SAULT COLLEGE OF APPLI ED ARTS & TECHNCOLOGY

COURSE TI TLE:

CODE NO. :

ROGRAM

AUTHOR

DATE

PREVI OUS OUTLI NE
DATED:

APPROVED

SAULT STE. MARIE, ONTARI O

COURSE OUTLI NE

KEYBOARDI NG AND | NTRODUCTI ON TO WORD PROCESSI NG

KWP100 ONE
SEMESTER

EARLY CHI LDHOOD EDUCATI ON, LAW & SECURITY ADM N.,

CORRECT!I ONAL WORKER

RCSE M CAI CCO

SEPTEMBER, 1991

SEPTEMBER, 1990

New Revi si on:

DEAN, SCHOOL O BUSI NESS & DATE

HOSPI TALI TY



; EYBOARDI NG KWPl GO

Keyboard Layout
Good Typi ng Techni ques
Skill Devel oprent

o o A~ »w

WrdPerfect 5.1 Basic Functions: Qeating, Saving, Retrieving,
Editing, Formatting, and Printing. In addition, other functions
such as novi ng, copying, and using spell checking will be covered

IV  METHODS OF EVALUATI O\
GRADI NG A+ 90-100%

A 80- 89%
70- 79%
B 60- 69%
C Below60%
R
BREAKDOMN CF FI NAL GRADE;
Typi ng Speed - 25%
Wor dPer f ect Tests
(2 e 25% - 50%
Assi gnnent s - 25%
100

For the successful conpletion of KWP100, the students nust denonstrate
a mni mum typing speed of 20 gross words per minute with no nore than
three errors on three, 3-mnute timed witings.

The speed conponent represents 25 percent of the final mark. This
grading is achieved as foll ows:

SPEED - GWP.M (max. 3 errors) TERM NARK
(represents 25%
26 25
25 22
24 21
23 19
22 18
21 17
20 16

| ess than 20 0
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3. Course Notes - WordPerfect 5.1 - Prepared by Software
Support Servi ces

V. LEARNI NG ACTI VI Tl ES:

1.A Col | ege Keyboarding (Introduction to Keyboarding) 18 hours

Turning on the Mcroconputer and Printer

Fam | iarization of Equi prent Moni t or

- CPU

- Disk Drive
Printer
Keyboar d

Revi ew of (ol | ege Keyboarding Program |oading & nmain menu

I ntroduction to Keyboardi ng Menu

Arrangenent of Wrk Station
Post ure Checkpoi nt

Keyboar di ng Techni que

Print Qptions and Procedures
Repor t

Docunent Producti on
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B) WrdPerfect 51 - Introduction to Wrd Processing (27 hours)

1. Famliarization wth Equi prment
- Term nol ogy
- Loadi ng Wr dPerf ect
- Oeating a Docunent
- Viewing the Status Line
- UWsing the Qursor Keys to Mve
- Saving a Docunent
- Exiting a Docunent

2. Retrieving a Docunent
Editing a Docunent Using Insert and Delete
Printing a Docunent

Maki ng a Back-up D skette (using di skcopy)

5. Enhancing Text - Centre
- Bold
- Underline

Usi ng Reveal Codes
Using the Spell Gheck

Movi ng and copying using the Bl ock feature

© ® N o

Reformatting a document by changing margins and |ine spacing
and setting tabs

10. UWsing the Indent feature

11. Wsing the Page Fornat

12. Headers/Footers

Depending on tinme restraints, certain topics may not be covered. In

addition, students may be required to explore other conputer software
packages such as Print Shop, Print Master and Fontasy.

Note: This course outline is subject to cb™nae.



