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varied program goals of schools teaching bookkeeping machines 
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~~~----:(..p.e.riormance modes, examples, and skills and concepts). The duties 
include: preparation, operation, and maintenance of the machines and 
machine area; preparation and mainten~nce of documents, files, and 
records; and operating v.arious relate<l office machines. A list of 

\ mental and physical attitudes needed for maximum functioning is 
1 appended. (BP) , 

I 

\ 

\l 
EfilC 
Ffiffii . 01 i 

········ ·· ······························~*······························ • Do~.uments acquired by ERIC include many informal unpublished • 
• materials not ·available from other sources. ERIC makes every effort • 
• to obt'ain the 'best copy available. nevertheless, items of marginal • 
• reproducibility are often encountered and this affects the quality • 
• of the microf ich~ and hardcopy reproductions ERIC makes available • 
• via the ERIC Document Reproduction Service (EDRS). EDBS is not • 
•responsible for the quality of the original"document. Reproductions• 
• supplied by EDRS are the best that can be made from the original. • 
••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 



ill! 

Eb107954 
Occupafional· Analysis ..-.r..----• 

Cc: Cc\~ I(;. 7 

BILLING AND BOcJKKEEPING 
MACHINE OPERATQ,R 

; 

9nskudional Materials Ca6oratory 
U..ade anJ 9ndusfrial 6ducafion 
t;lie Oli.io State University 

5233 

2 

I 



I 

I 
I 

0 ; 
EfilC · 
fid'fa . 01; 

AN ANALYSIS OF THE BILLING AND BOOKKEEPING MACHINE OPERATING OCCUPATION 

.. 

Developed By 

Joseph E. Six, Jr. 
Instructor,.Accounting·IOE 

South High School 
Columbus, Ohio 

Occupational Analysis 
E.P.D.A. Sub Project 73402 

June 1, 1973 to December Jo: 1974 
Director: Tom L. Hindes 

Coordinator: William L. Ashl'y 

.'nle Instructional Materials Laboratory 
Trade and Industr!al Education 

'nle Ohio State University 

3 
l 

- ! 



/ 

\l 
EfilC 

''The activity which is the subject 
of this report was supported in 
whole or in part by the U.S. Office 
of, Education, Department of Health, 
Education, and Welfare. However, 
the opinions expressed herein do 
no_t reflect the position or policy 
of the U.S. Office of Education, 
and no official endorsement by the 
U.S. Office of Education should be 
inferred.'• 

\ 

4 

4 

.· 

' 



I 

0 
EfilC 
&'M!M'#§ ''" 

. \ 

I 

I 
TABLE OF CONTENTS 

Foi:-eword. 

Preface • 

Acknowledgment. 

Job Description 

. 
I 

• . ' . 
Duties • (. ·) 

A :Maint~ining the Machine in Proper Working Order. 
B ·Preparing Source Documents for Processing/Operations • 
C Preparing the Machine Area for Operations. 
D :Prepare the Machine fo_r Operations • 
E Operating the Bookkeeping•Machine 
F Closing the Machine a~d the Area After Operations • 
G Maintaining Files of Bookkeeping Related Records in qorrect Order,_ 

with Accurate Balances•. 
Operating Various Related Office Machines. .• 

Index. 

v 

• vii 

ix 

xi 

1 
9 

17 
27 
41 
79 

87 
97 

• 107 

,· . 

·------------------------------·------------------------------~--' 



: 
I ,-,-

\l 
EfilC 

FOREWORD 

The occupati~~al analysis project was conducted by The Instructional Materials 
Laboratory, Trade and Industrial Education. The Ohio State University in con• 
'junction with the State Department of Education, Division of Vocational Educa· 
tion pursuant to a grant from the U.S. Office of Education. · 

The Occupational Analysis project was proposed and conducted to train voca· 
tional educators in the.techniques of making a comprehensive occupational 
analysis. Instructors were selected from Agriculture, Business, Distributive, 
Home Economics and Trade and -Industrial Education to gain experience in 
developing analysis doctmlents for sixty•one different occupations. Represen­
tatives from Business, Industry, Medicine, and Education were involved with 
the vocational instructors in conducting the analysis process. 

The project was conducted in three phases. Phase one involved the planning 
and development of the project strategies. The ·analysis process was based 
on sound principles of learning and behavior. Phase twll was the iden tif ica • 
tion, selection and o'rientation of all participants. The C"raining and work· 
shop sessions constituted the third phase. Two-week workshops were held 
during which teams of vocational instructors ~onducted an analysis of the 

~
'cupations in which they had employment expet'ience. The instructors were 

a sisted by both occupational consultants and subject matter specialists. 

he project,.J:esulted in producing one hundred two trained vocational instruc· 
t~ra_capable of conducting and 39sisting in a comprehensive analysis of 
various occupations. Occupational analysis data were generated for sixty-one 
occupations. The analysis included a statement of the various ta~ks performed 
in each occupation. For each task the following items were identified: 
tools and equipment; procedural knowledge; safety knowledge; concepts and 
skills of mathematics, science and communication needed for successful per· 
formance in the occupation. The analysis data provided a basis for generating 
instructional materials, course outline's, student performance objectives, 
criterion measures as well as identifying specific supporting skills and 
knowledge in the academic subject areas. 

v 
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PREFACE 

In writing an occupational analysis for the bookkeeping-1D3chine op~rator, the following 
variables were considered: 

*There is auch diversity in bookkeeping•machines on the market with· machines 
ranging from ~ relatively sitDP.le, mechanically programmed type to highly 
sophisticated machines as the Burroughs L 4000•Accounting Computer, the 
MCR 299 Electronic Accounting System, and the Singer 5800 Visible Record 
Accounting System. Prices for various machines may range from a modest $1,000 
to $25,000 (or more) depending on what fun~tion the machine is designed to 
perform; and/or the number of its components or modules. 

*There has been an increasing number of accounti.ng tasks being performed by 
the various machines and there is considerable variation in the detail and 
clarity to which any given machine may perform. 

~*Schools teaching bookkeeping•machine o~rations have varied program goals. 
Some may train highly qualified operators able to work in payroll purchasing, 
sales, sales analysis, aging, and other accoUflting .functions. Other schools 
may teach that machines do the same work manual systems do, only neate!, 
faster, and more accurately. 

In light of the above considerations it became increasingly difficult to write a highly 
definitive task analysis. It was decided that the analysis would be written in general 
terms if it was to be written within the time limit and in light of the.many variables 
listed. 

Every effort was made to limit all considerations to those tasks closely related to the 
operation of the bookkeeping-machine. It is sincerely hoped that this analysis will 
serve as a starting point from which programs unique to different schools and budgets 
may be developed. 

vii 
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JOB DESCRI,,TION 

A bookkeeping·machine operator performs the following duties: prepares for processing, 
various business papers that are generated by a firm; operates various peripheral machines 
such as addin~ and ~alculating machines; cleans the machine and performs minor preventive 
maintenance functions. The operator also maintains accurate files of business documents 
and bookkeeping relat~d records such as ledgers, journals, individual earnings record; and 
furnishes information and/or reports to authorized persons in verbal or written form. The 
operator assists in the performance of various related clerical and bookkeeping functions 
in an office. 
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Duty A Maintai~ing the Machiae"in Proper Working Order 

~- , -

' 1 Read section (s) of machine's manual related to maintaining the machine 
2 Maintain proper machine environment (humidity, temperature, power source) ' 
3 Perform preventive maintenenance 

I I 
1 



~Q (TASK STATEMENT) READ SECTION(S) 'OF MACHINE'S MANUAL RELATED TO MAINTAillING nlE MACHINE 
12 

L 

TOOLS, EQUIPMENT. MATERIALS. 
OBJECTS ACTED UPON 

Machine's manual 
Firm's policies 

DECISIONS 

/ 

/ 

PERFORMANCE KNOWLEDGE 

Read section (s) of machine's manual 
related to maintaining the machine 

Follow all directions consistent with 
firm's policies on machine mainte• 
nance 

Monitor service agreement/contract 

- - \ ' 

SAFETY - HAZARD 

--

ERRORS 

Damage to machine and/or modular 
components 

Loss of service aEreement/eontract 
_, Loss of employmen,t , 



~Q . . I
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I 0 . TASK STATEMENT) READ SECTION(S) OF MACHINE'S MANUAL RELATED TO MAINTAINI~G :ntE MACHINE 

SCIENCE 

Behavioral Science (see index) 

·, 
I 

-- -Pe RFoRMANcE rAooes 

Reading 

Speaking 

I 
.' 

I 

I -
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COMMUNICA"flONS 

EXAMPLES 

Ma~ine's manual ~. 

Asking questions about task 

3 

MATH - NUMBER SYSTEMS 

SKILLS/CONCEPTS 

Comprehension, detail/inference, 
c ·~ition, terminology 

it Jlogy/general vocabulary, 
~ >riate diction, enunciation, 
cl-·. .. y of expression, logic, usage 
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""" ......................................... ~~-----------------------------~ gm . 
H~Q (TASK STATEMENT) MAINTAIN PROPER MACHINE ENVIRONMENT (HUMIDI'l'Y, TEMPERATURE, POWER SOURCE) _______ _..A1o-iA~---. .. ~ 

-

TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 

I 

.Auxiliary power ~~urce may be neces~ 
sary from some\macnines 

Hygrometer 't)iay be "i:iecessary 
'nlermometer may be necessary 
Alarms coanected to the hygrometer, 

theTIDometer and power sources may 
Le necessary 

DECISIONS 

Determine if environment is satis­
factory for maintaining the 
machine's safety and proper func­
tioning 

Determine if auxiliary power and/or 
environmental assistance is 
fllllctioning properly 

Determine if variances should be re­
ported 

PERFORMANCE KNOWLEDGE 

Read section(s) of machine's manual 
related to the environment necessary 
for the machine's safety and its.' -
proper· functioning 

Monitor humidity and temperature 
factors, and availability of a4xil­
arv powers, in the machine's environ: 
ment, if appropriate; report 
variance 

Adjust environment in accord with pre­
determiP~d policies, if appropriate 

Unplug n.-:...tine after turning it off, 
if required 

Machine's environment will vary from 
normal; and alarm equiped environ­
ment controls will sotmd alarm(s) 

SAFETY - HAZARD 

·. 

ERRORS 

Loss of revenue 

i 
! 
J 
! 

Damage to machine and ''down time'' 
Loss'of machine 
Los's of valuable records 

\ 
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. n, ,ASK STATEMENT) MAINTAIN PROPER MACHINE F.NVIRONHENT (HUMIDITY, TEMPERATURE, -POWF.R SOURCE) 

SCIENCE MATH - NUMBER SYSTEMS 

. 
Temperature and humidity cr.~tical to machines effec• 

tiveness 
Coding - must understand how to recognize unacceptable 

reading on charts and/or p,aup,es related tq maintaining 
proper machine environMent: hygrometer,thermometer and 
availability of auxiliary power 

A constant power source may be necessary for the contin· 
uous efficient operation of some machines' 

Behavioral science (see index) 

PERFORMANCE MODES 

Viewing 

Speaking 

Reading 

Listening 

COMMUNICATIONS 

EXAMPLES 

Interpreting gauges related to environ• 
nental factors 

_ Reporting environmental problem 

Machine's manual 

Emer~ing instr-.1ction 

1 
5 

SKILLS/CONCEPTS 

Visu~l analysis, memory, describing, 
logic, detail/inference, color dis­
crimination, recognition of symbols 
codes and emblems 

Terminology/general vocabulary, appro• 
priate diction, implying, enunciation, 
clarity of expression, logic, usage 

Comprehension, detail/inferenc2, des­
cription of mechanism, definition, 
terminology 

~udito~y discrimination, discrimination _ 
facts from non-facts, concent·ration, 
logic, wo'rk decinition, noise discrim• 

..Inatlan 

----------------------------------------''--------------------------------
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' (TASK ST A TEMENT) PERFORM PREVENTIVE MAINTENANCE 

TOOLS, EQUIPMENT. MATERIALS, 
OBJECTS ACTED UPON 

Tools (all must be nonmagnetizeable, 
if available) 
Set of screwdrivers, rubber handled 
Set of ~r.iall ~renches - metric may 
be necessary 
Small tray to hold small tools and 
or parts 
Proper oil 

:-1aterial 
Ribbon 

DECrslONS 

Determine if machine is scheduled for 
preventive maintenance and/or may 
need it 

Determine if machine should be turned 
off and/or disconne~t.ed from power 
source 

PERFORMANCE KNOWLEDGE 

Read section(s') in machine's manual · 
related to prev.entive maintenance. 
Follow directions-

Understand firm's policies related to 
handling pre~entive maintenance. 
Follow directions 

SAFETY - HAZARD 

Turn the machine off 
Unplug the machine. Be sure area is 

dry 
Use proper tools for purposes they are 

designed 

Understand manufacturer's service agree• Results of unsafe performance: injury 
ment/contract and electrical' shock 

Turn machine off 
Unplug t~e machine 
Perform examination and preventive 

maintenance on the machine 
Report usual and necessary findings to 

proper person 
Clean the machine according to 

directions . 
Change the ribbon, if appropriate 
Cover and/or protect the machine when 

not in use 

Schedule time arrives for preventive 
maintenance 

Suspect that a potential proqle . exists 

ERRORS 

Machine ''down time', may result 
Loss of machine 



_________________________________ _..,.. ________________ ....,_:----------·-..:.---·-·· ··--· .... 

~Q Im 

(") . TASK STATEMENT) PERFORM PREVENTI"E MAlNTE~ANCE 

SCIENCE 

B~h~vioral Science (see index) 

PERFORMANCE MODES 

Speaking-

Reading 

Writ in~ 

MATH - NUMBER SYSTEMS 

P-sitive rational numb~~~ 
Property of co'l'parison ( =.(, ';) 
Linear (screw and nut size) 

COMMUNICATIONS 

EXAMPLES 

Asking ~uestion about task 

Machine's manual on task 

Report on having done task 

7 

SKILLS/CONCEPTS 

Terminology/general vocabulary, appro• 
priate diction, enunciation, clarity 
of expression, logic, usage 

Comprehension, detail/inference, defin· 
ition, terminolop,y 

Penmanship, spelling, memo format, 
clarity of expression, usage, reports• 
progress 

/ 

/ 

17 
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Duty B Preparing Source Documents for Processing/Operations 

1 Gather and sort source docwnents by types 
2 Inspect source documents for completeness and/or validity 
3 Add source documents by type and compare totals with such other totals, 

where possible to insure accufacy and/or balancing 

\ 

\ 

\ 

/J 
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~Q (TASK STATEMENT) GATHER AND SORT SOURCE DOCUMENTS BY TYPES · 

TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 

Soarce documents necessary for the 
operations to be performed, such 
as: 
Payroll records 
Invoices 
Checks received as accounts 
Bills 
Purchase orders 
Deposit slips (Banking) 

Sorter 

DECISIONS ---- ~--

Determine type of work to be done 
and which source documents are 
needed 

Determine divisions and order of 
item~ to be sorted 

PERFORMANCE KNOWLEDGE 

Locate source ~ocuments 
Bring source documents to sorting area 
Sort source documents into logically 

appropriate divisions and order 
necessary for processing 

Dispose, appropriately, of source 
documents not needed for the current 
operations 

The schedule of work to be perf onned 
by the machine 

Content and nature of source documents 

SAFETY -· HAZARD 

ERRORS 

Loss of revenue 
Erro¥S in firm's books 
Legal problems 

Loss of time 

AO ' 

··~ 
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0 , :ASK STATEMENT) GATHER AND SORT SOURCE . DOCUMENTS BY TYPES 

SCIENCE 

Behavioral scien~e (see index) 

'jJ 
<::J 

PERFORMANCE MODES 

Reading 

Viewing 

MATH - NUMBER SYSTEMS 

Use of numbers without ·calculations-orderinp, [source 
documents ] · 

COMMUNICATIONS 

EXAMPLES 

Determining type of eource documents 
sorted 

Hand sorting checks (banking) by coior, 
shape, size as well as detail 

11 

SKILLS/CONCEPTS 

Comprehension, definition,_ terminology, 
detail/inference 

Visual analysis, memor;·, description, 
lop.ic, detail/inference, color dis­
cri~ination, recognition of symbols, 
codes, and emblems 

_20_ 
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H~Q(TASK"-STATEMENT) INSPECT' SOURCE DOCUMENTS FOR COMPLETENESS- AND/OB. VALIDITY 

TOOLS. EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 

Firm•s policies on inspection of 
source documents 

Adding listing machine or calculator 

DECISIONS 
Decide if sourc~ document is to be 

questioned as to its completeness 
and/or validity · 

Decide if source document meets 
finll•s standards 

Decide to dispose of source document 
in accord with firm•s policies or 
to allow it to continue on in the 
bookkeeping/accounting process 

PE-RFORMANCE KNOWLEDGE 

Read firm•s policies related to task 
Examine source documents. while sorting 

them 
Compare source documents to firm•s 

staadards for completeness 
Dispose of source document that does no~ 

meet firm•s standards 

~ 
Items have parts missing and/pr are 

completed incorrectly 
Completed-source document may be forged 

SAFETY - HAZARD 

ERRORS ·O 
l 

Loss in revenue 
Error in firm•s books 
Loss of employment 
Leg~l problems 

?.1 
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INSPECT SOURCE DOCUMENTS FOR COHPLETENESS AND/OR VALIDITY 

SCIENCE 

Behavioral Science (see index) 

Pl:RFORMANCE MODES 

Reading 

Viewing 

MATH - NUMSER SYSTEMS 

Estimation • Comparison 
Compare various amounts [dollars, numbers on items, wei~hts~ 

etc.] on source documents with reasonable amounts in ligh~ 
of experience and/or firm's polices 

Fundamental operations (calculations) 
Addition 
Subtraction 

_ 1'1ultiplication 
·Basic arith~ic skills and concepts [finding a percent of 

a number and what percent one number is of another] 
Use of computing devices and mechanical aids 

COMMUNICATIONS 

EXAMPLES 

Examining source documents 

Comparison of appearance of source 
document with standards 

13 

SKILLS/CONCEPTS 

Comprehension. detail/inference. defi• 
niti~n. terminology 

Visual analysis. mem<>ry. description. 
logic, detail7inference, color 
discrimination, recognition of __ 
symbols, codes and emblems --------



II~,..., _, - ADD SOURCE DOCUMENTS BY TYPE AND COMPARE TOTALS WITH SUCH OTHER TOTALS, WHERE POSSIBLE. TO ?.:t° 
rn- (TASK STATEMENT) INSURE ACCURACY AND/OR BALANciNG. 

~ 

TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 

- Adding - listin~ machine or cal­
culator 

PERFORMANCE KNOWLEDGE 

Run totals (''run tapes'') on source 
documents, by types or sub-division 

Compare totals witp other totals where 
possible to insure accuracy. Find 
any errors -that result from this -
comparision and correct them 

Throw out task. continue inspection of 
source documents 

SAFETY - - HAZARD 

----------------------... ~~~~~~~~~~--.-.--------------------· 1 DECISIONS 

Decide the order totals on source 
documents should be run 

Decide if errors(s) exist; and how it 
or they may be corrected 

Decide if errors have been corrected 

' 

Total(s) of tape(s) ran on divisions 
and/or types of source documents 
equal related totals 

ERRO_BS 

Loss of time 
. Error in firm's books 

Loss of revenue 

--1 
I 

I 
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('"\ lASK STATEMENT) 

ADD SOURCE DOCUMENTS BY TYPE AfID COMPARE TOTALS WITH SUCH OTHF.R TOTALS. WHERE POSSIBLE. TO 
INSURE ACCURACY AND/OR BALANCIHG 

SCtENCE 

Behavioral Science (see iridex) 

PERFORMANCE MODES 

Reading 

Viewing 

MATM - NUMBER SYSTEMS 

Fundamental operations (calculations) 
Addition 
Subtraction 
Division and multiplication (for locating and testin~ for 
transpositions) 

Use of computing devices and mechanical aids 

COMMUN !CATIONS 

EXAMPLES 

Amounts and monitoring the validity 
of the sorting process 

Visual verification of validity of 
sorting process 

15 

SK ILLS/CONCEPTS 

Comprehension. detail/inference, defin· 
ition. terminolagy ' 

Visual analysis. memory. describing. 
logic, detail/inference, color 
discrimination. recognition of 
symbols. codes,· and emblems 

( · 

: 
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·Duty C Preparing the Machine Area for Operations 

\l 
EfilC 
&flb!fo '''I 

1 Read section (s) of machine's manual related to preparing the machine area 
for operations 

2 Level the machine before starting it 
3 Bring files (''cans'') of records (ledgers, journals, etc.) to the wo~k area 

for posting, journalizing, and/or other processing 
4 Bring source documents (invoices, checks, etc.) to the work area for use in 

posting, joutnalizing, and/or other processing 

. , 7 



~Q !TASK STATEMENT) READ SE:TION(S) OF MACHINE'S MANUAL R~TED TO PREPARING THE MACHINE AREA FOR OPERATIONS 

l• 

TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 

Machine's manual 

DECISIONS 

Determine what needs to be done to 
machine's area to pre~are it for 
operations 

PERFORMANCE KNOWLEDGE 

Read section(s), of machine's manual 
related to preparing the machine's 
area for operations 

Prepare machin~ area for operations, 
in accord with machine's manual 

/ 

Machine's manual 
Machine has not been run before by the 

operator 

SAFETY - · HAZAAD 

I 

ERRORS 

Improper operation of machine 
Errors in firm's books 
Machine ''down time'' 

T 
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0 rASK STATEMENT) 

-,· 

READ SECTION(S) OF MACHINE'S MANUAL RELATED TO PREPARING THE MACHINE AREA FOR OPERATIONS-
-r - -

SCIENCE MATH - NUMBER SYSTEMS 
- -

Behavioral Science (s··e index) .,. 

. 

"' 
-

.;; 

COMMUNICATIONS 

PERFORMANCE MODES EXAMPLES SK ILLS/CONCEPTS 

Reading Sections of machine's manual related to Comprehension, detail/inference, de-
preparing machine for operations scription of mechanism, de-finition 

terminology 

. ~ ...... 
19 

· ···--· - -···-------------------------------------------------------



l~Q . . 
0 (TASK STATEMENT) LEVEL TIIE MACHINE BEFORE STARTING IT 

TOOLS, EQUIPMENT, MATERIALS. 
OBJECTS ACTED UPON 

Machine's manual 

DECISIONS 

Decide if machine needs to ~e 
leveled 

PERFORMANCE KNOW[EDGE 

Read section(s) in machine's manual 
related to task 

Level the machine 

Instructions for leveling the machine 
The machine is, or is not, leve~ 

SAFETY - HAZARD 

ERRORS 

Accuracy of operations are jeopardized 
Damage to machine ''down time'' 



l~Q 0 fASK STATEMENT) LEVEL TIIE MACHINE BEFORE STARTING IT 
' 

SCIENCE MATH - NUMBER SYSTEMS 

' 
I 

,.., 
Behavioral Science (see index) ' 

.. . 
~ 

- -- --

' " 

. --

I ~ 

' 

~ 

COMMUNICATIONS 

-
PERFORMANCE MODES EXAMPLES SKILLS/CONCEPTS 

'-

Reading Manual Comprehension, detail/inference, de: 
scription of mechanism and definition, 

I 
' terminology Viewing Machine Visual analysis, logic, detail/inference 

I 
' 

·- - 1 
I 
I 

' I I 

I I .-
-__ , l J 

L 
. 

. 21 ?G 
' -- ·····"- ·•• 



l~.Q (TASK STATEMENT) BRING FILES (c 'CANS") OF RECORDS (LEDGERS, JOURNALS, ETC.) TO TUE WORK AREA FOR, POSTING, JOURNAL!~~' 
l 1 AND/OR OTHER PROCESSI~G 

TOOLS, EQUIPMENT. MATERIALS, 
OBJECTS ACTED UPON 

Necessary files (''can'') of records 
needed for operations -, 

PERFORMANCE KNOWLEDGE 

Locate proper files 
Transport files to work area 

DECISIONS ~ 

-
Decide which files of ledgers, for _ Type of processing scheduled 

example, are needed 

/ 
,/ 

._, 

SAFETY - - HAZARD 

ERRORS 

Errors in firm's books 
Loss of tine 
Loss ~f revenue 

------- --------=-------~-------------......J 



Im 
~Q 
. 0 , rASK STATEMENT) .. -

BRING FILES (''CAN'') OF RECORDS (LEDGERS, JOURNALS, E~C.) TO THE WORK AREA FOR POSTING, JOURNALIZING, 
AND/OR OTHER PROCESSING . 

SCIENCE MATH - NUMBER SYSTEMS 

-
Behavioral Science (see index) -

~ 

-
(y 

COMMUN !CATIONS 

-
SKILLS/CONCEPTS PERFORMANCE MODES EXAMPLES ., 

Viewing Files Visual analysis, logic, detail/inference 

' 

.. 

-

23 -. 



m . 
~Q BRING SOURCE DOCUMENTS (INVOICES, CHECKS, ETC.) TO THE WORK AREA FOR USE IN POSTING, JOURNALIZING, 
'() (TASK STATEMENT) AND/OR OTHER PROCESSING 

(v 
}..J 

" 

TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 

Sour~ documents which have be~n 
prepared for operations by the 
bookkeeping machine 

DECISIONS 
Determine which source document items 

are needed at the machine 
Determine that source documents items 

needed are at machines 

PERFORMANCE KNOWLEDGE 

Locate source document items ready for 
processing 

Take items to area of machine 

CUES 

Schedule of work to be performed is be• 
ing followed 

Operator understands the nature of the 
operations to be performed 

SA.fETY - HAZARD 

ERRORS 

Generation of erroneous information by 
the operator 

Loss of time and increased errors 

:12 

/ 



l~Q ' BRING SOURCE OOCUMENTS (INVOICE'S, CHECKS, ETC.) TO THE WORK AREA FOR USE IN POSTING, JOURNAL~;~NG, 
n , ."ASK\ ST ATEMENn AND/OR OTHER PROCESSING 

lJ) 
vJ 

SCIENCE 
\ 

Behavioral Science (see index) 

:>ERFORMANCE MODES 

Viewing_ 
-~:.· .. 

' 

-

' 

' 

MATH - NUMBER SYSTEMS 

'--.. 

' 

COMMUN !CATIONS 

EXAMPLES SKILLS/CONCEPTS 

Source documents Visual analysis, logic, detail/ 
inference 

. 

25 :t:l 



' 
Duty D Prepare the Machine for Operations 

0 
EfilC 
"t!ffl' . ' ,,. ' 

1 -

2 
3 
4 

5 
6 

Read section (s) of machine's manual related to preparing the machine 
for operations 

Clear any figures in item/posting count~r, if needed 
Lo~d che machine with proper form (s) 
Clear the machine of any totals, or other informat :.on, not needed on the 

current operations 
Place proper date in the machine 
Verify a,1d insure that the operational mode of the machine is consistent 

with current 

27 



m 

!~Q <TASK STATEMENT) READ SECTION(S) OF MACHINE'S MANUAL RELATED TO PREPARING THE- MACHINE FOR OPERATIONS 

(__iJ 

VJ 

TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS.ACTED UPON 

Machine's manual 

PERFORMANCE KNOWLEDGE 

Read section(s) of machine•s manual 
related to preparing the machine for 
operations 

Prepare the machine for operations in 
accord with machine's manual 
i.e., uncover machine, plug machine in• 
to power source, turn on machine 

DECISIONS I CUES 

Decide what needs to be done to I Manual instructions 
prepare the machine for operations 

SAFETY -· HAZARD 

ERRORS 

· Machine ''down time'' 
Errors in firm's books 

~--



m 
~Q I' 

n " .ASK STATEMENT) READ SECTION(S) OF MACHINE'S MANUAL RELATED TO PREPARING THE MACHINE FOR OPERATIONS 

\.>I 
d-

SCIENCE 

Behavioral Science (see index) 

PERFORMANCE MODES 

Reading 

MATH - NUMBER SYSTEMS 

Use of computing devices and mechanical aids 

\ 

COMMUNICAJIONS 

EXAMPLES 

Section (s) of machine's manual related 
to preparing michine !or operations 

29 

SKILLS/CONCEPTS 

Comprehension, aetail/inference, des• 
cription of mechanism, definition, 
terminology 

-.:{Fi 

. ,, 



~QIT ASK STATEMENT) CLEAR ANY FIGURES IN ITEM/POSTING COUNTER, IF NEEDED 
:l7 

\...}'..! 

-t 

TOOLS, EQUIPMENT, MATERIALS. 
OBJECTS ACTED UPON 

Machine's manual 
Tools necessary to clear any figures 

in item/posting count~r 

PERFORMANCE KNOWLEDGE 

Read section(~) in ~chine's manual 
related to counting items processed 
during and/or by operations 

Set machine to cotmt 

SAFETY -· HAZARD 
~,· 

... 

.................................. .--~~~~~~~~~~~~~11m--------------------------
DECISIONS 

Decide if pending operations necessi­
tates the counting of any items 

Decide if machine is capable of co\Ult­
ing items 

Decide how to set machine for count­
ing 

gJ§ 

Firm requires a count of items 
Machine is designed to count 

ERRORS 

Error in and/or an incomplete, count 
of items 

Loss of time 
Error in operations 

··- ···-·- - ----------------------------------------------



m 
~Q 
0 ,fASK STATEMENT) CLEAR ANY FIGURES IN ITEM/POSTING COUNTER, lF NEEDED 

~ 
o(J 

SCIENCE 

Behavioral Science (see index) 

PERFORMANCE MODES 

Reading 
,, 

Manual 

' 
MATH - NUMBER SYSTEMS 

Use( of computing devices or mechanical ai~s -

COMMUNICATIONS 

EXAMPLES 

) 

31 

SKILLS/CONCEPTS 

Comprehension, detail/inference, 
description of mechanism, definition 
terminology 

\ 

... , C) 
~~~ -



m 

!~Q (TASK -STATEMENT) LOAD THE MACHINE WITH PROPER FORM(S) 

v 
-0 

TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 

Forms necessary for pending operationf 
such forms as 
Journals (of a given. type) 
Checks 
Invoices 
Payroll register 

DECISIONS 

PERFORMANCE KNOWLEDGE 

Read section(s) in machine's-manual 
related to loading the machine 

Load the machine 

~ 

Decide which operation(s) is/are to bel Machine's manual 
performed 

Decide which form(s) is/are to be 
loaded (or fed) in the _machine, 
if any 

:ts 

SAFETY - HAZARD 

Keep clothing, hair, etc., trim 
openings and exposed moving parts 
of the machine 

Results of unsafe performance-shock 
and injury 

ERRORS 

Machine may not operate with no or 
Wrong form 

Loss of time 
Errors in firm's books 
Errors in operations 



m -
!~Q 
('\ ,·ASK STATEMENT) LOAD THE ~..A.CHINE WITII PROPER FORM(S) 

" . 
SCIENCE MATH ...., NUMBER SYSTEMS 

Behavioral Science (see index) Use of computing devices or mechanieal aids 

.. 
' 

. -
--· 

-
-

.• 

~ ' 

' 

' ' COMMUNICATIONS 

PERFORMANCE MODES EXAMPLES SKILLS/CONCEPTS 
-

Reading Manual Comprehension, detail/inference, 
description of mechanism, definition 
te rmi no logy 

I . 
" -

-

~..----- - -- - --- - - . /lfl. --

33 



m .d1 ~ 
~Q . CLEAR TiiE MAOIINE OF ANY . TOTALS, OR OTIIER INFORMATION~ NOT NEEDED ON TIIE CURRENT OPERATIONS 
() (TASK STATEMENT) 

~ 

TOOLS. E,1Ul_PMENT. MATERIALS. 
OBJECTS ACTED UPON 

- ---, 

PER~ORMANCE KrJ~WLEOGE SAFETY -· HAZARD 

1---------------------------------------~--~-------------------------------------------~--------...j--------------~----------.----------------~~~--t 
Machine manu~l 

....., 
DECISIONS 

\ 
\ 

I 

\ 
I 
' 

\ 

' I 

Decide if machine needs to be c:leared 
Decide how to clear the machine 

I 

Read Sl~Ction(s) in machine's manual 
on clearing the machine of totals, or 
other ~nformation not needed forr ' 
curre,.- t operations 

Clear th~ machine according to instruc­
tions in the manual 

~ 

Machine was not cleared at end of 
previous operations 

Machine's manual calls for clearing 
the machine 

ERRORS 

Errors in firm's books 
Loss of time 
Errors in operations 

................................ 1 ................ ~!!tll ...... ~ .............. 11111111111111 ...... r:-. .. ll!ll ......................... .. 



Im 
~Q 
0 . ."ASK STATEMENT) CLEAR DIE MACIIINE OF ANY TOTALS, OR OTHER INFORMATION, NOT NEEDED FOR IBE CURRENT OPERATION 

·SCIENCE MATH - NUMBER SYSTEMS 

--~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~-~--.!~~~~--~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 

~ 
}J 

Behavioral Science (see index) 

PERFORMANCE MODES 

Reading Manual 

Use of computing devices or mechanial aids 

COMMUNICATIONS 

EXAl\1PLES 

35 

SK ILLS/CONCEPTS 

Com~rehension, detial/inference, 
description of mechanism, term­
inology, definition 

----- ----

.11< ... 

~ 



~Q (TASK STATEMENTI 
PLACE PROPER DATE IN n!LMACHINE 

6 

TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 

Whatever device, if any, prescribed 
by the manufacturer to change the 
date and/or in-put other necessary 
information 

DECISIO~. 

Decide if any changes in dates, ~tc. 
need to be made 

Decide if changes are correct 

PERFORl\JiANCE KNOWLEDGE 

Set whatever dials, etc., that need to 
be adjusted to place the correct date 
and/or other necessary in-put into 
the operations ' 

-.( 

~ 

Wrong date, etc., is revealed to be 
in the machine,s potential operations , 

SAFETY - - HAZARD 

ERRORS 

Loss of revenue 
Errors in operations 
Errors in firm's books 
Loss of time 
Legal problems 

.1.:l 

., 



Im 
~Q 
("") ASK STATEMENT) 

,, 

PLACE PROPER DATE IN TitE MACHINE 

SCIENCE MATH - NUMBER SYSTEMS 

-
Behavioral Scir.ence (see index) Use of computing devices or mechanical aids 

.; 

... 
~. 

~ 

' 

' 
' '-. --

t -

' COMMUNICATIONS 

PERFORMANCE MODES EXAMPLES SKILLS/CONCEPTS 

. 
Reading Necessary in-put information Comprehension, detail/inference, 

de·finition, ._terminology 
" ' 

' 
' 

'-.. 

" . -:::_ 
, 

"· 
37 

'-;!/ -tl.4 



~QITASK STATEMENT) VERIFY AND INSURE 'mAT THE OPERATIONAL MODE OF nIE MACllINE IS OONSIST!NT Willl CURRENT .OPERATIONS 

~ 

TOOLS,_ EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 

Programing tape(s) and/or 
_Programing card (s) 

DECISIONS 

' 

'-

Decide which operations is ~to be per­
formed 

Decide which program(&) and/or mode(s) 
are needed 

Decide if correct program(s) and/or 
mode(s) are in machine 

) 

PERFORMANCE KNOWLEDGE 

Verify type of operations to be per­
formed 

Examine program(s) and/or operational 
mode(s) that are needed £or the 
operations to be performed. Make 
sure these are used and others h&ve 
been; removed and/or erased 

Place appropriate program(s) and/or 
mode (a) in machine 

/ 
/ 

-- ./ 

. ----­,.,,,-- · 

9l§,, 

Machine may not function 
Machine operations are confused and/or 

inaccurate 

SAfETY -- HAZARD 

' • 

ERRORS 

Lost revenue· and time 
Firill'• books are· in error 
Machine may be damaged 
Firm's records may be damaged 

4!=) 

- - --- - ii' 



m 
~Q 
(\ lASK STATEMENT) VERIFY AND INSURE THAT TIIE OPERATIONAL M:>DE OF TifE MAOHNE IS CONSISTENT WITif CURRENT OPERATIONS 

SCIENCE· 

Behavioral Science (see index) ' 

~ 

MATH - NUMBER SYSTEMS 

Math necessary to program a given machine 
Use of computing devices or mechanical aids 

o-.__~~~~~~~~~~~~~~~--'-~~~~~~~~~~~~~~~~--1 

COMMUNICATIONS 

1-~~~~~~~~-~·~~~~~~~~~~~~~~~~~~~~ .... ~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ ... ~~~~~~~~~~~~--~~~~~~~~~~~~~~~~~~-1 

PER roRMANCE MODES 

Reading 

Viewing 

EXAMPLES 

Reading necessary to insure proper 
verification of program 

Examining evidence of proper program 

39 

SKILLS/CONCEPTS 

Comprehension, detail/inference, 
definition, terminology 

Visual analysis, memory, logic, 
detail/inference, color discrimina­
tion, r~cognition of symbols, codes, 
embh _; 

-Ak 



Duty E 

•, 

\) 

ERI_C 

I 
Operat~ng the Bookkeeping•Machine 

1 
2 
3 

4 

5 
6 

7 

8 
9 

10 
11 

12 
13 

14 

15 
16 
17 
18 

Read the section(s) of the machine•·s manual related to operating the machine 
Select the proper record (for example: ledger) frOT(I the files (••can'') 
Place the machine into proper alignment(s)/sub•mode(s) to receive the ledger 

on other items 
Insert the appropriate ledger (or other item) into the machine, anually in•put 

data from the ledger (or other items) by using the machine(s) keyboard 
Select the proper source document necessary for a given operation 
Depress proper keys on the machine's keyboard, according to the figures shown 

on the source document(s) and the operation to be performed 
Activate the machine to function according to its mode(s) and/or sub•mode(s); 

or, allow the machine ,to function, p!'ocessing the in•put d:ita 
Remove the processed ledger (or other item) from the machine 
Return the processed ledger (or other item) to its proper place ip the file 

c••can'') I 

Place the aource document· aside in an appropriate place 
Monitor all procedures and documents for errors; and, correct errors according 

to established procedures and policies 
Correctly suspend operation cf the machine when temporarily necessary 
Total, or ••clear,'' the machine when last posting, journalizing and/or 

other operation is completed 
Verify total(s)·resulting from ••clearing'' the ~achine•with total(s) on 

the type of source document. Verify accuracy of posting, journaliz:tng 
and/or other completed operations 

Record all figures and totals necessary, as directed 
Use, appropriately, the count made by the counter of items/postin~s 
Bundle source documents by type 
React to safety emergencies according to established procedures 

47 
41 



m 

~Q(TASK STATEMENT) READ nIE SECTION(S) OF TIIE MACHINE'S MANUAL RELATED TO OPERATING THE MAOUNE 
~R 

t 

~OLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 

Machine's manual 

DECISIONS 

PERFORMANCE KNOWLEDGE 

Read section(s) of machine's manual 
related to the operation of the 
machine 

--------------

~ 

Decide to read those related sections I Needing to operate a machine whose 
,.. f the machine• s manual manual has not been read 

SAFETY - HAZARD 

ERRORS 

Damage to .machine - ''down time•• 
Loss of machine 
Damage to and/or loss of records of 

firm 
Loss of job 



~Q ' Im 

' (') , fASK STATEMENT) READ 'nIE SECTION(S) OF TIIE . MACHINE'S MANUAL RELATED TO OPERATING THE MA<lHNE 

SCIENCE 

Behavioral Science (see index) 

• 

* ~ 
PERFORMANCE MODES 

Reading 

COMMUNICATIONS 

EXAMPLES 

Reading sections of manual related to 
machine's operations 

43 

MATH - NUMBER SYSTEMS 

SKILLS/CONCEPTS 

Comprehension, detail/inference, 
description of mechanism, definition 
terminology 

....... 
........ "'"* 



~Q (TASK STATEMENT) SELECT 'lliE PROPER RECORD (FOR EXAMPLE: LEDGER) FROM l1IE FIL! ("CAN°) 

'Q 

TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 

PERFORMANCE KNOWLEDGE 

IA!dgers and/or other items to be used I Select the proper ledger 
in current operations 

DECISIONS · 

Decide if proper ledger hu, been 
selected .. 

,' 

~ 

lbe item is . next in the file/can, etc. 
'nle source document is related to item 

0 

· SAFETY -· HAZARD 

ERRORS / _/ ­

Errors in firm~ 
Errors in oe,e-rati~ns 
Lo~s of enue 
Lega roblems 

JJW ic relations problem 

•; 

/ 
/ 

__,,./ 

·- - ···-- ··· ···--·-··------------------------------------------------



Im 
~Q , 

n , ."ASK STATEMENT) SELECT THE PROPER RECORD (FOR EXAMPLE: LEDGER) FROM THE FILE (''CAN'') 

SCIENCE MATH - NUMBER SYSTEMS 

Behavioral Science (see index) 
Use of numbers without calculation-coding (maybe necessary 

to recognize various accounts numbers) 

, 

' 

' 

'f1 ------- . - COMMUNICATIONS 

-
PERFORMANCE MODES EXAMPLES SKILLS/CONCEPTS 

Reading To select proper ledger Comprehensi~n, detail /inference, 
definition, terminology 

-

' 

"" . _L - -r. 

45 

' 



~" (TASK STATEMENTI . PLAl:E n!E MAC!INE INTO PROPER ALIGNHENT(S) /su_S-11>DE (S) TO RECEIVE THE LEDGER OR On!ER ITEMS :.2 

V\' 
}J 

TOOLS, EQUIPMENT·, MATERIALS, 
OBJECTS ACTED UPON 

DECISIONS 

Decide if machine must be placed into 
an alignment necessary to receive 
a ledge-r or other item 

PERFO~MANCE KNOWLEDGE 

Activate the machine so as to place it 
in an alignment that will receive 
necessary forms for the pending 
operations 

~ 

Ledger and/or other item, and/or source 
documents related to the current 
alignment of the machine 

SAFETY -- HAZARD 

ERRORS 

Errors in machine's operations 
Errors in firm's books 
Loss of time 
Damage to forms 



m 
!~Q 
( \ {ASK STATEMENl') PLACE nrn 'MACHINE INTO PROPER ALIGNMENT(S) /SUB-MODE (S) TO RECEIVE THE LEDGER OR OTHER ITEM 

'-

Vi'"' 
VJ 

SCIENCE 

Behavioral Scien~e (see index) 

PERFORMANCE MODES 

Viewing 

_,. 

-

Machine 

MATH - NUMBER SYSTEMS 

Use calculating devices or mechanical aids 
-

. 

--. 

' 

COMMUNICATIONS 

EXAMPLES .. 

. 

47 

' 

.. 

SKILLS/CONCEPTS 
' 

Visual analysis. detail/inference. 
logic. recognize symbols. codes and 
emblems ' 

,, 

I 

r.:"" ..... ~~ 

., 

\ 

v ! 



m 
!~Q {TASK STATEMENT) 

INSERT THE APPROPRIATE LEDGER (OR OntER ITEM) INTO m
7

E -MACHINE, ANUALLY IN-PUT DATA ·FROM ·THE LEDGER 
(OR OTIIER ITEMS) BY USING lllE MACHINE"S KEYBOARD 

\/!' I 

~ 

'· 

TOOLS, EQUIPMENT, MATERIALS,; 
OBJECTS ACTED UPON 

Ledger and/or proper form to be 
inserted in machine prior to oper­
ations 

"-

DECISIONS 

Decide where and how ite~ is to be 
inserted 

Decide if item has been inserted pro­
perly 

" 

PERFORMANCE KNO~L~E ,, 

Insert proper~~ted item into 
machine 

Dryness necessary and/or appropriate 
keys on the machine's keyboard(s) to 
in-put figures on the ledger and/or 
proper form 

... CUES 

Machine reacts properly 

SAFETY - · HAZARD s~ 

Keep clothing, hair etc •• fron:. open­
ings and exposed moving parts of the 
machine 

Results of unsafe performance, injur, 
and shock 

ERRORS 

Errors in firm"s books 
Damage to records 
Error in operations 
Machine may not function 



i 

m i 
l~Q ;,. 
'()_ :~ft< STATEMENT) 

INSERT nrn APPROPRIATE LEDGER (OR OTHER ITEM) INTO THE MAQlINE, ANUALLY IN-PUT DATA FROM nrn LEDGER 
(OR O'mER ITEM) BY USING 'mE MACHINE'S KEYBOARD 

I 
.___, 

SCIENCE MATH - NUMBEFI SYSTEMS 

--
Behavioral Science (see index) Ability to read numbers accurately so as to be able to in-put 

vr 
V"t 

-

Reading 

manually, those figures necessary for operations 
Use computing devices or mechanical aids 

c 

-

., 
-

COMMUNICATIONS 

PERFORMANCE MODES EXAMPLES SKILLS/CONCEPTS 

Machine's in-put mechanism Comprehension, detail/inference, 
definition, terminology 

~ 

. 

49 SS 
-- ----------'-----------------------------------



m 
~Q 
() (TASK STATEMENT) SELECT WE PROPE~ SOl!RCE OOCUMENT NECESSARY FOR A GIVEN OPERATION 

v\ 
&-

TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 

Scurce documents i.e., 
Payroll records 
Invoices 
Purchase orders 
C:1ecks to be paid and/or deposits 
to be credited (banking) 

DECISIONS 

Decide if proper source document has 
bet.m selected ; 

PERFORMANCE K~OWLEDGE 

Select from the source doct'lllents at 
hand a given source docwnent for an 
operations 

~ 

Tite type of operations to be performed 
related to the source <locument 

SAFETY - HAZARD 

ERRORS 

Errors in firm's books 
Loss of revenue 
Misplaced records 

:...s; 



m /· 
I~ .rr:;Q 

' \fi SK STATEMENT) SELECT TI!E PROPER SOURCE OOCUMENT NECESSARY FOR A GIVEN OPERATION 
-~ 

--SCIENCE 

Behavioral Science(see index) 

.....-~~~~~~~~~~~~~~~~~~~~~~~~~, 

MATH - NUMBER SYSTEMS-

Use of numbers without calculation-coding [recognize vario~ 
accotm t numbers) 

I 
I 

_j'L-----..,---. ------:~=-==~= ., 

COMMUNICATIONS 

SKILLS/CONCEPTS PERFORMANCE MODES EXAMPLES 

Readin~,, -
// / 

-~ 

Selecting proper source document 

51 

ComprP.hension, detail/inference, 
definition, terminology 

S7 

----·· -·-- ------------------------------------------



- . 
m !';R 
~Q(TASK STATEMENT) 

DEPRESS PROPER KEYS ON TIIE MACHINE'S KEYBOARD, ACCORDING TO THE FIGURES SHOWN ON TIIE SOURCE 
DOCUMENT(S) AND THE OPERATION TO BE PERFORMED 

'v( 
~ 

TOOLS, EQUIPMENT. MATERIALS, 
OBJECTS ACTED UPON 

Source document(s) 
Machine keyboard 

DECISION§ 

Decide if necessary keys have been 
depressed 

PERFORMANCE KNOWLEDGE 

Depress necessary and/or appropriate 
keys on the machine's k~yboard(s) 
to in-put figures on source 
document(s) 

CUES 

Necessary source document is ready 
for processing 

Machine receives depressing of keys, 
or machine reacts properly 

SAFETY -- HAZARD 

ERRORS 

Errors in firm's bocks 
Errors in operations 
Loss of revenue 
Public relations problems 
Machine may not function 

·-·--------------------------------------------------------------------------.J 



~Q DEPRESS PROPER KEYS ON nIE MACHINE. s KEYBOARD. ACCORDING TO nIE FIGURES SHOWN ON nIE SOURCE 
DOCUMENT(S) AND 'rnE OPERATION TO BE PERFORMED 

"" ' ~ 

. (TASK STATEMENT) 

SCIENCE 

Behavioral Science (see index) 

PERFORMANCE MODES 

Reading 

,. 

l 
-I ii.1ATH - NUMBER SYSTEMS 

Ability to read numbers accurately so as to depress proper 
keys on machine to in-put information from source documtnts 

Use of numbers without calculations 
Use of computing devices- and mechanical aids 

j 

i 
l 

COMMUNICATIONS 

EXAMPLES SKILLS/CONCEPTS 

Machine's in-put mechanism Comprehension, detail/inference, 
definition, terminology 

,,_ ________________________________________ ._ __ ~------------------~·~-----------------------------'-------------------------------------------------------,_------
·53 



m 
~Q(T ASK STATEMENT) 

ACTIVATE IBE MACHINE TO FUNCTION ACOORDING TO ITS MODE(S) AND/OR SUB-MODE(S); OR, AI.LOW IBE MA<lHNE 
TO FUNCTION' PROCESSING nm IN-PUT DATA 

c::r-. 
("j 

TOOLS, EQUIPMENT. MATERIALS, 
OBJECTS ACTED UPON 

Machine 

DECISIONS 

Decide if machine is really to be 
activated 

Decide if machine is reacting pro­
perly to in-put 

----

PERFOnMANCE KNOWLEDGE 

Activate the machine 
Allow the machine to operate or ftmc• 

ti on 

CUES 

Machine is functioning properly in 
light of type of operations being 
performed 

SAFETY - - HAZARD ~o 

Keep clothing, hair, etc., from 
openings and exposed moving parts 
of the machine 

Results of unsafe performance -
injury 

.... 

ERRORS 

l'lachine may not operate 
Loss of time 



Im 
~Q 
n, ,·ASK STATEMENT) 

ACTIVATE THE MACHINE To FUNCTION ACCORDING TO ITS MODE(S) AND/OR SUB-MODES; OR, ALLOW TIIE MACHINE 

c-

l 

TO FUNCTION, PROCESSING THE IN-PUT DATA 

SCIENCE 

Behavioral Science (see index) 

Reading 

PERFORMANCE MODES 

' 

' 
I 
\ 

\. 

-

I 
I 

COMMUN I CATIONS 
~ 

EXAMPL~S < . 
Machine's activating mechanif\m 

55 

~ 

MATH - NUMBER SYSTEMS 

~ 

SK ILLS/CONCEPTS 

Comprehension, detail/inference, 
definitiQn, terminology 

-
,:;.1 



~C>(TASK STATEMENT) REMOVE THE PROCESSED LEI>r.ER (OR O'mER ITEM) FROM THE MA(]{INE 

c­
)J 

TOOLS, EQUIPMENT. MATERIALS, 
OBJECTS ACTED UPON 

Ledger and/or proper form that is 
currently within the machine 

DECIS!ONS 

Decide if machine has completed its 
use of, or need for, the ledger and/ 
or proper form it has had within it 

PERF0RMANCE KNOWLEDGE 

Grasp and remove ejected, or partially 
ej~cted, ledger or proper form from 
the ~chine 

Machine ~auses 
Machine stops 

~ 

Ledger and/or proper form is ejected, 
or partially ejected, from the 
machine 

~2 

SAFETY -· HAZARD 

C:RRORS 

Ledger and/or proper form may not b~ 
ejected proeprly 

Loss of time 
Damage to firm's records 



m 
I~ .rr:;Q 

't i"ASK STATEMENT) REMOVE THE PROCESSED LEDGER (OR OTHER ITEM) FROM TIIE MACHINE 

&­
J 

t-

' SCIENCE 

Behavioral Science (see index) 

PERFORMANCE MODES 

Viewing 

-

COMMUNICATIONS 

EXAMPLES 

<Machine, ledger 

' 

57 

MATH - NUMBER SYSTEMS 
I 

~ 

\ 

. 
" 

_SKILLS/CONCEPTS 

Visual analysis, logic, detail/infer-
ence 

f::-i 



m 
~Q(TASK STATEMENT) RE'ruRN TitE PROCESSED LEDGER (OR OTHER ITEM) TO ITS PROPER PLACE IN THE FILE (''CAN'') ,. 

~4 

a--, 
-f--. 

TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 

Processed ledger and/or proper form 
that has been removed from the 
machine 

DECISIONS 

Decide if processed ledger and/or form 
has been returned correctly to its 
place in the file 

PERFORMANCE KNOWLEDGE 

Place processed ledger and/or form int~ 
its correct place in the file 

CUES 

Item returned is related to items near 
its place in the file 

SAFETY - · HAZARD 

ERRORS 

Loss of time 
Public relations problem 

·· - - - · ···· --·- ---··--- - ______ , _____________________ ;._ _______ ;... _ __, 



Im 
~Q 
( \ IASK STATEMENT) 

RETURN THE PROCESSED LEDGER (OR OnIER ITEM) TO ITS PROPER PLACE IN nIE FILE (''CAN'') 

Cr 
V\ 

SCIENCE 

Behavioral Science (see index) 

PERFORMANCE MODES 

Vie~ng 

COMMUNICATIONS 

EXAMPLES 

. 
Ledger and files 

59 

MATH ·- NUMBER SYSTEMS 

SKILLS/CONCEPTS 

Visual analysis, logic, detail/infer­
ence 

~s 



Im ~ 

~Q TASK STATEMENT 
() ( ) PLACE IliE SOURCE DOClJMENI ASIDE IN AN APPROPRIATE PIACE 

0-
a-

TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 

Source document 

DECISIONS 

Decide if all necessary information on 
the given source document has been. 
processed 

Decide where and in what order tc• 
place the item 

PERFORMANCE KNOWLEDGE 

Place processed source document in 
appropriate place 

~ 

All information has been used in the 
current operation 

f:~ 

SAFETY -- HAZARD 

ERRORS 

Errors in firm•s operation 
Loss of time 



Im 
~Q n "ASK STATEMENT) PLACE 'rnE SOURCE DOCUMENT ASIDE IN AN APPROPRIATE PLACE 

SCIENCE MATH - NUMBER SYSTEMS 

--
Behavioral Science (see index) 

I. 

5 
COMMUNICATIONS 

PER FOR MANCE MODES EXAMPLES SKILLS/CONCEPTS 

Viewing Source document Visual analysis, logic, detail/infer-
ence 

'-:7 
, 

61 



Im 
~Q 
n (TASK STATEMENT) 

MONITOR ALL PROCEDURES AND OOCUMENTS FOR ERRORS; AND, OORRECT ERRORS ACCORDING TO 
ESTABLISHED PROCEDURES AND POLICIES 

v-­
cX. I 

TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 

. 

DECISIONS 

Determ:f.ne if operations are proceedin@ 
accurately toward completion 

. 

PER FOR MANCE KNOWLEDGE 

Observe all procedures involved in 
processing 

Correct errors 

• 

~ 
<, 

Balances of accollllts seem reasonable in 
light of current input and operations 

' 

-

---
" 

~ ··, 

SAFETY - HAZARD 

' 

' 

ERRORS 
. 

Loss of time and revenue 
Legal problems 
Public relations problems 
Errors in firm's books . 

' 

~R 

-------

I 

·- -· · -· - ---~~-~------__;....------------------~ 



m 
!~Q 
n , rASK STATEMENT) 

MONITOR ALL PROCEDURES AND DOCUMENTS fOR ERRORS; ANO, OORRECT ER..?lORS ACCORDiNG TO ESTABUSHED 
PROCEDURES AND POLICIES ::> 

a­
_£> 

SCIENCE 

Behavioral Scienc~ (see index) 

PER~ORMANCE MODES 

Reading 

Writ1.ng 

MATH - NUMBER SYSTEMS 

··~ 

Must understand transpositions and their corrections 
Perform fundamental opera~ions 
Addition 
Subtraction 
Multiplication 
Division 

COMMUNICATIONS 

EXAMPLES 

Reading documents for errors 

Correcting errors 

63 

• 

T 
I 

SKILLS/CONCEPTS 

Comprehension, detail/inference, 
definition, terminology 

Penmanship, classification, spelling, 
description, clarity of expression, 
usage 

-~-- --------~-

f ... ,,..., ...... ,., 

'-



m 
" -n ~Q {TASK STATEMENT) CORRECl'LY SUSPEND OPERATION OP 'DIE MAOIINE WHEN TEMPORARILY NECESSARY """, 

~ 
a 

TOOLS. EQUIPMENT. MATERIALS, 
OBJECTS ACTED UPON 

~baler (s) and/or other item (s) that 
may serve as appropriate markers 

DECISIONS 

Decide if operations are to be 
interrupted 

Decide when/how to mark place in 
· .,rk 
Decide if it is necessary to turn 

machine off, temporarily 

// 

PERFORMANCE KNOWLEDGE 

Turn off machine, .if appropriate 
Leave proper IDhiker (s) in source 

documents as reminder (s) as to 
where to resume operations 

gJ§ 

Work is interrupted 
Break-"t·~-
Short term problems, or considerations, 

demanding the ~perator•s attention 
away from the machine 

SAFETY -· HAZARD 

Bookkeeping machine mtist be turned 
off 

Results of unsafe performance • 
injury 

~RRORS 

Loss of time and revenue 
Errors in firm's books 
Damage to records and/or machine 

·I 
I 

I 
I 
i 

I 
r 



· 1~Q 
(")~·~rA~S~K~S~T~A~T~E~M~E~N_T~)--------~------~~--~-----""-'-"T-----------~·--------~~----~------~-------, CORRECTLY SUSPEND OPERATIONS OF THE MACHINE WHEN TEMPORARILY NECESSARY 

SCIENCE 

Behavioral Science (see index) 

~ 

PERFORMANCE MODES 

Viewing 

COMMUNICATIONS 

EXAMPLES 

Machine's control 

65 

MATH - NUMSER SYSTEMS 

SKILLS/CONCEi>TS 

Visual analysis, logic, detail/infer­
ence 

~ ... 



-J 
)v 

m 
~Q I 
() (TASK STATEMENT) TOTAL, OR ''CLEAR,'' nm MACHINE WHEN LAST POSTING, JOURNALIZINq AND/OR OTHER OPERATION IS COMPLETED 

TOOLS, EQUIPMENT. MATERIALS. 
OBJECTS ACTED UPON 

Machine 7 s manual 

DEC!SIONS 

Decide if operations have been com­
pleted 

~ 

PERFORMANCE KNOWLEDGE 

Read section(s) of machine•s manual 
related to clearing the mach,ne at 
end of operations 

Clear machine of last ledger and/or 
fonn that has been inserted for 
processing 

Activate the machine so as to cause 
it to total-out or clear itself of 
the results of operations 

CUES 

Information from last 
involved in current 
been used as in-put 

source\ document, 
operat,ons, has 

\ 
\ 
i 
\ 
I 

\ 
I 
I 

\ 
\ 

\ 

\ 

\ 
\ 

ii! 

SAFETY - - HA2 ...,0 

ERRORS 

Loss of revenue 
Loss of information 
Error in firm's book 

?2 

'·, 



Im 
~Q 
(") TASK STATEMENT) TOTAL, OR ' 'CLEAR, ' ' TI!E MACHINE WHEN Ll\ST POSTING, JOURNALIZING AND/OR OTHER OPERATIONS IS COMPLETED 

I MATH - NUMBER SYSTEM' I 

---! 
v-i 

SCIENCE 

Behavioral Science (see index) 

PERFORMANCE MODES 

Reading 

Viewing 

Use cf computing devices and mechanical aids 

I 

/ 

COMMUNICATIONS 

EXAMPLES 

Machine manual 

Machine 

67 

T 
I 
I 

SKILLS/CONCEPTS 

Cc-~prehension, detail/inference, 
description of mechanism, definition 
terminolo~y 

Visual analysis, logic, detail/infer­
ence 

?~ 



' ~Q !TASK STATEMENT) 
VERIFY TOTAL(S) - RESULTING FROM "CLEARING" TIIE MACHINE - WIT'fi !UTAL(S) ON nm TYPE OF SOURCE 
DOCUMENT. VERIFY ACCURACY OF POSTING, JOURNALIZING, AND/OR OlllER cDMPLETED OPERATIONS 

-J 
-p 

TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 

Tapes that show totals of source 
documents being processed 

DECISIONS 

PERFORMANCE KNOWLEDGE 

Compare totals resulting from the 
clearing operation with totals 
available on source documents 

Seek help if figures cannot be balanced 

M.s 
Decide if clearing figures balan'ce I Figures for cle.ariug are the same as 

with totals of source document those on tapes of source documents 
Decide if assistance is needed in bal~ 

ancing at the end of operation 

SAFETY -- HAZARD 

1.:' 

ERRORS 

Errors in operations 
Errors in firm's books 
Loss of time 

?4 



Im 
~Q VERIFY TOTALS - RESULTING FROM ' 'CLEARING' ' THE MAOIINE - WITH TOTALS ON THE TYPE OF SOURCE 
n rASK STATEMENT) DOCUMENT. VERIFY ACCURACY OF POSTING. JOURNALIZING, AND/OR OTHER OOMPLETED OPERATIONS 

....J 
V\ 

Reading 

SCIENCE 

PERFORMANCE MODES 

MATH - NUMBER SYSTEMS 

Understand_ transpositions and the~r correction 
Perform fundamental operations 
Addition 
Subtraction 
Multiplication 
Division 

COMMUNICATIONS 

EXAMPLES 

Totals resulting from clearing the 
machine 

SKILLS/CONGEPTS 

Comprehension, detail/inference 

Writing Recording such totals as are necessary Penmanship, classification, logic 

'7!-. 
69 

Ill 



m 

~Q !TASK STATEM~ RECORD ALL FIGURES AND TOTALS NECESSARY, AS DIRECTED 

'-..] 
0-

TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 

Pen and/or pencil 
Firm's policies and procedures on 

~ecording results of operations 
Forms necessary for reports 

DECISIONS 

Decide which figures and/or totals 
resulting from operations need to be 
~ecorded and/or reported, in light 
of firm's policies and procedures 

PERFORMANCE KNOWLEDGE 

Read firm's policies and procedures 
related to task 

Place results of operations on report 
form 

Report to department 

CUES 

Other departments need a result of 
operations 

Other operators are making reports 

SAFETY - HAZARD 

ERRORS 

Errors in firm's books 
Loss of revenue 

?i. 

Loss of time, by other departments 
Loss of joh 



~GITASK STATEMENT) RECORD ALL FIGURES AND TOTALS NECESSARY, AS DIRECTED 

scrENCE 

Behavioral Science (see index) 

-J 
-.J 

PERFORMANCE MODES 

Writing 

Reading 

MATH - . NUMBER SYSTEMS 

Capacity to record numerals cor~ectly in and/or an corrP.ct 
report forms ' 

COMMUNICATIONS 

EXAMPLES 

Placing totals on reports 

I 

Policies and procedures 

71 

SK ILLS/CONCEPTS 

Penmanship, spelling, classification, 
description, reports-information, 
clarity of expression, logic 

Comprehension, logic, detail/infer­
ence, terminology 

/ 

?7 

··---·----



l~Q ~ 
(') (TASK STATEMENT) USE, APPROPRIATELY, THE CX>UNT MADE BY TIIE CX>UNTER iOF ITEMS/POSTINGS 7R 

._J 
<::::<l 

TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 

Pen and pencils 
Forms necessary for report 
Firm's policies and procedures on 

recording results of item/posting 
t".Ollll t 

DECISIONS 

Decide which collllt information n~eds 
to be reported, in light of firm's 
policies 

PERFORMANCE KNOWLEDGE 

Read firm's policies and procedures 
related to -task 

Place necessary tnformation in and/or 
on necessary reports 

CUES 

Other department~ need the results of 
the cot.mt 

Other operato~s are making cot.mt report 

SAFETY -· HAZARD 

ERRORS 

Loss of time by other departments 



m 
!~Q n rASK STATEMENT) USE, APPROPRIATELY, THE COL'NT MADE BY THE COUNTER OF ITEMS /POSTINCS 

SCIENCE MATH - NUMBER SYSTEMS 

Behavioral Science (see index) 
Capacity to record numerals correctly in and/or report forms 

~ 
-.S>t--~~~~~~~~~~~~~~~~~~~~~---~~~~~~~~~~~~~~~~~~~~~--t 

PERFORMANCE MODES 
<'.l 

Writing 

Reading 

COMMUN !CATIONS 

EXAMPLES 

Placing totals on reports 

Policies and procedu~es 

73 

SKILLS/CONCEPTS 

Penmanship, spelling, classification, 
description, reports - information, 
clarity of expression, logic 

Comprehension, detail/inference, 
logic, terminology 

..29. 



~Q Im 

(') (TASK STATEMENT) BUNDLE SOURCE DOCUMENTS BY TYPE 

~ 
0-

TOOLS, EQUIPMENT, MATERIALS, 
, OBJECTS ACTED UPON 

Rubber bands 
Source documents in area of operation 

DECISIONS 

Decide if source documents are needed 
any longer at place of operations 

\ 

PERFORMANCE KNOWLEDGE 

Bundle and secure source documents no 
longer needed in operations, those 
ready for returning to files and/or 
other departments 

~ 

All source documents needed for a give~ 
operation have been processed 

'-
~o 

,I 

SAFETY - · HAZARD 

ERRORS 

Errors in firm's books 
i;.oss of rev~nue 
Misfiled records/s~urce documents 

• 



.. -----------------------------------------------------------------------------------,:::----- -------·--- ·-··· 

Im 
~Q n rASK STATEMENT) BUNDLE SOURCE DOCUMENTS BY TYPE 

' ,.. 

SCIENCE 
/ 

Behavioral Science (see index) 

ci 

PERFORMANCE MODES 

Reading 

MATH - NUMBER SYSTEMS 

COMMUNICATIONS 

EXAMPLES 

Separating source documents into 
hWldles for return"t<l_ files and/or 
delivered to other dep8r~ J 

75 

SKILLS/CONCEPTS 

Comprehension ~ detail/inference, 
Definition, terminology 

~1 



R2 Im 
~Q 
(') (TASK STATEMENT) I 

REACT TO SAFETY EM:".RGFNCIES ACOORDING TO ESTABLISHED PROCEDURES 

cil 
y 

TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 

See sections of machine's manual 
related to the task 

Firm's safety and emergency policies 
Equipment necessary and proper to 

meet peculiar safety and emergency 
needs of the firm, including 
proper alarms systems 

DECISIONS 

Decide if a given occurrance warrents 
Decide if ther~_ is a danger in workin~ 

with the machine 
Decide on steps to lessen 

possibilities of injury and 
danger 

PERFORMANCE KNOWLEDGE 

Read sections of machine's manual 
related to task 

Read firm's policies related to task 
Follow, where possible, established 

Procedures for handling safety emer­
gencies 

So~d proper alarms 

CUES 

Strange aromas 
Flames and/or sparks 

or in a machine 
Cry of pain, or call 

\ 

in operations are~ 

for help 

SAFETY - - HAZARD 

Safety rules es~abliehed by the firm 
in light of its peculiar safety and 
emergency problems 

Use proper equipment to meet the 
peculiar problems in a given situa­
tion 

Sound proper alarms 
Results of unsafe performance 
Injurying, sho¢k and/or death 

ERR'ORS 

Injury, shock and/or death to an 
opera~r 

Damage to machines and/or ''down 
titne,, 

__y ,...---£oss of revenue, records, and bui.ld­
/ I ing 

/ 
\ ~,.... 
~ 

~ \ 

~- \ 
~~~/ \ 

Loss of job 

. ' 

- ' 
- ~./ ~ I 



~------------------------------------~----------------------------------------~---m 
!~Q 
0 . rASK STATEMENT) REACT TO SAFETY Et-1LRGENCIES ACCO'.lDING TO TIIE ESTABLISHED PROCEDURE 

f --(/ 
SCIENCE MATH - r UMBER SYSTEMS 

- -·. 

Behavioral Science (see index) 

. 

~ 
VJ 

\ 
! 
i 

.__ \ 

COMMUNICATIONS 
j 

PERFORMANCE MODES EXAMPLES SKILLS/CONCEPTS 

Reading Safety, policies Compreher.sioo, de tail/inference, 
definition, terminology 

' 

; 

-

' 
""""I: fYT 

77 



Duty F 

\) 

EfilC 

Closing the Ma ~_hine and the Area Af~er Operations 

1 (;lose the ma\:11ine 
2 Remove processed source docum£>nts to theiri proper storage or file locations 
3 Remove the files (''cans'') of posted/processed records (for example: ledgers) 

to their proper storage locat!ons 

I 

\ 

' 



r-------:-'"---------------------------·- - ---- -----
m 

l'.;O,_ . ' t'nw (TASK STAT~MENT) CLOSE n·E MACHINE 

c><:; 
V) 

I 
TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 

DECISIONS 

Decide if machine should be turner 
off and/or disconnected 

---

/ 

PERFORMANCE KNOWLEDGE 

Turn.off machine 
Disconnect from power source 
Cover machine 

CUES 

Work is completed 

SAFETY - - HAZARD 

R.:t 

'\ 
\ 

Area of machine should be dry 
Unplug machine by holding wire, 

not plug 
Results of unsafe ,>erformance­

shock 

ERRORS 

Machine may generate unnecessary 
heat 

Damage to machine-''downtime'' 
Loss of job 

/ 
/ ' 

... 



m 
!~Q 
0 "ASK STATEMENT) CLOSE TIIE J.fACllWE 

SCIENCE MATH - 1\IUMBER SYSTEMS 
t--~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~i--~~~~-- I 

B'?havioral Scien~e (see index) 

I 
' • -----..___ 

' I 
! 
I . 

~i 

1 ~ 
" 

I 

I 
COMMUNICATIONS 

PERFORMANCE MODES I EXAMPLES - ----- . I 
! I 
I I 

I I 

-, I 

! . 
i 

I . 
l 

SKILLS/CONCEPTS 

R1 f...:ti 
.._ ____________________________ .... _.,.._ ............................................................................................... .. 



R.'7 l~Q (TASK 
- ().:___· -- STATEMENT) R~fOVF. PROCI~SSED SOURCE DOCUMENTS TO THEIR PROPER STORAGE OR FILE LOCATIONS 

-X~ 
--.} 

. 
TOOLS, EOLm•MENT. MATERIALS. 
OBJECTS ACTED UPON 

Firm's policies and procedures re­
lating to processed material 

Processed source documents 

" 

1 
DECISIONS· \ 

Decide if processed materials such \ 
as journals, etc., are needed 
further 

Decide where items are to bu 
delivered 

r 

? 

PERFORMANCE KNOWLEDGE 

1' 

Read firm's policies to task 
Processed materials sur.h as journals, 

and/or other source documents mustl 
to placed in their file and/or 
storage 

•. -

CUES 

Processed items are not needed for 
I further processing 

- - ·- - - ··--- -· ---- -- ----- . 

SAFETY - HAZARD 

ERRORS 

Loss of revenue and time in and/or 
by other deparcments 

Loss of recc·cds 
Errors tn firm's books 



... 

I
m . 

~Q 
0 rASK STATEMENT) REMOVE PROCESSEO SOURCE OOCll'-IT:'JTS TO TIIE:..R PROPJ:R STOJr.r-: OR FILE LOCATIONS 

I 
l s 
I 
t 
I , 

~: 

SCIENCE MATH - NUMBER SYSTEMS 

Behavioral S~ience (see index) 

~~t~~~~~~~~~~~~~~~~~~~~~~~~~~-'-~~~~~~~~--~~~~~~~~~~~~~~~~~--i 

I COMMUNICATIONS . 
i-- PEHFORMANCE MODES --,--- - EXAMPLES ------ l 
i I I 
i I I 
I I I 

! 

SKILLS/CONCEPTS 

~.;.:"' 
83 

~-- --~--



Im 
~Q 
(') (TASK STATEMENT! 

REMOVE THE FILES (''CANS'') OF POSTED/PROCESSED RECORDS (FOR EXA.~LE: LEDGERS) TO THEIR 

e><i 
~ 

PROPER STORAGE LOCATIONS 

TOOLS, EQUIPMENT. MATERIALS, 
OBJECTS ACTED UPON 

See· finn's policies relating to 
posted (or processed) ledgers 

DECISIONS 

Decide if processed ledgers are 
needed further 

c-" 

PERFORMANCE KNOWLEDGE 

Read firm's policies related to task 
Return processed (or posted) led~ers 

to their normal storage location 

~ 

Processed ledgers are not needed for 
further processing 

... 

SAFETY - HAZARD 

ERRORS 

Loss of revenue and time and 
and/or by other departments 

f~G 



Im 
~Q 
() , fASK STATEMENT) 

RDtOVE TIIE FILES (''CN~S'') OF POSTED/PROCESSED Rf.CORDS (FOR f.XA'1~LE: LEn<;ERS)TO TllEIR 
PROPER STORAGJ: LOCATIONS 

-.0 
0 

I 

I 

SCIENCE 

Behavioral Science (see index) 

. . 

PERFORMANCE MODES 

.. 

MATH - NUMBER SYSTEMS 
' 

COMMUNICATIONS 

EXAMPLES SKILLS/CONCEPTS 

I 

-
85 

0 

CUl 



\) 

EfilC 

Duty G Maintaining Files of Bookkeeping Related Records in Correct Order, with 
Accurate Balances 

1 F~le and secure all material according to firm's polici2s 
2 Report any unusual-questionable and/or potentially illegal·it~ms of 

information found in the files to at least two persons 
3 Re·file, correctly, material found to have been misfiled 
4 Run a trial balance on ledger (s) when required and/or advisable 

}I 
07 



m 
I~ '0 Q (TASK STATEMENT) PILE AJ.lD SECURE ALL MATERIAL ACCORDING TO FIIM•s · POLICIES 

TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 

PERFORMANCE KNOWLEDGE 

~? 

SAFETY - HAZARD 

.-.----------------------------------~--------~--------------------------------~----------~--------------------------------------------~-----< 

~ 
}.1 

, 
; 

File system common to the firm 
Firm's policies related to task 

as stated 

DECISIONS 

Decide if item is to be filed 
Decide where item is to be filed 
Decide if item has been filed 

correctly 
Decide if there is another item to 

be filed 
Decide if firm's need for file, for 

the operation, is finished 
Determine where to place file 
Decide if files are safe. 

···- --·-- ---------

Read firm's methods and/c·· policies 
of filing material 

File items according to firm's 
methods and/or policies 

Secure items ac~ording to policies 

CUES 

Material (ledgers, journals, etc.) 
is not needed for processing by 
the machine at time 

Work/operations are finished 

-E-RRORS 

Lost business material 
Errors in information generated by 

operations 
Files sto.len, destroyed, tampered 

with 



,...... ... 
.., 

~Q Im 

n "ASK STATEMENT) FILE ALL ~to\ TERI AL ACCOR!iING TO FIR't' S POLICIES 

~ 

l 
I 

SCIENCE 

Behavioral Sc)ence (see index) 

MATH - NUMBER SYSTEMS 

For filing bv a numerical svstem, ordering, indexing, 
and/or coding mav he necessarv 

V''--~~~~~~~~~~~~~~~~~~~~~----~~~~~~~~~~~~~~~~~~~~~~--t 

PERFORMANCE MODES 

Reading. 

Speakinp. 

Listenin~ 

Viewin1~ 

COMMUNICATIONS 

EXAMPLES 

~Iaterial type to be filed 

Askin~ advice on f ilin~ problems 

Answers to advice on filin~ 

IteM to be filed 

69 

SKILLS/CONCEPTS 
Comprehension, detail inference, 

definition 

TerMinology/general vocabulary, 
appropriate diction, enunciation, 
clarity of expression, lo~ic, 

usage 

Auditory discrimination, concen­
tration, lo~ic, word definition 

Visual analysis, memory, describing, 
logic, detail and inference, color 
discrimination, recognization of 
~vmbols, codes 

~l.:'1 



Im 
~Q 
(') (TASK STATEMENT) 

REPORT A.W UNUSUAL-QUESTIO~JABLE AND/OR POTENTIALLY ILLEGAL-ITEMS OF INFOR.MATIO~ FOUNO I~J 
THI:: FILES TO AT -LEAST TWO PERSONS 

........... : 
f:::. 

\ 

TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 

Firm's policies on how to handle 
unusual and/or se·nsitive 
information 

....-' 

' · 

DECISIONS 

Decide if material or information 
needs to be reported 

Decide which persons should be 
informed 

Decide if information has been 
corranunicated to the proper persons 

PERFORMAN-:E KNOWLEDGE 

Read firm's security policies (on 
handling and mishandling) for 
potentially sensitive information 
and materials 

Follow the firm's policies, report 
what may warrant reporting to 
at least two persons of authority 

~ 

CUES 

Hort! than one record/ledger on a 
given account 

Items whic~ reveal potential loss 
or cotTtPromise of the firm's 
sensitive/classified information 

SAFETY - HAZARD 

ERRORS 

Conviction for a felony-public 
relations problems 

Loss of employmen.t 

.-, .. 
_- ........ 



m 
I~ . 

REPORT ANY UNUSUAL-QUESTIO~ARLE AND/OR POTENTIALLY ILJ.F.C''.AL-ITF.MS OF TNFOR~TION FOUND IN 

THE FILES TO AT LEAST TWO PERSONS 
'{)QTASK, STATEMENT) 

SCIENCE 

Behavioral Science (see index) 

VJ 

PER FORMAN CE MODES 

Listening 

Viewing 
--~--

Speaking 

Reading 

Writing 

---·-
MATH - NUMBER SYSTEMS 

·•. 

COMMUNICATIONS 

EXAMPLES SKILLS/CONCEPTS 

Instructions on sources of 
this task __ _ __.-

- ------· 
act]:£!1___t.o--r - 7\ucHtory -dfscrimina tion, discriminate 

facts from non-facts, recognize­- -Does iteM in question warrant report· 
ing 

Informing firm's mana~eMent of 
unuc;ual find 

Firm's policies related to this task 

Report on an unusual_item found 

91 

opinions, word definition 
Visual analvsis, memory, describinP,, 

logic, detail and inference, color 
discrimination, recognition of code~ 
c;ymhols, and emhlems 

Terminologv/general vocabulary, logic, 
appropriate diction, implying, 
enunciation, clarity of expression, 
usage 

Comprehension, detail/inference, 
definition, terminology 

Penmanship. spellin~, memo fonr.at, 
description, reports·1nfot"T'latio~~ 
clarity of expression, logic, US"!Jle 



Im 
~Q -- , 
(') (TASK STATEMENT) RE-FILE, CORRECTLY, MATERIAL FOUND TO HAVE BEEN MISFILED 

-.....\__ 

0--

"' 

.. - --

TOOLS. EQUIPMENT. MATERIALS. 
OBJECTS ACTED UPON 

File -system common to the firm 

1 

DECISIONS 

Decide if item has been misfiled 
Decide correct place for item in 

filing system 
Decide if item has been correctly 

re-filed 

PERFORMANCE KNOWLEDGE 
-~-

Read firm's methods and/or policies 
of filing material 

Locate misfiled item 
Locate correct place in file for the 

item 
Place misfiled item in correct 

position in file 

CUES 

Item that may be misfiled does not 
resemble other items near· its 
location (size, shape, color~ _ etc.) 

~h 

SAFETY - HAZARD 

ERRORS 

Lost business material 
Errors in information generated by 

operations 

1, 
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I
m I 

~Q 
(') "ASK STATEMENT) RE•FILE, CORRECTLY, MA~RIAL FOUND TO HAVE ' BEE.~ MISFILED 

I 
I "/ /..-- - -

.Y 

-Q 
_j 

SCIENCE 

Behavioral Scieace (see index) 

PERFORMANCE MODES 

Reading 

Viewing 

- ~ 

MA~ - NUMBER SYSTEMS 

For filing by a numerical -system. ordering. indexing 
and/or coding may be necessary 

~ 

COMMUNICATIONS 

/ EXAMPLES 

Determining type of source documents 
sorted 

Hand sorting checks (banking) by 
color. shape. size as well 'as 
detail 

File all material according to 
policy 

. 
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I 

/ ' 

.. 
... 

SKILLS/CONCEPTS 

Comprehension. definition. detail 
and inference. terminology 

Visual analysis. memory. description~ 
logic. detail and inference. color 
discrimination. recognition of 

~ symbols, codes, and emblems 

''>-1 ---r 



m -c 
~~ !~Q n (TASK STATEMENT) RUN A TRIAL.BALANCE ON LEDGER(S) WHEN REQUIRED AND/OR ADVISABLE 

::, 

~ 
~ 

TOOLS, EQUIPMENT, MATERIAL:$, 
OBJECTS ACTED UPON 

Adding ~isting machine or 
calculator 

Firm's policies related to task 

DECISIONS 

Determine if trial b~lance is to 
be run 

Determine !f trial balance equals 
rontrol account 

Determine nature of error, if aay 
Detennine how to r.~rrect error 
Det~rmine if new trial balance is 

necessary 
Determine if comparison of trial 

balances are in agreement 
Determine if· error has been 

corrected 

PERFORMANCE KNOWLEDGE 

Read firm's policies related to task 
Acquire ledgers that are to have a 

trial balance made 
Add ledgers 
Compare ~he tot.al of the trial 

SAFETY--· HAZARD 

balance with the total of the v · 
control account . . 

If totals do not balance, r~the 
trial balance a second timei· com­
pare the two tapes and locate the~ 
error 

Correct the error 
Report the balancing, 

and/or advisable 

CUES 

. / 

if necessary 

I • 

Control account and trial balance . . 
are not in agree~ent 

~ 

---

.. / 

ERRORS 

Firm's books will be ·out of balance 
Error in trial balance may compound 

errors later in accountinv, ·cycle 

··- - ------ - - .. 



. 
i ~Q • " ' . ' Im r-'. C} fAS\<"STATEMENTI ~UN A TR1AJ; BAUNCE ON LEDGER(S) WHEN REQUIRED A~D/OJ?. ADVISABLE 

SCIENCE · - - -· 

Behavioral Science (see index) 

MATH - NUMBER SYSTEMS 

Fundamental Operations 
Addit'ion 
Subtr~ction 

_Division (location of .. 

> 

transpositions) 

Use ·of computirig..aevices and mechanical aids 
-~ ;· ,. 

.. 
....c.>...---~~~~~~~~~~~~~~~~~~~~~ ......... ~~~~~~~~~~~~~~~~~~~~~~~~ 
-S:? 

PERFORMANCE MODES , 

Speaking 

Reading. 
Writing 

Lisrenl.ng 

Viewing 

-

\ 

. 
COMMUNICATIONS 

EXAMPLES 

' Getting assistance with task 

Firm's policies on trial balances 
Finding err::>rs 

Assistance w:f.th task 

Looking for error 

95 
>' 

SKILLS/CONCEPTS 
. ~ 

. Terminology/general vocabulary, 
~ppropriate diction, enunciation, 
clarity of expression, logic, 
usage 

Compr2hension, detail inference, 
Penmanship, logic, clarity of 

·expression 
Auditory discrimination, discriminate· 

facts from non•facts, concentration 
logic 

Visual analysis, memory, logic, 
detail and inference 

~ 

--- - - -- - -- - - - -· ·--------·----- - ---------------------------------
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EfilC 

/ 

.· 

Duty H Operating Various Related Of°face Machines 

1 Operate a '' 10 key" adding-listing machine and/or calcul.'ator 
2 Operate a ''full key'' adding-listing machine 
3 Operate an alphabetic (and/or numerical) sorter 
4 Operate a telephone 

\ 

I c O 
97 
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~Q (TASK STATEMENT) OPERATE A "10 KEY 99 ADDING-LISTING MACHINE AND/OR CALCULATOR 

-
CJ -

TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 

10 key adding-listing machine and/or 
calculator · 

Manuals for given machines 

DECISIONS 

Decide if machine•s operations are 
und~rstood 

PERFORMANCE KNOWLEDGE 

Read manuals for ~achines 
Follow directions given in manuals 
Practice with the machine(s) 

CUES 

New machines are o~tk not"under• 
stood completely as to what . 
operations may be p rformed on/by 
it 

"" \b' 

-· 

SAFETY -- HAZARD 

ERRORS 

Loss of time and revenue 
Damage to machine 
Errors in firm•s books 

'i01 



~Q . Im 

n .TASK STATEMENT) OPERATE A cc 10 KEY" ADDING-LISTING MACHINE AND/OR CALCULATOR 

--0. 

' ...... 

..,,. 
SCIENCE 

Behavioral Science (see'index) \ 
MATH - NUMBER SYSTEMS 

\ 

Ability to read numbers correctly 

Use of computing devices and mechanical aids 
\ 

\ 

\ 

}Jt--~~~~-----------------------------------------------------------------~--1 
COMMUNICATIONS 

, . ' -~ 

PERFORMANCE MODES EXAMPLES 

Touching Running 10•key · adding machine 

Viewing Material to be added 

Reading The manual of a new calculator 

99 

SKILLS/CONCEPTS 

Visual analysis, memory, logic, 
recognition of symbols, codes, 
and emblems 

Comprehension, detail inference, 
description of mechanism, 
definition, terminology 

... 

-~ 
TT·<~ 



,.- --- ---- -- ~--------.- -
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I ~Q(TASK STATEMENT) OPERATE A "FULL KEY'. ADDING-LISTING MACHINE 1- i~~ 

,. 

..__ 
Q 

\......., 

' 

, 

~ 

TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 

Full key adding-listing machine 
Man\ial~s) for a given machine(s) 

-

' 

DECISIONS 

Decide rf machine(s) operations are -
understood 

. 

PERFORMANCE KNOWLEDGE · SAFETY - HAZARD 

Read manuals for machines ""' Follow directions in manuals 
Practice with the machine(s) 

. 

-

I 

' 

CUES ERRORS 

New machines operations are not Loss of time and revenue 
understood completely as to what Damage to machine 
operations l'\aY he performed on/by Errors in firm's hooks 
it 

. 

______ _____________________ _.;. ________________ _.__ 



~Q . Im 

{) (TASK STATEMENT) OPERATE A ••FULL KEY', ADDING-LISTING MACHINE 

-0 

~ 

......______,_ 

SCIENCE 

Behavioral Science (see index) 

MATH - NUMBER SYSTEMS ,, 

Ability to read numbers correctly 
• Use of computing devices and mechanical aids 

.... ~~~~~~~~~~~~~~~~~~~~~~~--~~-~----~--~~----~--'~~----~--~~----~------~--~~----~--~------~~--------~~--~~-
COMMUN l~A TIONS 

PERFORMANCE MODES EXAMPLES 

Touching Run a full key adding machine 

Viewing Material to be added 

Reading The manual of a n~w cal~ulator 

-- __..,.::-,.. 

----

101 

' 

SKILLS/CONCEPTS 

Visual analysis, memory, logic, 
recognition of symbols, codes, 
and emblems 

Comprehension, detail/inference, 
description of mechanism, 
definition, terminology 

~ ....... , ___ 

:----" ."" 
...... . "" 
~ i04 
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~Q (TASK STATEMENT) OPERATE A.'l ALPHABETIC (AND/OR NUMERICAL) SORTER 

~ 
0 

VJ 

TOOLS, EQUIPMENT, MATERIALS. 
OBJECTS ACTED UPON 

Alphabetic (and/or numerical) sorter 
Materiais to be sorted alphabeti­

cally and/or numerically 

DECISIONS 

Decide behind which tab a given item 
is to be sorted 

PERFORMA""CE KNOWLEDGE 

Place sorter on appropriate work 
surf ace such as a table 

From _the Jnaterial to be sorted take 
item by item and place each 
~ithin ·appropriate tabs on the 
sorter 

CUES 

Materials are not in the order 
necessary for pr~cessing 
at the bookkeeping machine 

/ 

~ , ... t:'.' 
I • •. "l 

SAFETY - HAZARD 

ERRORS 

Loss of revenue-loss of time 
Error in firm•s books 
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, . ~Q . 1 Im 
1 

· n [TASK STATEMENTL OPERA.TE AN ALPHABETIC (AND/OR NUMERICAL) SORTER 

-..... 
0 
c-. 

.t--- -

SCIENCE 

Behavioral Science (see index) 

·-

<> 

' 

--

,. 

PERFORMANCE MODES 

Reading 
/ 

. 

• . 

\ 

" 

. 

t\t' 

COMMUNiGATIONS-

EXAMPLES 

Items to be sorted alphabetically 
and/or numerically -. -

. 

l 
' I 
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MATH - NUMBER SYSTEMS -1 . . 
/ 

. 

-

' 

SK IL LS/CONCEPTS 

Comprehension, detail inference, 
definition, terminology 

-

. 

'"I ... 
I• "O 



~~ ITAS~- STATEMENT) 
r- . 

OPERATE /I. TELEPHONE 

--...... 
0-

-._j 

TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 

Telephone 
Telephone book 
Various educational materials 

available from the phone company 
and/or the firm 

DECISIONS 

DecLde if telephone is to be mare 
effectively a11d efficiently used 

PERFOR~ANCE .KNOWLED~E 

· Read educational material available 
from firm and/or telephone company 

Apply understandings gained 
Ask questions of experienced persons 

CUES 

Communications are known to be not 
as productive as th~y rni~ht he 

'· 

if:? 

SAFETY - HAZARD 

\ 

ERRORS 

Loss of revenue-loss of time 
Errors in firm's hooks 
LeJ?al problems 
Public relations problems 



y 

~Q I
m . 

n . TASK STATEMENT) OPERATE A TELEPHONE 

-CJ 

~ ' 

"" 

\\ 

-
\ 

------

' 
SCIENCE 

Behavioral Science (see index) 

'• 

. 

~ 

PERFORMANCE MODES 

Reading 

Speaking / -

' . / ,. 
/ 

' 

MATH - NUMBER SYSTEMS 

Ability to recognize and dial phone numberc: 

'. 

t 

--- --- - --

-
, 

-. 

-
' 

COMMUNICATIONS 

EXAMPLES SK ILLS/CONCEPTS 

~ater1al related and necessary to Comprehension, detail/inference, 
operating a tel~phone more description of mechanism, ' 
effectively and efficienctly definition, ternjinolo~y •' 

' / ' ' 
To person .on telephone -- Terminology/gener~l vocabulary, 

appropriate aiction, implyinp,, 
enunciation, clarity of expression 

I ui;a~e 

ltJB_ 
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INDEX 

Attributes of maximum functioning capacity 

Conscious awareness of tbe need for a balance (both mental and physical) 
between tension and relaxation. Relates to: 

1. comfort 
·2. caution 
3. I safety 
4. physical, emotional, and intellectual health 

Conscious awareness of physical expressions basic to peak physi 
performance: 

1. body rhythm 
2. breathing coordin-ated with body movement 
3. body balance and posture 
4. movement from tension to relaxation and vice versa 

Conscious awareness of qualities basic to optimal mental performance: 

1. attention 
2. observation 
3. concentration 
4. mental alertness 
s. mental quietude 
6. mental clarity 
7. organization 
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