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WORD PROCESSI NG
SPR 270
COURSE QUTLI NE

PART ONE — THEORY

Text : WORD PROCESSI NG | N THE MODERN OFFI CE, Second Edition; Cecil.

Wor kbook for above.

TERM NAL OBJECTI VES:

The student will devel op an understandi ng of:

1.

the techniques and nodern equi pnent used in the 'Records Processing/
Filing/ Storage' phase of the Wrd Processing Cycle;

2. the types of 'Comunication/Distribution Systens' wused in this
phase of the Word Processing Cycl e;
3. 'Computers—Pata Processing' as well as conputer and information
i ntegration;
4. the steps involved in 'Selecting a Wrd Processing Systeni;
5. the various kinds of 'Careers in the Wrd Processing' field.
LEARNI NG EXPERI ENCE:
1. One period per week will be devoted to |ecture/discussion on appropriate
obj ecti ve.
2. (One period per week will be devoted to conpleting the Concepts Review
and sel f-check quiz for appropriate objective.
3. Guest speakers and tours.
4. Special class presentations by students on assigned case studies.
EVALUATI ON:

Tests: each objective will be tested after the self-check quiz and Concepts

A
B
C

Revi ew exerci ses have been conpl et ed.

85 - 100%
72 - 84%
60 - 71%

ESTI MATED TI ME TO ACHI EVE:

28 periods at 50 minutes each
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SPECI FI C OBJECTI VES

OBJECTI VE 1: RECORDS PROCESSI NG FI LI NG STORAGE SYSTEMS

The student will develop an understanding of the follow ng terms and
concepts and will be able to define them

(a) word processing nedia — logging and filing
(b) the charge system

(c) mcrographics (tw exanples)

(dy nicrofiche

(e) records/information mnerge

Lear ni ng Experi ence:

1. Read Chapter 6 in text. January 13
2. Lecture/discussion. January 14
3. Concepts Review and sel f-check qui z. January 20
4. Test. January 21

Estimated Tine to Achi eve:

3 periods at 50 mnutes each

OBJECTI VE 2: COVMUNI CATI OV DI STRI BUTI ON

The student will develop an understanding of the history of conmunication
systens and will be able to define the follow ng comunication terns and
concepts:

(a) electronic nail
- mail gram
- facsinmlie
- teletypewiters
(b) satellite conmmunications
(c) tel ephone communications
- FX Service
- Broadband Exchange Service

Lear ni ng Experience:

1. Read Chapter 7 in text. January 27
2. Lecture/discussion. January 27
3. Concepts Review and sel f-check qui z. February 3
4. Test. February 4

Estimated Tine to Achi eve

3 periods at 50 m nutes each
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OBJECTI VE 3; COVWUTERS—ELECTRONI C DATA PROCESSI NG

The student will devel op an understandi ng of the components of a conputer
and m ni conputer applications and be able to define the followi ng terns

and concepts:

(a) computer |anguages
(b) on-line/off-1line
(c) kinds of computers
(d) data transm ssion
(e) time-sharing

Lear ni ng Experi ence:

1. Read Chapter 8 in text. February 17
2. Lecture/discussion. February 18
3. Concepts Review and sel f-check qui z. February 17
4. Test. March 3

Estimated Tinme to Achi eve;

3 periods at 50 mi nutes each

OBJECTI VE 4: | MPLEMENTI NG A WORD PROCESSI NG SYSTEM

The student will be able to:
(a) list the seven stages of word processing inplenentation
(b)y list factors to consider when sel ecting word processing equi prent/furni shin<
(c) list points to include in a word processing procedures book
(dy classify and describe docunents according to specific categories found
in offices

Lear ni ng Experi ence;

1. Read Chapter 11 in text. During wi nter break
2. Lecture/discussion. March 11
3. Concepts Review and sel f-check qui z. During w nter break
4. Test. March 17

Estimated Tine to Achieve;

2 periods at 50 mnutes each
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OBJECTI VE 5: WORD PROCESSI NG CAREERS

The student will:

(a) develop an understanding of the effects of technol ogical change on
of fice workers and traditional office systens

(b) describe the kinds of enployment possibilities offered in word processing
areas and the specific skills required for such enpl oynment

(c) understand the inplications of and discuss the follow ng areas of
enpl oyment concerns:

- job enrichnent

- career growth

- sel f-devel opnment

- personal achi everent

Lear ni ng Experi ence:

1. Read Chapter 12 in text. March 31
2. Lecture/discussion. April 14
3. Concepts Review and sel f-check qui z. April 15
4. Test. April 21

Estimated Tine to Achieve:

3 periods at 50 minutes each

OBJECTI VE 6; CASE STUDI ES

1. Goups of 3 (7 case presentations).

2. Each case related to a specific objective/chapter in the text or
as assigned by instructor.

3. Preparation and presentation of case findings orally and in business
report form

4. Peer evaluation and instructor evaluation

Estimated Tine to Achieve:
7 periods of 50 mnutes each
Case/ Group:

January 28
February 11
March 4
March 18
March 25
April 1
April 8

~NOoO g~ wN R
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PART TWDO — PRODUCTI ON TYPEWRI TI NG
Texts: REPORT TYPING Grill, George P. (South-Wstern)
TYPI NG FROM HANDWRI TTEN COPY, Klein, A E. (D ctation D sc Company)

EDI TED COPY FOR WORD PROCESSI NG, Klein, A E. (D ctation D sc Conpany)
ITS ALL ROUGH DRAFTI Sanderson, M (MGawH Il Ryerson)

TERM NAL OBJECTI VES:

The student will be able to:

(a) type finished (final) copy of business letters, nmenpbs, and manuscripts
fromedited and handwitten copy

(b) type final copy quickly and accurately

(c) type a variety of reports ranging fromsinple to conpl ex

(d) type final copy of reports fromrough draft, script and corrected
script copy

PRACTI CE TYPI NG

1. Al practice production nust be conpleted according to the instructions
in the text, self-checked with instructor's key, corrections nade by
typewiter and production work filed appropriately.

2. After all practice production has been conpleted, instructor will initial
the work and student nmay take the production test.

3. Two periods per week will be spent on production practice typewiting and/
or production typewiting tests.

TESTS:

1. Al production typing tests nmust be under the supervision of an instructor.
2. Production tests will be timed and evaluated for quality, quantity and correctness.

3. Student nust sign TESTS SCHEDULE list indicating which test will be taken on
a specific date (list will be posted on bl ackboard in A205.)

EVALUATI ON,;
A = 85 - 100%
B =72 - 8%
C =60 - 71%

ESTI MATED TI ME TO ACHI EVE:

28 periods at 50 nminutes each (five fifty-mnute test periods)
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SPECI FI C OBJECTI VES

OBJECTI VE 1,

A - Report Typing

(1) Informal Reports, Job 4, page 5
(2) Book Reviews, Job 4, page 10
(3) Informal Business Reports, Jobs 1, 2, pages 12 to 15

B - Edited Copy
- Letters 26 and 27

C - Handwitten Copy

- Letters 30 and 31
PRACTI CE TYPI NG DUE BY January 20
PRODUCTI ON TEST January 27

ESTI MATED TI ME TO ACHI EVE: 4 periods at 50 minutes each

OBJECTI VE 2:

Menor andum Reports

(1) Informal infornmational reports. Job 5, page 18
(2) Interoffice nenp. Job 11, page 31

B - Edited Copy
- Letters 29 and 31

C - Handwitten Copy

- Letters 34 and 35
PRACTI CE TYPI NG DUE BY February 10
PRODUCTI ON TEST February 17

ESTI MATED TI ME TO ACHI EVE: 4 periods at 50 ninutes each
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OBJECTI VE 3:

A - Formal Reports

(1) Unbound Reports, Job 4, pages 39 to 41
(2) Topbound Reports, Job 4, pages 47 to 49
(3) Leftbound, Job 4, pages 55 to 57

B - Edited Copy
- Letter 37

C - Handwitten Copy

- Letter 37
PRACTI CE TYPI NG DUE BY March 17
PRODUCTI ON TEST March 17

ESTI MATED TI ME TO ACHI EVE: 5 periods at 50 minutes each

OBJECTI VE 4:

A - Fornmal Reports

(1) Docunented Personal Professional Report, Job 1, pages 68 to 73
(2) Professional and Journal Articles, Job 1, pages 75 to 79

B - Edited Copy
- Letters 42 and 43

C - Handwitten Copy

- Letters 47 and 48
PRACTI CE TYPI NG DUE BY April 7
PRODUCTI ON TEST April 7

ESTI MATED TI ME TO ACHI EVE: 5 periods at 50 minutes each
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OBJECTI VE 5;

A - Special Reports

(1) Mnutes of Meeting, Job 1, pages 82 to 84
(2) Speeches, Job 1, pages 91 and 92

PRACTI CE TYPI NG DUE BY April 21

PRODUCTI ON TEST April 21

ESTI MATED TI ME TO ACHI EVE: 3 periods at 50 nminutes each
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PART THREE — " HANDS- ON'
WORD PROCESSI NG MACHI NE APPLI CATI ONS
Texts: Training Manuals for the AES, TES and MAG CARD Il Wrd processing
machi nes.

TERM NAL OBJECTI VES:

The student will be able to:

(a) operate and denonstrate ability to performvarious job applications
on the AES, TES and MAG CARD Il word processing machi nes.

(b) denobnstrate an understandi ng of the various functions of each machi ne
by completing a theory test on each word processor.

LEARNI NG EXPERI ENCE:

1. Complete all practice applications as outlined on the follow ng pages.
2. Conplete an evaluation application(s) as instructed by supervisor.
3. Conplete a theory test as instructed by supervisor.

ESTI MATED TIME TO ACH EVE: 14 hours of supervised instruction/learning

(an additional two hours per week, self-schedul ed,
i s considered necessary to successfully conpl ete
the trai ning program)

EVALUATI O\
A =85 - 100%
B=72 - 84%
C=60- 71%
FI NAL GRADE:

" Hands- on" 40%
Pr oducti on 30%
Theory 30%



DAY CLASS
Course Qutline

WEEK DATE GROP 1
(Units)
(AES) _ _
1 Jan. 13 Uhit 12, Section 6-1-6-16, Erbedded
20 Unit 13, Section 6-17, 6-22, Screen
& Echo Mbdes
27 Lhit 14 & 15 Section 7-1, 7-16 List
Function & Repagi nation
Feb. 3 Unit 16 & 17, Building Bl ocks and
Fi nanci al
5 10 Unit 18, Search & Repl ace
6 17 Uhit 19, Records O ganization

7 Mar . 3 TEST (AES)

(MG CARD

8 Mar. 10 Qperating Inst. - Chapt. 4, 5
Applications Suppl enent- read & know
Chapter 1 & 2

9 17 Applic. Supple. Chapt. 3, 4, 5
Read & know chapt.6 & 8

10 24 Do Chapters, 7, 9, 10
Read & know chapter 11, 12

11 31 TEST (MAG CARD)

(TES)

12 Apr. 7 Pages 97-102

13 14 Pages 102- 121

Read pages 122-126
14 21 TEST (TES)
* * '\DTE* *

Eval uati on exercises wll be assigned upon conpletion of all
practice work.



DAY CLASS
Course Qutline

WEEK DATE

(MAG CARD)

1 Jan. 13

2 20

3 27

4 Feb. 3

(TES)

5 10

6 17

*W NTER BREAK*

7 Mar . 3

8 Mar. 10

( AES)

9 17
10 24
11 31
12 Apr. 7
13 14
14 21

**'\DTE** -

GROP 2
(Units)

Read & do chapt. 6 - do chapt. 7
Read chapt. 8 - do chapt. 9

Do chapt. 10 and read chapter 11 and
12

TEST (MG CARD)

Pages 62-97

Pages 97-107

Pages 107-121, Read pages 122-126

TEST (TES)

Unit 12, Section 6-1 - 6-16 Enbedded
Printer Conmands - Uhit 13, Section
6-17 - 6-22 Screen & Echo Mvdes

Unit 14 & 15, Section 7-1, 7-16 List
Functi on & Repagi nation

Lhit 16 & 17, Building B ocks and
Fi nanci al

Lhit 18, Search & Repl ace
Lhit 19, Records (rganization

TEST (AES)

Eval uation exercises wll be assigned upon conpl etion
of all practice work.



DAY CLASS
Course Qutline

WEEK DATE
(TES)

1 Jan. 13
2 20
3 27
4 Feb. 3
(MAG CARD)

5 10
6 17

7 Mar . 3
(AES)

8 Mar. 10
9 17
10 24
11 31
12 Apr. 7
13 14
14 21

* % ’\DTE**

GROP 3

Pages 62-97
Pages 97-107
Pages 107-121, Read pages 122-126

TEST (TES)

Read & do chapt. 6, 7- read chapt. 8
Do Chapt. 9

Do chapt. 10 and read chapt. 11 and 12

TEST (MG CARD)

Lhit 12, Section 6-1 - 6-16, Enbedded
Printer Codes

Lhit 13, Section 6-17 - 6-22, Screen
and Echo Mbdes

Lhit 14 & 15, Section 7-1 - 7-16 List
Function & Repagi nation

Unit 16 & 17, Building Bl ocks and
Fi nanci al

Uhit 18, Search & Repl ace
Uhit 19, Records Qrganization

TEST (AES)

Evaluation exercises will be assigned upon completion of all

practice work.



DAY CLASS
Course Qutline

WEEK DATE CGROP 4
(Units)
(AES) _ _
1 Jan. 13 Lhit 12, Section 6-1-6-16, Enbedded
2 20 Unit 13, Section 6-17, 6-22, Screen
& Echo Mbdes
3 27 Unit 14 & 15 Section 7-1, 7-16 List
Function & Repagi nation

4 Feb. 3 Unit 16 & 17, Building B ocks and
Fi nanci al

5 10 Unit 18, Search & Repl ace

6 17 Unit 19, Records O ganization

7 Mar . 3 Lhit 19, Records Organi zation

8 10 TEST AES

(TES)

9 17 Pages 97-102

0 24 Pages 102-121
Read pages 122-126

1 31 TEST (TES)

(MAG CARD

12 Apr. Qperating Inst. - Chapt. 4, 5
Applications Supple. - read and know
Chapter 1 & 2

Do chapt.3,4,5

13 14 Read and know chapt. 6 & 8
Do chapters 7, 9, 10
Read & know chapters 11, 12

14 21 TEST (Mag Car d)

**NOTE** - Evaluation exercises will be assigned upon conpletion of all
practice work.



