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CALENDAR DESCRI PTI ON

WORD PROCESSI NG EQUI PMENT SPR 140

Course Nane Cour se Nunber

PHI LOSOPHY/ GOALS:

The students will learn the very basics of word processing in their
schedul ed hours on the Commpdore SuperPet M cro conputer.

METHOD OF ASSESSMENT ( GRADI NG METHOD) ;

Scheduled for the last class is a short exercise for the students to
do reviewing all the basic commands learned in "Wrd Processing Part 1".
As well, students will be given a test on the term nology |earned during
the course.

A =85 - 100%
B =70 - 84%
C- 55 - 69%
R = Repeat
Marks will be deducted for errors as foll ows:

- 2 marks off for spelling/proofreading errors
- 2 marks off for each formatting error
- 5 marks off for not conpleting on tine

TEXTBOOK( S) :

1. "Wrd Processing Part |I"
Publ i shed by the Board of Education for the City of North York.

2. "Gregg Typewriting for Coll eges”
Aut hors:. Alan C. Lloyd, John L. Rowe, Fred E. Wnger and Janet H.
Stevenson, MGraw-Hill Ryerson Limted.

3. Diskette for the Superpet.



COURSE LENGTH,;

Cl asses are for a duration of 3 weeks and are held daily at 8:00 a.m
to 10: 00 a.m Students are scheduled on the equipnment during the 3 week

time period. The first hour will consist of a mni |ecture, questions, am
practice. The second hour is unsupervised and students will be given an
assi gnment that nust be conpleted during the second hour. Di skettes will
be checked. If the student has a problem during the second hour, she
should wite it down and ask the instructor about it the follow ng norning
OBJECTI VES:

DAY 1_

I ntroduction to the SuperPet M cro computer includes:

1) Termnology related to these machines.
2) Familiarization with the equipment.

3) Possible areas of troubleshooting.

4) Conmand for Loading the system

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

DAY 2/3/4

The inmportance of proper diskette handling will be covered as well as
"newi ng" your own diskette, menorizing, recalling, revising and updating.
Students will conplete the exericises |located on Pages 70-77.

DAY 5

The students will work on the follow ng: | oading the system status Iine,
modes, entering text, output screen, printing text, and erasing the screen
The students will be conpleting the exercises on Pages 10-14.

DAY 6

Expl oration of the keyboard and the printer, screen editing and view ng
your exercise on the screen before printing will be studied. The students
will be completing the exercises on Pages 15-34.

DAY 1_

Centering, absolute cursor movement, margins and justification will be

cover ed. Students will conplete the exercises on Pages 35-48.



DAY £

Li ne spacing, printer page and paging commands, and vertical positioning
will be the topics covered. Students will conplete exercises on Pages
49- 54,

DAY 2

Underlining and/or enhancement and continuous printing will be |ooked at.
Students will conplete the exercises on Pages 55-59e

DAY 10

Blank lines and margin release will be studied Students will conplete the
exercises |located on Pages 60-65.

DAY 11

Pitch selection and tabulation will be the topics covered, Students will

conpl ete the exercises on Pages 66-609.

DAY 12/13/14

Students will review all the commnds |earned to date, Practice is
essential for learning the commands.

DAY 15
A general exercise will be handed out to be conpleted by all students.
The exercise will include a rough draft document for which you will be
required to use the follow ng commands:

justification revisions

bl ank 1ines mar gi n rel ease

centering setting margins

formatting menori zi ng

t abul ati on printing

menori zi ng repl aci ng

recal l'i ng

A short exercise on the appropriate termnology will also be included



