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COURSE NAME COURSE CODE

PREREQUTSI TE( S) : NONE

PHI LOSOPHY/ GOALS:

This course is designed to teach the student to utilize
the powerful features contained within WrdPerfect 5.1
for DOS.

The student is expected to develop a range of skills in
the utilization of W rdPerfect 5.1. The student is
presented with detailed witten explanations which focus
on a specific portion of W rdPerfect. These written
expl anations are followed by hands-on tutorials which
reinforce the concepts. A summary of the key points
covered in the chapter is also included. The course
instructor will provide explanation of technical content,
as well as assist with any questions which may ari se.

A nunber of hands-on exerci ses, and performance
assessnment problens are found throughout the text. The
student will be required to conplete a selection of this
mat eri al .

This course is intended to be covered at a pace that is
suited to, and controlled by the individual |earner. The
anmpunt of time needed to conmplete the identified |earning
outcomes will wvary.
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11, | DENTI FI ED LEARNI NG OUTCOMES:
In this course the student wll achieve the outcones

identified bel ow
UNIT (1) Basi ¢ Character and Line Formatting

learn to adjust characters and lines in the c¢
sinple office documents, such as menoranda and

reati on of
letters. ..

the maj or conmponents of a computer system

-  basic word processing concepts
cursor movenment/inserting deleting

character formatting (underline, bol d,
caps, bl ocking)

line formatting (formt command,
justification, line spacing, tabs)

UNIT (2) Basi ¢ Page Formatting

centre,

i ndent ",

learn to create and proof full-page and nultiple-page
busi ness docunents, such as letters and reports...

spel l er/thesaurus

page formatting (vertical alignment, page breaks,

centre page)

bl ock operations (cut and paste, nmove, block,
switch, copying, deleting and appending columar

t ext)
printing (print menu, control print me
options, print screen, print block text)

UNIT (3) Basi ¢ Docunment Formatting

|l earn to create, revise and mai ntai n standard
reports. ..

nu, print

etters and

page nunbering (new page no., force odd/even no)

standardi ze text
split screen using wi ndows feature
search, search and replace

mai ntain disk files (use list files features)
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UNIT (4) Advanced Character and Line Formatting

learn to enhance the readability of single-page business
letters, | egal docunments and reports, with basic
typesetting features. . .

fonts (typeface, size), spacing punctuation
hyphenation, 1line height, line numbering, flush
right

line draw

date (text, code, formt)

UNIT (5) Advanced Page Formatti ng

learn to enhance the readability of business forns and
mul ti pl e- page reports

inserting, deleting and editing standardized forns
define and adjust structures for business tables
additional table-editing features
automati c paragraph and outline numbering
text colums (newspaper and parallel styles)
graphics (boxes, inmges in boxes)
editing figure options

- horizontal and vertical |Ilines

- equation editor

UNIT (6) Advanced Docunent Formatting

learn to finish nmultiple-page reports with reference
attributes, standardize features and utilize the database
features of WordPerfect for maintaining records

headers and footers
- f oot notes and endnotes
- macros (sinple, chained nested)

styl es
merge feature (primary, secondary, merge codes)
table of contents/authority, indexes and lists

- sorting/selecting
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. LEARNI NG ACTI VI TI ES

ASSI GNMENTS - hands-on exercises and performance assesments
will be assigned at the end of each chapter.
Students will be required to submt a
sel ection of these for evaluation.
TESTS - Test 1 - learning outcomes identified in UNIT
1 &2
Test 2 - learning outcones identified in UNIT
3 &4
Test 3 - learning outcomes identified in UNIT
5 &6

V. METHOD OF EVALUATI ON

Unit tests will consist of hands-on questions/problens
designed to determ ne whether the |earning outcomes have
been achi eved.

FI NAL GRADE

Grading will consist of a grade of S (Satisfactory)
or U (Unsatisfactory)

EVALUATI ON

Assignments and tests as described previously
Successful conpletion is defined as achievenment of an
average score of 60%or better on assignnments and tests.



