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WCORD PROCESSI NG WPC 200

GENERAL CBJECTI VES:

1. The student will denmonstrate that he/she has l|earned to operate
an |BM PC by producing accurately typed docunents.

2. The student will denmonstrate that he/she has learned to use the
VWrd Perfect Software by accurateI%/ produci ng typed docurnents
or

using the required word processing mat s.
GRADI NG
A+ 90 - 100%
A 80 - 89%
B 70 - 79%
C 60 - 69%
R Bel ow 60%
Three tests #1 -- 20%
#2 -- 25%
#3 -- 25%
70%
Daily work 30%
100%

100% conpl etion of regular classroomwork is expected. Wrk which is
not submtted by the due date or work handed in inconplete, wll
result in a loss of 10 marks for each occurrence from the total
gemadster mark, unless the teacher is aware of a valid reason prior to
ue date.

If a student is not able to wite a test because of illness, or a
legitimate energency, that student nust contact the teacher prior to
the test and provide an explanation which is acceptable to the teacher
(nedical certificates or other appropriate proof may be required). In
cases where the student has contacted the teacher, and where the
reason is not classified as an energency, i.e. slept in, forgot, etc.,
the highest achievable grade is a "C'. In cases where the student has
nﬁt contacted the teacher, the student will receive a nmark of "0" on
that test.
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The follow ng marking schenme will be used on graded work:
Pr oof r eadi ng/ spel | i ng -5 for each occurrence
Al other errors (margins, spacing, etc.) -2 for each occurrence
Punct uat i on -1/2 to -5 for each
occurrence
Formatting errors (mnor/major) -2 to -5
Word division -1/2 to -2
Each student will be required to keep a file in a designated
cl assroom This will facilitate the return of assignnments, grades,

and delivery of nessages the Ofice Admnistration faculty need to
relay to the student.

TEXTS:
WrdPerfect 5.0, Reference, by Pav Pottekkat

Level 2 Keyboarding for the Automated O fice by Sincoe, Gllion,
Mauer neyer and Sanvardi ne, John Wley & Sons.

SPECI FI C OBJECTI VES;

PAGE
1. I ntroduction to the 1BM PC
Ter m nol ogy
Fam liarization with the equi prment
Conmand for |oading the system
Exploring the IBM PC
2. Formatting a disk 1
Loading Wrd Perfect - word processing software 4
3. Wrd w aparound 6
Cursor keys/directions
Status line
4. Printing 5
43
5. Save a docunent 11-13

Exit a docunent

0. Retri eve a docunent 14



WORD PROCESSI NG

7. Enhance Text
Centre
Under | i ni ng
Bol d

8. Reveal Codes

0. Del ete, Insert
10. Spel | Check

11. Fil e Managenent
12. Page Formatting
13. Movi ng, Copyi ng
14, Mai | Merge
Time Permtting:

15. Header s/ Pagi ng
16. Text Col utms

Page 4 -

WPC 200

PAGE

15-16

17-18
7,10
51-54
Handout
29- 36
19-22
Handout



