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COURSE QUTLI NE

| NTRODUCTI ON TO WORD PROCESSI NG ON A M CROCOMPUTER

CCOURSE LENGTH: Cl asses are for a duration of 4 weeks and are
held from Monday to Friday for 2 hours. The
first hour will be supervised and the second
hour will be unsupervised. |If you run into a
probl em during the second hour, wite it down
and ask the O fice Manager the followi ng day.

OBJECTI VE: Al students will learn the very basics of
word processing in their 40 schedul ed hours on

the Commodore Superpet M croconputer

NOTE: It is not necessary for the students to
menorize the commands as a GLOSSARY is
provided in the back of your text of the nost
comonly used conmands, but it is advisable in
order to becone proficient on the machines.

The students should read the appropriate
sections of the text for the designated
| ecture/class.

TEXT: Word Processing Part |
Publ i shed by the Board of Education for the
Gty of North York. Each student is required
to purchase the text and his/her own diskette
for the first class.

EVALUATI ON: Schedul ed for the last class is a short
exercise for the students to do reviewing all
basi ¢ commands learned in "Wrd Processing
Part 1."

Students are expected to print and keep copies
of all their work produced and are to be
handed in during Part 9.

A =85 - 100%
B=170 - 84%
C=55- 69%

Errors will be deducted as follows:

- 2 marks off for spelling/proofreading errors
- 2 marks off for each formatting error
- 5 marks off for not conpleting_ on tine
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LESSON BY LESSON QUTLI NE

Part 1

Introduction to the Superpet M croconputer to include:

Termnology related to these machines.

Fam liarization with the equipnent.

The inportance of proper diskette handling.
Possi bl e areas of troubleshooting.

Conmand for Loading the system

Students will begin to work on Pages 1-9 of their text.
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Part 2

Amni lecture at the beginning of the class wll review |oading the system
The following new areas will also be reviewed: status line, nodes, entering
text, output screen, printing text, & erasing screen. The students wll be
conpleting the exercises on Pages 10-14.

Part 3

A mni lecture at the beginning of the class will review the new exercises
on: exploring the keyboard and the printer, screen editing and view ng your
exercise' on the screen before you print it. The students wll be conpleting
the exercises on Pages 15-34,

Part 4

Amni lecture at the beginning of the class wll review viewng your
exercise on the screen before printing it and the new commands which include
centering, absolute cursor novement, margins and justification. Students
will conplete the exercises on Pages 35-48.

Part 5

A mni lecture at the beginning of the class wll review the new commands
which include: line spacing, printer page and paging commands, and vertical
positioning. Students wll conplete exercises on Pages 49-54.
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LESSON BY LESSON OUTLI NE

Part 6

A mini lecture will be given at the beginning of the class which will review
the new commands which include: underlining and/or enhancement and
continuous printing. Students will complete the exercises on Pages 55-59.

Part 7

A mni lecture will be given at the beginning of the class which wll review
the new commands: blank lines and nargin release. Students wll conplete
the exercises located on Pages 60-65.

Part 8

A mni lecture will be given at the beginning of the class which wll review
the new commands including: pitch selection and tabulation. Students will
conpl ete the exercises on Pages 66-69.

Part 9

Amni lecture will be given at the beginning of the class which wll review
the new commands including: newng your disk, menorizing, recalling,
revising and updating. Students will conplete the exercises |ocated on
Pages 70-77.

Part 10
A general exercise wll be handed out to be conpleted by all students
wishing to receive a certificate. The exercise wll include a rough draft
document for which you will be required to use the follow ng comuands:
justification revisions
bl ank 1ines margin release
centering setting margins
formatting menori zi ng
tabul ation printing

The use of a summary of commands sheets may be used during this exercise.

A short exercise on the appropriate termnology wll also be included.



