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Work Experience Book Directions
The purpose of these directions is to enable the student to maintain their record of work experience on computerized media.  It is not intended to replace the printed hard copy of the work experience book, but is instead a method of developing those records in a concise and very presentable manner.  The work experience book, when printed, is a record of the work experiences that occur while attending Modesto Junior College and should become part of the student portfolio.  The Portfolio goes with the student upon separation from MJC.  The MJC Agricultural and Environmental Sciences Division requires a permanent record in the form of the student’s disk files developed using this program.  The program used in this process is Microsoft Word ®.  The shortcut for the program is normally on the Windows® Desktop or can be accessed through the Start, Programs, Word Menu.  Select programs, and items within programs, by moving the mouse to move the arrow on the screen to the selection and press the left mouse button twice.  Some actions occur with one click of the left mouse button while others require 2 quick clicks of the mouse button.  The student will have to experiment to find what works for each selection area.

Conventions used in this documentation are:

Italics for menu selections

Bold face for specific actions

Explanations for each page
Opening Files:  There are two files needed for the entire work experience book.  Their titles are WEBOOK1.doc and WEBOOK2.doc and they are accessed using Microsoft Word ®.  To load the desired file simply start Microsoft Word ® and move the arrow to File and click the left mouse button.  Then select by clicking the left mouse button Open.  Select the disk drive, where the file is located, and type in the file name and click OK.  The file type (Word Document) is selected here and should correspond with the version of Microsoft Word ® from which the file was created.

Saving Files:  Save the open Work Experience Book file by selecting File, Save.  If you choose to change the file name, select Save as.  Make sure that you have selected the proper disk drive, file type (Word Document), and have given the file a new and unique name, then click OK.  Never remove the disk from the drive during an editing session as the file may become corrupted and unusable.  If a copy is desired, use My Computer from the desktop or Windows Explorer from the Start, Programs menu.  See your Work Experience Instructor for help copying files.

Computerized Work Experience Book continued...
Page Numbering:  The Work Experience Book includes numbered pages.  As pages are added, the numbering automatically updates each page.  These page numbers should then correspond with the Table of Contents and need to be entered there.  Because the book is included in two files (WEBook1, WEBook2) numbering must be reset on the second file, WEBook2, to correspond with the previous last page of  the WEBook1 file.  Do this by clicking on the first page of the file WEBook2 file, then select Insert, Page Numbers, Position bottom of page, Alignment centered, Show number on first page, click on Format and Insert Page numbering starting at ___,the correct page number, then OK, OK.

Printing:  Any page can be printed by selecting File, Print, Current Page, OK.  As the student becomes more familiar with Microsoft Word®, there are other options for printing.

Protection: The document must be in the protected mode for data to be correctly entered in pages that have shaded data boxes.  These pages are protected so that changes to the page setup, lines, and text cannot be edited.  Make sure protection is activated prior to starting to input student data by selecting Tools, Protect Document, protect the form, OK.  Leave the password area blank.  If the only option available under Tools is Unprotect Document, the document is already protected and the student can proceed.   Input student data in the shaded areas (form fields) on each page.  If, for some reason, the student wants to change the format of the page, they should be aware that any changes may cause formatting changes.  Protection can be removed by selecting Tools, Unprotect Document.  Once the changes have been made, the document can be protected again by selecting Tools, Protect Document.  However, the various fields will be erased and the data must be entered again.  Pages, which do not have shaded data boxes, are not protected and allow changes.

Overview:  A brief overview of each page/section of the Work Experience Book.  It is intended for a simple explanation of the purpose of each page/section and the Work Experience Instructor will assist further in using the computer and the Work Experience Book files.  Many of the pages have their own explanation included.  Help is available for each input area by typing the F1 key.
Title Page:  Enter the student’s Name, Major(s)Address(s), Telephone Number(s) on this page.  Also include the current Work Experience Advisor or Academic Advisor Name(s).  The Social Security Number is optional.  Entries are made by moving the cursor arrow to the appropriate shaded arrow and pressing the left mouse button one time.  This process is maintained throughout the book.

Computerized Work Experience Book continued...
Table of Contents:  Make sure that the page numbers here correspond with the actual page numbers of each page/section.  The page numbers are entered where the is located.  As with the title page, click the mouse button one time on the area and enter the page numbers.

Purpose of This Book:  A brief explanation of the Work Experience Book Purposes.  This is filled out as each semester is finished.  The W E instructor will date and initial as well as verify supervision on the job.  This page can be printed once and utilized throughout the student’s tenure at MJC.

Personal History and Self Appraisal...:  A brief, one page biography and a present situation analysis.  The student will have to erase many of the Paragraph Return ¶ indicators to keep the text on the single page.  Simply place the cursor in front of the ¶ and hit the Delete Key on the Keyboard.

Grading and Determination of Units:  Simply an instruction page that the student will probably want to remove when the W E Book is completed.  It includes the requirements for each unit category.

Instructions for Work Experience:  Two pages where the student lists the important data for each semester’s W E activities.  It can be done over each semester on the same page.  Here again, enter the data in the appropriate shaded areas or click on the boxes to place an x there.

Activities and Recognition:  List the activities and organizations in which the student has been involved.  Make sure to stay within the designated space as too much text will cause the form to roll over to the next page, causing the formatting to look poorly.

Are You Ready for Work ?  This is a self-assessment checklist to assist the student in determining their work-readiness.  The skills listed are those required by employers and it is intended for student use only as an improvement tool.

Occupational Goals:  An extensive explanation is included on this page for Goals and Objectives.  Each semester is listed so that as goals or objectives change, those changes can be documented.  This record assists the advising process.  Also of importance is the name and address of employers.  Print this page out for the employer/supervisor signature.

Computerized Work Experience Book continued...

Skill Documentation:  List the skills obtained in classes, at home, or on the job.  The semester columns are comprised of drop-down boxes.  Click on one of the ? boxes and observe the choices for basic, proficient, advanced proficiency.  Explanations for each proficiency are included on the page.

Work Documentation:  Instructions are included on the first page of this section.  Input information concisely.  Do not use two lines for a single entry.  The student will have to total the hours using a calculator and enter the totals in the appropriate place.  Word® does not automatically calculate form fields.  To insert additional pages simply use the copy and paste function.  See an Agriculture Instructor for assistance unless the student is familiar with Word® and this process.  The document will have to be unprotected for this process.

Report on Employee’s Performance:  Print out a hardcopy for the Employer to complete.  Place this in the student work experience book.  Remember, each page can be printed separately.

Summary Sheet of the Work Experience Documentation:  Summarize each semester’s work experience.  There is room for 6 semesters of work experience.

Advising Work Sheet:  This sheet can be generated by the instructor or filled out by hand by printing a hardcopy.  One suggestion would be to complete the form first by hand, then transfer to the computerized form.  Remember, each page can be printed separately.

Internship Contract:  For specific internship activities use this form.  This page will have to be unprotected (explained previously) before the open text area can be entered.  If the description of the skills, activities, and training needs to go on to the next page, just make sure to place a heading on the next page such as, “Internship Summary continued...”.

Instructor’s Grade Sheet:  There is a great deal of explanation here.  Print this page out and have it available to the Work Experience Instructor for comments.  The instructor may choose to require a current disk to place their comments in the appropriate page in the file.

I hope you enjoy this method of recording work experience.  We believe that not only will the work experience process be easier this way, but will be much more presentable and secure.  If you have any questions or comments, feel free to contact any Ag staff for help.       Dr. Mark Bender.

