). You'll
have plenty of power to run even the most
massive memory-devouring programs with

@ “eincluded | meyabyte of high-speed RAM.

C Plus,

you can upgrade t0 a total of 2
iegabytes of RAM for virtually untimited

Look At All You Can Get With

Your BSR 3868 Computer

| think I've put together the greatest
softwarebonus package EVER OFFERED in
the history of the computer industry!

Here's why. DAK is, as | write, the ONLY
company authonzed by Microsott to include
the flagship oi their line, $495 Word tor Win-
dows, in a special bonus software package.

It's a great compliment to both DAK and
the BSR 3865X computer. But, amazing
Word for Windows is just the beginning.

YOU GET $3,683 WORTH OF SOFTWARE"

FOR JUST 3399
These are TOP programs. You get $149
Windows 3.0, $495 Word for Windows.
$495 Quattro I'ro 3.0, $99 Adobe Type Man-
ager and $249 Reflex 2.0 just to name a few!
Plus, look at this. | visited my local Egg-
head Discount Software” store and Quattro

3.0 was ‘discounted’ to $399°*. Word for .

Windows was $339*°. And, Windows 3.0
was 399%, That's a total of $839%7 for just
these 3 programs alone!

But, YOU can get the same 3 top-of-the-
line programs above PLUS 17 other name
brand programs I'LUS a bonus BSR 3-button
mouse for literally pennies on the dollar!

It's a total value of $3,683. But, when you
acquire your 3865X computer it’s all yours
for just $399. Now let’s dive in and take a
quick look at everything you’ll get in this
amazing software bonus package.

Windows 3.0 ($149 Value). It's tha new
standard. Windows 3.0 has revolutionized
computing. Before Windows, we had to
memorize and key in complex DOS com-
mands. Plus, we were limited to using only
one program at a time.

But, now that's all changed. With Win-

multi-tasking power for just $79%,

Both 5%" AND 3% Floppy Drives (Stan-
dard). You get not one, but TWO floppy
drives with your BSR 3865X computer.

First, there's a 1.2MB, high-density 5%°
floppy disk drive. You can store nearly 4

COMPUTER SCAM ALERT!
Browse through the computer maga-

zines and you'll find ads for 3865X com-
puters that, on the surface, may appear
to beat DAK'’s price.

But,if youread those ads closely, you'll
usually find that these so-called 3865X
systems would be UNUSABLE if you or-
dered them without expensive upgrades.

Last week, | found an ad in PC Maga-
zine offering a ‘386SX’ for slightly less
than DAK's price. But, when | scrutinized
the fine print, | found that it had NO
moniter, NO video card and NO hard
drive. Plus, it had just one floppy drive
and just 512K of RAM.

So, whether you acquire your com-
puter from DAK or get it somewhere
else, ALWAYS, ALWAYS pay very close at-
tention to what you're REALLY yetiing

(and what you're not) for your money.

times moreinformationona 1.2MB floppy
than you can on a standard 160K floppy.
Of course, you can still use and exchange
360K floppies with less sophisticated com-
puter users than yourself.

Plus, you alsoget the latest 1.44M8 highg .

(

e el - s oy
a S | 2K L
.8 byt ¥ "\'ﬂ
“atrnd e wn-\[. Lrominnity wmdlnrerm romyganie:
2 Y] AN Y+
RALYYW S T v K F XTI " .
—_ .o
a3 oWl
toyMar Y ey € usA JEEETR TR ARy I
—— - '. .
=\ . 7] g i
fedmed liam B ] [T R RO BRPIN

Foeget complex DOS commmatids, Windows $.0is in-
credibly easy 10 1. Srnply pornt amd click vour
mouseon the programar 1XOS appication you desire.

dows 3.0, vour 3865X computer will be-
come both incredibly casy to use and many,
many times more powerful.

In fact, Windows 3.0 obliterates the 640K
barrierenceandtorall. Soyoucant pgrade
to 2, 4 even 8 meys of RAM, and Windows
can use everv ounce of memory.

Plus, with Windows 3.0 vou can copy
files, format diskettes, see a directory of
your files and run programs without even
touching your keyboard!

It's great! Instead of having to memourize
complicated DOS commands and type in
tendon-stretching key combinations, you
simply click a mouse on a little picture
(called an ican) or an easy pull-down menu.

Basically, windows pulls all your pro-
grams together into one big, easy-to-use
program. And, with Windows’ advanced
mermory power, you can actually tun two
or more programs simultaneously.

So, forexample, if you're writing a letter

{Next Page Please. ..

density 3% floppy disk drive. So you'll
never have a compatibility problem if you
switch floppies between your 3865X and
the latest IBM computers or even 1.44MB
and 720K laptop computers.

4 Expansion Slots (Standard). With its
4 expansionsiots (3 available), your 3865X
will grow with you. You'll have plenty of
room to add a voice mail/fax/modem card,
a scanner card and more.

Serial, Parallel and Mouse Ports (Stan-
dard). You'll have two serial ports to use -
with serial devices. You get a parallel port
for printer hooh-up. And, there’seven a bus
mouse port. (Keep reading for a great deal
on the latest BSR 3-button bus mouse.)

101-Key Extended Keyboard (Stan-
dard). Whether you ‘hunt & peck’ or type
90 words per minute, you'll really appreci-
ate the tactile feedback of this full extended
keyboard complete with separate arrow/
cursor keys. It's a joy to your fingers.

MS DOS 3.21 and GW-BASIC (Stan-
dard). The latest MS DOS 3.31 obliterates
the 32 mey hard disk size limitation. So
you ¢an use your 40 meg (or optional 80
meq) hard drive without partitions.

Clock/Calendar with Battery Back-Up
and More. This extraordinary 1BM-com.
pa 1blecomputer hasa clock/calendar with
battery backup, a front panel reset switch,
80387 math co-processor socket, BMHz/
16MHz switching and much more.

Whew! That's A LOT of computer fire-

) 1 (Next Mage Please. ..
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WARN
COMPUTER BASICS
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© 1991: Warn, TLC: This programmed note package was developed for exclusive use of
Warn Industries. The development was funded by Grants from the US Dept. of Labor and
US Dept. of Education along with funds from Clackamas Community College.

20

S




FEB-85-1992 14:49 FROM HARMONY CENTER 10 2759463 P.a3

Before We Get Started...

The goal of the class...
A few suggestions and requests...

You need to ask questions...
Abzut your notebook...
Only practice makes perfect

The need for patience...

We want your ideas and suggestions...
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The Computer Ins’idc‘.émd Out

First we'll look at the computer, inside and out.

This is an older computer, but all the parts work just like the new ones.

Several areas we want to look at...

1. Input:
2. Output:
3. Processing:

4. Storage:

Other comments:

(We'll come back and discuss all these words in more detail, but whenever you have a
question, go ahead and ask!)

247
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l- What Happens When You Turn it On? .

1. It (the computer,) doesn’t know what to do...

2. It tries to find "operating” instructions stored in a "File" somewhere...

3. It finds the instructions and "loads" them into "memory"...

4, These "instructions" are called "DOS"...

5. "DOS" needs input from you, or trom a "program"...

6. All "PC's", use DOS. Many PC's are set up or "configured" so that you don't fieed to

know "DOS." The Warn Network allows you to operate the PC without knowing anything
about DOS.

Other Comments:
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Let's Turn on the
- Computer... .

Several things can go wrong when you try to "start up the system"...

But, nothing serious.
Just Two Rules to remember when turning a computer on and off...
@ Remove any "floppy disks" before turning a machine on or off.
s After you turn a computer off, let it "slow down" for a few seconds before

turning it back on again. Don’t take a disk out or put one in while turning
the computer on or off"

Now, Let’s turn them on...
Some things to check if you have a problem...

1. Is everything plugged in?
2. Is the "power strip" or box turned on... look for a red or yellow lighted switch.

3. Are the monitor, printer or any other "Peripherals” turned on?

«nat you see on the computer screen next depends on how that particular computer has
been "set up" or "configured.”

JIY
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What types of Computers and
Computer Systems are Found  at
Warn?

PC's are everywhere, but some are more than just a PC...

“Terminals" are everywhere, but they are *dumb® and depend on being wired into
“MainFrame.";

The Network: A “Server* and many PC's that can work together...

Some PC’s are bigger and dedicated to special tagks...

Even many of the machines have their own computers built in...




FEB-@5-1992 14i58 FROM  HARMONY CENTER T0 275949 P.08

4 ‘/.LWJf

~ Homeuert

Rt

Now, Let’s talk about all these words
we've been hearing so much...

What does it mean?

Ap.pliation.slProgramQ .A DOS
ﬁackup Files
BootBooting/ReBoot ' Filcnames
Bit/Bytes(& Megabytes) Fixed Disk (Hard Disk)
Character ‘ Hardware vs. Software (
Compatible Load/l.oading
Command Mcmory i
Configure Operating System
CPU Prompt
Daua RAMROM
Disk Drive . Stand-Alone
Disk/Diskette Text-Numbers
\
Density
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Let’s talk about things you or I may want to use 2 computer for...
"Word Processing" (For Warn Letters, Lists, Reports, Memos...)

"SpreadSheets" (Team Budgets, Calculation of any type of numbers)

"DataBase” (File Cabinets, Client-Customer-Vendor Data, Maintenance Records...)

"Statistics/Graphics Packages" (for quality tracking and charts or graphs for presentation.)

"Household Applications" (no more checkbook errors!,

track investments, inventory,
schedules...)

"Tutorials" (Learn about anything from how to use a program to how to type faster.)

"Programmmg Languages" (If you need a custom

program to do a unique job, like
instructing a computer to operate 4 Warn Machine.)

32
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Getting Around on the Keyboard e \
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Let’s look at the Keyboard...

"Typewriter Keys"...
"Cursor Keys"...
"Editing Keys"...

"Fuuction Keys and Combinations with ALT or CTRL"...

. Some of the other keys...

313
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Let’s Talk about Progréms and "Input":

Unfortunately, nearly every program (or type of software) has it’s own way of getting input
from the "user" (that's you).

It would be nice if we could say “anytime you want to 'exit’ a program just..."

There is no standard for "input.” So you need to learn about the different ways some
programs will want you to input your “commands."

We'll look at two ways of dealing with the programs...

1) Menus:
a) making a choice...
b) several ways to make a choice...

¢) menus in 2 menu...

2) Prompts and Commands
a) The DOS prompt...

b) Program prompts, function keys and command lines...

¢) Problems with fast tingers...
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Lct's Practice "Input" with a Word Processor.

We're Going to "load" Word Perfect...
Then we're going to "type" or "edit" a "document."
This will give you a chance to see how a program gets “input" from you, the user.

How we load Word Perfect depends on the computers we are using. If we are on the

"network’, we will "select' Word Perfect from the Main Menu. We are going to create this
document and make some changes in it...

(the instructor will walk you through this).

‘;... 240
;ﬂ Q{;wv )

LA ',;-’;; ﬁ:‘

3, LR
LA, X

kg
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. To get ir*n the program...

To move around...

To delete "frontwards"...

To delete "backwards"...

To insert a letter or word...

To delete a letter or word...

To make a tab at the beginning of a paragraph...
To start a new paragraph...

To lock the "caps"...

To make a word "Boldface"...

To “save" and “exit"...

To "bring up" or retrieve your work...

Other things to remember... 3t
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Margins:
Backup:
Num Lock:
Backspace:
. Page Break:
Carriage Return (enter key):
PageUp/PageDown:
Centering:
Pn\Se-{Reimt-Sercem)T
Delete:
Print/Hard Copy:
Directory:
Save:

Document (File/Data):
Scroll Lock:

Edit:

Other Things to Remember...
ESCape Key:
Exit:

Format (text):

Format (disk):

e
N
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What they are...

When to "save'...

What to call it (the “"filename" and "file exiension"...

Where 10 Save...
When you are going to "Exit"...
: Some different strategies...
Updating:
Several Versions:

The Key: Thinking it through

What can go wrong...

The computer takes you literaily...

34
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We're going to "load" and "run" Lotus 123 (or a similar spreadsheet...

This software (program) is great for working with numbers...

We're going to work on the expense sheet you sec on the page below...

The spreadsheet will do all the math for us...

The instructor will walk you through each step. Then, we will go back over it...

On the next two pages, we'll look at some of the steps used in working on spreadsheets.

3ny
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Note: Most Spreadsheets use the same type of "commands" and procedures to

“input” information. The major differences will be in how they look on the screen and
several ways they use to "say the same thing..."

The WorkSheet Layou...

> Once you are in the program (after the initial screen, you may need to "hit any
key to continue") you have a blank sheet with 2 frame across the top and right sides...

BN

Across the top or bottom are some ‘options” or commands... i
--/As you type in numbers, words or formulas, what you type will show up t the: -
-top:of the screen. Then when you hit "enter," it will go in the “cell" that'js ™

| "highlighted” with your cursor. Numbers and words you see, formulas are
‘hidden.” i

A

B

C D E F G H 1 ] ¥

{the top left cell is called "Al," next to it is
Bl and below it is A2..

this 'x" @ x jsin DS. Somewhere, way off to the
lower right is a cell called FZ999, (after Z, the
columns are AA, AB... and so on... depending on how
large the program is.} '

O 00 20 L & W i
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More on SpreadSheets: Common Keys

and Steps to Working With the
Numbers...

Getting where you. want to go...

Putting the numbers in...

Putting in the words, titles or labels...

Putting in Formulas so you don’t have to do as much work...
Some "Rules"
Thinking it through

Getting at the "Commands"...

Saving your work...

Finding and getting your work back...

311

£ 294Gy

'JI

b



FEE-@5-1992 14:55 FROM  HARMONY CENTER TG 27594€E9 P.19

- Other. Topics and Things to

- Remember.... - .

N )
.5
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There's Always Help!

Some things to remember when you start to work with computers...

Don’t spend long periods of time on one problem. It may not be your fault...

Get Help...

Get Help from the program...
In Pro Write:
In Lotus;

In other programs:

Get Help from the Manual (they are difficult but necessary)...

Where to look and what to get:

How 1o use the thing without reading more than ever wanted to know...

Get Help from your Local Experts (they are eager to help you)...

Who to call...

. When to call...

Other Resources and options...

313
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Vocabulary terms for Wam Computer Basics

._.=========2==========-‘-‘=======
386 }
386sx } Model of *processor in the Computer...indicates relative speed.
486 )

Applications- programs, software, instaustions for You to use with the computer to do typical computer
tasks. .

Assembly Language- a code, using numbers, used 10 ‘program* a computer to do work.
AT 286} Model of *processore... AT was the name IBM used, then others picked up on it.

Autoexec. A *file* with ‘commands that the computer ‘automatically* executes when you turn it on,

Backup- make an extra copy, *just in Case®

BASIC. a programming fanguage: allows you to tell the computer what you want it to do,. Easy(?) to
learn.

Batch- a group of commands that are run together to do some work.

&atch files-the place the batch of commands is stored on disk,

Baud-arate (or speed) of information transfer between computer and other destinations'(phone.primer...).,
Boot, Booting, Boot up- to tufn on the computer and have it load the ‘Operating system.*

C, Pascal-two other common programming languages, very flexible, harder to learn.

Cache- a memory system that Speeds up disk operations-lets you find things faster,

CAD-Computer Aided Design... for dratters and engineers, lets them use the computer t0 improve or
change designs.

Card-or *Board*-electronic components o a piece of plastic (card) that can be installed or removed,

CD-A *DOS* command you use to ‘Change Directory*

Clone-A computer, or computer accessory designed 1o work iust like a major name brand computer or
accessory. ‘

Co-processor, Math chip-an optional piece of electronic hardware that will speed up numeric calculations.
Cold Boot-a boot when the computer has been turned off then is turned on,
Command-an instruction trom You, or your answer to a question the Computer program is asking.

Terms 1
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Command line-the place on the screen you need to *be at* when you give the computer a command.
- Communications-the process of one computer sending or receiving information from another computer.

Compatible-this means two or more components or programs will *work together*

Copy-to make an identical file on another disk, for someone elss or for safe keeping.
Copy protected-software is often *protected" so you can't make copies to give to your friends.
Crash-a general term 1o explain that the computer quit working or you had to tum it off.

Cursor-the little line or box flashing on the screen. It tells you ‘where you are.’

Cursor pad-or "Arrow* keys. they move you around by using a teft, right, up or down arrow on the
keyboard. :

Database (DBMS)-An electronic file cabinet system, for storing, sorting and generating reports from <ile®
information.

Del-short for delete... used to delete a letter, number or word: OR, to delete-erase a *file® off the disk.
Density-How ‘dense® a disk is formatted determinas how much can be stored onit.

Desktop publisher-A type of software that lets yod create very nice documents for publishing your
materials.

Dir-short for *Directory. .

Directory- The directory is a list of what you have stored on a disk.

Disk drive- The part of the .computer that you put your disk into so you can get or store your information.
Diskcopy- A DOS command that lets you copy everything on one disk 1o another disk.

Diskspace- How much *room® you have on a disk to store or save your information,

DOS. MS-DOS, PC.DOS- Different Terms for ‘Operating Systems. or the ‘instructions, rules and
procedures’ to operate,

Oot Matrix Printer- prints to paper by printing tiny dots shaped into letters, numbers or symbols.
Editing Keys (backspace, Ins)-the keys you use to “fix" your mistakes of make your work better.

Electronic Mail System (EMS)-o0n the *network,” a way to send and receive messages or information.

Terms 2
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Enter or Return-The same on most computers, the key with the word ‘erter or *return® and a amrow
pointing left.

Erase-to remove information from a disk, permahently.
Exit-the term used to describe ‘leaving* a program, ot quitting your work.

Expanded Memory System-a way 10 upgrace a computer so it can do more work at one time or run
new larger programs. :

Fax-Modem card- an accessory you can add that allows you to send or recelve information by phone
lines or FAX,

File- a *place* on disk where your information is kept. A file could hold a report, memos or.sets of
numbers.

File extension- when you name a file, you can put a 3 lerer word or code on the end of it to remind you
what it is.

File Maintenance- the process of making sure you delete files you don't need or store them out of the
way of cthers.

Filename-'a name you give t0 your work so that the computer knows what you want to call it when you
save it

Floppy Disk- a plastic storage device that you slide in and out of the computer. For saving your
information or data.

Format-Can be to format text(margins, centering etc.)or to format your disks(so your computer can read
and write on it).

Function Keys- the keys across the top of most computers..F1 F2 ..Up 10 F10 or F12. Used to perform
various *functions®.

Glossary- the place in the back of a manual or book to ook to find out what they mean when they use
technical words.

Graphics- the computer’s ability to make pictures, designs or animation.

Hard disk- a *disk® inside the computer for storing large programs or large amounts of information: Also
the *C: drive.*

Hardware- a general term 10 describe any of the physical-electronic components. See Software.
Input-Output- various ways 10 get information into or out of your computer (keyboards, disks, printers,
monitors, etc.).

Terms 3
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Integrated- several computers and\or programs that *work together: by sharing information(production-
accounting marketing)

Interface- a box or hardware that allows two components (that would not be compatible) to work
together.

Joystick- an inpuwt device common to home video game-type computers. Could work on any computer.
Keyboard- the typewriter style input that lets you type in words, numbers etc.

Keypad- a separate set of buttons (keys) that lets you enter numbers or special information.,

Laptop- a PC that is small and ponable, fits on your lap.

Laser printer- the printer that fuses the letters, numbers or symbols right on to the paper for a sharp,
clear image.

Load, run- to start up a program. you are actually loading a copy of the program into ‘memory.*

Log infout- you must sign in and out on most computers that are sharing information. Often a password
iS needed.

Lotus, Symphony, Excel- *SpreadSheet* programs that let you *crunch* (calculate) sets of numbers. Good
for ‘What #t?

Mainframe\HP-Warn's large computer that runs AMAPS or PowerSott, Other computers or terminals are
‘on line* with i,

Megabyte-A million bytes or characters of information. A measuring standard for memory and storage.

Memory-the area in the computer where the computer does its work. It must be able to remember data
‘while it works.

Menus-an easy to use method of letting you look at the screen and choose one of several different
options.

Milliseconds-or MS. a fraction of a second. used to rate how fast a disk drive can retrieve or save
information.

Modem-an accessory that allows your computer to send or get information over phone lines.
Monitor- the screen or dispitly, looks like a TV screen.
Monochrome, CGA.EGA, VGA,SVGA- different types of monitors. denoting color and quality of resolution.

Motherboard- the main section of hardware across the bottom of the inside of the computer. where most
processing occurs.

Terms 4
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Mouse- input device that lets you move the cursor around the screen very Quickly and make a choice
by clicking a button.

Network- a system of computers that are connecied together to share programs and information.

- Non-system disk-wiren you leave a regular disk in the drive and turn on the compuler, you-will get a
Non-System Disk error.

Operating Systems- the rules, procedures and information the computer needs before it can operate,
usually called ‘DOS.’ :

0S/2 UNIX- Different types of “Operating Systems® used by targer or different kinds of computers.
pagemaker- A desktop publishing program. Lets you design nice pages for presentation or publication.

Parallel- information moves faster when a device is *parallel” in runs together along paralle! circuits. See
*Serial’, :

Password- a special word or phrase that you are given or make up that allows only you 10 use certain
areas on a computer.

PC- Personal Computer, most computers that are small enough 10 sit on a desk are considered PC's.
Peripherals- all the different things you hook up to a computer, printers, rnonitors, modems, €tc.
Plotter- a unique type of printer that uses pens and aliows you to make designs or perform drafting.

Ports, bus- the slots or connectors on the back of the computer for hooking up peripherals.

Power switch- the on and 6ﬁ switch.

1

Prompt-a message or symbol that indicates the computer is waiting for your input or a decision.

RAM.Random Access Memory.the ‘Memory,” or place where the computer loads mformauon and
programs while its working.

Reset- usually a button on the computer that starts the computer from scratch. Use only when you really
get stuck.

ROM-Read Only Memory,-Memory that is ready and is read by the computer when it first comes on. it
is not changeatje.

Save- to make a copy of your work on the disk. So you can come back and work on it fater as needed.

Scanner- an accessory that allows you to *import* words, numbers or pucxures by scanning a *hard copy*
(off of paper).

, S
Terms 5 A
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Screens- a term referring to different areas in a software/program that let you do different types of things
in the program.

Serial- information moves slower, in a line sequentially as opposed to ‘parallel.*

Software- Programs and information that is changeable. As opposed to *hardware* that stays the same.
Spreadsheet-a type of program\software
Standalone- refers to a computer that is able to do woik without being hooked to arniother computer.

Subdirectory- an area in a directory for storing files that are common or related to each other.

Terminal- a keyboard and monitor that are connected 10 a main computer Somewhere else. Can't
Standalone.

Tracks, Sectors- the way a computer divides a disk up for storing infarmation. Not a concern unless disk
goes bad.

Turbo- a button or hardware that makes the computer go faster.
Tutorial- @ program or book that lets the computer teach you how to do something.

User support- People you can call who are supposed to be able to answer any question you have about
the programs,

Utility- @ program that lets you use your computer in a more efficiert way. Many varieties of utilities.

Ventura- like PageMaker, but more extensive and powerful. Makes nice pages for presentation and
pubilishing.

1

Warm Boot- when you restart the computer without turning it off. Usually by pushing the reset button.

Wil icard- when you are looking for information on disk of in a search program, the * can be used to say
*anything.*

Windows- a program that allows you to run several programs at once and use a mouse 10 quickly move
around and work.

WordPerfect(WP)- the most well-known of the powerful word processors. All of your class materials are
developed in WP,

Wordprocessor-a program that lets you generate and enhance text in the form of memos, letters, reponts,
lists, notes, '

Write protection-You move a piece of plastic at the corner of your disk, then it is "write protected.* You
can't mess it up.

Terms 6
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What You Need t6 Know for. =
® "Just Qet By' usmg a Spread

Before You Get Started...

" > Know what commands are needed to "bring up" the spreadsheet program you plan

to use. Usually you will choose it off a Menu. Sometimes you will nzed tc type in one or
more commands to bring it up.

(on our computers, after time and date, just type: 3 <then enter>)

> While spreadsheets differ, several basic commands are common to nearly all the

major programs. When you understand these commands, you wﬁl be able to use the Help
screens or a manual to get more specific instructions.

> You should have an idea:or project when you sit down at the spreadsheet. 1t is

much easier to leam how they work if you have an idea of the type of problems you need
to solve.

Notes:
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The WorkSheet Layout...

> Once you are in the program (after the initial screen, you may need to “hit any
key to continue") you have a blank sheet with a frame across the top and right sides...

Across the t0p or bottom are some "optlons" or commands~ i
"As you type in numbers, words or formulas, what you type wnll show up at:
:the top.of the screen. Then when you hit."enter," it' wxll go in‘the™c ll" 'thatm

is "hlghhghted with your cursor. Numbers and words you see,- formulas are
"hldden " L ' '

A B C D E F "

{the top left cell is called "AI " next to lt 1s
B1 and below it is A2...

this "x" @ x 1s in DS Somewhere way off to '.th

lower right Is a cell called FZ999 (after Z. the
columns are AA, AB... and 5O OnN... dependmg on how
large the program is.} : CRE

"1
| 2
.3
w5
6
7
8
g

Notes:
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Putting Numbers and Words into the SpreadSheet...

> Move your cursor to the "cell" where you want the numbers or words to go. Use

the arrow keys, or, hit F5 to let you "Goto" a cell when you enter the name of the cell you
want. .

o Then just type in the number or words that you want. What you type shows up

on the top of the worksheet, and after you type it in and hit "enter," it will show up in the
cell you have chosen. |

> Numbers may be "truncated" (shortened) to fit in the cell but the value is
‘remembered” just as you typed it in.

»> Words may be longer than the cell or "eolumn width." What you type in will just
‘dump into the next cell to the right.

How to Leave the Program, or go back to DOS.

If you have not saved your work and need to, be sure to do it before leaving the
spreadsheet program. For instructions, see "Saving Your Work."

Hit the "Slash" Key - / to give you a list of options. The last option is usually the "Exit" or
Quit option. Move to it with the cursor and hit enter, or hit "E" for exit, {or Q for Quit).

Notes:

4] ) 0)
%
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Putting A Formula in for Calculating in the SpreadSheet...

o Move your cursor to the “cell' where you want the answer to the formula or
calculation to go.

> Type in the formula or calculation by putting it into parentheses ( ). You must
have the left parenthesis as the first thing you type in or the spreadsheet will think you are
trying to enter numbers or words.

o Spreadsheets can use "functions” like... @SUM(A1..A10) to calculate totals or other
functions of numbers. For these, the "@" symbol is the first thing you type in. Then you
use parentheses to tell it where the numbers should come from.

> Once you have numbers in certain cells, if you want the spreadsheet to do a
calculation, you refer to the cell name in a formula... (Al + A2).. if the number in Al is
14 and the number in A2 is 3, anywhere you have the formula: (Al + A2) , the

spreadsheet will give you 17, or, the total of whatever numbers you may put into Al and
A2,

> You can. use the + and the - signs to add and subtract. Use the * symbol to
multiply and the / symbol to divide...

to multiply the number in Al by the number in A2: (A1*A2)
to divide the number in Al by the number in A2: (Al/A2)

& Note: the spreadsheet doesn't care if you use capitol or lower case letters.

Al is the same as al and a2 Is the same as A2.

Notes:
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Copying Cells to Save Time Entering Numbers or Formula...

(These steps are covered in class, Don’t try to follow them if you haven't seen this done in
class yet.) ' '

Step 1: What "cell" to copy "From"?

> Move your cursor to the "cell" that has numbers, words or a formula you want to
use in another cell.

o Hit the "slash key"... it has the / symbol on it. This brings up a list of commands
and options you can use. One of the commands will be a copy command or a copy cell
command. Choose this command by moving the cursor to it and hitting “enter,” or just
entering a letter "C" for "Copy."

> Once you select the copy command, the spreadsheet wants to know what cell you
want to copy from. [t usually will have the cell listed that your cursor was on when you

entered the / to get to the commands. If the cell listed is the one you want to ccpy from,
you just "enter" to accept it.

> When telling the spreadsheet which cell you want to copy from, you m: y want to

copy a "range" of cells. In this case, you would want to tell the spreadsheet to copy the
information for all the cells between two points.

You can do this when it asks you which cell(s) you want to copy from. If you
wanted to copy all the formulas (or numbers or words) from cell B3 to cell B10, you would
enter... B3.B10 when it asks you what cells to copy from. The two periods let the

spreadsheet know you want to copy everything between B3 and B10. Then you just enter
"enter."

Notes:
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Step 2: What "cell(s)" to copy "to"...

> Now, the spreadsheet asks you what celi(s) you want to copy to. You answer the
questions the same way as when it was asking you what cells you wanted to copy "from".
If you want to copy to only one cell, say cell D3, you would enter D3..D3. If you wanted
to copy to a range of cells, such as every celi from D3 to D10, just enter D3..D10. After

you enter the cells you want to copy to, when you hit "enter," the spreadsheet will copy
your formulas or information to those cells.

& Short Cut...

When the spreadsheet wants to know which cells to copy from and which cells to copy to,
You can use your arrow keys to "show it" what you want.

Instead of entering D3, move the cursor (with your arrow keys) to D3. Then just hit "enter”
if that is the only cell you are copying to or from. If you want to copy from or to a row
or column of cells, move to the first cell, say D3, hit the period to "Anchor” the cursor at
D3, then move with the arrows down to D10 or wherever you want to copy to or from.

When you hit “enter," the spreadsheet will see the area you want to copy to or from and
it will follow your directions.

Notes:

-
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Saving Your Work...

o Hit the slash / key. You will get a list of several commands and options. Choose
the option called "File." Then you can choose an option called "Save" or "Store." You will
be asked to give your "worksheet’ a2 name. Use a "A:" (no quotes) to start out the name,
this will save your work on your floppy disk. Give a name no longer than eight characters

long. Don't.use a period or "extension" on the end of the name. The spreadsheet will save
your work with this neme. -

Retriesing Work that You have Saved, to work on some more...

> Hit the slash / key. You will get a list of several commands and optioils. Choose
the File option. Then choose Retrieve. The screen will show the worksheets that are on
the hard drive. Since you want to find your’s on the floppy drive, type in an "A:" then it
show you a directory of the worksheets on the floppy drive. Highlight the worksheet you
want and hit enter. This will bring you back to where you left off last on your worksheet.

Notes:




‘What you need to know {o "just get by" in Word Perfect®

€ e oam

How to start the program:.

O When you see the DOS prompt...

Like ~
Ci\>_ or it may have a name in the prompt: C:USER>_ !

Just type in.. WP{then “enter"} .

Q O, if you get a menu when you turn on the computer, just select the number .

tor Word Perfect, or, 0n some menus you move the "highlight" with the arrow keys
then hit “enter.

Netwérk .Menu: ” -

1. Word Perfect
2. Spreadsheets
3. Data Bases

4. Utilities

Enter the number, or highlight your
choice and hit {enter}

O You may get a message such as "Are other copies of WordPerfect currently
running?" On our Computers just answer “no” by hitting the N.

Qifyou get a message such as “old backup copy exists...” On our computers
you will just delete it by hitting the number 2 or letter 0.
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Word Perfect: Notes and Reminders...

These pages can be used as they are, or you can add your notes on
the blank pages.

Be sure to come in and ask for assistance if any of this is
unclear.




WordPerfect: How to get the program started.
On the Laptops...

1. Put your disk in first, then, from the Menu, pick choice number 2 and hit <enter>.

2. If you get one of these questions, answer with these choices...
"Other Copies...running?" Your Answer: No  or N
"Old Backup Copy Exists..." Your Answer: Delete or 2

3. When you get a blank screen (except for the position numbers in the bottom right), you are
ready to begin a new document. If you are starting from scratch, just start typing.

On the Network...

1. Choose F1 after the computer has been turned on and is listing the four choices (F1 is the
choose to get on the network).

2. Enter your login name and password. The network shows you a data screen with your
g account information, the location of your printer and lets you know if you have any mail
é messages. To get to your choices, just hit enter.

3. A list of choices appears and Word Perfect is choice "0." Just highlight it and hit enter.

f On other computers...

Usually, you can get Word Perfect by typing WP at the DOS prompt. So if you sit down at a
different computer and you know it has Word Perfect, When you see a prompt like this...

‘ C\>_

!
{ Just type in WP and hit <enter>. If this doesn't work, you'll need more details from someone who
- uses that computer for Word Perfect.
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Word Perfect: Making Changes
(Use the arrow or cursor keys to move to the words or letters you want to change).
1. Use the delete key to get rid of words or letters that are in front of your cursor.

2. Use the backspace key to get rid of letters or words that are behind your cursor.

3. Use the enter key to add a blank line.

4. To get rid of blank space or blank lines, move to the beginning of the spaces or line and hit
the delete key. You may need to hit it several times, but don't get carried away.

5. To add extra lines or blank space, use the enter key every time you want to end a
paragraph or add a blank line. If you hit enter several times it will give you more blank space.

To make words or sentences look different when printed...

Use ALT F4 to "block" the words you want to change. Do it like this...

-Go to the beginning of the word or words and hold the ALT key and hit the F4 key.
This turns on the "block on" feature. Move the arrow keys to the right and "block" the
1 word or words you want to change.

-Once you block the word or words, you can change the size or appearance by hitting
! CTRL-F8. (Hold control and hit F8).

-CTRL-F8 lets you choose size or appearance, choose by numbers. You will theri get
some more options for specific size or appearance changes. Some examples are Bold,
Large, Underline and other changes.

i -After you make the change, the block disappears and you may not notice any change
unless you print it out to paper or "view document' (see the next page).
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Word Perfect: Saving Your Work

(See the last page if you want to save the work as you "exit' or quit Word Perfect)

Saving the work as you go.

O If you want to "save" your work as you go, ( a good idea if the power goes out
occasionally) hit the F10 key. You will be asked for the name of the document. If the
name that WP gives you is the one you want, then hit [enter], otherwise, type in a new
name.

s#0One thing to remember...

It WP puts a name for you to approve or change, don't answer with a Y or N. Only use the Y or the N
when WP is asking you “Yes or No."

How to find and “retrieve" your work so you can work on it.
(this is when you come back at a later time and want to pick up where vou left off.

O If you are at the "blank" screen (WP is loaded and you are ready to "bring up" your work
(file or document), make sure the "cursor" is in the upper left hand corner of the display and that if
you have typed any lines, spaces or letters that you have deleted thern.

O Now, hit the F5 key. WP will ask you "where" you want to look for your work.  You wil
have your work on a disk in the "A Drive" so if WP shows you "A:\*.* in the lower left corner, just hit
[enter] and it will show you a list of documents (or files) that you can choose from.

O If you only want to "look" at one of documents listed, just highlight the one you want by

moving to it with the "arrow" keys and hitting the [enter]. While "looking" you c¢an go back to the
list by hitting F7

O If you want to "retrieve" the dccument so you can work on it, pick the one you want by
moving to it with the "arrow" keys and hitting the numkbker 1 or an R for "retrieve."




Word Perfect: F-keys to remember...

Get Help use F3:

When you use F3, you hit the F3 key, then a letter of the alphabet that will take you to the topic
you need help with. (Word Perfect tells you this when you hit F3).

For example, to find out about changing margins, hit F3 then the letter 'm’ for margins. A list
of topics starting with the letter 'm’ is on the left side of the screen. Over on the right side, the screen
list the keys you need to use to change the margins (for left and right margins, the list shows...

SHFT-F8, 1,7 this means you hold the shift and hit F8 then hit choice 1 then choice 7.)

Remember this! Before you try to change the margins or make any changes you must 'exit
help’ by hitting the enter key. Until you do this you will stay in help until you hit enter.

Look at the disk, and file options using F5...

Hit the F5 key and in the lower left corner it shows the disk directory (dir) Word Perfect is ready
to show you. You can change this to "C:" or leave it as it is then hit <enter>.
The screen shows a list of all the files on the disk or in that directory.

Normally, you can retrieve by highlighting and hitting "1" to retrieve.

But you can also delete, copy or move files by choosing one of the other choices.

Use F7 to get out...

F7 is like an escape key, it lets you get out of what you are doing. F1 also lets you cancel an
action but you must use F7 to leave the program.
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word Perfect; Printing and Leaving the program

How to Print out your work to the printer:

O Hit shift F7 (push the shift key and while it's pushed down, push F7 key. The Print menu
comes up. You must make sure the printer is online and is ready with paper. Check the Print menu
for the "Select Printer" line. '

[0 The printer shown must be the printer you have ready for your computer. You can change
it by hitting "S" then choosing the correct printer.

[0 Now you can choose 1 or 2 to print either the whole document or just one page (the page
you were just working on). Choose 6 if you want to "view" how it will look before printing.

How to "Get Out" or leave Word Perfect :

[ Hit the F7 key, it's one of the function keys across the top or left side of your keyboard.
O WP, (Word Perfect) asks you if you want to save document? Yes (no),(your work, would you
want to save it?).

O if you don’t need to save any work you've done, just hit N for 'no." Then WP will ask you
if you want to "Exit WP? No (Yes)" Just hit Y for yes to leave (get out of) the program.

O if want to save your work, hit a "Y' for "Yes." Then WP asks you "Document to be
saved:" At this point, you either type in a name you want to use to identify the
work (the “file" you are working on) or, it may have a name already there if you
have given the work (file) a name in the past.

O To accept this name, just hit [enter]. Otherwise, type in a new name for this file.

O Now, it may ask you if you if you want to "replace" the document. If you want to "update”
the document with the new work, then yes, you do want to "replace." If ycu want this to be a
new document, different than one you worked on before, then hit N for "no" and type in a new
name.

. O Now, it asks you if you want to "Exit WP?" Just hit Y for yes, or N if you want to start
L working on another document.
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Notes on Networking

1. To get onto the network, you need two things...

One: A PC that is connected to the "server" by a cable. |

Two: A "user name" that identifies who you are and "wherge"
your areas are in the computer.

2. About Security...
Your Account...
Your "area" and other’s areas...

You cannot "damage" the work of others while on the network.

, 3. The "Log in"...

Passwords...

. 4. Selecting programs from the "menus"

What you can choose...

3
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More about the Network
5. Other options you can choose from the "Menus"
? Electronic Mail and Messages

PathMinder

5 6. "Where are you?"

7.  Getting at other things through Pathminder...

8. Housekeeping...

9. '"Safe" Computing... "Viruses"...




3274 COMPLETES
_CRAP ANALYZIS

hv Scot Davidson

)n September 24, members of the 8274 Cell
! ted a new procedure of scrap analysis.

... team holds all scrap parts over a one
ionth period. As a group, they evaluate all
parts through inspection to determine

i defects. This is set into a Pareto chart for
nalysis and action.

} first analysis revealed this pareto:
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1P QUALITY PROBLEMS
¢ 8274 for Sept 91
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Detective Castings _ :
' 04 Pinlon Geer Mec —
Miscelianoue -

ain Gear Machining .

WCIM Mach l t

I 0 eo 100 wo zoo zuo 300 sso

. I Ret Wt 8 Cost

wd /30701
J Sroup agreed to tackle the top four
odblems. Each problem was assigned to a
i_‘):cmber for a Quality Improvement
The goal is to eliminate these
oblems and climinate the waste.

:sting observations in the first session:

¢ atside supplier’s process is the likely

¢ use of our number one scrap problem.
Working with the supplier can reduce the
1_5! of this defect.

Many other hidden costs are caused by
~-ap. Disasscmbly, cost of accounting,
z';ls of additional scrap parts, cost of
handling and disposal all add to a bigger
“” "0 ste than seen on the curface.
I

Mike's View

As we move into the 1990's and bcybnd, one ot the most important areas
of involvement for all citizens of the world is the environment. Warn is
Do exception.

We need to continuously focus on the fact that, at Warn, protecting the
envir.ament is a high priority. We are pledged to eliminate or reduce
our use of toxic substances and our generation of hazardous wastes
wherever possible. When waste cannot be avoided, we are committed to
recycling, treatment and disposal in ways that minimize undcsuablc
cffects on the air, water and land.

It is our responsibility to uphold and fulfill these ideals, not only as indi-
viduals, but as a corporate member of the community in which we live. |
urge cach and everyone of you to do your utmost to participate with us
in helping to protect the environment for future generations.
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Do you have a question for Mike? Give him a call or drop him a line
through intercompany mail. He'll be happy to discuss any question
that you may have.
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