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Sincerest warm greetings to all. By 

the time you read this the Fall semes

ter will be virtually over and those 

faculty who were new will be on 

their way to becoming "veterans". I 

hope that your experiences with the 

various services provided by ETC have 

indeed been helpful and positive. If 

for any reason you feel that we could 

do things better then we need to 

have your feedback. I cannot em

phasise enough that we need to 

operate on feedback from our users. 

be it positive or negative. 

Changes abound in ETC now that 

the Fall 92 term is almost over. We 

have doubled in staff size which has 

allowed us to offer increased services 

in the Audio Visual, Graphics and 

Instructional Development units. 

We have more new equipment for 

graphics and video production, and 

now offer off-set printing services. 

We have engaged in the running of 

a training programme for Teaching 

Assistants. We have made revisions 

to the course evaluation document 

and subsequent data analysis/report

ing so that the derived data can be of 

use to faculty to improve teaching. 

We are in the midst of devising an 

empirically rigorous procedure for 

determining the specific needs per

ceived by HKUST faculty. We have 

also been hard at specifying the teach

ing support equipment for phase 

two teaching venues so that when 

the Spring 1993 term begins in Feb

ruary things will be ready. 

ETC will hold an open house on 

Friday 4 December. If you are one of 

the teaching staff that have asked 

such questions as what does ETC 

do.or Where can I find ETC. or What 

kinds of output does ETC provide for 

things I produce on my PC or MAC. 

then you really need to stop by and 

visit during the Open House. We 

would certainly not expect people 

on a new campus still relatively small 

in size not to know about ETC. but if 

that is the case then perhaps we 

have not been bold enough in let

ting staff know who we are, what 

we do and what we have done so 

far, and what we are capable of 

doing. 

Time will not permit demonstration 

of everything. but you will see a 

representative sample. I and the rest 

of the staff sincerely hope to see all of 

you. 

In the meantime we hope that Excel

lence will be of interest and use for 

your teaching. 

Donald M Bohnker 
Director 
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CHIEVING EXCELLENCE 

• • • • • • • • • • • • • 

Training of Teaching, 
Laboratory and Tutorial 
Assistants at Hl<UST 
Background 

E arly in its development, ETC un

dertook, as part of its services, the 

provision of staff development activi

ties for the improvement of the qual

ity of teaching at the university. Pre

liminary workshops and seminars 

were held for faculty on topics in

cluding class organisation, prepar

ing a syllabus, how to organise daily 

lectures and how to do presenta

tions. The Director of the centre was 

the only staff in the newly formed 

Instructional Development Unit and 

conducted all sessions for the 1 991-

2 academic year. The following sec

tion explains how the first series was 

designed and implemented for I 991 . 

Development of the initial 

series, 1 9 91 

An unmet need 

Once the first class of undergraduate 

and postgraduate students arrived 

in the autumn of 1 99 I some post

graduate students found themselves 

in a variety of support roles in labora

tory sessions, tutorials and as graders 

for faculty from the schools in whose 

programmes they were themselves 

enrolled. The vast majority of these 

had experiences in classrooms only 

as students and had never had the 

opportunity or training to assist in the 

instructional process. These students 

found themselves in situations where 

some lucky few had received some 

orientation from their departments 

but no training. Often the precise 

expectations of the faculty members 

for whom they worked had neither 

been discussed at any length, nor 

delineated in any other way. By the 

mid point in the semester several 

schools were becoming aware of a 

need to provide some training to 

these postgraduate assistants. The 

Director was contacted by the Dean, 

Humanities and Social Sciences, who 

requested that several training ses

sions be conducted on topics of con

cern or interest to the assistants and 

in fact insisted that their participation 

was to be mandatory. 

In light of ETC's role to provide assist

ance to faculty, it was an easy ex

trapolation to see that training of 

postgraduate assistants neatly fits 

within the same training rubric. After 

consultation with the Pro Vice Chan

cellor for Academic Affairs, the Di rec-



tor arranged for the group of stu

dents to meet for a discussion of 

what topics in which they wished to 

be trained. Topics chosen included 

variations of small group instructional 

techniques and test writing and grad

ing techniques. After the initial ses

sion the students decided among 

themselves that they had no need of 

training until the Dean mandated 

that they must attend. This initial 

reluctance was overcome only when 

students took part in the two ses

sions that followed . Subsequent to 

these sessions, the director also con

ducted sessions with postgraduate 

assistants from Business and Man

agement and from Biochemistry on 

the topic of how to do better presen

tations. 

· Development of the 1992 

series 

Identifying needs 

Two additional instructional devel

opment staff joined the unit at the 

start of the autumn 1992 semester. 

One of the early assignments given 

to the new Instructional Develop

ment Manager was to determine the 

specific needs for training as per

ceived by the deans of the various 

schools so that a postgraduate assist

ant training programme could be 

carried out in a way that would meet 

the faculty needs and expectations. 

To this end the Instructional Devel

opment Manager and Assistant Man

ager conducted in-depth discussions 

with each dean both electronically 

and face to face. Also at this point in 

time the various departments had 

employed some two hundred post

graduate students in a variety of 

roles . Information sought included 

the range of duties that postgradu

ate assistants performed, a general 

idea about the programmes in which 

these students were themselves en

rolled and the general range of top

ics on which the training programme 

could focus. A most important facet 

of the discussions. focused on 

whether to make the programme 

voluntary or mandatory. The con

sensus was that for the present time 

the programme should be voluntary 

but in the future this would be re

viewed. After the discussions a pro

gramme proposal was written. 

Programme proposal 

After review by the director the pro

posal was submitted to the Pro Vice 

Chancellor, Academic Affairs. At the 

October Deans and Directors Meet

ing the proposal was mentioned and 

briefly discussed. Afterwards copies 

of the document were circulated to 

the deans with a request for com

ment. 

The proposed topics for the pilot TA 

Training Programme included : 

• Tutoring Small Groups, 

• Listening and Responding in 

English, 

• Assessment & Assignment 

• Evaluating Student Essays, 

• Library Indexes and Documen

tation, 

• Utilising the Campus Computer 

Network, 

• WordPerfect Basics, 

• Laboratory Safety and Waste 

Management, 

• Presentation in the Classroom, 

and 

• An Introduction to SAS Statistical 

Analysis software. 

Collaborating with other support 
units on campus 

From the list of topics undertaken it is 

obvious that the range of topics ex

ceeded the normal expertise avail

able with the staff of the Educational 

Technology Centre. In fact this was 

done deliberately in order to enlist 

the expertise of other seNice units on 

campus. The training programme 

coordinated topics taught by Lan

guage Centre, Library, CCST and ETC. 

Launching the programme 

Announcements of the forthcoming 

training sessions were sent to all 

teaching, tutorial and laboratory as

sistants along with a request to re

seNe places in sessions of interest. 

Because of the fact that the semester 

was almost half over at the time of 

the first session a common comment 

received from the postgraduate stu

dents was that there were topics in 

which they were interested but the 

time slot in which the session was to 

be given conflicted with other classes 

or time commitments they had. In 

response to this, it was decided that 

as far as possible, most sessions would 

be videotaped so that students who 

could not attend would be able to 

view the tapes within ETC. 

Responding to specific needs 

Initial response was heartening in 

that a total of fifty-five signed up for 

a number of the sessions. Another 

accommodation to specific require

ments of students in individual 

schools was to hold sessions of the 

library reference skills workshop with 

all students from the same school so 
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that Business and Management stu

dents had a session tailor-made to 

their requirements and Science stu

dents had their own with informa

tion more relevant to their needs. 

Several other key ingredients were 

included in the management plans 

for the workshops. 

Evaluating course effectiveness 

As one of the secondary aims of the 

workshops was to foster the proce

dure of unobtrusive classroom ob

seNation by a member of the Instruc

tional Development unit staff in regu

lar classroom situations it was de

cided to practise this within the con

text of the workshops. 

Another feature was a short evalua

tion form which was filled out at the 

conclusion of each session. (See 

Appendix A.) On this form respond

ents were requested to react to four

teen statements in relation to the 

presentation through the choice of a 

five point scale, ranging from "defi

nitely agree" to "definitely disagree". 

There was also a space provided for 

brief written comments on ways to 

improve future workshops. 

On top of this course-end question

naire. another questionnaire is in 

draft (at the time of preparing this 

article for Excellence). to be sent to all 

those who had enrolled in the work

shops but did not show up to see 

what were the stumbling blocks to 

their attendance in the programme. 

As a result of the analysis of these 

simple evaluations, recommenda

tions will be made as to how the ID 

unit may plan to modify workshops, 

topics presented and the way pres

entations will be given. 

An analysis of the 1992 workshops 

Of the ten workshops scheduled, only eight were conducted. The Laboratory 

Safety session was cancelled because only two TAs indicated their interest in 

the topic. The Presentation in the Classroom session was cancelled when only 

one student from the twenty-three that had signed up for the session actually 

showed up. Of the remaining eight. attendance was never at l 00% of those 

who had reseNed places. Concern with the reasons for this phenomenon has 

prompted the ID unit to organise a follow-up with the students who were not 

in attendance. A reasonable speculation is that the timing of the workshops 

was too late in the semester and there were too many scheduling conflicts 

with class assignments and other individual commitments. 

The number of students attending each workshop is as follows: 

# I Tutoring Small Groups 7 students 

#2 Listening and Responding In English 5 students 

#3 Assessment 6 students 

#4 Essays 8 students 

#5 Indexes and Documentation A 8 students 

B 2 students 

c 2 students 

D 3 students 

#6 Computer Networking 16 students 

#7 WordPerfect Basics 9 students 

#8 Laboratory Safety cancelled 

#9 Presentation in the Classroom cancelled 

# l O SAS Statistical Software scheduled 20 November 

In analysing the respondents' views towards the fourteen statements in the 

questionnaire, the following weighting scale is used: 

Definitely agree J 

Agree with reseNations 2 

Not sure, not applicable 0 

Tend to disagree 4 

Definitely disagree 5 



With this weighting scale, scores of each item* and the mean scores** per 

workshop# are derived: 

#I I .65 

#2 1.54 

#3 1.42 

#4 I .72 

#5 A Part I 1.59 Part 2 1.51 

B Part I I .25 Part 2 I .32 

c Part I I .38 Part 2 I .42 

D Part I I .65 Part 2 I .44 

#6 Part I 2. 1 I Part 2 I .92 

#7 2.48 

* /fem scores=Frequency x 1 or 2 or 4 or 5 
* * Mean scores=Sum of all item scores, divided by no. of items 
# By the time this paper is drafted, Workshop # 10 has yet fo be conducted. 

It is interesting to note that as the rating scale ranked from I being "Definitely 

Agree" to 5 being "Definitely Disagree", the mean ratings for all items fell within 

the "Definitely Agree" to "Agree with Some Reservations" category except 

two-the Part I of Workshop #6 and Workshop #7. Both were computer

related sessions with presenters knowledgeable about the subject but less 

experienced. 

Some specific comments from participants included indications that they would 

like to have some follow-up sessions on library skills, e.g. use of CD-ROM and 

Database to search for data, and computer skills, e.g. use of EMail and Word 

Perfect. Others suggested that faculty should attend these workshops too. 

Implications for Future Workshop Series 

Three key elements concerning future workshops are being discussed. The 

first is the scheduling of the series. Beginning next year we are planning to 

hold the series just prior to the beginning of the Fall semester. In this way there 

should not be the same amount of scheduling conflicts which have kept 

students from attending. Related to this is expanding the variety and amount 

of publicity for the series. Also ways have to be derived to ensure higher 

attendance rate as far as cost-effectiveness is concerned. It can be a wastage 

of resources to organise a workshop for twenty while no one really shows up. 

A second feature is to expand the topics to be taught and the number of 

participating departments. At the present time the Student Affairs Office has 

approached ETC about being involved next year. Lastly, as a number of 

potential service departments and their staff become involved, and yet some 

of these staff do not have experience in either teaching or doing presentations, 

there will be a need for some training of trainers in order to make them more 

effective. 

In addition, there are a number of 

policy issues which need thorough 

discussion and decision by the cen

tral university administration. For ex

ample, 

• Should the TA training be manda

tory to all new TAs? 

• What are the incentives for T As to 

attend a development pro

gramme like this other than per

sonal learning? 

• In what ways do faculty, particu

larly those who work with T As, 

have to be involved in this pro

gramme? etc. 

Informal feedback obtained through 

discussions with participant TAs has 

provided some information which 

will be needed for policy decisions in 

the future. 

Concluding remarks 

There is no doubt that ETC is meeting 

some of the perceived needs ofTAs. 

Aher the last session is over, (too late 

for inclusion in this document), and 

a systematic evaluation of result is 

compiled, and aher obtaining infor

mation from the students who did 

not attend, we should have more 

information to guide us in planning 

for a better programme next year. 

Later. staff of the Instructional Devel

opment Unit will start a second round 

of needs identification process 

through direct observation ofTAs in 

action and consultation with faculty 

working with TAs. Faculty's input 

into this programme is most wel

come! 

D. M. Boehnker 
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Appendix (AJ p. 1 

• w 
THE HONG KONG UNIVERSITY OF SCIENCE & TECHNOLOGY 

Angela S. Castro 

Educational Technology Centre 

Clear Water Bay, Kowloon, Hong Kong 

ffi=if4tt*~ 

Tel: (852) 358 6811 direct 

Fax: (852) 358 1224 

Email : etangela@usthk. ust. hk 

TA TRAINING WORl(SHOP EVALUATION QUESTIONNAIRE 

To enable the ETC and the presenters to design a better workshop next time, we would like to invite your 5-minute 

participation in a mini-evaluation of each workshop after it is presented. On the back of this page is the 

questionnaire we would like to ask you to complete. 

Your responses will be treated as confidential (for this reason, you don't even have to give your name on the 

response form) . and the data analysis and interpretation will be undertaken by the ETC as part of an overall 

evaluation of the entire training programme. Please be frank and constructive as neither the ETC or the presenter 

will be offended by your perceptions and comments made in the spirit of improving the quality of teaching at 

the HKUST. (We know that even we. as trainers of trainers, are not infallible!) 

The questionnaire items are based on what is generally regarded as embodying the best features of university 

teaching. They have been specially chosen to reflect aspects of teaching that are generally important across the 

ten workshops but include a specific item about team teaching which is the method used in some of the 

workshops. 

Please circle the number beside each statement that most accurately reflects your view. 

I Means that you definitely agree (v' v') 

2 Means you agree. but with reseNations (v') 

3 Means you are not sure or that it does not apply ?) 

4 Means that you tend to disagree (x) 

5 Means that you definitely disagree (xx) 

Please complete a separate questionnaire for each presenter. Therefore, for workshop no. 9 on Presentation, you 

will have to do three for the three presenters; and for the workshop 5A-D on Indexes and Documentation, you 

will have to do two. 

Please answer all the questions and then see if you wish to accept an invitation at the end to suggest improvements 

on the curriculum and time a/location. which have not been included in the items. 

Then hand over the completed questionnaire to the Presenter who will forward it to me. Thank you. 

26 October 1992 

(PTO) 

Angela S. Castro 



Appendix (AJ p.2 

Workshop no __ _ Short title ___________ _ Date: _________ _ 

Name of presenter _____________________________________ _ 

No Comments on the workshop N ..; ? x xx 

I The aims and objectives of this workshop were made very clear at the start I 2 3 4 5 

2 The presenter made it clear at the start what he/she expected from me as a I 2 3 4 5 

participant 

3 The presenter was knowledgeable on the subject matter, prepared and selected I 2 3 4 5 

his/her material expertly. 

4 The presenter was willing to be flexible about modifying his/her lesson plan to cater I 2 3 4 5 

for my expressed needs. 

5 Analogies and real life examples were used to illustrate more abstract concepts or I 2 3 4 5 

complex formulae. 

6 The presentation was varied and stimulating in its delivery; hence I found it effective I 2 3 4 5 

and enjoyable. 

7 The topics were presented logically and steadily without my feeling that some were I 2 3 4 5 

skimmed over or rushed through. 

8 The presentation was not straight chalk-and talk on the part of the presenter, who I 2 3 4 5 

was also interested in what I, as a participant, had to say and offer. 

9 The Presenter was able to get me to participate in discussion through his/her I 2 3 4 5 

questioning and group management techniques. 

10 The presenter spoke clearly and simply, making it easier for me to follow and I 2 3 4 5 

understand. 

11 The presenter was not arrogant, cynical, rude or condescending in his/her dealing I 2 3 4 5 

with me. 

12 The presenter was able to enthuse me about the subject matter of the workshop I 2 3 4 5 

through his/her own personal enthusiasm for it. 

13 The activities were interesting and useful for exploring and reinforcing learning. I 2 3 4 5 

14 In the case of a team presentation, I found that the team had worked out I 2 3 4 5 

beforehand how to co-ordinate their teaching so that the end-result was a 

w~ll-structured and coherent workshop. 

My suggestions for future improvement regarding topics to be covered and time allocated for the worskshop are as follows: 
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ECHNICALLY SPEAKING 

••••••••••••• 

Audio Visual 

u N T 

What can a 
Video Distribution 
System do for me? 

Scenario 1 

Imagine that you are lecturing in one of 

our lecture theatres and you would like 

to show a video tape to your students. 

What do you have to do? Most probably 

you have to: 

insert the right tape into the VHS 

and cue it to the starting point if you 

have not done so; 

switch on the video projector; 

lower the screen; 

dim the light; and 

control the sound level, if neces

sary. 

You know well that all steps have to be 

done properly; any mistake in the proc

ess will hamper the video projection, 

right? 

But with a Theatre Control Unit, also 

known as Theatre Commander, all con

trols are right in front of you and will 

appear as a user-friendly touch-screen 

mounted on the lectern. You no longer 

have to run around. Further to that, 

you have full control of eve,y piece of 

equipment in the lecture theatre. Once 

you push the VHS button of the Control 

Unit, you will be connected to a local 

VHS VCR. The video projector will be 

switched on and its input will automa ti

c ally switch to the video source you 

want, the projection screen will be low

ered and the stage light will be dimmed. 

All these will be done simultaneously, 

with your single touch! You may decide 

that the pre-set sound level is too high 

and adjust it to a comfortable level 

using the "volume down " button on the 

touch screen. With prior arrangement 

with the control centre at ETC, you may 

also playback or fast-forward a tape 

with the remote control as if you were 

viewing from your own VCR at home. 

The overhead projector, slide projec

tor, presentation computer, visualiser, 

etc., are used in more or less the same 

way. 

Can you control some of the essential 

functions while you are away from the 

lectern? Yes! You can use a wireless 

infra-red handset which serves as a 

portable remote control of the Theatre 

Control Unit. 

If you need help from ETC technical 

staff in matters such as malfunctioning 

of equipment or que,y on operation of 

equipment, you can instantly get assist

ance by calling ETC through the inter

com system on the lectern. The staff on 

duty in ETC can remotely position a 

CCTV camera inside the lecture thea

tre and zoom on the problem spot and 

do whatever possible to solve the prob

lem. 

Scenario 2 

A Nobel prize winner and a good friend 

ofyoursiscomingtoHongKong. Upon 

your request, he is giving a presenta

tion to your students on campus. You 

have booked G044, the biggest lecture 

theatre we have for this event. But 

enquiries keep flowing in days before 

the presentation. You are anticipating 

an audience of more than 600 from the 

University itself You also receive re

quests from other tertia,y institutions 

that seats be reserved for their staff. 

G044 is clearly not big enough to ac

commodate so many people. You come 

to ETC for help. 

The AV Unit of ETC will, on your be

half, book two additional lecture thea

tres and have all of them properly set 

up, electronically linked to G044 where 

the actual presentation will take place. 



The colleagues of the Graphics Unit 

will design a poster for you to inform 

all interested parties that they can at

tend the same presentation at the same 

time in different theatres where they 

can all view the speaker on screen and 

interact with him through the connected 

distribution network via the ETC con

trol centre. (We call this tele

conferencing.) Students at other insti

tutions can do the same if they have on 

. their campus a similar system to pick 

up the transmission from ETC through 

satellite. 

What we have described is a Video 

Distribution System we are propos

ing. It is a centralised mechanism 

which electronically links ETC with all 

its users in any location on campus. 

Anyone with the necessary remote 

control equipment can use the pool 

of AV equipment in our Centre. 

To users, the system has the follow

ing characteristics: 

I . Needs minimum equipment 

preparation time 

2. Helps to eliminate any hazard 

during the operation of various 

AV equipment 

3. Provides wider choice of the type 

of AV equipment 

4. Provides direct access to ETC help 

from any classroom/lecture thea

tre 

5. User-friendly in the way that a 

first-time user will experience no 

difficulty 

6. Allows video conferencing be

tween lecture theatres 

7. Allows video conferencing be

tween the University and other 

universities either in Hong Kong 

or overseas via satellite. 

In this system, ETC will act as a central 

broadcasting or transmission point 

for video and audio signals which 

pass through cable, or which pass 

through the CCST fibre network in 

the form of digital computer type 

signals to all workstations (i.e. class

rooms and lecture theatres) at the 

university. These signals can also be 

sent through satellite to local and 

overseas stations. In this case any 

workstation can receive computer 

signals through the network and at 

the same time, the mixed video and 

audio signals on the computer 

screen. 

To make this system work, ETC will 

have to be equipped with a full range 

of different format VCRs-VHS, su-

per VHS, laser disk player, Umatics, 

audio equipment cassettes, open 

reels, DATs, etc., so that we can 

project whatever kind of tapes you 

are feeding into the system. We also 

need a PC computer, some monitors 

and an intercom system to pre-pro

gramme time for projection so that 

the presentation can fit your lectur

ing schedule and provide needed 

assistance on spot. Of course, we 

need a satellite dish to send and 

receive signals both locally and world

wide. 

Do you think this Video Distribution 

System would be of help to your 

work? If yes, do help us actualise this 

proposal by vocalising your needs in 

your department/unit or to ETC. We 

at ETC are eager to listen to your 

comments, suggestions and needs 

so as to keep on improving our seN

ice to you. Do let us know your ideas 

in whatever way you like, e.g. EMail, 

telephone, personal visit. etc. 

Bill Wong 
Chief Technician 
Audio Visual Unit 
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Graphics 

u N T 

TIME AND MONEY 
MATTER-
Using ETCi Graphic & 
Printing Services 

A users, you may not want to 
know how a poster or a brochure is 

produced. But you will definitely 

want to know how long the job will 

take and how much it will cost you. 

Here are the answers to your ques

tions, speaking from our experience 

at ETC. 

How long will it take to 

complete a piece of graphic 

or design work? 

It is determined by three major fac

tors. 

I . Scale and complexity of the 

job 

A four-hundred-page Academic 

Calendar will naturally take more 

time to design and produce than 

a single-page leaflet. 

2. In-house or outside jobs re

quired 

Any job which involves external 

assistance in any step of the de

sign and production process re

quires formal tendering. It will 

take more time for briefings, 

scheduling and transportation 

while going through all the laid 

down purchasing procedures 

than an in-house job which rests 

in the hands of ETC staff who can 

exercise better time control. 

3 . Number of amendments 

The more amendments, the longer it takes to complete a piece of work. 

The following list gives you a general idea of how many working days are 

needed to complete a fairly comprehensive job. More accurate estimation of 

time needed to complete a job must be made only after a proper briefing 

between the user and Graphics staff on a case by case basis since each job can 

be different from others. 

Please note that certain steps (in italics) do require external assistance which 

implies more time is needed. 

Work Description Graphic Production 

Time ( Working day J 

Publication cover and inside page format design 7 - 10 

Inside page formatting ( less than 40 pages) 3 - 7, 

(depends on complexity) 

Single page leaflet, brochure design and formatting 5-7 

Linotronic output 3 

Blueprint 3 

Colour separation and proofing (1st and 2nd proofs) 3-5 

Offset printing and saddle binding 10-14 

Die-cut, numbering, embossing, gold stamping, etc 4 

Computer generated slide ( design & processing J 7 

Colour laser output 2 

Canon colour copy 2 

Output of bromide film and paper 2 - 3 

( less than 5 images J 

Photographic shooting, flatcopy 4 

Colour slide and negative processing 3 

3R, 4R colour photo printing 3-4 

B/W photo printing ( less than 1 O images J 4 

Slide duplication 5 

High-speed photocopying and saddle binding 7 - IO 

AO size plain paper copying 3 

Lamination 3 

Binding 3 

*Service items in italics are outside ;obs 



How much does it cost? 

If you have a limited budget for the 

job, choose a simpler design and 

production process which can be 

done by ETC. In-house production is 

much cheaper than outside supply 

because no seNice charges will be 

included. ETC will only charge for 

materials incurred in the production 

process. 

The Graphics Unit has published a 

full price list for all consumable mate

rials during the design and produc

tion process. Check the list and 

estimate your cost. 

Two examples for your reference: 

Job 1: 

A full colour poster, A3 size (half of a 

newspaper page), no photograph, 

I 00 copies. (All in-house work) 

Estimated cost: 

Design art work for A3 size $30 

A3 size computer colour output 

(used as Master for printing) $20 

Printing, using the canon colour 

copying machine at $20 each 

copy, for I 00 copies $2000 

Total : $2050 

Job 2: 

An A4 size leaflet, one page of two

side printing with dark ink, with 3 

photographs, 500 copies . (All in

house work) 

Estimated cost: 

Design art work for A4 size at 

$ I 5 each, for two-sides 

of a page $30 

8/W negative $20.20 

8/W developing & printing, 

SR print at $6,6 each, 

for 3 prints $ I 9.8 

Printing, using the photocopying 

machine at $0. I each, 

for 50 copies (both sides) $ I 00 

Total : $ I 70 

Outside production 

At the moment, more complicated 

design work which involves colour 

slide and negative processing, and 

offset printing which involves colour 

separation, embossing, gold stamp

ing, etc. have to be done externally. 

Usually, staff of the Graphics Unit will 

help to prepare the art work and 

send it out for printing. ETC will 

charge you of the artwork materials 

used. For example, to design an A3 

size, full colour poster with photo

graphs, the cost is: artwork $30; 

colour slide development $4 2 .30 and 

an A3 size computer colour laser 

copy of $20. 

Item Quantity Production Cost (HK$) 

I 2' x 3' PVC banner with sticker logo and lettering 1500 - 2000 

AS, 24-page brochure ( 2 colour cover with b/w inside J 500/1000 6000/7000 

AS, 24-page brochure ( full colour cover with b/w inside J 500/1000 7000/8000 

A4 colour leaflet ( single sheet J 2000 3000 

A4 , 8-page brochure ( full colour cover with 2 colours inside J 2000 6000 

A3 full colour poster 500/1000 3500/4000 

A3 colour poster ( with ten reply cards J 500 8500 

15" x 22" full colour poster 500/1000 6800/7100 

J 5" x 22" full colour poster ( with ten reply cards J 500 10,000 

15 
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Outside printing cost for an item will 

be determined by its physical size, 

paper quality chosen, number of 

pages, number of photographs, 

choice of colours and quantity re

quired. At page 15 is a list of produc

tion/printing cost of some common 

items which we have dealt with in 

the past. They are listed just for your 

reference. Printing charges usually 

go up after the Chinese New Year 

holidays. 

It has to be noted that any change of 

specification, e.g. changing a pho

tograph, will affect the production 

cost. This may result in either repeat

ing the whole tendering process or 

raising another BR to cover the price 

differences. To save time and money, 

you are urged to have a clear idea of 

what you want and plan early ahead. 

External printers may or may not 

work according to your schedule! 

Some final words about 
using ETC's graphic and 

printing services 

As a service unit, we always try our 

best to meet your needs at the earli

est time. If you can come to us with 

a clear idea of what you want, we 

are in a better position to serve, i.e. 

helping you to estimate more accu

rately the time and cost involved . 

Thomas Ng 
Asst. Graphics Manager 

SOME TIPS ON USING 
ETC'S 
GRAPHIC SERVICE 

Work with PC file 

A you may know, the graphics 
unit's production equipment is mainly 

based on Macintosh. Macintosh is 

the most popular machine for desk

top publishing and graphic design 

because of its powerful graphic ca

pabilities and provides strong sup

port for various output devices such 

as the colour laser printer, slide maker 

and imagesetter. People may won

der how we handle PC files or 

whether we accept PC files directly. 

The answer is "Yes". After all, PC is the 

most common computer you can 

find on our campus. 

Where PC files come in 

The most common situation is text 

prepared by users, which is typed on 

a PC and needs to move over to our 

page layout program. 

Word Processing 

With the advance of software trans

lators, we can handle dozens of popu

lar PC word processing documents 

such as WordPerfect, WordStar, Win

dow Word and Multi mate and trans

late them into our Macintosh appli

cation for graphic design. 

Most text format such as text align

ment, tab, margin and character at

tributes (e.g., bold, italic) can be 

translated. However, one should not 

attempt to overdo formatting on their 

own PC to be handled by ETC. After 

all, we might need to undo all that 

formatting in order to fit new design 

requirements such as different page 

size, new column design, type style 

and margin. 

Chinese text 

We can also accept your PC Chinese 

document. This is no surprise be

cause the Mac and the PC use the 

same Chinese code. Simply save your 

Chinese document as ASCII file. 

Slide and colour printout 

Besides taking your PC file and using 

it in our Macintosh application, we 

can also output PC files on our slide 

maker or colour printer. Instead of 

converting the file to Mac, we have 

set up a PC connected with our 

output device. All you need is to 

prepare your PC file in such a way 

that it is ready to output. Software 

such as Harvard Graphic, 

PowerPoint, CorelDraw and Free

lance has been tried . However, keep 

in mind colours you can see on screen 

differ (sometimes quite significantly) 

from what you can get on slide or 

colour printout. 

Peter Lau 
Computer Graphics Officer 


