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FOREWORD

Word Processing!A Guide to Program Planning provides an action planning process for use in
deVeloping word processing education and training programs and reviews selected word prodesS:
itig curriculum resources. Its Ornery purpose is to assist vocational education program planners
eind curriculum specialists in selecting word processing curriculum materials that are appropriate
hit the population they serve. '

The profession is indebted to the authors for their scholarship in preparing this guide. The
authors are Dr. Wilma Jean Alexander, Department Chairperson for Business Education and
AdMinittratiVe SerVides; r Patsy A. Dickey-Cotson, Assistant to the Dean; and Dr. Jean Greveri,
Professor of BUtirieSs Eirucation apd Administrative Services; all at Illinois State university; and
Dr. Marilyn Wilkitit, Attociate Professor of Business Education; Eastern Illinois University.

Dr. Judy LambreCht, UniVerSity of Minnelota; Dr. Kathleen Wagoner; Ball State University, and
Dr. Barbara Kline and Linda Pfitter of the National Center for Research in Vocational Edubatiog
contributed to the development of the guide through ;ttieir review of the manuscript. Staff who

_____assisted in the_proolkokincilthe gliideirtchtded,/udy_Balagtvp.r.JudithSamuelson,-and-Dr: Jay-
Smink: Ruth Nunley typed the manuscript and Janet Ray served as word processor operator: Edi-
tonal assistafte-vT provided'undet the;SupetVisioh of Janet Kiplinger.

-.4

V

Robert E. Taylor
Executive Dire 'or
The National Center for Research

Ph Vocational Education

p. _
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EXECUTIVE SUMMARY

4

This guide is designed to assist vocational education program planners.and curriculum spe-
cialists, in planning, implementing, and improving word processing education and training orb-
grams at the junior high, secondary, postsecondary, and adult levels. The guide is especially help-
ful in the following activities:

Identifying essential elements of word processing education and training programs

.Becoming aware of available word processing curriculum materials

Selecting appropriate materials for a given program'
;

:Becoming aware of alternative approaches to implementing progriims
I

Developing a plan for implementing word processing programs i

- , The following five step_s_afe-s.u9gested.to_assistplannefs_in implemghting-education am:Wain,
ing programs: assessing needs, defining the problem, selecting a soluti4n, implementing the solu-
tion, and monitoring implementation. Worksheets are included to help ,O la n ners examine the avail-
able curriculum resources. These worksheets are guides to (1) designihg word processing
training, (2) assessing curriculum priorities, (3) selecting word processing equipment and*soft=

.

ware, and (4) implementing word processing training.
1

In addition, eight curriculum resources are reviewed. Each revifw (1) discusses the source of
the producj, available materials, level and scope of the resource, fq4.mat, special features, and
instructional units and (2) includes samples taken from each resource. The eight resources
reviewed are the following:

Competancy-Based Education Curriculdm for Word Priicessing

Compalency-Based Word Processing.

_aave_l_oping s_Corriculum for a,ityprd ProcessingSettfficate

Introduction to Word Processing Units of Instruction
A
W rd Processing

Word Processing Correspondence Specialist / .

------WorrtPracessing-CurricvlunrGuide-A

Word Processing Curriculum Update

I
VII
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Summary charts showing comparative data on the eight resources are included in the Appen-
dix. using the information from these charts, planafrs can determine the curricula best suited to
their needs. The charts can be used also in completing the worksheets provided in the guide. Addi-
tional resources are listed in the section entitled Related Resources.

4
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INTRODUCTION

Parpose of the Guide

The purpose of this guide is: to assist vocational education progra-m planners and curribulum
specialists in planning; implementing; find improving word prOcessing edUcatibn and raining Pro-

"-grams. An action planning process is providedior the purpose of selecting word Prpcessing Mate-
rials'appropriate for a given poOkilation. The guiFle also presents an overview.Of eight word pro=
cessing curriculum resources available in the public domain. These resources provide learning
acttivities, teaching methods; media, and course outlines that can be implemented in the clate=-.
room. The guide is useful for the following activities:

Vientifying esse tial elements of word processing education and training programs

-Becorning awareof word processing curriculum materials; equipMent, and software

Selecting Materials equipment, and software that are appropriate for a particular program

Becoming aware of alternative approaches to i lementing programs

Developing a plan for implementing or improving a word processing program

Word Processing: A Brief Background

Technological advancements have caused great changes in offices over the past twenty years.
le 'Word processing has become the buzzword of the decade. Although many business educators

believed it was a fad that would go away, word processing has become an essential component of
the office of the future.

01.

word processing can be defined as the process'of changing ideas and information into a
readable communication form through the management of procedures,.equipment; and personnel:
This definitibri irriPires using automated equipmentand trained-personnel to produce higher qual-
ity world more_ effidiently. Word. processing may occur in centralized systems, worksttion clusters,

---netwer-k-s-of-thislerty-enclititi-riltielitrilitiOnalase-b-retanal workstation. Because busin ses need to
improve productivity to reduce costs and incraae profits, word processing either i hp form s!
centralized word processing centers or decentralized satellite' systems has become a yital part of
most business office operations. As businesses adopt more and More technology, students will
need even more knowledge of word professing concepts and the skill to Operate sophisticated
word processing equipmeht. , _t

Traditionally, business educators have resporwled to office emplpymerit needs of buSinesses.f"
Today they are responding to their information processing demand by developing curriculUM :

materials to meet students' varying requirements: Presently, there is a great need in bLOSiriegg
cation to keep up-to-date with technology: The Policies Commission foF Business and Economic

%4\
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Education has given impetus to this need by issuing a statement titled "This We Believe about
Word Processing in Business Education.- This statement includes the following about word pro=
cessing curriculum:

CURRICULUM

Word Processing instruction is necessary in the business educatiOn curriculurn WE
BELIEVE WORD PROCESSING CONCEPTS AND APPLICATIONS SHOULD BE INTE
GRATED INTO EXISTING BUSINESS EDUCATION COURSES.1N ADDftION, WE BELIEVE
THAT AN INTRODUCTORY COURSE4S) OR A PROGRESSIVESERIES OF COURSES
SHOULD BE.OFFERED TO PROVIDE FOR OCCUPATIONAL PREPARATION.

In the task of budgeting for e uipment; it is imperative that siness education keep pace
With the techncilogy being used i business. THEREFORE, WE B IEVE'THAT IT IS ESSEN- .

TIAL TO HAVEUP-TO-DATE RD PROCESSINGEQUIPMENT' SO THAT STUDENTS
MAY ACQUIRE EMPLO = SKILLS.

Business Teacher Education

WE BELIEVE BUSINESS TEACHER EDUCATION PROGRAMS MUST PROVIRE PRE-
SERVICE AND INSERVICE EDUCATION IN WORD PROCESSING. The preservice and miser-
vice business teacher should be able to:

1. Understand and apply the concepts of word processing as they relate to inforitiati'Nn
management:

2. Evaluate; select; and justify word processing hardware/software.

3. Demonstrate proficiency in operating word processing equipment.

4. Moctify instructional programs based on continuous research and evaluation.

WE BELT VE THAT ALL STUDENTS MUST HAVE AN OPPORTUNITY TO ACQUIRE AN
UNDERS ANDING OF ANp COMPETENCY IN WORD PROCESSING TECHNOLOGY:*

OrganiVng forWora Processing Education
and Training

Word processing programs are evolving in schools just as word processing systems in busi-
ness' havedeveloped to meet the unique needs of individual firms. Programs in word processing
training and education can be as creative as t program planner. Educators have the responsibil-
ity to help students to learn spout wordpr essing and to develop word processing skills for
employment. This knowledge and skill can be integrated and taught at several levels:

'Reprinted withpeirnission of the Policies Commission fOr Business and Economic Educ,tiOri (1983).

; 2
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Junior high school programs

Secondary school programs

Postsecondary programs''

Adult education programs

JUNIOR HIGH SCHOOL PROGRAMS

Target population ;

)Junior hrgh school tudents in career exploration and awareness programs
,..

Instructional goals

To explore career opPortunities in word processing in the automated office ,

To develop skills in using the keyboard

To develop text-editing skills (using a microcomputer and word processing soft-
ware) in creative or business writing projects

Delivery systems.

;
Integrated word processing concepts and microcomputer text-editing skills instruc-
tion (in existing business education courses)

Introduction to typewriting/keyboarding class

' SECONDARY SCHOOL PROGRAMS

Target populations

ITV

Secondary school students in career exploration programs

Students enrolled in business edutation programs who are preparing for careers in
business

IStudents enrolled-in-vocational office education-programs

instructional goats

To explore career opportunities in word processing

To develop an Understanding of word processing concepts, equipment, and soft:
ware and their role in the automated office

To develop word processing equ ipment operator-skills for entry level'employment in
word processing in business, industry, and government

.
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Delivery systems

Special core of courses in word processing

Integrated-word processing instruction (in existing business education

Capstone course (simulation)

Part of a cooperative office education program

Unit of instruction in other butiness education courses

Individualized instruction

POSTSECONDARY PROGRAMS

courses)

Target populations

Students eirolledin vocational business and office education programs

Students enrolled in junior or community college program- s leading to associate. ,

degrees in office education; secretarial science, or specialized courses such as legal
secretarial; medical secretarial, or word '0Ocessing specializations

Students-enrolled in-four-year-college and-university Programs. leading to baccatait
reate degrees in office administratiori or business.teacher education programs

instructional goals

To develop an Understanding of word processing concepts, equipMent, and
software

To develop word processing and keyboarding operator skills for entry-level posi-
tions iriword processing in business, industry, and government

To develop an understanding of the role of word processing in the automated busi-
ness office

To'ddvelop word processing supervisory and management skills

To develop teaching skip -for future business teachers and as_inservice training for
current business teachers

Delivery systems

a Separate vocational program
o

13art-of-a postsecon dary -associate degree-program- -

416



Part of a business teacher education degree program

Part of an office management/information processing degree. program

ADULT EDUCATION PROGRAMS

Target populations

AdUlts reentering the work force

Employed adults seeking to update current skills

Unemployed adults seeking new job skills

instructional goals

To develop an understanding of word processing concepts, equipment;, and
software

To develop keyboarding and word processing operator skills for entry-level word
processing positions

To develop word processing/supervisory and management skills

To develop an understanding of the role of word processing in the automated office

Delivery systems

Adult education courses in public school systems

Continuing education courses in colleges and universities

Special management seminars conducted by colleges and universities
4ao

Special work hops and seminars presented by colleges; universities; and profes-
sional assoc ations

General college and university degree programs

lndividualiied instruction



DEVELOPING WORD PROCESSING EDUCATION AND TRAINING PROGRAMS

Implementation of Word processing educalkip and training programs is a planned-change
effort. Like any other planned-change effort, implementing word processing programs requiresa
systematic approach. A five-step action planning process* is suggested:

Step 1: Assessing needs

Step 2: Defining the problem

Step 3: Selecting a solution
_

Step 4: Implementing the solution

Step 5: Monitoring implementatiqn

This section briefly discusses each step in the action planning process. Action planning
worksheets related to these steps are provided at the end of the section.

Action Planning Steps

[Step 1: Assessing Needs

Prior to designing a new program, planners must have knowledge about "What is" in light of
"what should be A discrepancy between existing and_desired programs demonstrates the need
that must be filled. Advisory committees and community survey data provide viable means for
determining the correnMis well as the desired status.

During the needs assessment; planners should seek answers to the following types of
questions:

What populations are.currently.sep)ed?

What populations should be served?

What current activities ralating to word processing are being conducted?

'Adapted from Cia;is.and Zelinko (1982):

"Workshops based on this Action plinning process are'avallable through the National Center for Research. in Vocational
Education

7

14



A, j J
What are the gaps in current prograrriofferings?

What are the existing and potential instructional delivery formats?

What resources are alienable?
.

To Bete mine program status, planners should try to complete one or more of the followin'g
activities:

[discuss the pqtential for wordprocessing' training with the business education advisory
committee and local vocational educators. Conduct follow-up meetings with other school
staff, including counselors and administrators.

Review policy statements and administrativk guidelines related to new or innovative pro-
grams to determine procedures for implementation.

Conduct student surveys to determine the specific characteristics of various target
populations.

Data from these activities should be collected and analyzed to assist the planner in identifying
a structure for word processing training. Worksheet 1: A Guide to Designing Word PrOcetting
Training (p. 11) will assist planners in gathering this infOrmatiOn.

_Step 2: Defining the Problem 1

On the basis of the assessment in Step 1, program planners can delineate program param-
eters. The problem definition step involves formulating tentative program goals, identifying target
populations, specifying areas and levels of instruction, and establishing potential schedules.

The information gathered in Step 1 through the use of WOrktheet 1 can serve as a blueprint kir
the problem definition stage.

Step 3: Selecting a Solution I

After the basic program structure is identified, planners must select the resources that provide
the greatest potential -for successful instructiom. Curriculum materials, up -to -date word processing
equipment, and qualified teaching staff are the key resources fOr a word processing program.

In order to select the most appropriate resources, the planner ShibUld identify the relative value
of a number of different criteria used in the selection process. The tele-di-On process is based on
the program goals and objectives of the local education agency anbOri the availability of data.

Once a decision about the criteria to be used in the selection process is made, the planner
should organize the data in such a way that cOmparison may be accomplished. A priority matrix is
useful for this task: First; the criteria for evaluating the resources are specified. Second, a point
value is assigned to each criterion: The relative value of any given criterion can be designated by
assigning a numerical value to that criterion to reflect importance: Finally; a cumulative score
for each resource is computed and its priority rank entered on the matrix; The example below



shows a priority mqtrixfor selecting curriculum resource materials. In this example, the criterion
labeled Appropriate Depth of Instruction was deemed to be twice as important as any of the other
four criteria.

Sample Curriculum Resource, darn), Matrix

Priority .

Criteria " In peg - Special Appropriate Curriculum Rank
Content Audio- ualized Popula- Depth of Priority Priority

Resources

Outline visuals Instruc-
tion

tion &
Mate-
rials

Instruction
(weight = 2)=

Index
(total

scores)

Order

.

Resource X 1* 1 3 3 3 x 2 = 6 14

i

1

Resource Y 2 0 1 0 3 k 21=. 6 9 2

Resource Z 0 2
),
3 1 x 2= 2 9

*General ranking of cell scores:

0 - inappropriate
1 - somewhat appropriate
2 - moderately appropriate
3 - highly appropriate

Worksheet 2: A Guide to Assessing Curriculum Priorities (p. 15) and Worksheet 3: A Guide to
Selecting Word Processing Equipment and Software (p. 19) will help in the selection of curriculum
materials and word processing equipment and software. By completing these worksheets,
planner's will become familiar with a process that may be used to select among other types of
resource alternatives.

Step 4: Implementing the Solution

By this stage of the program planning process, the planner should be able to identify the
target: populations; the program structure, the program objectives, and the needed resources.
Actual program implementation will vary within local educational institutions; however, successful
implementation will depend on providing the relevant information to key individuals.

A structured description of the proposed training program is usd.il for a variety of purposes.
First, it helps to organize the decisions made in earlier planning stages into a concrete plan of
implementation: It can serve also as a guide to further development of word processing training or
as a part of a proposal to begin the training. Worksheet 4: A Guide to Implementing Word Process-
ing Training (p. 25) is designed to assist the program implementation plan. The new program can
then be scheduled, budgeted, staffed, and publicized.



[ Step 5: Monitoring Imptementationl

Every aspect of impiementatioh of a training program must be continually reviewed in order to
evaluate its effectiveness. On the -basis of these reviews, adjustments should be made to bring, pro
gram operation into line with prq6ram objectives or changing goals: An excellent tool for monitor-
ing any vocational program isihe use of an advisory committee. Such a committee .could be par7
ticularly useful to this type of training program.: A broad representation of educators; government,
personnel; current practitioners..and program graduates would provide a great deal of assistance
in monitoring the'progmn. .

Program monitoring will help program planners make decisions based on the following
questions:

Should the word processing training program be expanded?
Is the current program meeting the employability needs of students?
Row can the program be strengthened and improved?
How accessible is the program to'those who need and want it?
How does this,program compare with similar programs?

Acition Planning,Worksheets

Tf e following worksheets are provided to assist the planner in completing the action planning
steps st discussed:

Worksheet 1: A Guide to Designing Word Processing paining (p. 11)

Worksheet 2A Guide to AsseSiin Vurriculum Priorities (p: 15)

Worksheet 3: A Guide to Sele g Word Processing Equipment and Software (p. 19)

Worksheet 4: A Guide to Implementing Word Processing Training (p. 25)

Note- Charts summarizing information about the eight curriculum resources reviewed in this guide are locate.° in the
Appendix. This information will assist readers in completing the worksheets.

10



WORKSHEET 1

A Guide to Designing
Word Processing Training

The purpose of thiorksheetis to identify Fircumstances and constraints currently
affecting word processing training in a local educational institution:

1. Identify current word processing program
. /

Identify sources, progranis, or units of instruction that are currently available in the following
areas:

Area Junior High Secondary
Post-

secondary .
Adult

Word processing
systems/equipment,
concepts

Equipment operation
skills

Supervisory/Manage-
ment skills

What areas and levels of instruction are not being served adequately by the current
offerings?

4



( 2. target populations \ tii

Identify the number of students interested in word processing in each area of instruction.

[Sources of data: student interest surveys;.personal interviews with students: and discussions
with guidance counselors; advisory committees, and community leaders]

Area N Junior High Secondary
Pest-

secondarY
Adult

Word processing
systems/equipment
concepts

a

Equipment operation
skills

Supervisory/manage-
ment skills

Utilizing the above data, determine the.porijiations with the greatest difumented needs.

- 3. Identify scheruling of facilities
eg.

Identify the time fames currently used for instruction iniaach prop am.(e.g., one-hour block, -
three-hour block): ti

A



(c)

[Sources of data: scheduling policies, adMihistrators, class list; etc.]

Program
f

Junior High SecOndary secon'ary Adult

Days a

Evenings

Other (identify)

What type of schedule would be most effective for the population identified?



WORKSHEET 2

A Guide to Assessing
Curriculum Priorities

The purpose of this worksheet is to assist' he planner in evaluating the various word process-
ing curriculum resources by considering several different criteria at the same time. This process
will guide planners through fo4-tasks:

Task 1Identify the criteriajo'be 'used in evaluating the resources.

Task 2Identify, for each criterion; a series of standards ranging from roost desirable to
unacceptable and assign a point value to each standard.

Task 3Assign numerical values-to the various criteria to allow for relative importance.

Task 4Enter the criteria onthe priority matrix for each product.

TM* 1

Select criteria to be used in evaluating the various curriculum resources. Criteria should be
based on the objectives of the program being planned and should be reviewed by all school and
industry personnel involved in the proposed program. Suggested criteria from which to select are
as follows:

Cost
Population served
Approxirnate course length
Number of units or modules
Format
Requirements.for special facilities or equipment
Depth of instruction
Specific content (e.g., operator skills, concepts, etc.)
The incluiion in the, urriculum of the following:

Behavioral jectives
Content Outlines
Transparency masters or handouts
Suggested teaching strategies or utlization guide

.Evaluation techniques ,
Content narrative
Student activities +PI

Implementation project(s)
Suggested references
Supplemental readings

15



Task 2

Each criterion selected can be broken into four general categories that allow themlanner to
assign a value to each product for each criterion. For example, if depth of instructor knowledge
required is determined to be of the criteria, then a level that is unacceptable must be identi---
fied, as well as the ideal know edge level for the resource. The remaining two ValUeS can'then be
assigned points between the two. The result would take the ftillbWitig fOritiat:

extremely advanced. Skills needed by instructor

1 advanced skills needed by instructor
S--

7moderate skills needed by instructor

3 minimal skiils ne ded by instructor

Indicate criteria you e ;elected on the left side and the various standards (or cell values) on
the right, as shown below. You may need more than five criteria; if so, simply list them on a separ-
ate page.

Criteria Cell Values

1 0 2-
1 ==-

23,

0
1

2
3

3. 6
1-
2-3

4.

16

1

2
3

0
1

2 -=
3 =

A



Task 3

After criteria and cell values have been identified, riview them in order to determine whether
each shqjild be conAiered equal or whether one or more have greater value to your proposed
program. For example; if the course lerfgth is critical; its score may have to be doubled in your
decision making.

Task 4

/ -
Next, criteria should be entered on the priority matrix and each resource reviewed. (The four

summary charts in the Appendix should be helpful in this process.) Cell values should be assigned
to each product; adjustinent made for greater weight, and a rank order identified. The results will
be the identification of the most useful curriculum resource for your objectives. (A sample appea._,rs
in Step 3 on page 8.)

Cuniculum Resource Priority Matrix

Priority
Criteria

Curriculum
Resoiirce-s,

Rank:
Priority
Order

17
7



WORKSHEET 3

° , A Guide to Se lectint
Word Processing Equipment and Software

The purpose of this worksheet is to help in identifying criteria for comparing and selecting
Word processifIg equipment and software. This prcicess will guide planners through fopr task..

Task 1 Identify the criteria to be used w evaluating etleripment or software..

Task 27Identify, foi each criterion, a series of standards ranging from most desirable to
unacceptable and assign'a point value to each standard. ..

Task 3Assign numerical value's to various criteria to'allow for relative importanCe.

Task 4Enter criteria on the priority matrix foreach product.

Task 1
_ . .

-,
f

4 8

Select criteria to be used in evaluating the variousries of word processing equipmept and
'software. Criteria Should be based on the obiectives of the program being planned and should be

reviewed by advisory-,corrimittee and industry per;onnel, involved in the propose: prog4m.
.4.

Equipment for word processing need not be complex or expensive. Word prate sing-ePcepts can
be taught using electric typewriterstand transcription equipment. However, word processing
equipment concepts and equipment operati& training require some electronic equipment with
memory and capabilities. Dedicated word processors, shared-logic Sy'stems,.terrninals
connected to mainframes, and/or microcorriputeu can be used. SoMe word processInt software
designed for inicrocornpwers and mainframesficie,-,-not have all-the features that most dedicated

I word procestors have. Microcomputers are _left rixpe&ive than dedicated word processcirs Some
considerations when seleCting equipmertifholude theiolleOing: - -.-

i
Cost: What isthe cost of equipment in t*msol the number of workstations 'provided?'

2 -
tertfice and repair: Is, reputable, prompt local service available at a reasonable cost?

AP'

TrainXg: Is sufficient training affered at no cost for teachers to become thoroughly Jamil-
lar with the equipmenri 4 '

tve

Teaching and training materials: Are materia easy to:use, free of "promotional features,"
adaptable to class time frames, inexpensive, and easy Yor students to understand-- -

llidden requirements: Does equipment require special lighting, a dedicated electrical line,
ttatic-free carpeting, spepsal temperature control, special desks, special ventilatiOn, or
soundproofing and/o0ise control? ,

Rent, lease, pr purchase: Which.option is available Are there any hidden, ongoing

ctergeS?)itw

(
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Storage (filing) capabilities: Is there enough storage (memory) available for hi! students
who may use the equipment at one time? Is external storage (in theform of disks) avail-
able for student use? What is the cost?

Ease of operation: Are equipment operations easy to perform? Are keys coded for easy
operation? Are operations closely related to standard typewriter functions? Is software
menu-driven, or are there dedicated word processing function keys? If menu-driven, can
the menu be bypassed to speed up word processinb operations? Is there a charge for
software use? Is backup copy provided? If selecting a microcomputer, are software pack-
ages available to provide the needed functions?

Upgrading Capabilities: Can equipment be upgraded by hardware expansions or by
upgrading of software? How expensive is it?

Durability: Will equipment stand up under classroom use?

Screen: What size is the screen? thin window? full? partial page? How many characters
appear horizontally on the screen? What size is the print on the screen? What color is the
background and print? Can the screen scroll to wider widths?

Keyboard: is the keyboard similar to the typewriter keyboard?

Printer: Is the printer letter quality, quick, and quiet? Can it support more than one
keyboard?

'Feature capabilities of equipment: Will it perform and how does it .perform these
functions?

fer

Automatic centering

Automatic underscore

Temporary left margins (block indentations)

Adjustin text (delete, move; insert) by character; word; line; or paragraph

Spellin check (proof pass)

Sorting

Insert/merge

Automatic carrier return and hyphenation

Automatic page numbering, page ending, and repagination

Communicatidns

Programmable keystroke for repetitive operations, phrases, or formats

Automatic header/footer

20



Task 2

Table of contents/index

Math functions/data processing.

Global search Wcd replace

Search

Varied line spacing

Format lines on screen or in document

%Each criterion selected can be broken into four,general categorieslo allow a planner to assign,
a value to each piece of equipment for each Criterion. For example, if training,is determined to be
one of the criteria. then a level of training that is unacceptable must be identified, as well as

,,;t*Ital level of training. The remaining two values can then bp assigned points between the two.,The
result would take the following format:

0 no training available

1 -=`\on-site demonstration only

2 lintroduCtory training only

3 extensive training given with follow-up training available

Indicate criteria you have selected on the left side and the various standards (or cell values) on
the right, as shown below. You may need more than five criteria: if so, simply list them on a sepa-
rate page.

Criteria Cell Values

1. 0.-.-

3

2. 6
1

3
3. 0

1

2-
3=

21
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23
5. 0

a

Task 3

After criteria and cell values have been identified; review them in order to determine whether
each Should be considered equal or whether one or more have greater value to your equipment
requirements. For example, if cost is critical, its score may have to be doubled in yqiur decision

Talk 4

Next; criteria should be entered on the priority matrix and each piece of equipment reifiewed.
Cell values should be assigned to each product; adjudtment made for greater weight, and a rank
order identified. The results will be the identification of the most useful equipmentfor your objec-
fives. (A sample appears in Step 3 on page 8.)
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Equipment/Sofware Priority Minna

Priority
Criteria

Equipment/
Software

Rank
Priority
Order
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WORKSHEET 4

A Guide to implementing
Word Processing Training

The purpose of this worksheet is to summarize and organize the decisions made on Work-
sheets 1, 2, and 3 into a concrete plan of implementation. This plan can serve as a guide to further
development of word processing training or as a part of a formal proposal to begin the training.

A. Objectives tor a Word Processing Training Program

Complete those objectives that are applicable for this program.

44.

1. Number of junior high students to be enrolled

2 of secondary students to be enrolled

3

,Number

Num of postsecondary students to-be enroited

.4. Number of adult students to be enrolled

5 Total number of hours required to complete this program

6. Number of contact hours to be toper week provided each student

7 Student-teacher Patio

8. The area of instruction planned (43.g., concepts; operator skills; or management
SkillS)

6.
9. Describe facilities available for operating this curricUltion. Attach a list of equip-

ment items needed for use by students in this program. (Worksheet 3 provides
assistance in selecting word processing equipment and software.)

25



10. Describe the need for this program. Such a description should include but
should not be limited tb human resource needs, lack of similar offerings by other
training sources in the area; and results of student interest surveys.



B. Curriculum Description for New Program

I List the crite'ria used to select the curriculum. (See WOrksheet 2, pages 15-17.),

1.

2.

5.

6:

8.

6.

10.

List major to ics planned. (Obtain from cur multi resources selected.) .

Topics

27
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EXPLORING SELECTED CURRICULUM RESOURCES

The eight curriculum resources selected for this guide were identified through a review of
recent word processing curriculuM development projects. In order to be included in t e review,
each resource had to meet the folk:mind criteria:

iPrlic domain: Availabl from noncommercidt sources and developed under contracts
or grant from private foundations or governthent sources

Availability:

Usability:

Compatabilit

Available through purchase, loan, or the ERIC system

Appropriate for use with one, or more of the target populations served by
vocational edudation

propriate for use in one or more of the delivery systems ustd by voca
1 educators

Timeliness: Devgloped withiin the last five to six years

Cost: Cost of purchasing and implementation reasonable in terms of expected
outcomes

The following resources met these iquirements and are included in this guicW.

Curriculum Resource

1. Competency-Based Education Curriculum
for Word Processing

2. Competency-Based Word Processing

3. Developing a Curriculum for a Word Pro-
cessing Certificate

Author(s)/Project Director(s)

Susan Armstrong

E. Elaine Webb and Betty A. Kleen

Bert Williamson and Sally N. Samuels

4. introduction to Word Processing Units of Elaine Burrow
instruction

5. Word Processing

6. Word Processing Correspondence
Specialist

4

a
-

Patricia- Moody, Geralyn Bump, Joan
doughman; Evelyn Harvey, Nancy Hawkins,
and Frances Wells

William J:Schurter; Helan'S:.1-fayman; and
Craig A. Seger
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7.t

7. Word Processing Curriculum Guide: A
Beginhing,Tept-lor Word Star

"=>

8. Word Probessing purricu

Fri:mars Larsen, Sydney Barton, Kathleen
Carli10,Cheryl.tiardy, Glade Mower, and
EIRoy Zentner

Mary Elizabeth Reilly, Elaine Turk, and
Carol Pam

The review of each of these resources is organized as follows:
.

1, Title

2.* Source

_73. Materials
. ,

4. Level and Seope

5. Format

6. Special Features

7. Instructional Units

83' Sample Pages

In order to p --We the tegoet. With further_ assistance, summary charts Eire-prfp/Ided iAthe
Appendix. Using the information from these'charts, planners can deterMine the Oi.irricUle'Liest
suited to their needs. :
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[ RESOURCE 1

1. Title: Competency-Based Education Curriculum for Word Processing

2. Source: Vocational Curriculum Laboratory
Cedar Lakes Conference Center
Ripley, WV 25271
(304) 372-8673

3. Materials: Teacher's Guide for the Competency-Based Education Curriculum
Student Material for the Competency-Based Education Curriculum

t.
4. Level and Scope:

Competency-Based Education Curriculum, for Word ProcesSing provides seven
modules of instruction that can be used in sequence for 'ail introductory course in
word processing or. for integreition into othekcourses. Each module Contains a set
of objectives with a 36b Sheet and tasks to be accomplished through the learner-
centered attivities foreach of these' objectives. Materials are appropriate for sec'Orld.
ary and postsecondary stude s.

5.* Fqrmat: Objectives
Job sheet 4or each objective

Task to accomplish
Materiais.needed
Learning activities

Evaluation
Information sheets

6. Special Features:

Used for group or individualized instruction
Requires use of reference-materials

7: lnstructibnal Units:

A Introduction to Word Processing
English/Proofreading
Typing
OfficeliVlachines

'Job Techniques
Office Procedures
Operation of Word PrOdessing Equipment

8. SaMple Pages:
-s.3
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Sample 1: List of Competencies and Tasks (f om student material)

=

Following is a list of all the tasks included in each module of this curriculum:

Unit I Intioduction to Word Processing Module

Defineword processing and describe the methods of processing words.
?. Describe the Word professing cycle and how word processing may interact with other

office systems. .

3. Identify the four basi
part. .:.

4. Define a list of word proc sing terms and spell these terms correctly.
5. Make an oral or written repor n either a correspondence secretarial position, an admin-

istrative secretarial position, or a supervisory position in the field of word processing.

parts of a word processing system and explain the role of each

Unit II - English/proofreading Module

1. Capitalize words correctly in written communication.
2. Eicprett numbers correctly (figures or words) in written communication:
3. Use abbreviations' correctly in written communication.
4. Use the comma correctly in written communication.
5. Use. the hyphen cOrrectly in written communication. :

6. die tne apoStrophe correctly in written communication:
7, USethe semicolon, quotation marks.; and colon correctly in written communicatiort.

Use the dash, parentheses; question mark, and exclamation point correctly in written
communication:

9, Recognize complete sentences, sentence fragments; and run-on sentences.
10: Spell business vocabulary words correctly.

32



Sample 2: Introduction to Word Processing, Unit I, Job Sheet 4

Task: Define a list of word processing terms and spell these terms correctly.

Materials Needed:

1. Information Sheet 1-4 - "A List of Word Processing Terms and Definitions"
2. Cassette tapes of word processing terms
3. Cassette player

01. Paper
5. Pen or pencil
6. Information Sheet 1-4a - "Unscramble the Wards"

Learning Activities:

1. Obtain Information Sheet 1-4, a list of word processing terms and definitions, from your
instructor.

2. Your instructor will designate 15 words each week for you to study. Of the 15 words, 10
words will be selected and dictated from a cassette tape for yoU to spell and define.

3. Write on a sheet of paper the correct spelling of each word as it is dictated on the
cassette tape. (Leave enough room after each word to write the definition later.) After 4.
you have wmitten each word correctly, go back and define each of the words.

4: When you have finished each quiz; be sure to recheck all of yOur words and then turn
your paper in to your instructor for grading.

5: You may choose toftake more than one quiz each week dep./ending on yqur individual
progress: Ask your instructor-for the tape each time you take a quiz.
Using the list of word procejing terms; play the game of "Word Processing Password."
Your instructor will explain the procedures for playing this game:
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Sample 3: introduction to Word Processing, Unit I; Information Sheet I-4a

Unscramble the following word p cessing terms:

Group 1

1: DTIGEIN 6. RNEPTRI
.

2: RIROYTPI 7. TUOTPU

TKESEDIT 8: RCORSU

4: VIBIASELR 9: VIROINES

5. EGOTSRA 10. FUEFRB

Group 2

1. UNMDCOET 6. RTELET

2. LNSLCGROI 7. TPUNI

3. MFIELISAC 8. PLYFPO

RIPRUSEVSO 9. YMSETS

5. TSBIUDTONIRI 10. GLNGIGO

34



1. Title:

RESOURCE 2I -2 I

Competency-Based Word Processing

2. Sovrce: ERIC Document Reproduction Service No ED 229 627

On4Cian from:

Diisethination and Utilization Program ,

The National Center for Research in Vocational Education
The Ohio State University
1960 Kenny Road
ColumbLis; OH 43210
(614) 486-3655 t
1-800-848-4815 (in the continental U.S: outside Ohio)

and
State Supervisors of Business Education

3. Materials: Units in thirteen instructional areas that proVide specific entry-le'vel jobs in word
processing; instructional aids and suggeited instructional activities sources for

b. additional teaching aids and supplementary materials
P

4. Level and Scope:

The purpose of this resource is to introduce students in grades nine through twelve
to word processirigbasic concepts, career opportunities, human relations, clerical
skillsi,communication skills, machine transcription, proofreading and editing, and
records managementand rebrographics. Units of instruction that provide students
with an opportunity to learn to operate equipment and develop a Marketable.skill in
producing various documents with word processing equipment are included also
They may be used ihiotal as a course in word processing; or various topics and
activities maybe integrated into other courses such as office procedures; office
machines; Typing II; and cooperative programs; Ideally; the materials would be
presented to students who have completed Typing I and have had two years of
Englith.

Introduction
Competencies to be achieved
General performance objectives/goals
Specific-performance objectives and mastery criteria
Suggested interest approaches
Methodology for teaching

Unit outline
Specific'performancetobjectives with individual and group learning

activities,
Unit test

. ,

Unittest answer key,
Evaluation and testing
Needed equipment and supplies
Supplementary teaching materials

5. Format:

Resources
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6. Special Features:

The curriculum guide provides a bibliography of the materials used f r resources in
developing each of the units. Each unit contains an extensivelist of urces for
supplementary teaching materials. These source materials include films, film strips
with cassettes, kits, periodicals, practice sets, simulations, transparencies, and
textbooks.

7. instructional Units:

Igasic Concepts of Word Processing
Career Paths and Opportunities
Human Relations Skills for Today's Office
General Clerical Skills
Effective Communication Skillt
Equipment-related Skillt
Machine Dictation and Transcription
Proofreading and Editing
Records Management and Reprographics
Producing Mailable Documentifrom Longhand
Pr ci'hg Mailable Documents from Rough ()Arts
Pro, ing Mailable Documents from Machine Dictation
Pro5.:.cing Mailable Documents Using the Unique Features
Software

8. Sample Pages:

36
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Sample 1: Career Paths and Opportunities

Introduction

The word processing movement has been responsible for the changing job responsibili-
ties associated with office jobs. there has been a tendency to redefine jobs in the office
under a centralized management system offering greater opportunities for advancement in
thit field. The purpose of this unit is to prepare students who enter the fieldof word process-,
ing to identify available career opportunities. If office workers are made aware Of these oppor7
tunities, they will be motivated to:use their jobs as "stepping stones to promotions. These
"stepping stones" form career paths.

Competencies:

1. Identifyin4areer opportunities in word processing.
_ .

Describing job positions for word processing.

. _ .

General Performance Objectives Goals:

1. Identify career path options in word'processirrg including Correspondence support;
administrativesuppOrt management and supervisory personneLand marketing support:

2. Describe career possibilities in word processing:

Specific Performance Objectives and Mastery Criteria:

I. On a written.test; students wilt be able to list and describe at least three jobs made avail-
able by word processing.

2. .Given an applicant's qualificationi, students will be able to identify on.a written test at
_.. :least five entry -level word processing skills the applicant poetesses.
3. Given a list of five word processing poSitions in a company organizatiorton a written

test, students will be able to explain the relationship of at least three positions to a com-
pany's organization. ; :

4. .Given a list of job titles on a written test, students will be able to identify the job func-
,

tions associated with at least four of these. .

On a written test, students will be able to illustrate a verticarcareer path in word process-
ing with 75 percent accuracy: =
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Sagiple 2: Methodology and Outline for, Career Paths and Opportunities

Methodology

This unit will enable the studentsto work in small groups, individually, or as a coopera-
tive part of a large project: It has been designed to utilize Skills already developed and to
expand these skills to better prepare the stadentS for employment in worn processing.
Methods of teaching to Oe employed include lecture; audiovisual; individual library research;
sharing thrbugh reports; fieldtrips, traditional text reading; question arid answer discussions;
and testing.; Much of the content must be gathered from various sources available to the
instructor. Many of these sources are listed ir1 the resource section of this unit:

Unit Outline

Career Paths and Opportunities

I. Skills needed by entry-level word processors
A. Keyboarding G. Machine transcription -?

,B. Proofreading H. Records management
C. Oral communication Reprographics
D. Basic language J. Mail distribution
E. Human relations K. Using reference materials
F. Composition and editing

II. Career paths
A. Correspondence support

1. Word processor trainee
2. Word processor operator
3. Word processor specialist
4: Phototypesetting specialist
5. Word processor trainer
6: Proofreader

. B. Administrative support
1. Administrative secretary
2. Senior administrative secretary

C. Managem t and supervisory personnel
1. Word processor specialist II/assistant supervisor
2. Word processor supervisor
3. Word processor manager
4, Administrative 'support supervisor
5. Staff analyst
6. Adnainiitrative support manager

.

38.
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Sample 3: Suggeited Interest Approaches

1.. Give a pretest to determine students' understanding of.the term '- Career paths," th'e
opportunities.available in word processing, and the route td f011Ow to achieve the desired
career goal.

2. Introduce this unit by explaining the difference between correspondence iupporf and.
administrative support. Ask students which path they would be more interested in and
from their responses ascertain which fields you will emphasize. -

3.' Invite a word prodessing operator.or administrative secretary to explain the operation of
a word processing center and the duties of various job categories.

Arrange a field trip to a.local word processing center if there is ciiie in your community.
During the visit have the manager describe the categories of employees, their duties
within the categories, and the skills needed by prospective employees.

5. Raise the following question for discussion: Which office careers.. other than word pro-
.. cessing have the potential for advancement of entry-level personnel without errerisTe

retraining and/or study?

6; Assign articles to be read on job titles in word processing andhave students report on
their findings;

'These are included in each unit:



Sample 4: Specific Performance Objectives and Lei lining Activities
I

:A 1

Students* will be able to list and deSCribe on a written test at least thrJjos made avail-
able by word processing.

Subject Matter Coyitent

Career Paths

Learning AttiVitiet

Complete the.Crossii rd PU2216 after
reviewing the career path terms.
CompletetheSCrambled Words activ-
ity after reviewing carer path terms..

.Discuss vafious jobs made available
by worts- processing.

R Select two jobs in the traditional office
setting and two jobs in the word pro-
Cessing center and describe each.
Prepare a bulletin board using job
titles made available by word
processing.

2. Given an applicant's qualifications, students will be able to identify on a written test at
least five enter -level word*ocessing skilLs the applicant possesses.

Subject Matter Content

Skills Needed by Entry -level ford .

Processors

Learniii9.ACtivities

Complete the Mitapelled Words
exercise.
Complete the exercise on the use of ref-
erence materials.
Discuss the importance of clear, concise
oral communication.
Prepare a mailable copy from a typing
textbook rough draft containing proof-
readers' notations:

40
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RESOURCE 5

1: Title: Developing a Curriculum for a Word Processing Certificate

2: Source: Research Coordinating Unit
Commission for Vocational Education
Airdustrial Park; Building-17
State of Washi ton
Olympia; WA 9 504
(206) 753-1301

a 3. Materials: Ten course descriptions and lines that are used to p n programs for a certifi-
cate in word processing (one- ar) and an iks iate d ree in technical arts
(two-years) $ .\

1-

4. Level and Scope: .

The curriculum is designelto provide training at th"b two-ye College level by util-
izing existing courses in plfice occupations, midmanagement, usiness administra-
tion, computer science, English, and psythology and to create yrd processing
courses as needed: The objective is to piovide marketable skills f. word process-
ing operators:

5. Format: Ten course outlines including,
'. Course descriptions

Course content and performance objectives
Course grade evaluation
Required materialsOptialal materials.
Class hanqqtgs (in some courses).

6. Special. Features:

Items are based on review of t itersture and review by word processing
professionals
Includes appendiX on job titles; current salaries; and job descri*orr

7. Instructional Units:

Advance- typing
Advanced Typing II

-:-. Typing Skill Building
Memory Typewriter

= Business English
Introduction.to Word Processing
Electronic Typeivriter

chirie Transcrrptiod
rd Processing
mpyter Applic/ation in Word Processing

8. Sample PageS:
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Sample 1: Course Outline

Computer Science Department
CS132 - Computer Applicatiorfs In Word Processing
3 creditt

Course Objectives:

Student will learn to use the WordStar program for the DEC computer and apply accept-
able word processing techniques to produce mailable copies:

Protedural Objectives:
..,

1. Student will learn to turn on the computer; log onto the system; bring up the word pro-.
cessing package, keyboard data, and produce a hard copy. ..,

2. Student will gain practice iri*eyboarding, editing, storing, retrieving, and distributing
information.

3 Student will be able to handle short and long documents, standard and repetitive docu- '
ments, and docume is requiring variations such as letters or contracts%Ccinsisting of
standard paragraph
and reminders g for a standardized letter With a blank in the bOdy-to be filled out.

needing to be rearranged, form letters with three to five Variations,
C

Course Content:

1. Specialized terminology
2. Computer manipblation
3. Creating a document
4. Retrieving a stored document

.5. Correction methods "
6. Editing capabilities
7. Formatting
8. Printing

tt.
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Saniple 2: Course Description

Office 252
Word Processing

:2 credits

Student MIllearn word processing concepts and applications on the Lexitron VT 120;
This course will be taught with permission of the instructor at a time arranged by t oth
the student and the instructor.

,Prerequisites: Typing Speed: 50W.P.M.
Ability to follow direttiocis and work independently

Supplies: Diskette; ribbon; and piper (provided)

Course Procedure:

1. Student must arrange a tirr e for an introductory session with the instructor. Student will
then arrange a reserved time to use the equipment;

2.: Training on the Lexitron yT202 is available on an individual basis with supplementary
help as needed. The materials have been carefully selected to enable the stunt to pro-,
ceed on this basis. IT IS VERY IMPORTANT to follow the instructions in the book.

3. The Lexitron VT 1202 is reserved for the student at the time indicated!9eserved.time
only should be used, It takes approximately-10 hours to complete the basic instr ction.
An additional 10 hours should be planned tor learning applications.

4. The disketteshould be handled and stored properly. Exercises are not to be su mated
to the instructor; they'are for the student's ,reference.

6. After completing the basic learning modules,ipe student will submit an original piece of
work. This Work Will show the student's understanding of the machines basic
capabilities.

6. Grading for this course will be on a Pass/Fail basis. Students wishing a letter grade must
make arrangements with the Off4ce Occupations Department chairperson.

7. The instructor should be notified immediately if any problems occur: Smoking,` drinking,
and eating are prohibited in, the word processing center. ,

..
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1. Title:

2..Source:

RESCNIFICE a

introduction to Wprd Processing Units of instruction

ERIC Documeni Reproduction Service No.'` 6.216 179

Occupational Curriculum Laboratory
ast Texas State University
ommerce, TX 75428

(214) 886-5623

3. Materials: Curriculum guide to world processing

4. Leyek,Eind Scope:

5. Formet:

4

\,

This resource is designed to provide secondary students with prerequisite skills for
entry-level positions in ward processing:::

r. 1/4, Objective sheet, subjects cove d, and competsncIavequired
iqns'for:Cgathering reference materials
?s, and presentation ideas
'dual instrUction

;Note to instructors heetinclu sugges
>"and supplies, visual ids. field trips, speak

Information sheet forpeither group or indi
Transparency ma rs
Activity sheetsdesigned for student use
Answer sheets for activities
Unit tests (with answers)

6. Special Features :

Resources, public.ations, a
Illustrationt,, pictures. and trans

. instruct' its:

cepts and Theories
A Lan y uage Usage

Ma emetics
Mi hirie Transcription and Dictation
Pr ofreading

sing Resour,ces and Re rences
, Typing (separate curricul m guide from same source)

d manufacturer information'
rencies

cord Processing (including microcomputer)
q'

2

8. 'Sample Pages:

.'
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'Sample 1: Objectives from Unit IIWord Processing Equipment

After completion of this unit; the student will be able to identify equipment used in word
processing systems. This KnOwledge wyl be evidenced through demonstration and successful '

.completion of the unit test. ;

SPECIFIC OBJECTIVES.

After completion of this unit of instruction -the student will be able to:

1. ,Define terms associated with word processing equipment
2. Identiy four types of discrete media equipment
3. List four types of discrete media t:
4. Describe endless loop media equipment
5. Identify,three types Of stand-alone systems-
6. List the components of a display and mechanical text-editO.
7. Identify three types of interactive typing systems
8. List the two types of equipment that can be interfged 4ith word processing equipment/
9. List the storage media used with output equipment

10. Identify the printing mechanisms used to priht out the information that has been storedit Identify the four types of reproduction equipMent
12; Identify the methods used for distriblatiOn of documents in a word processing system

Sample 2:Motes to Instructor for Unit IIWord Processing Equipment

.1
/

Vi.. r

I. Preparation for Unit . 4
.

A. Order films from sourcesrovided in order to shove appropriate fil 14; introduce
word processing eq6ipment. . ,.

suppliesti3. Obtain brochureS and information on word processingequipelpn and supplies from
the li t f manufacturers provided in Unit I. -1,'" r -:,,...

C. Gather any additional resources and references to trovide,addit onal information to
supplement the unit; ,

O .

,

1,4 Design a bulletin board usiN the brochures and pictures obtai id frOM-lhe manu-
facturers to introduce the unit. Cetegorize the equipment and supplies according to
use so students will beablelo identiV the word processing equipment more easily:
Arrangerrange for a.ivord pidcessing vendor to visit-the class to teiliabout Various word
processing equipment available: See if the vendor v.r.tt bring some equipment for
demonstration to the class.

F. Arrange for a Field trip to a company that has k word processing center or uses word
processing equipment so students will have an opportunity to see the equipment in ,"
use.

,
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II. Objective sheet
A. Discuss the unit and specific objectives.
B. -If necessary. add.objectives to meet fully the needs of the students.

III: information and Activity Sheets
A. Information Sheet 1-, -INPUT EQUIPMENT

r 1. Discuss the information presented.
2. Have students complete Activity Sheel 1TRRMINOLOGY to reinforce the

information studied.
.

3. Have students read and report.on an article regarding word procTssing equip-.
ment. (Use the magazines Aubscribed to in Unit _I.) on

B. Information Sheet 2OUTPUT EQUIPMENT
1. Discuss the information presented.
2. Provide:examples otthe various types of equipment diScuSsed.
3. Havettudents complete'the follciwing activity sheets:

t- ActiVity. Sheet 2TERMINOLOGY
Activity Sheet 3 CATEGORIES OF EQUIPMENT

c. Activity Sheet 4COMPONENTS
C: Information-Sheet 3 REPRODUCTION AND DISTRIBUTION EQUIPMENT

Discuss the information presented.
2, `Provide examples of the equipment diFussed.
3, Have students complete Activity Sheet 5 TERMINOLOGY.

IV. Answers to ActivitySheets
A. Answers are provided.

;,: B. Provide.answers for any activities: added.
V. Unit Testy

A. us approaches may be used in testing.
Tests may be Used as an addition I activity.-

2. Each part may be given as the in, rmation is completed.
3. Tests may be given upon comp ion of the entire unit.

B. Add test pasts for any information added to the unit.'
f

. Answers to Unit Test
A. Answers fire provided.
B. Provide answers for any questions added.



Sample 3: information Sheet for Unit IIWord Processing Equipment

As you have already learned, equipment is one of the three components of a word pro-
cessing system. The following information explains the various types of equipmentavallable
and how each -is used in a word processing system. To assist you in understanding the infor-.
mation presented, the equipment is categorized according to the four areas of use:

ft,

Input Equipment
Output Equipment
Reproduction EquipMent
Distribution Equipment

Terms and Definitions
A. . Access time the time required to transfer information from anssinput unit to the -if

location in memory where it will be stored .

B. DEdictation equipment
C. Dedicated recordera recorder used for one type of dictation or by a specific indi-

viduaf(s). For example, the recordei may be used for diaation of correspondence or
for dictation ofle9a1 docupents.

D. Discrete mediarecording media which can be removed and stored, inailed, or
placed in other equipmerat

E. Endless loop mediuma sealed, coritinuous loop of magnetic tape us-dd: for record-
ing information Y

F. Input unita device into whin information can be entered: a dictation recorder
G. Mdgnetic mediabelts, cards, disks, tapes, or cassettes coated wiThlTagrietic mate-

rial, for use with word processing equipment; dictation or keystrokes are recordei
and stored on the media
Magnetic madiurbthe singular form of the word magnetic media

I. 1-0Ptical Character Recognition (OCR) Readera reader used to scan and recognize
printed characters and change them into digital signals for input onto a magnetic
Medium

J. Random accessthe ability to find information quickly on magnetic media;regard
less of where the information is located on the media

K. Recorderthe, unit in a dictation system which records dictation on a magnetic
medium

L. Recording mediar-paper or magnetic supplies used to record and store information

II. Input Equipment

Use of dict tion/recording equipment is:ctri of the methods through which material to
be typed is pu into the system. The dictation/recording equipment is used by the princi-
pals to dictate material onto a recording medium. The materiakis later transcribed by a
word processing specialist using a xt7editing typewriter. Dictition equipment-is categ-
orized by thelype of recording me used as either discrete or endless loop media.

4
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_ A. Discrete Media Equipment; Equipment which uses discrete media for recording
information. The recording unit has a removable recording medidm, such as a mag-
netic belt, tape cassette; cartridge. or disk, which can be removed-from the record-.
ing unit and placed in a transcription unit or filed for later use.

;
.

Types of discnete media equipment. Po/fable units are self-contained, hand-held
units which enable the principal to dictate outside the office at:any time. When
the material is ready to be transcribed; the recording medium is removed and
placed in the transcription unit a battery-operated cassette recorder).

49
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Sample 4: Activity Sheet for Unit IIWord Processing Equipment

Directions: Frdin the list of words below, write each term under the
appropriate category with which it is normally associated.

Typebars
Core memory
Perforated tape
Magnetic tape
Mechanical text-editor .

Time-sharing text-editor

Stand-Alone Systems

Shared-logic text-editors
Automatic repetitive-typewriters
Magnetic happy disks a

Communicating text-editor
Photocomposition equipment-.
Display text-editor

Interfaced Equipment

Fiber optic
OCR
Daisy Wheel
Built-in storage device '
Laser
Inkjet printer

Interacti Systems

\ Storage Media

Printing kiechanisms 6

16. t-
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1. Title:

2. Source:

Word Processing

RESOURCE 5

ERIC DOcurnent Reproduction Service No. ED 179 804
,

Curriculum Publication Clearinghouse
76 B Horrabin Hall
Western Illinois University
Macomb; IL 61455

7: (369),298 -1917

3. Materials:, Guid to -_word.processing instruction including an introduction, a course outline,
and section giving. clusters of word prdcessing competencies

4. Level and Scope:

This is a twelfth-grade le(vel complete guide to_ activities for word processing-
instruction.instruction. Section one stresses word processing concepts, history, componerits,
phases, future job descriptions, skills, and prerequisites. Section two presents the
complete course outline. Section three giVes the cluster of word processing com-
'petencies. The learning activities provide activity Sheets, guidelines, suggested prop:
ects, and other resources to be used in mastering competencies.

5 Format: Each cluster contains word processing competencies 'along with suggested activi-
ties required to achieve competency. TeaChers could include equipment compe-
tencies. The guide is designed to be used as a resource for teaching word process-
ing introduction.and entry-level training for_ secondary students. It inclu,des
enrichMent activities for advanced students to learn wordprocessing supervisory
skills,

6. Special Features:

Bibliography, guide to selecting equipment
Advisory. committee guidelines
Sample word processing forms, word proCessing methods
.Glossary
Cooperative work experience statement
Guidelines for simulation of word processing system

7. instructional Units:

Human Relations
History, Concepts, procedures, and Job Opportunities
Communication Skills (oral/written)
Equipment Proficiency, Keyboarding, Dictation, and Transcription
ReprograPhtcs, Records Management, and Dissemination
deneral Clerical Skills
Enrichment Activities (Supervisory Skills)

8 Sample Pages:
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Sample 1: Equipment PrViciencyKeyboarding,Dictation, and Transcription

Competency 1: The student will demonstrate correct and efficient operation of keyboarding
equipment. (Correspondence)

A: Proper coding, feirmatting, and error correction by appropriate means.
1: Record alphabetic and nunierio data correctly.
2: Correct errors while recording by using backspace correction.
3: Edit recorded data.
4: Know all codes pertineot to your machine:

a: Centering
b: Tabulating
c: Underscoring
d: Stopping
e: Switching

5. Use magnetic media properly when applicable.
6. Use memory feature correctly:
7. Operate CRT when available:
8. Retrieve stored material:and be able to play back when applicable.'

B. Accuracy and speed in typing straight copy; statistical copy; reports, and other office
correspondence with errors corrected by appropriate means:
1. Use touch method and error correction by backspacing:
2. Use features that are peculiar to operator's machine when formatting:

C. Efficiency in producing final copy from rough drafts:
1. Follow proofreader's marks.
2. Follow all directions.
3. Use proper format:

a. Margins
b. Pagination
c. Headings
d. Tabs
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Sample 2: Equipment ProfrclencyKeyboarding,Dictation, and Transcription

Activity 3: Type and play back two repetitive letters with variables.

instructions:

1: Type the letter exactly as shown in Problem Two on page 95 putting in the appropriate
STOP instructions: _

,

2. Store the letter.

-3: Recall the letter:4pm storage. :

r-4. DePress the,proper button sp that variable information will not go onto memory.

5. Play back the letter typing in variables provided in Problems 3 and 4 orObage 95.,

6. Proofread variable information.

o.



Sample 2: Equipment ProficiencyKeyboarding, Dictation, and Transcription con't.)

Problems: 2-4. (Use the letter forrriat in problem 2 to,complete problems 3 'and 4.)

Problem 2.

Date (1)

InsIde Address (2)

Dear (3):

Thank you for your letter of Date- (4), indicating interest in the services offered by Inst-a-Word
and requesting a visit by one of our staff members.

Name of stiff member (5) will be in touch with you to arrange an appointment.

We look forciard to working'with. you and your company.

Sincerely,

6arolyil T. Spencer
President . '

J.

Problem 3.

(1) current date
(2) Mr. Sccitt'J. Cox

Eat Columbia National Barik"
Sumter Highway -

Columbia, SC 29200
(3) Mr. Cox
(4) Five days before date of this letter
(5) Tanya Petoache

Problem 4.

(1) current date "-
(2) Mrs. Juanita Malloy

City of North Columbia
City Hall
North,Columbia, S 6 29200

(3) Mrs. Malloy
(4) Five days before date of this letter
(.5) Mason Reese
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1. Title:

2. Sources:

RESOURCE 6 I

Wdrd Processing Correspondence Specialist-

Vocational Technical Education Consortium of States
Southern Association of Colleges and Universities
795 Peachtree Street
Atlanta; GA 30365
(404) 897-6157

3: Materials:' Catalog of performance objectives and perforthance guide for those objectives

4. Level and Scope:

This is a compilation of performance Objectives for a correspondence.spftialist. It
may be used with existing programs as a basis for designing curritufa utihg per-

:VfOrmance objectives as performance guides for specific programs, 4r for individual
performance goals: This admPilation may be used for secondary or postsecondary

.programs, 4.

5. Format: This catalog is comprised of performance objectives and performance guides
based'on job-relevant task statements. Each performance objective contains thefol-
lowing,elements: (1) the condition under which the judent will perform the objee--
tive, (2) thti performance-required $f the student after instruction has taken place.
and (3) a job-relevant standard for measuring successful performance of the objec-
tive. The'perfOrmance guides that accompany the objectives are procedural steps
entailed in the performance of the task.

6. Special Features:

Job relevant tasks identified through research
Lists of equipment used in business
State-of-the-art literature sources
Cross-reference table for duties and tasks
Additional word processing and administrative support available/

TNIns;ructi firlinils,: * . . '..

Organizing and*Plannit*
Maintain Inventory of Office Supplies
Develop Long-Range, Departmental Objectives
Schedule Work Flow

Supervising and Implementipg
Orient New Employees
Demonstrate Equipmerit Use
Explain Office r rocedures

_Interview Applieant for Employment '

Performing CleriCal Activities
Schedule Maintenance of Office Equipment
Keep Classifted or Confidential File Materials Secure

. a
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8. Sample Pages:-

9.

Establish Subject Filing_System
Establish Alphabetical Filing System
E ablish Nutnerical Filing System

aintain Personnel Files on'Office Employees
Paite7up Materials to Be Printed
Update Procedural Manuals
Compose a Business Letter

Performing Mail-Handling Activities
Process Outgoing Mail

Performinb Transcriptittn tivities
Transcribe from Recor d Media

Performing Keybofirdin_g (Typewriting) Activities
Chang_e Cartridge Ribbon on Word Processing Unit
Keep Record ol,Work Production f,

Keyboard Addresses ibtoa Master Mailing List
Play Out Addresses onto Mailing Media
Keyboard Reports
Assemble Standardized-Paragraph Correspopdence
Keyboard Correspondence Using Variable Inserts
Keyboard Budgets
Complete Preprinted Forms
Maintain Files of Disks

.t



Sample 1: Performing Keyboarding (typewriting) Activities

DUTY: P REORMING KEYBDARDING(TYREWRITING) ACTIVITIES

TA : Change cartridge ribbon on word processing unit,

Performance Objective:

Given a word processing unit and a replacement ribbon cartridge, 4move the used ban ridge
ribbon and replace it with a new ribbon, following manufacturer's instructions. The new rib-

, bon:should be installeds° that it does not bind or crimp and the printer can generate legible
copy.

Performance Guide:

1. Read specific instructio s for changing ribbon.
2. Move printer head to ce tee of carrier.
3. Remove old ribbon cartr ge.
4. Insert new cartridge.
5. Advance past nonprint portion of ribbon.
6. Test for proper printing:*

4

7.

<1

t
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Organizing and Planning Area

or.

4

DUTY: ORGANIZING AND PLANNING

TASK: Schedule Work Flow

Performance Objective:

Given work requests, criteria for prioritizing, and departmental production capabilitieS,
schedule work flow on a weekly basis allowing for daily adjustments. This will minimize
delays in meeting prioritized criteria demands.

Perlarrce dolde:
111114

1: ew work ,requests daily to estimate total volume of work in each priority status:
ediate, end -of -day, or end -of- week:.

2. onfirm availability of workstations at beginning of scheduling period:.
3. Allot work to stations equitably-.
4. Prioritize Work, redistributing as needed; to minimize delays while maintaining equity of

work load.
5. Revise; schedule daily to adVommodate "immediate" and "end -of -day" status work

requests.

58
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RESOURCE 7
0

1. Title: Wf cd Processing Curriculum Guide: A Begaiiing Te-xt Ior WordStar

2. Source: Utah State Office of Education
1? 50 East Fifth, South
Salt Lake City, UT 84111
(801) 533-5371

3. Matenalg: Teacher's Manual
Studerit's Manual,

4, Level and Scope:

5. Format:

Word Processing Curriculum .Guide- A B ginning Text,for WordStar provides nine
projects of instruction covering various f, nctions of the software program, Word-
Star. Each project contains objectives, instructions, exercises, and review:-...t

.'questions. , .

The materials are appropriate for secondary, postsecondary, and affUlt learners.

Objectives
Instructions
Exercises
Review Questions

6. Special eatures:

-Individualized InstruCtioci
11,

7. instructional Units:

Cursor/Delete/Insert
'Margins/Format
Block/Cursor/Find and Replace
Tabs/Margins/Centering/Cursor
Dot Commands
TabIS
Special Printing Fe9ture,
RevieW and Incidentals
MailMerge

6
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Sample 1: Project Obirtives--Prolect 2

1

e

410_,

Objectives:
..

Changeleft and right margins.

. FtlifOrrn the typewrittenmateriaLto Conform, t

..,, ,;:tithe hyphen-help, justifitation, and woick.wrt(p/

the n& margins .o new

Sample 2: Project Instructions--Project 2

INSirRUCTIONS TO THieS UDEAT:-*

4 t Turn e all machines.

2. Boot up system (main terminal only). Type bb (return).

3. Type in your. User le (it different than on the screen).

4. Type

5 Type i/sal for WordStar program and wait.

hen the No-File Menu appears at the top of your screen, type a d to Open a Document
File----Now wait.

7. When the sentence NAME OF FILE TO EDIT appears, set up a new file by using the
name of your choice.

,Type the information shown on the next page.
I

9. When you have finished typing the paragraphs, move the cursor back to the beginning
of the file by depressingAOR.

1
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10. Change the spacing from'single spacing tp double spacing. WordStar comes up auto-
matically with single spacing. To change the s_,pacinA, type OS. The computer will ask
ENTER space OR NEW LINE SPACING 1-9): Type 2 and reform all paragraphs to new

.Iine spacing.' Return to top of file AOR. '
-4

..5 . . .

it DepressAOR to change your right margin.'The computer will ask RIGHT MARGIN
COLUMN NUMBER (escape for cursor column)?

12. Change the present"right margin to 47 by typing 47',. Notice that the ruler line atfthe top
of your file will move-to column 47: . :,

113. -Reform the piragrapps to tonform to the new right rilargin setting; typeMB. The com-
puter will retOrtp the fir'St paragraph to the 47-space line unlesd some of the words need
to be divided.(AB neceSsary every time there is'a return):

.,

14. WordStar has a feature called hyphen - elp. When a word needs to be divided, the cursor
. will stop on the wor, You will notice at the top of your screen the computertals you

r .k
;c,what to.do, If you, don't want to divide a-word depress Bxigain. If yob want to divide, you
' can moft the cursor to the left with thfr cursor movement keys. When the cursor is to the

immediate right of where you Would like to hyphenate, simply depretig ttiblityphen key.
tpllow the corrept word division ryles. ,.. , ;;-

: 0 - ..
: i .

\ou rrTust typeAB for e ch pai§graph iroyou'r iioeumentmake sure the Oursor'is
located at the beginnin of the paragraph.TypeAOL to change left margin. The compu-

, tc.i. wilt- ask LEST MARGIN COLUMN NUMBER (escape towcursor column)?t -;
,

16.. Change the-$reset left margin to 3 bytyPingl. .

I
,

17. Return to beginning of second paragraph and ieforipthe second and, hird paragraphs:
.Remember hyphetjation procedure in Step 13.

I
18: Justification keeps your right margin even when you first type endrwheri you reform

material: To turn justification off depress/\O: If you look at your 6 klenu. you will:see
the word On 'tinted beside.J=Justify. Type) to turn justificOtiiifi.ft Wri Menu will
reappear; Refairrn the third paragraph (AB): Noticea raggecl`rkght.niargin:

.l''' , 4
iu

19. Now it's time to save this file and print. DepressAliD and wait; print and hand,in toour
instructor.

.

.

'If your terminal shows a line of followed by a P, it is merely WordStar's wal of tell
ing you that you've typed enough to fill up one page of file. Keep typing.



Sample 3 Project ExerciseProject 2

It is a natural thing that yo wopld have some concern bout using equipment ths_
almost thinks for you and antics ates your every c ncern. evertheless, learning the applica-
tion and varied use of word-processing equipmen is a n cessity if one is to succeed in the
office of.today. What tomorrow's office will requir from s skilled worker ie anyone's guess;
but for suf,e, he/she will need to be flexible and willing t learn o use equipment that will
probably be awesome in its speed and application.

. .

At present it is felt that knowing howto typewrite correctly4s a necessary skillthat will
add to the'itpccess and productivity of today's offi e worker. Some people feel keyboarding is
hitting the keys on tha typewriter or computer terry inat keyboard in any manner with no
apparent si§tem or skill. Typewriting is a skill that uses the same fingers for the same keys all
of the time in a systematic procedure that will insure -that the typist or operator can develop a
certain degree of skill.

b' 'The tbuth method of isiriewiltrig based oi t e concept that if an operatorloes not
have to look at his/her fingers all 9f the tame more s eed and accuracy in the typewriting pro-
cess will be achieved. Experiments have proven thi to be true. However, some computer
operators insist that their hit-and-miss systein of ke boarding is effective. But it causes one to
wonder anasmile somewhat as one watches the ine fective techniqtles of the computer
operator.

Sample 4: Project Review QuestionsProject 2

,

. r. .

1. When you call up WordStar, what is the default or automatic line length on your terminal?
2. How do you turn off the justification command? .

,t,.:.
3! -What is4tlie opnriand to reform a paragraph after yOu hive changed the margins?
4. How does the computer tel you that you need tot make a decilion about a hyphen?
5. How do you q ickly return to the beginning of ykur file?
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1, Title:

RESOURCE 8

Word Processing Cu' triculuin Update

2. Source: Curriculum Publication Clearinghouse
76 B Horrabitt Hall.
Western Illinois University
Macomb; IL 61455
(309) 298-1917

3Materials: Activity packets for word processing machine operation; reprographics; machine41' transcription; end case studies; and an Instructor's Guide containing keys for activ-
ity packets

4. LeKel and Scope:

Word Processing Curriculum' Update icolitains activity packets for upper-level
secondary students Who have completed initial training on word processing equip-
ment: The instructions for the activities are desigPed to permit students to use

cision-making skills: .

format :. :Each a tivity packet, ontairks the title and directions:
'131-he Instructor's Gui e contains a key for the activities:

c./

6. ,$peoial Feeturo:

Contains cassettes transcription. .
.

.SOme pages peed to be reproduced from teacher'sguides.
S Includes curse outline for Mechanics of Business (office Machines).;

7. instructional Units: The. instructional un it contains thefollowing activity packets-

IBM ElectroEtic 50 Typewriter
6 IBM Electronic 60

IBM Magnetic and
. vydec w6r tocessor

Reprogra ics/Cut and Paste
Machine Transcription

Case Study 2
1r.,Case Study 1-

CaSe Study 3
Case Study
Case Study 5

8. Sample Pages:

OIL
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Sample 1: Case Study 1Organization

_ .

The Res.arch and Training Division is headed by Robert Burton who has four people
reporting directly to him: Joe Bruno is Vice-President of Public Opinion ancfMarketing Sur-
veys. He has two project directors, Ronnie Goldfarb and LindaVcAlair, reporting to him: The
Vice President of Government Surveys is Larry Talbert; no onereborts directly to him. The
Vice President of Employee Surveys is Donald Gray. Since the employee surveys tend to be
standard surveys which are repeated for client after client, thereeis a gr-._._deal.of system built
around them. For this reason; Dr: Gray has a research assistant assignillipm him whols in
charge of survey adminiStrationjhose activities involved in scheduling With clients, handling -

questions about timing or formats from the project people, etc. Dr. Gray also has reporting to
him Jane Peters whOis Coordinator of Survey Processing. Jane is responsible for receiving
the survey forms as they are maileb in; logging them, keeping track of the numbers Of Icierrit
received on each Of the jobs in progress and sending them to an outside4keypunching_hOuse
When sufficient numbers have been returned: The fourth person reporting directly to Dr.
Burton is Dot Bahoff who is the Data Processing Coordinator: Hei job is to receive the key=
punch cards,from Jane Peters and the analysis specific Lions from either Lorie Tischman or

presidents and f5roducie the computer analysitwhich is
ct person. There arialaci three setretaries who are shared

one Of the Project directors avic
then given to the appropriate proj
by the professional staff.

, -

to sample of vie questions given With the case study)

1. Whit is the current organization chart for this office?

What prOblems is such an:organization likely to produce?

What organization would you recommend and why?

4

4
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Sample 2: Directions for a Learning Activity on a,Wprd Processor

Instructions for Typing Memorandum Report on. IBM 50

Assignment: Type the following repiart on the IBM 50 Typewriter. Be sure to use the correct
inSt tio-hal keys of the typewriter.

Read all directions before beginning.
4

.

1. - The report should be set, up in the form of a memorandum.

2 The columns should be centered attractively within the margins of the memorandum.

3 Each column heading should he underscored.

4. Leave enough space between columnar inforMatitn and the remainder of the body of
the memorandums so that the information can fit adequately.

z,(The Text-Editing Problem

TO:. Thames McGrath.

FROM: Laura Thornton
Administration Manager

SUBJECT: Delinquent Plant Returns

fbItowing machines have been requested to be returned,to the plant. As of this date,
mari,ifeilst!ave not b n received. Please provide a, copy of the manifest on which the

t 411acIline 4 fi5v-e- be ieturneclor an expected return date.
2 - .

. .

serial rio.. Customer Date Plant Trans. No.

If you have any questions concerning the above information, please call me on extension
885.

-.P- -.



RELATED RESOURCES

Numerous materials have been produced by both the public and private sectors that supplq-
ment the'curriculum materials identified in this guide. Publicly developed curriculum materials are
described brie4 in this section.

The Bilingual Pprd Processing Curriculum Development Project, availableifrO,m Essex ,Coi.inty
College, 303 University Avenue, Newark, NJ 07102

This is a proposal to demonstrate that quality bilingual (,.Spanish/English) curriculum mate-
rials for word processing can be developed. It describes a plan for development of bilingual
Word processing training materials: Materials are not included.

,

Kansas Information/Word Processing Curriculum Guide, awsilable from Kansas State! Department
of Education; Vocational Education Division,(120 East Tenth Street, Topeka,..KS 66612, (913)
296-3954. ERIC Document Reproduction No 221.688

This is a curriculum grli8e forc;seopndary and postsecondary schools. It includes the following
sections:

Introduction to Need for Word Processing Instruction .

Recommended Course, CourwOesciiptions, Teaching Methods, and Instructional Materials
Selecting Word Processing Equil$ t
List of Resources
Litt of Equipment, Supplies, and Service,
Glostary and Evaluation Sheet

Machine Dictation and Transcription, available from South Carolina' Department of Education,
Office of Vocational Education, VocationalCurriculumpevelo_pment Section; 1107Barringer
Building,.1338.MairiStreet, COIUMbia, SC 29201, (8031758-4971

This is a curriculuiri'guidg for machine transcription for'the secondary or_pottSecondary
level. The instruttor's Manual includes letters prepared.,for dictation and keys to transcribed,
letters. The Student's Manilal. inclvdes materials that' caribe duplicated, an overview.for
transcribing Iptters, preview stieetS:for letfers,.andinstructions and:problernSto.be dictated.
Also included are: (1) tips for probfreadins,.(2)1proofreader marks, (3) spelling errors,.
(4) state abbreviations; (5) transcribeis daily log,16) phonetic alphabet, (7)-line count sheet;
and (8) letter and address styles:

Study of Word Processing Competencies with implications for Traini g of Handicapped and/or
Disadvantaged Students; available from Dr: Donald Basche and L. Joice Arntson; Saddle-

' back Community College District; 28000 Marguerite Parkway ; .Mission Viejo; CA 92692

.:
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.

This is a study to provide data needed to develop _a ivOrd procesting curriculum that will
properly serve the needs of handicapped arid/OrdiSadVantaged community college studehtS.
It includes survey results, recommendations, and btblitigrapb.y._-_,

Survey of Word ProcesS.iitg JobV.Eq.dipnient, & Practices, available frbiti Dr. Madan Caribbr,Mid:
dlesex County

a

Co Iler, Edisbn,,NJ 08818
o

4if This is a survey of word processing nstailatibns in New Jersey and intlUdet data on the
following:

1. Employers_of word processing persoN
-2. ,Job market
3. Breakdown of sex stereotyping

-4. Organization
5. Education and training
6. Salaries
7. Equipment =

8. Future plans

Vocational Competency Measures: Word Processing Spocialitt, available from American IrittitUte
'for Research in the Behavioral-Sciences, P.O. Box .1113, Palo Alto, CA 94302, (415) 493=3550

Thislestpackage can be used by training institutions as Oinat competency a?--luation
instrUment; for assessing students' achievement, and as a screening tool fora =need Stand-:-
ing ir5 a word processing program: This package containl a job information test, performance
tests and a work habits inventory.

0
1983 Word and Data Processing Curriculum Materials Review; available from the New Jersey
- Vocational Education. Resource Center; Curriculum SaleCtection,.Rutgers University, 20Q --

0.1d MataWan Road, Old Bridge, NJ 08857; (201) 390-1191'1... -

-f ,. - .

-Tttis prbdUct has been developed as an aid for teachers; trainers; and administrative
desidners_of instruction in word and data processing at the secondary; postsecoildary, and
adult levelS. The 76 cUrricUlum products included in the review are.described accordin.g to
source,delivery_ mode, profile, operational characteristics, suggested prerequisites; adrninis=
trative data, and readability: These items were collected through requests for examination.
copies from publishers,asw0 as from instructional materials holdings of New Jersey .

.:,-;,State Department of 8ducation,-Division of VocatiOnal Ed-Li-catkin:
c.;:#
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Summiry Chart 1: Selected Features

-'-. _

,

cueticulum Resource : Population. Course
Length

instructional
Content

instructional
Format .

4.:

.2, Resources Needed
instructol
Skill Level
Needed

,, . ..

Competency -Based
EdUcation Curriculum .;

jor Word .Processing
% '...,-,-. .-..

.' P

'!' ,

L'toPip
..

-Based
'-'Woc(L esiing

.

itP 0%1 i- p i 4 aCurricu-
lurriIor a Word Pro-
;Cessg Certiftcpte __in

. .
.........-.

TnAroductiontp-Word
Priajeasing.i.Mits of 0.-- -.,..,

,_,I

TriVruCtion .._.. .

i.

word. Processing
..

.0.
.

-e-i:.

ord Processing Corre- t'Word
4pondence Specialist

Word Processing
Curriculum Guide:
A Beginning Text
for WiiedStat

Word INCessing
Curriculum Update

Secondary
Postsecondary

. ..,

Sec dary ,-
. :

1 . ,
. .._

_ell

Postsec9lf4cy -°:
.

_.

lw,

. Se.cOriOry ,.,,:::
.7"r .4- ,i., '
,

y
Sec-of)dary

-.:, ..;...- V
_,

L -

- ,

Secondary ,

Postsecondary

Secondary_
Postsecond.ary
Adult _ . - '''' .-'

.L.

Secondary

, Instructor
determin'ed,

...t

Instructor
-. deteimined

. _-__ .

-.141-.0fars .
..- f

`1'
...

1 semester or
integrated

'`into other
' classes

.1 semester or ..
integrates
into classes

i

Instructor
determined

Instructor
' determined

.
......,

.

1 year

7 modules

r

13 units
.- .,---
._ ...,- ;..,/

1-(1course
outlines

-

.7 units
. *

...

. ,.

7 cluster
_ units. '.
..it. ..-

_

6 units
;, (28 tasks)

.
9 projects

;

.

11 learning
: activity

packets.

-

Grot.ip
Individualized

.

I-

...

'croup °roup
''' Individualized

-;

U e descriptions
sru e outlines)

GrOup
Individualized

e
.

i

. t
Cluster units

:. broken down
by competencies..
that include
- activity ' .

- material
- instruction

Group
Individualized

Individualized

.."

,.- .
...

Group
Individualized

-e

'

._

, ,,
Text resources
Word_processing equipment ,`°

and diskettes
"Business personnel forms
Duplicating equipment - _.

Typewriter .

Business machines
Cassette Mayer

Word processing equipment
Trahscription equipment,
Reference material

.t.

Word processing equipment
Transcription equipment
Calculators

Dictation equipment
Transcription tapes

.

.

Word processing equipment
(tptionpl) e

Transcription equipment
Typewriters
Transcription

and dictation tapes .
Training materials:

Word processigs.rtep%ent

, Microcomputer, CP/M
operating system

WordStar. SpellStar,
MailMerge

Word processing equipment .

Advinee/
- .A.

.

, .

Advanced

Advanced
3

Moderate

.

Minimal

'

Advanced
..

,

Moderate

Advanced



y Ch Background Information,
.

.V

S -am ,

Curriculum Resource
.

Developer(s)
.

. Sponser(s)..
.

' .; Source

Co etenc_y-Based ,
Ed cation Curriculum
tor. ord Processing

1980/353 pp.

Competency -Based
Word Procelksing. \ ,

n.d./394 pp-
:,

Note .ERIC Document..
RepreqWtion _.,

'.Servicr Flp '

--' ED 229 627 '
. . . ,

Developing a Currica-
'Pm for a Word Process- ,_1'
ing Certificate -:. -

1982/63 pp_.

.

IntroductibrOo Word 4

ProcesSing its'tof ,rJ--
Instruction -

1982/419pp.
.

Nble: ERIC Document,
Reproduction d'...

Service No.'
ED 216 379 vl

PRT Vocation.al-rebbniCar
Center, St.'Marys',..WV

.

.

.0

.
,

-
Business Education Se-
ton Office ot Vocatiobal
education, Lisuisiana

.; State Department-of
' Education .

Nicholls State University'
of :Louisiana

..
.,

. .

. ..

., :...

'SkagieValley.Colle4k
Mt,V,einon;l_WA

*_

-.7 ,;- .
A

ti#
.-

. Occupational &rid lum
Laborato ast Tex s
State Univergity.,. -

: ..
e .

, ,. 4 ..
.

k "
t:-,i, i,-'

'...

iv;

e,

West Virginia Depart-,
ment of Education,
Bureau of Vocational,

" Technical and Adult
.' Edtication

Office of Vocational
-'' Education, Lo isiana

StaterDepartm nt of
Education f4t

.. .
. .. /

.

`mot
i-

:

-

Research Coordinating -4

Unit, Cgmrnission for -., _-r.''. Vocationai7tdfication.
State of Washiriaton. .

4,.. ' . ,,
...°°

, ' ig ,

.-1-
_ _ _ i: al*

Texas EducatiOn AOeticy,
Occupational EduCatio-ni-
and Technalogy .. b-4.4.,

..
.

',.et

t

"1
.

V

i'till.t.

,;- "

Vocational Curricblum Laboratory-
Cedar Lakes Conference Center

:Ripley;;WV 25271,
(304)',32-8673. .
Cost: $15 = ©0

.

On Flan frorn: ,;.:*e.:',. .

Diss.emination- ;.!;tilitation
. -_.Prligrarho;-,, , i._:

'the Natib c-r.l..." . Oar Researiri in
Vocati..., ...;tion

Columb - 210.
(614), 486 -36
1-800-848-48'15 6n the cohtinent al ,.

...
U.S. outside Ohio), 7 -i.' '

and _

1.

, .

State SupervisorsOf Business-T." t*... --
.

Education
..,

- ti - -.,
Fiesparch Cooi.dinating Unit -.

Comrnissionfor Voqational EdUcatit
Air-dust:fiat Park, Building 1 .-:,.

State of Washingt on
QiympiaVYA p11504 %

I

(_206) 753=1 lib f7 . .. .
c
JI'.

"Cost: to be Bete mined .
_i . . 0

. ._Occupational Cutaculuintaborator)__.
East Texas State University
Commerce, TX 754284

0 -...
t214) 886-5623 ' -

. - 4'Cost : ti
In-state$14:00-Teaer's Manual

$.10:00-Student's Mahual
Dut-of-state-:-

.$17.00-Teacher's Manual
ii:i. i_ $12:00-Studenf's Manual '4

. - .
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Sumiitary Chart 2: Background Information (Continued)

E.

CUrrItUlion Resource Developer(s) Sponsor(5) Source

.Word Processing
19 . 12 pp.

0
- Note: ERIC Document

Reproduction
Service No
ED.,179 804

Word Processirig,
Correspondencei.
.Specialist . <,

- 1978/14 pp.
r. ,

.

usiness and du-
cation Section, fice of
Vocational Educatiort
South Carolina State
Department of '''-
Educatipn I

.

Department of Industrial
Eduction,Oniversity of
Maryland

. -

i -:

. ..-

,,
f

'

*thin State Boarbf
Education

,
!

.Utah State Board of Vo6a--
-,tionalEdacatitrn :.' --9'

; I .., '''.1:, '''.-..
, .

Middlesex County .. i, '
College, Edison, NJ. ,

, -
,

A 1_,

,

'

Officd of Vocational
Y Education, South ,

Carolina'State j- ,
' I

Depattment of
Education

Y.

i

Division of. Voeatidnal-
. Tethhical Education.

Marylan6State
. Depailment of .'

. Education. .

ai j
.

Utah State Board of
E'8acation

Utah State Board tor 4
Nocafiokel'EduCation f

...- ... . -
"-..,s

.,

.

4, .

New JerseY Vocatianab-
'Technical Curriculuin--,.
Laboratory

a
A

...
,

' .,

'

-

..

-,.

Curricialum Publication .

s'-Clearinghouse ;
75 RHorrabin. Hall . .
WeStern Illinois University '
Macomb, IL 61466 ; '". -`

..,,

' (309{298 -19.17 4

( Cosi: $6.75 .
r

Vocatidnal Technical Education CI
. sortiurn of Stateg.
Southerh Association of Dolleges
'Universities /

795 Peachtree Street-
Atlanta, GA. 30365 ,'4!

6404Y697-6157' -=,

'- colik : ' . ' :.

V-TES-kietrOpr,pAat05-414rrunil.
Noniieilltre. rtates-,--z$4s.do

i..
,,

Utah of filliQfiiii of Education. ... ..
250 Fast righiSpj.40-
Silt Lake Crti,41414017
(Bpi ), 953-371i1'".t :

Cold: $5:00fTeagh .144:Siii,
55.00-Student's Manual

..r' ::

turripuluntpublication''',4 i t

Clxiinglf..,,'4'; .....! t
76 orrabi'r Hall

InesternlifinoiS Univdtsity
MaComb? IL 61°455 .* '''t ,*
(309) .298-1917
" ....... a. tt. net nr.

-1

,
r

4.'

e
:. Word ProcessinA,Cyr- C

riculum GUide:,4", 1
Beginning Text for:- '4, :; ,". .
WOrdStar P,-;

..

1982/56 pp. .

',- -4k
Word Processing Cur-.

- riculum Update
., '1980/466 pp.

twci cassette.tapeS
ruare incided.-

.



Summary Chart 3: Word Processing Competencies

ThiS chart provides an overview of the concept_and skill competencies covered by each of the
eight resources. Use the key below to identify the resources (designated, by numbers acrpss the
top of the chart).

1 2 3 4 5.1.

. , z., .

Word Processing Systems /.Equipment
Concepts f(i S .

,- . .
Word processing history /concepts -V X

Procedures /organization X X X X

Terminology . X X
-.

Career/job specialization X X -. X X X _,

Types ofequipment/applications X X X
.. ,

Traits rveeped for WorcrprocesSing ,X X

Usng procedures manuals X.
.

. ,D comer oding_and_filing .

)4

Work pri ; _ ,X
.

Equipment Operation Skills
..;

c
.

.
. .

P 4. - a i

Word processing machine operation X -4 pX( -4(i
Microcomputer word processing -? v.lir
'transcription_ c47,_

_x__x__,,v__,*x_.___.,-
- , ,-, ,

a

i
X

Arrg age-arts'Sk ills_ X X X X ,X

Pr odfreadingl X X X_ X

..,
Su9ervisory/Management Skills 0

) ..

L ,
_ .

Planning i .X i.----X_ .
.

d
Organizing . - . X X

.. . .
P.roduction control X X

s , 't

Training - i .
_

. 4
y: 4--te.ompetency-Bks Pducation Curriculum for Word Processing"

-7-'.1t:-i- .
mpetthcy-Based Word Prdcessinp

. Wiping a Curriculurn for a Word Processing Certificete
in. Auction 16 d Processing Units of Instruction

. ,

5Word Procet.. .

( 6 INordProcess ? Cdir onclence Special's? . .,, .

m Guide: 14 geginning:Textlor WordStar
M;Update '
1

Ir
c

__-:

1.4 74 I 14. ii.,,.

e 4

cessi
154-1.WI)rd*'e, ocessing



I- - . Summary Chart 4: Teacher and Student Materials

1*-- This chart provides an overview of the concept and skiti.competenciet covered by each of the
eight resources Use the'keYbelow to identify the'resources -(tesignated by numbers across the
top of the chart).

t4 _

r a

1 :: 2

Teapher Mittel:left
_..

i.

,s. .
;;..,...Behaviotal objectives ---

.

X X X -X X

Content 'outline d X X X X X
9,

Transparency masters/handouts X

Sug teach.. strata orlotiliz. guide X . X r , X X

Evuation techniques
1

X X X Xi
Student Materials

.
.

Cdntent narrative , - .- . X X _X

Student activities
.

X X X

Implementation projects A 4. --"' X X X

_ggested references ,, ,,,, a i rs
,

'V.:,1.

. ( ''' I!pplernentary eeadings

. a r t ' "0 ...,:.^X) 't
i. .

A r -
1(S I : 1:Competency-Based Education Gurriwlum for Word PioceFsing

. 2=-C6mPetency'-'731sed Wdrcl Processing tt

3Developing a qutriculumf94 a WordProce,,s.sing Certificate
4Introduction to Word Procissing penits o lristructitin
5Word Processing . it

T.6Word Processing Correspondence Specialist -6,
, , - ., 4 -6,

- '..

7Word Processing Curriculum. Guide: A Beginning 7e*t
8Word Processing Curriculum Update

k 4- ,; 4

. v,

r

4

i.
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