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_ Word Processing'-4 Guide fo Program Planning provides an action planning process for use in L
developing word processing education and training programs and reviews selected word process- '

-

ing curriculum resources. Its psimary purpose is to assist vocational education program planners

#~d curriculum specialists in selecting word processing curriculum materials that are appropriate R
for the population they serve. o : ' ; ;
_ The protession is indebted io the authors for their scholarship in preparing this guide. The

authors are Dr. Wilma Jean Alexander; Department Chairperson tor Business Education and

Administrative Services; pr. Patsy A. Dickey-Oison; Assistant to the Dean; and Dr. Jean Grever,
Protessor of Business Education and Administrative Services; all at lllinois State University; and

Dr. Marilyn Wilkins, Associate Professor of Business Education, Eastern Illinois University.

Dr. Judy Lambrecht, University of MinneSota; Dr. Kathleen Wagoner; Ball State University, and

Dr. Barbara Kline and Linda Pfister of the National Center for Research in Vocational Educatiog

contributed to the development of the guide thiough 1Reir review of the manuscript: Staff who i
S assisted.in the production of the guide_inc/uded Judy Baiogh, Dr. Judith Samuelson,- and-Dr-Jday--------- -

~Smink: Ruth Nunley typed te manuscript and Janet Ray served as word, processor operator. Edi- '
torial assistaﬁ‘ce~w§s provided'under thessupervision of Janet Kiplinger. . !
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: : J Executive Difector , . "

L . ' - The National Center for Research ~

’ in Vocational Education -

| R
. J - .
.

Y -




"
s
‘i

£
&

- grams. at the junior hugh secondary postsecondary. and aduilt levels. The gunqe is especlally help-
fulin the followmg activities: *

Al

ldentlfylng essential elemems of word processing education and tralmng programs P

.

EN

~

e Becoming aware of available word processmg curriculum materials 2
r

~
N
e

< _ I Lo ;
H

. Selectmg approprlate materials for a given program J
- . ;BecOmmg*aware of alternative approaches to rﬁmoleﬁmemrﬁé orograms /

)
» .

able curruculum resources. These worRsheets are guides to (1) deslgn;.ng word processing
training. {2) assessing curriculum priorities, {3) selecting word processmg equipment and soft-

ware and (3) implementing word processing training. ‘; . 2

A

2
N ) In addmon elght currlculum resoufrces are revrewed Each revneiw (1) duscusses the source of
the producs. .available materials, level and scope of the resource, fq&mat special features. and
instructional units and (2) includes samples taken from each resource The eight resources

reviewed are the following: ’ : ;
. - ¥ . .
. Ll I

bcessing ’

,\

d Competency-Based Educatron Curnculdm for Word P

e,
.
*y
. 2,
S

 Competency-Based Word Processing g

‘ |

. v‘ ﬁe.ze._opmg_a Curriculum for a. b&ord Processmg Ceﬂmcata

SO . SO
»

. in!roduchon to Word Processing Units of fnstructfon ’ >
wqrd Processmg 7 , ;‘

+
y
&

l

Word Processrng Correspondence Specralrst

e ”r"WordProcessrng—CurrrculurrrGurde"A'Begafmmg‘Fext%r%ords-lef

x
4

e Word Processmg Curriculum Updare LA ‘ T
:‘1" - . S -~ ) ~ ~
. - l':'
) . 7z - - -
: A i a
:'./ -
’ . ) B : X
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Summary charts showmg comparatuve data on the engtlt resources are included in the Appen-

dix: Using the lnformatnon from these charts, plangers cah 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 sectuon entitled Related Resources v
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INTRODUCTION =~ o
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_ Eﬁrpaié of the Guide

o
I

_ . The purposieiotiﬁus guide is to assist vocational educatlon program planners and curraculum
. specialists in planning, implementing, and improving word processing education and }raining pro-
~grams. An action planning process is provided Yor the purpose of selecting word processing mate-

rials'appropriate for a given poﬁiatlon The guide also presents an overview of eight word pro- 3

cesslng curriculum resources availabie in the public domain. These resources provude learning

aadtivities; teaching methods; media; and course outlines that can bg |mplemented in the class- : N

room. The guide is useful for the following activities:

v v

'@émifyi'n"g éssé@i elements of word 5iaéé§§iﬁ§ éauééiiaﬁ and iriir'ﬁng programs

[ ]
L1
@
[e]]
o
O
3.
=1
(o}
(]
3
[
-
[1]]
(o}
=~
g
(=}
=
Q.
Rl
-
o
o
M.
0
@
=N
Q.
0.
[ =
=
=y
o
C‘_
=
3|
3
2
[1]
2
o
w
o
D
c.
QI
3/
@
?.
|
!
Q)
[N
O
=i
g
e
=
o

Selectmg materials, equnpment and software that are appropnate fora partucular pfogram

-

< . BecOmmg aware of alternative approaches to mhglementm”g’ prograrns

. Developmg a plan 1or |mplement|ng or |mprovnng a word processnng program . 4 s

‘ 7 Word ﬁrocessingt A Brief Eacﬁé’rﬁﬁﬁa ‘

Technological advancements have’ caused great changes in omces over the past twenty years.

Y sWord processing has become thg buzzword of the decade. Although many business educators.

believed it was a fad that would go away; wora processing has become an essential component ot
the oftice of the future. :

LY . .

Word processing can be defined as the process ‘of changing ideas and ultorfrnatcpp)ntfqa o

readable communication form through the-management of procedures..equipment; and personnel: = ' "7

This definition impfles using automated equipment.and trained personnel to produce higher qual-
ity workjmore efficiently. Word processmg ma} occur in centralized systems, workstqtton clusters;
———hetworks-of-clusters-ang7or ionalgecretarial workstation. Because businddses needto =~ —--———

improve productw:ty to reduce costs and increfle profits; word processmg—euther i h; form o\f :
centralized word processing centers or decentralized satellite ‘systems—has become a yitai part of | B
most business omce operations. As businesses adopt more and more technology: students will )

neeq even more knowledge of word progessing concepts and the.skill to operate sophisticated . ’ i
word processing equipment. . . C o0 T B
. . C . {
' Tragnitlonallyf, business epg;ators have respopded to omce employment needs of Businéssés v e
""""Today they are responding to their information processing demandd by developing curriculum = € .

materials to meet stodents varying requirements. Presently, there is a great need in bOsiness edu—

cation to keep up-to-date with technology: The Polnmes Cornmlssion for Busmess and Economlc




N

Education has given »mpetos to this need by 4ssmng a statement t»tled "Th|§ We Belueve about

Word Processing in Business Education:” Th‘is statement includes the following about word pro-

cessing currnculum ) Q ;
. N ] y , ;
A— :
: » - . ‘ _——— A - ) 7 . ‘
CURRICULUM o , : ‘ :
o~ . Y
Word Processing instruction is necessary in the busimess education curriculum: WE

BELIEVE WORD PROGESSING CONCEPTS AND APPLICATIONS SHOULD BE INTE-

GRATED INTO EXISTING BUSINESS EDUCATION COURSES. IN ADDITION, WE BELIEVE

THAT AN INTRODUETORY COURSE(S) OR A PROGRESSIVE SERIES OF COURSES

Sﬁ(ﬂJLD BE.OFFERED TO PROVIDE FOR OCCUPATIONAL PREPARATION. / o

In the task of budgeting for e 7u|pment itis 1mperat|ve that tséiness educatoon keep 'pace 1
with the technology being used in/business: THEREFGRE WE BELIEVE'THAT IT IS ESSEN- .
TIAL TO HAVEUP-TO-DATE WORD PROCESSING EQUIPMENT’ SO THAT STUDENTS )
MAY ACQUIRE EMPLOY SKILLS ¢

. Business Teacher Education
WE BELIEVE BUSIN§§§IEACHER EDUCATION PROGRAMS MUST PROVIRE PRE-

SERVICE AND INSERVICE EDUCATION IN WORD PROCESSING. The preservice and inser- :
vice busmess teacher should be able to:

1 Understand and apply the concepts of word processmg as they relate to mformatu}in
management - .

2. Evaluate, select, and justify word processing hardware/software,
; -t t . )
3. Demonstrate 5iaﬁaéﬁéy in operating word processing equipment.

4 Moqrty |nstruct|ona| programs based on contlnuous research and evaluation:

WE BEL! VE THAT ALL STUDENTS MUST HAVE AN OPPGRTUNITY TO ACQUIRE AN
U}NDERS ANDING OF AND COMPETENCY IN WORD PROCESSING TECHNOLOGY:*

S - , - .- 3, I

» . . N R S : ¥

p— = TR g

i _ Organlz\ng forWord Processlnq Education

o and Training S

i _ — ——

Word processung programs are evolvung in schools just as word processing systems in busi-

ness have developed to meet the unique needs of individual firms: Programs in word processing

training and edycation can be as creative as t progrem planner. Educators have the responsibil-
ity to help students to learn apout word progessing and to develop word processing skills for
émproyiﬁént. This knowledge éjid skill bén be cntegrated and taught at several Ievels

© 4

¢
‘Repnnted with’ perm-ssron of the Policies Commussuon for Busmess and Econom'c Educ,tnon (1983)

I
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Junior high school.programs

Secondary school programs
Postsecondary programs’ )

Adult ediication programs . T . : e

N - . \

JUNIOR HIGH SCHOOL PROGRAMS

Target

populat/on .
L o~ ____. 4w L. .’ _ ;' " _ ' .
Junior hifgh school gtudernts in tareer exploration and awareness prograrris :

.~

Instructional goals

v

To explore career aaa’aﬁami;ég in word processing in the automated office |

N

To develop skills in using the keyboard

To develop text- edltmg sknlls {using a rmcrocomputer and word processing soft-
ware) in creative or bUSlneSS wrmng orolects

5517.95])/ systams - __ : ,,, DI ' . i i

: SECONDtRY SCHOOL PROGRAMS -

Target _popuiations

Integrated word processlng concepts and mncrocomputer text- edntnng skills |nstruc-

tion (in exrstlng business education courses)
&

lnt'ro'dvcnon to tyoew-ntang/geyboérding class »

>

Secondary school: students in career exploratuon programs

Students enrolled in business edcncatlon programs who are preparing tor careers in

business

e '

Ins truc t/onal goals

L

*_‘Students enrolled+n—vocat|onal office. e educatson—programs .

5
To explore career apportunities in word processing : R
To develop an understanding of word processing conceépts, equtpment, and soft-

ware and their role in the automated office CeEm e e e e

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



-
-
N Delivery systems o L :
’ ' ® Special core of courses in word processing S
& Integrated-word processing instruction {in existing business education courses) - -
. éap’mdne course (simulation) ,‘
& Part of a cooperative office education program
~ .
& Unit of instruction in other business education courses ,
e individualized instruction ) : .
PGSTseeouDAnv PROGRAMS
‘T§i§6i f)éﬁbiéiiéﬁi 7 R . ' s
e Students EFfiéiiea;in vocational business and office education 'p'rb’g'rams. .
¢ Students enrolled in junior or community College programs ieading to associate,
« degrees in office education, secretariaf scnencelgrispiecﬁuaihrzeichgrses such as legal
secretarlal medical secretarial; or word | processnng spec:allzatnons
--- -~ ~ - Students-enrolted in-four-year coliege and-university programs leading to baccatau~— - — - -» ° |
PR reate degrees in office administration or business.teacher education programs - b
instructional goals. o S R N
Lt T e To develop ah Understandlng of word processung concepts equnpment and
software , N v ; : . »
. Tgpfeyfelop word processing and Reyboardung operator skalls for entry- Ievel posi-
tions uri’word proCessmg in business, md‘ustry. and government
® To develop an understandung of the role of word- process,ung in the automated busi-
! ness office - .
e To'ddvelop word p?oceééing §u§ervusory and management skulls - -
___ _ e Todevelop teacning skuTs*for futore busmess teachers and as.inservice tiainin§ faf'
current business teachers -
Delivery systems E ' .
‘& Separate vocational program ¢
—— -~ —-%- Partolapostsecondary-associate degree program- - — — — — ' - -o .. - e e
» . > 4 _ ,‘
7 S -,
) v
. N . -




-

) Part of a business ié;ib.ﬁéf education degree program ) - 5 . &
_ . . ' ) o s e ; -

_ﬁan of an office management/information processing degree program

ADU’LT EDUCATION PROGRAMS

Target populations
e Adults reentering the work férce

Employed adults seekmg to update current skills

* Unemployed adults seeking new job skills

instructional goals i
e To develop an understandnng of word processing Eanéeﬁté éai;upment and ,
software . : S S

- ¢ To develop keyboarding and word processnng operator skills for entry-level’ word
-processnng positions

s To develop word processing supervisory and management skills

& To develop an understanding of ine role of word bfbeéssing in the automated office .
Delivery systems -
o Adult edudéiibn eaukiq;-g in public school systems

e Special management seminars conducted by cotleges and universities .

- -
Specnal work# hops and seminars presented by colleges; unnversmes and profes—
sional assocldtions

*

]

© General college and university dégree programs

LIV

Individualized instriiction
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BEVEEG‘?iNG WORD PROCESSING EDUCATION AND TRAINING PROGRAMS
; Imptementatron of word processing. educatﬁp and training programs is a pIanned change
effort L|Re any other planned change effort |mplement|ng word processlng programs requires a

,,,,,,,,,,,,,,,,,

e ’

Step 1: Assessung needs

Step 2: Defining the problem .

1

Step 3: Selecting a solution

S o L . o * .
Step 4: Implementing the solution :
Step 5: Monitoring irnpiementatid(i

This section briefly discusses each step in the action plannung process. ** Action pIannrng

worksheets related to these steps are provided at the end of the section.

Step 1: Assessing Needs’

&

Prlor to dessgmng a new program, planners must have Rnowledge about “What rs |n Irght of

“what shouid be.” A drscrepancy between existing and desired programs demonstrates the need

that must be filled. Advisory committees and community survey data provrde viable means for

determining the current-as well as the deslred status.

During the needs assessment; planners should seek answers to the followmg types of

' questrons

CN e . .
e What popijiétions are oorrentty ;e;éf'\\@a'?. . 7
e What populatlons should be served” " T .} R ) (\
® What current actlvrtnes rélatnng to word processnng are berng conducted’? ’ :

reh in Vocatlonal

n\

;;WO'kshODS based on this action planning process are'available through the National Center for R
Education

o
@
@
- oo

r 1
oy
o

l IINOILO3S I -
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N I T .
® " What are the gaps in caorrent program offerings?

.
[

What are the existing and potential lr;lstructlonal delivery tormats"

Ay

® What resources are a\iailable? -~ . X

To dete‘rmlne program status; pIanners should try to complete one or more of the following <
actlvntles T
TN ) }

.. ljisc'uss the p'q'ten'tial for Word' processina trainiﬁé with the Busnness edueatnon advisory

v

~

statt |nclud|ng counselors and admunnstrators |

.

L Revuew pollcy statements and admnnrstratnk gundehnes related to new or |nnovat|ve pro-
grams to determine procedures for impiementation. . .

. Conduct student surveys to determine the speclflc characteristics of various target
populatlons

Data trom these activities sh0uld be collected and analyzed to ass|st the planner in |dent|fy|ng
a structure for word processing training. Worksheet 1. A Guide to Designing Word Processnng

Tralnmg (p. 11) will assist planners in gatherung this information.

_Step 2: Defining the Problem

~ On the basis of the'assessment in Step 1, program planners can delineate program param-
eters. The problem definition step involves formiilating tentative program goals, identifying target .
populations, specitying areas and levels of instruction, and establishing potential schedules. S
The |ntormat|on gathered in Step 1 through the use of Worksheet 1 can serve as a‘biueprim for

-

§tep 3: Selecting a §6iutl6n

) Atter the baslc program structure is |dent|t|ed planners must select the resources that provide
the greatest potential for successful instructiom. Curriculum materials, up-to- -date’word processing
equlpment and qualified teaching statf are the key resources for a word processing program :

DR ¥

In order to select the most approprlate resources, the planner shouId |dentlfy the relat|ve valie
ot a number of different criteria used in the selection process. The selection process is based on
the program goals and ob;ectlves of the local education agency and on the avanlablllty of data.

Once a dec:mon about the crlterla to be used in the seIectson process is made the planner

should organize the data in such a way that comparison may be accomplrshed A priority matrix is

useful for this task: First, the criteria for evaluating the résources 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 'EJ’PB?'!E'J‘E,E’,“”! ‘a cumuiative score

tor each resource is computed and its priority rank entered on the matrix: The example below

ERIC

Aruitoxt provided by Eic:



. J
shows a priority mztnx for selecting curriculum resource materials: in this example the crlterlgn
labeled Appropriat
four criteria.

Depth of Instructlon was deemed to be twice as |mportant as any of the other

' N » \
3 - . ) N
Sai'i'iple Curriculum Re:ourc‘& lorlty Matrix i
i Priority 1 S : : . ’ :
\. Criteria|{ ‘| Ind@'gi Special | Appropriate | Curricuium | Rank
< Content [ Audio- | ualized | Popula- Depth of Priority Priority
- Outline | visuals | Instric- | tion & instruction |- Index Order
- tion Mate- " | {weight = 2}*I'= ~ (total -
.Resources N : rials | scores)

Resource X 1+ 1 3 3 | 3x2-6 14 | 1

- 5 - : . I D T o ,, i
Resource Z 0 2 2 3 1x2=2 9 2

-y

*General ranking of cell scores: -

0- mapproprnat‘e
1 - somewhat appropnate
2- moderately appropriate

3- highly appropriate H

Selectrng Word Processnng Equipment and Software (p 19) will help in the selectlon of curraculum

v maternals and word processing eqmpment and software. By completmg these worksheets,

planners will become familiar with a process that may be used to select among other types of

resource alternatives.

Step 4: Impiementing the Solution \

By this stage of the program plannlng process, the planner should be able to ldentlfy the

target: populatlons the program structure, the program objectives, and the needed resources. -

Actual program |mplementat|on will vary within |local educatronal |nst0tut|ons however successful

A structured descrnpt:on of the proposed tra:mng program is use?ul for a variety of purposes

First; it helps to organlze the decisions made in earlier planning stages |nto a concrete plan of

impiementation: It can serve also as a guide to further development of word processing tralnnng or

as a part of a proposal to begin the training. Worksheet 4: A Guide to Implement:ng Word Process-

nng Traumng (p 25) ns desngned to asSust the prograni implementation plan: The new. program can




7 -
Step 5: Monitoring maisa;matisa

Every aspect of rmpiementatlon ofa traxnmg prp'grarn must be contmually reviewed in order to

evaluate its effectiveness On the basis of these reviews, adjustments sﬁould be made to bring, pro-

gram operatlon into line with prqﬁram objectwes or changmg goals. An excelient tool for mOmtor-

mg any vocatwnal program |ssthe use of an advusory c0mmmee Such a committee coald be par—

in monntorlng the progmm ‘, o . - «\

. ® \
Program maanaﬁag will helpbrogram planners make decisions baSed on the following \

queshons

. ‘,\

- ~ ;

Should the word processing training program i;e eib'énded’?

is the current program meeting the e'ni'p'ib'yéijiiii'y needs of students?-
How can the program be strengthened and improved? .
How accessibie is the program to'those who need and want it? ) _

How does this program compare with similar programs? : : i

\\
o 0 0 0|

Adtlon PIannIndWorRsheeu - o .*,';’r

T,, e followrng worRsheets are provnd.ed to t the planner in COmpIetnng the action planning

)
e Worksheet 2 A Gunde to AsseSsmg’@urnculum Priorities (p. 15)
g

e Worksheet 3: A Guide to Sele Word Process:ng Equupment and Software (p. 19)
e Worksheet 4: A Guide to iﬁ\ﬁiementing word Processing Training (p. 25) ' -

Note' Charts summarizing information about the eight curnculum resources réviewad in this gunae are localed in the

Appendix. This information will assist readers in Eor;f)ietmg the worksheets. #

(N . . K:
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> WORKSHEET 1 - E
A Guide to Designing
. ‘ ‘Word Processing Training

.
. -
.

The purpose of thi worksheet.ls to ldentlfy purcumstances and constramts currently

affectrng word processing tralnmg in a local educatuonal institution:

.
.

1. Idenmy current word procenl,wg program

; identify sources; programs or units of instruction that are currently available in the followmg

areas: : ‘ T <
rs ! \

Area .~ " Junior High Secondary - 55:;"35@;%?9 Adult J}

’ I

Word processing ,
systems/equipment; 7 - .
concepts s~ - ) : :

Equipmenit operation
skills _ N , ‘ .y .

Superwsory/manage- : o P

ment Skl“S . ' ) N

=

. What areas and levels of instruction are not bemg served adequately by the cwrent

O

ERIC

Aruitoxt provided by Eic:

e
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ERIC

Aruitoxt provided by Eic:

{ 2. Identify target populations, ¢ . ’ : o - _
¢ .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 comfmittees; and community eaders]
© Aea ~ JuniorHigh ~  Secondary | -_FOSt . Ry
. . / secondary v
Word processing - - | , , / S .
~ systems/equipment - _ S A : .
concepts Lo : , . / ' , :
: /
Equipment operation . . L /
skills oo / S
. o 4 . . . . A . _’\7‘ . “/ »
~ ' \
o
| 5 -
» B i - .
_a A —
- R Lo o .
Supervisory/manage- SR B 4 | A
ment skills o s s 7'} : ‘ : v ) ' { :
N o .- ‘ ] (‘
e Utilizing the above data determine the.popuiations with the greatest d?:umented needs. *
N : < ' E ’ . . o - i
. ’ L ) X
. 8. Idenlil‘y lche;luling of hcllllles s .
) I'd'e'n’tify the time fr§‘mEs CUrreritly used for mstructmn in each prog'am«(e g. Bﬁé-ﬁébi block; -
v x
R . . -
s
' V \ . ' .
: ‘ . =L
iz . 12 . ' . '
@ v LT \ ' i \

4l

Y



() = _

~ . - .

SN C) — ' —

- A
0y

[Sources of data; scheduling policies, administrators, class list; etc.] -

=

Program dunior High  Secondar f Pog- - P i
g econdary secondary Adult

L Y
b2l

- < T CTo- T T, N
\ . ! o . .
&

'5ven3ncjs’k v ©
i 5 - : ' ¥

*

”~ .
i

4

e

o



WORKSHEET 2

A Guide to Assessing | | ;
: : Curriculum Priorities o o
' ' ]

The purpose of this worksheet is to assnst the planner in evaluatnng the vanous word process-

.

oIy =

" ing curriculum resources by considering several dmerent crnterua at the same tnme This process

will %ulde planners through fouFtasks . )
- r

Task 1—Ident|fy the criteria to'be ‘used in evaluatmg the resources.

Task 2—Ident|fy. for each criterion; a series of standards ranging from most desnrable to

unacceptable and ass|gn a point value to each standard. *

4

N

Task 3—Ass|gn numerical values to the various crlterta to allow for relative lmportance

Task 4—Enter the criteria on;the_ priority rnatrix for each product: ~

Task 1-

i —
Select criteria to be used in evaluating the various curriculum’ resources. Crlterla should be

based on the objectives of the program being planned and should be rewewed by all school and

industry personnel |nvolved in the proposed program: Soggested criteria from which to select are
- as follows:

Cost ‘ e T . )
Population served ! . i N e
Approximate course length ‘ .
Number of units or modules o ;o
- Format -
Requnrements for specnal facmtles or equnpment
Depth of instruction . y
Specific content (e. g.. operator skllls concepts, etc. ) )
The inclusion in theurriculum of the following:
— Behavioral gbjectives ‘ . ,_
-~ Content outlines : ‘ - : o ’
— Transparency rnasters or hand0uts ' ‘

— Suggested teaching strategres or utlization guude .1

— 'Evaloation techniques : ,

— Content narrative . i .
. Stodent actlvmes , . . i

[ ]l

— Suggested references

- - — Supplementai readlngs

LY

Vi




Task 2 v : - ~

.-

Each crltenon selected can be broken |nto tour general categorues that allow the*planner to

. 'requured is determlned tcs be o e of the cr|ter|a then a Ievel that is unacceptable must be identi- =
fied: as gvell as the ideal | know edge level for the resource. The remaining two valuies can'then be ,
assugned points between the two. The result would take the tollowing format: SRR ’ o

- ’ 0— extremely advanced SklllS needed by instructor v % - X
1 — advanced skills needed by iﬁéi?déi&? | C ) | {
. - ’ =~ s :
,  2—moderate skills needed by instructor | : 3\
) - o -
3 — minimal skills ne ded by instructor : P4

Indicate criteria. you-have éelected on the left side angﬁtheyarlous standards (or cell values) on
the right. as shown below.. You may need more than tive criteria; if so; snmply list them on a separ-
ate pagé. -

; _
_ ' .
Criteria \ Cell Values

Eyl

1. ‘ 0—~

w
!
&

'Y
-—d
(<)}

.

22




.

\

.

Al

Task 3 “ 0 o

After critéria.and ceII values have been identified, r‘gwew them in order to determine whethe

each shcﬂld be considered equal or whether one or more have greater value to your proposed

program. For example if the course Ierfgth is critical: its score mady have to be doubled in y?ur

decision making - _ : -
g i L : - /,_.7 C
L] . Pl ) .
Task 4 !
~ . ' ‘ - o 1 7;9

ol

r

.

Next criteria should be. entered on the prlomy ,rnatrlx and each resource revuewed (The four )

summary charts in the Appendix shoulid be helpful in this process.) Cell values shoiuld be assugned

to each product; adjustment made for gredter welght and a rank order identifigd. The results wi

be the identification of the most useful curriculum resource for your objectives. (A sample appe
in Step 3 on page 8. ) , o . '

; [ -
__Curriculum Resource Priority Matrix

Lol

. Priorily | \
Criteria
\
- - : . : o o E “/
A NG : . ‘ : Rank: :
Curriculum N ; : ; . : Priority
- Resodrces A C B , - Order
. o < N : 1w )
—_——— — — T — _ . . [ —
_ J L - r ¢ _-
. ;‘" { 1 o ) R ! . . K\*'v
—1 — - 4 * —
. HER . ' 5
z/ - > . .;E
| - —. Y C 2
f ' - ' ¥,
! — —— 4
1 ‘ * 1
L) Y IR R LR i
‘\ . \‘ J/
I ¢ | ‘ '
. I E— P v a -
5 e
7
; . >
- ¢
AN
17 - .

.

-
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‘* . A Guide t 5 Sel lecting
. 'WUrd Processing Equ ip ment and. $ottware

7 / : ;
The purpose of thus worRsheet |s to help in tdentlfynng crnterla tor comparnng and selectnng
word processmg equrpment and software. This process wull guide plénners through four tasR§

- '~

Task 1—Idéntrty the cr|ter|a to be’ used m evaluatung ehmpment or software LS

~

T R

Task 2—tdentrfy for each crrtenon a senes of standards rangnng trom most desnrable to
) unacceptable and assngn‘a ponnt valug to each standard. ..

Task 3—Assign numerical valués to vargouscntena to‘allow for relative importance. - &
: T
, Task 4—Enter criteria on the priokity matrix foreach groduct. o
L . S s o 7

Teski . - R A 7
- . . . ; - i ?‘P. e

Select cruterna to be used in evaluatnng the varnous-tydes of word proce5smg equnpmept and

revnewed by advnsory;"commnttee and |ndustry personnel, mvolved in the proposes prog .
_Equipment for word processing need not be complex or'expensive. Word procedsing-{ 'c'epts can
" be taught ysing electric typewntersmn‘d transcription equipment. However, word proCessmg

* equipment concepts and ejunpment operattOn training require some electromc equrpment with

memory and.storage capabilities. Dedlcated word processors, shared-logic systems terminals

conn’%cted to mainframes, and/or mlcroconjputecs can be used. Some word processlng software

de5|gned for mrcrocomputers and mamframes. oeg:not have all-the features that most dedicated

LR word processOrs have: Mlcrocomputers areJ expeﬁsme than dedlcated word processqrs: Some

consuderatlons when selectmg equupment)thclude thejollqwnng ; <
i PR ’ _
Gosr What tS‘N’te cost of equupment in t@?ms o\t the number of w°rkstat|ons provnded"

v -~

i
[ 2

‘
[ 2l

Serwce and repatr Is reputabla prom pt local service avanlabte ata rpasonable cost?

-

o
[}
ﬂ
~
.
-3
>
‘Q
@
7N
L C
-
=
. 9
‘o
3
—
—
S
t_:_)
2
=
.
9..
ot
o
-
o
a
?.’.
o
[}
W
l-.
-
[«
-
?zf
0
¥
, O
-
wn:
—
o
o
-
o
[}
3
o
—
A 4
[}
3
[« }
I
<!
.
)
3
Tie

N 'rar with the equlpment‘? ] . ! R
; : . . se T - : l - P e y

Teachmg and training matenals Are matenaE easy to use free ot * prémotronat téétUrés.;;
adaptable to class llme frames, mexpensiva and easy Jor studénts to understand/7

H:dden requ:rements Dpes aqument requnr; specnal Iightrng a dedlcated electncal line,
dtatic-free carpgting, spetial témperature control spemal desks, specual ventllatnon or
s0undproohng and/ofmoise control? ’ .
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>

R e Storage (filing) capabmnes* Is there enough storage (memory) available for 4l students

o who may use the equipment at one time? Is external storage (in the form of dusks) avail-

- able for student use? What is the cost? 7

Ease of operation: Are equipment operations easy to 'perform" Are keys coded for easy

@ - L g4

operatnon" Are operatnons closely related to standard typewriter functions? ls software

menu-driven; or are there dedicated word processmg function keys? iIf menu-driven; can

the menu be bypassed to speed up word processmg operations? Is there a charge for

software use? Is backup copy provrded" if selectmg a mncrocomputer are software pack-

[ 1
<
)
Qg
~
-
Q-
|
(Q
O
-
’U
,
By
=
B
(n
O
L.
=F
3
.D
1S
o
3
Lo
2
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o
i -
o2
Q.
-
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Q
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o
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b
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upgradmg of software? How expensuve is it?

Durab:hty: 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 $izé is the print on the screen? What color is the
background and print? Can the screen scroll to wider widths?

- ' N oo . - - /;; S S

® Keyboard: Is the keyboard similar to the typewriter keyboard?

L Pr/nrer Is the prmter letter quallty quucR and quuet" Can it support more than one s
keyboard?

e Feature capab:lmes of equipment: Will it perform and how does rt perform these
functnons"

— Automatic centering

— Automatic underscore : ' ;
. ' A

R

— Temporary left margins (biock’indentations)

— Spellind check (proof pass) - _ , ." |

i Adjysti?text.(delete. move; insert) by character; word; line; or paragraph
. — Sorting - f o . )
= Insert/merge
— Automatic carrier return and hyphenation - . | .
. / N
— Automatic page numbermg page endlng and repagmatlon

# - COmmumcations

— Programmable keystroke for repetitive operations, phrases, or formats

F

— Automatic header/footer

20
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B < -
— Table of contents/index .- ‘ ;
— Math functions/data processing S : o L
— Global search &nd replace ' E - R
' . . , R S
— Search : - C . fa .
’ = varied line spacing : e e
— Format lings on screen or in document - : T .
Task2 Vool SR A . L
vEach criterion selected can be pggkﬁeﬁr!nggifpp;fgeneral categorles to allow a planner to assngn’
“avalue to each piece of equipment for each Criterion. For example, if training is determined to be - S
! ’_ one of the criteria. then a level of training that is unacceptable must be identified, as well as the . = - - PR
%éi level of training. The remaining two values can then be assngned points between the two. The o
resuit would take the following fdiﬁmat L A L P R T
) A PR ) ) , B T
0—no trammg available ., _ . e
; . o * . j . ‘., - . [ 5
1 i‘;bh%ité\déiﬁbhéiia’tibh only -
2 =lintroductory training only - :
3— extenswe trammg gnven wuth follow-up tramung available P
Indncate cntena you have selected on the Ieft s:de and the various standards (or cell values) on )
the right, as shown below. You may need more than five crlterna if so, sumply list them on a sepa- ) '
rate page. : ' o , . . , BN e
Criteria L Cell Values - = - ;
) . - \ ‘. "~ A . : Ta R
1 I » 00— .
, A= e
% = 2. » :
g . - 3 — T
2 '\ EEE——— T
1= 4 ;
2— -
. =~ ” !
3 —
i
3 0—
L . 1 _ )
p R
3— * g
Y ‘
- ¢ o .
26 t
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Task 5

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 eqi:ipment

requirements. For example it cost is critical, its score may have to be doubled in yqur decision
makifig. : o K . .

Next, crlteraa should be entered on the prlorlty matrlx and each p|ece of equupment reviewed:

Cell values shoulid be assigned to each product; adjustment made for greater weight; and a rank

order identified. The results will be the identification of the most useful equapment for your objec-
tives. (A sample appears in Step 3 on page 8. )

r o3 . ]

ph

C el

ERIC
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Equipment/Sottware Priority Matrix

Priority .
< Criteria R ' ~
IS
:
o ' , {. | rank |
Equipment/ Priority
Software . Order
o B N S }i
— ) N
I 7
_ﬁ;’
B - i
; My . -
- - =~ ; - ’
- T ‘ : A }
. . . '
K
_
s B ; ' 23
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A Guide to Implementlng .
Word Processing Training : ( '

. The purpose of this worksheet is to summarlze and orgamze the decisions made on Work-
sheets 1,2, and 3into 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.
o B I I »
A. Objectives for a Word Processing Training Program

- Complete those ebjeciives that are applicable for this program.

1. ' Numberot junior hcgh students to be enrolled

2. __G\i\jurﬁiser of secondary students to be enrolled

3 _ NMf postsecondary students to-be enrolted

R e Number of adult students to be enrolled

Total number of hours reqmred to complete this program

4,1

6. ——— Number of contact hours per week to be probuded to each student -

[}

D

sRults) T

1] PN L

9. ______ Describe facilities available for abe’rétiﬁg'iﬁié curriciilum, Attach a list of equip-

’ ~ - ment items needed for use by students in this pfogrém (Worksheet 3 provides
’ §s’§i§t§h”cé in selecting word processing equipment and software.)
x ;;4 . .
~ 4 i' s
.
. T
- ;
25




. , &
10. __——— Describe the need for this p program Such a description shotild inclide bit

should not be limited tb human resource needs, lack of similar offerings by other

tranmng sources in the area, and results of studem interest surveys.

(1]

s

L]

ERIC
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B. Curricuium Description for New Program . 3

-
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EXPLORING SELECTE

v}
Qw
C
:\
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P
0
m
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~ The eught curriculum resources selected for this gurde were identitied through a review of
recent word processing curriculum development projects. In order to be rncluded in t revuew :
each resource had to meét the: follownng criteria: X T
< = S ’
. 7P1bzlic domain: Availabldfrom noncommerciat § sources and developed under contracts ,

or grant trom private 10undat|ons or government sources

-

e Availability: Avallable through purchase loan or the ERIC system .

e Usability: Appropriate for use with one or more of the target populations served by
: vocational educatlon _ . :

- ~

e Compatabilitys~ Bpropr'rate for use in one or more of the deIuvery systems usLd by voca- -
- " e ledocators

. -
T i T 2 T 11 2z g
.

Timeliness: - Devgloped witrun the last five to six years

Cost: ‘Cost of purchasing and implementation reasonable in terms of ekpected
outcomes

*

. The followung resources met these requnrements and are included in this guide:

- . N
Curriculum Resource . o Author(s)/Project Dlrector(s) o

-

1. Competency Based Educatron Currrculum Susan Armstrong i '
for Word Processing o L o N

2. Competency-Based Word 5reoces’s’ing . E. Elaine Webb and Betty A. kieen

z\
(n\
(D\
71

3. Developing a Curriculum for a Word Pro- . Bert Williamson and Sally N.
cessing Certificate “ .

" 4 Introduction to Word Processrng Units of Elaine Burrow - _
* Instruction ' _— $

5. Word Processing B .\ ) . _ Patricia Moody. Gerelyn Burch Joan
oo ) . s ; Coughman Evelyn Harvey, Nancy Hawkms

and Frances Wells _ .

Word Processing Correspondence _William J-:Schurter, Helen S Hayman, and

. Specialist -~ = .. _ . Craig A: Seger
- ,

._cm

"

”III ALAL 1 A I




7. Word Processing Currlculum Guide: A Frarices Larsen, Sydney Barton, Kathleen

Begmmng Te;t-for WordStar

ElRoy Zentner =

8 Word Processmg .Currrcultiﬁ"'Upz?ﬁa ' Mary Ellzabelh Re/lly, Elame Turk and

oS , .. .Carol Pam , K
o BN ] '
The review of each ol these resodréés is. organized%as follows ’ )
17.&(5, R |
2’s$u;aé. o ; '
-3 l;ate'iié]'s' “ ~ .';; " ' _ ;f. v ) i :
4 ‘Level and Séope ;’ ' ';, o \ . . e “
s. Format - L o ’ . ' : ‘_; - . E ;‘ . s '
N Lo e . : % Y . .
*6. Special Features ' L. +- - o cT 0w T
~: 7. Instructional Units ' S . "
& . .
8% Sample Pages a A o

in order to pr vide the reader with further aSSlstance. summary charts are prgvcded m.the
Appendux Using the information from these charts, planners can determine the curricula Best
suited to their needs vl . &

v, ‘ <

. o - E ;7.. R e : -./ o . . 7 )
N . L. hed . [
I -
. M PEE N . v ’
- " - s e
2 - P o R S -
R . 7. ’ o «
v - S . T
- ' i ,’ -
1] . \ .- . \
- . N 5 -
. ) - e ,
T - .
_ - B Y
¢ 'y o
- Y y L. .
.
- - 1
7 o N .
v . €
- ,e .
. . .
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-

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

2. Source: Vocational Curriculum Laboratory a .
L Cedar Lakes Conference Center - S o R
Ripley, WV 25271 ‘ : -
(304) 372-8673 . ' : ' s ;.

3. Matenals Teacher's Gurde for the Compe?ency—Based Educatron Curnculum

Studem Material for the Competency- Based Educatron Curnculum ‘
4 tevei and ScOpa ; ol i

. _ Compe?ency Based Education Curnculum- for Word Processmg provides seven

modules of instruction that can be used in sequence for & introductory course in

word processing or.for integration into olh%r,courses Each module éontains a set

~ of objectives with a Job Sheet and. tasks to be accomphshed through the learner-
centered activities foreach of these"objectives. Matenals are approprlate for second- v
ary and postsecondary studen\ L

*?

5. Format: ' e Objectwes

~® Job sheet for each ob,ectnve o RPN ) &(
-— Task to accomplish el . L . « :
. =X Materials needed j KR SR '
. _. — Learning actwmes e ) :
' e Evaluation . ‘ - ' '
e Informatnon Sheets S o
. N ! N ! N \‘. /
6. Special Features: - -, , ' = _
- . Used for grOUp or mdrvnduallzed mstructron >
3 . . Requnres use of reference materials .
. - : —
7. Instrucnbnal Umts
. lntroductnon to Word Processmg P
Englrsh/Proofreadmg ' oL X
<’ Typing ' A
* . Offica Machines ) o s v )
® . Job Techniques S i A ‘
, ‘8 Office Procedures I L ~
s . Dperation of Word Processmg Edijibrriéiii B
. ) . . ) ‘. ]'; : :
8. Sample Pages: ~ © I . -
o . . N - S LY
3 } Co
. 1 4; . I’] 4 : b . . -
. S ) S
; 31 s K

-
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Sxmple 1 l;lst of Competem:lu and' Tnks (l om itudem materlul)

Followmg is a list of all the tasks mcluded in each module of this curriculum:

Unlt l - lntroductlon to WOrd Procenlng Module

Y

. 1 Befme ‘word processing and describe the methods of processing words.
2. Describe the wbrd pro essing cycle and how word processing may interact with other
~ office systems. . o :
: -:3. ldentlfy the four. baslq\parts ota word processmg system and explain the role of each
part. .-

4. Define alist of word processing terms and spell these terms correctly )
‘ 5.. Make an oral or written reporton either a correspondence secretarial position, an admm- '
" istrative segretarial position, or a supervisory position in the field of word processmg

Ui-ilt ll - Eiiﬁliitilpibai'éédiiié Moduie I
Capltallze words correctly m wntten COmmumcatlon
Express numbers correctly (figures or-words) in written commumcatlon:
- Use abbreviations correctly in written communication. . . -
Use the comma correctly in written communication.
Use the hyphen correctly in written communication.

-Use the apostrophe correctly in written communication: é

Use the ‘semicolon, quotation marks; and colon correctly in written communicatio

Use the dash . parentheses, questlon mark and exclamatuon point correctly in written
; communication. - - ..

p).‘_yp):’(.n\y‘g.:\p.t__n

Recognize complete sentences sentence fragments, and run on sentences

Spell busiﬁes'}. vﬁééBulary words correctly: : a

B . . . \

a
oo

ERIC

Aruitoxt provided by Eic:



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

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

Malerlals Needed s

1. Inftormation Sheet i-4 - “A List of Word Processmg Terms and Definitions”

' 2. Cassette tapes of word processing terms
3. Cassette player

A. Paper v o .
5. Pen or pencil . .
6. Information Sheet I-4a - "Unscramble the Words" ; :

Learnlng Activities:

o o A 6 W ot

——————————————————

mstructor

Your instructor wull desugnate 15 words each week for you to study. Of the 15 words, 10
words will be selected and dictated from a cassette tape for youto spell and define.
Write on a sheet of paper the correct spelling of each word as it is dictated on the
cassette tape. (Leave eriough room after each word to write the definition later.) After -

you have wmtten each word correctly, go back and define each of the words.

* When you have finished each quiz, be sure to recheck all of your words and then turn

yoor paperimto your instructor for grading -

You may choose to'take more than one quiz each week dep'endmg on your mdcvrdual

progress. Ask your instructor,for the tape each time you take a quiz.

Using the list of word Brééé¥mg terms; play the game of “Word Processing Pessword "

Your instructor will explain the procedures for playing this game: o,

L3 .
. -

VoS

.

L4l

]
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; Sample 3: iﬁiiodiicii&ﬁ to Word Processing, Unit |, information Sheet I-4a

unscramble the following word phpcessing terms: 5

Group1 . . B

1: DTIGEIN - 6. RNEPTRI g
: © 7. TUOTPU

2. RIROYTPI —— - -

3\ TKESEDIT — : " 8: RCORSU

. 8. VIBIASELR —— 9. VIROINES -

4,1

| 5 EGOTSRA—_— - S 10: FUEFRB

Group 2 )

-

"
ol

1. UNMDCOET

. RTELET

. TPUNI_

-~

2. LNSLCGROI

. PLYFPO .

o

3. MFIELISAC

4'RIPRUSEVSO ___~ ' 9. YMSETS

5. TSBIUDTONIRI __ S 10. GLNGIGO
* . S

” a

7’ | \ 34 S
37 .

-t !
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Soirce:

Materials:

b,

. Level and Scope:

3

'RESOURCE 2 <
= - ’ : SN

Competency-Based Word Processing

ERIC Document Reproduction Service No. ED 229 627

Blssemmatlon and Utilization Program ,

The National Center for Research in Vocational Educatuen

The Ohio State Um_versrty N

1960 Kenny Road

Columbds; OH 43210 -7

Al

A - . 9

(614) 486-3655  x : Lok
1-800-848-4815 (in the continantal U S: outside Ohiv) ' C o
and o .

State Supervisors of Business Educatcon . i ‘

i)

Units in thlrteen mstructlonal areas that provide specmc entry-level ]obs in word

processing; ‘instructional aids and suggested instructional activities sources for

additional teachmg aids and supplementary materials

.
>

The purpose of thls resource is to mtroduce students in grades nine through twelve

to word processmg—basnc concest career opportumtres human relations clerical

records management .and reprographlcs Units of lnstructlon tHat provnde students

with an opportunnty to learn to operate equipmeént and develop a marketable skill in

producung vanous documents with word processing equnpment are included also:

They may be vsed in'total as a course in word processing; or various topics and

activities may be integrated into other courses such as office procedures; office

machines; Typing I, and cooperative programs. Ideally, the materials would be

. presented to students who have c0mpleted Typing | and have had two years of

Enghsh

'lntroductron )
Competencnes to be achleved
General perf0rmance ob;ectwes/goals
Specitic performance objectives and mastery cntena
Suggested interest approaches : .
'Methodology for teaching A . '
— Unit outline 4 T I~ :
— ‘Specific performance objectrves wnth individual and group learmng
_ activitieg., : .
Unit test - ' ]
" UnitYest answer key+ ) -
Evaluation and testing ) ‘ - o

Needed equipment and supplles

e o T . Db

Supplementary teaching materials

Resources - . C o :

P ]
[4)]

L]



‘i(s Special Features: - N

Thé curriculum guide provides a bib’li'o'g'rip’h’? of the materials used fgr resources in _ -
- developing each of the units. Each unit contains an extensive list of sources for- — —
N ;. supplementary teaching materials. These source materials mclude films, film strips

Bt with cassettas, kits, periodicals, practice sets, snmulatlons transparenmes and
textbooks

-

7. Instructional Umts

I

oy

o Basic Concepts of Word Processing
; Career Paths and Opportunmes

o o o
I
c
3
m
=
:D
‘l
o
'_’
O
=3
i
U)
2 Z
'@
-
o
-
-t |
0.
Q
o
<
wl
o
=3
o
o

General Clerncal SRulls K ‘
Etfective Communication Skills ST .
Equipment-reiated Skills '

f

¢ Machine Dictation and Transcrlptlon
c s Proofreading and Editing ‘
¢ Records Management and Reprographlcs
. Producmg Mailable Documents from Longhand K
e E'r"cmg Melleble Documents from Rough Drefts ) )
¢ Progdging Mailable Documents from Machine Dictation '~ }
¢ Produ cing Mailable Documents Using the Unlque Features of the Provided
Seftware . . !
' 8 Sample Pages: o . -
\ - 7 ,: . .
/‘ ) . ".{l’fl
N e * - “ . I
- N )
- . .
B . L 2
) \
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Introduction - « - ST L
B The word processlng movement has been responsibie for the chan§in§ jOb responsublln-
ties associated with office jobs. 'f'here has been a tendency to redefine jobs in the office -
under a centralized management system otfering greater opportunities for advancement in )
‘this field. The purpose of this unit is to prepare students who enter the held ‘of word process-,
|- ing to identify available career opportunities. if office worRers are made aware ‘of these oppor- '

tunities, they will be motivated to:use their jobs as “steppsng stones" to promotnons These o

e steppung stones” 1orm career paths o ' sy . ,{,
Ctiiniieterieléi. ' - ’
i ldentztymg areer opportumtues |n word processlng . > :
2. Bescrlbmg ,ob posmons fbt‘ word processing. . . . %
. . l . . . ) . \: R
: General Performanée bblectlves Goals: - ’ o - - L

1. Identify career path optlons in word processnrfg |ncludmg eorrespondence support

admlmstratuve-support management and supervisory personnel, and marketing su—pport

2. Describe career passibilities in Word processing. - : .

Specific Performance Objectives and ﬁiitir§ Criterla:

i, Ona written. test students wilt be able to hst and descrnbe at least three jObS made avacl-

. able by word processing.

2. .Given an applicant’s quahfncatlons. students will be able to |dent|fy on a written test at

- least five entry-level word processing skills the apphcant possesses .

3. ~Given a list of five word processing positions in.a company organization on a written
test, students will be abIe to ~explain the relatlonshnp of at least three positions to a com-

~ pany’s organnzatnon .

4. .Given a list of job titles on a wrltten test students wnll be abIe to |dent|fy the gob 1unc-

tions associated with at least four of these.
~~ On a written test, students will be able to ilnustrate ertlcar'career p_at,h in word process-
ing with 75 'percent accuracy. : , G T :

.

s
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§ag1ple 2 Methodology and Oumne for CIreer P:ths and Oppenunltles

A

_Methodology

2 : ' ' o~

This unit will enable the students to Work in smal! groups. mdlv:dually or as a coopera-

tive part ofa Iarge prolect It has been desrgned to utilize SRiIls already developed and to

expand these skills to better prepare the stadents for empldyment in Word prdcessmg

, ' _Methods of teachmg to be employed mclude lecture, audnovnsual mdlwdual I|brary research

R e T P Tl T P S P P T e I S S T T T P

-and testing. Much of the content must be gathered from varlous sources available to the

instructor: Many of these sources are listed’ m the resource section of this onit;
-

-

Unit Outline

" Career Paths and ’oaﬁaﬁuﬁiiiéé < L . ..

I. Skills needed by entry-level word processors g
' Machine transcription

-A. Keyboarding G.
;B. Proofreading . H. Records management ] R
C. Oral communication . Reprographics = - .
D. Basic language J. Mail distribution - N
E. Human rélations K., Using reference materials ' 'J""Y
F. Composmon and edmng :
. C areer paths . ] . .
A. Correspondence support - ) R -~ o DR 2
1. Word processor trainee’ o DR A
2. Word processor operator - N
3. Word processor specialist - i b '
4: Phototypesstting specialist : . v
5. Word processor trainer ’ 1.
. 6. Proofreader 1
. B. Administrative support . ; ;
' 1. Administrative secretary | : S B
2. Senior administrative secretary - ' B gl 4000
" C. Managemept and supervisory personnel : : ; ‘}%’ * {
1. Word processor specialist |1/assistant supervusor : R T
2. Word brocessor supervisor IR
3. Word processor manager _ - o
4, Administrative suppbrt supervisor _ L SR 7
5. Statt analyst _ ‘ SRS,
6. Admginistrative support manager ‘ - Cath s
- ' P '
L 4 . ~ ) S A
« ;;,' ) ;.’r I ”~
i 57 ¥ S
- ‘ p r : T e
TR N A
* _ ., ! L o e jy;' " )
: ki 23 m\ 0 o ‘)’
’ v 41 & ‘ R
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career goals.

!\) |

W

.\.u\

- their findings:

.

l,
retralnlng and/or study T

FUREE
LR

»

“opportunities. available in word processing; and the route to follow to achiéve the destred"l

1.. Give a pretest to determine students’ understandlng of the term “career paths " the

no

{"':'

Introduce this unit by explaining the dutference between correspondence sopport and' o

admunnstratlve suppott. Ask students which path they would be more :nterested in and
. from the|r responses ascertain which fields you will emphasrze

InV|te a word processung operator or admrnlstratnve secr tary to explaln the operatnon of
'a word processrng center and the dutres of various jOb categornes

e

Arrange a fueld trnp to a.local word processung center |f there is ohe in your communrty
During the visit have the manager describe the categories of employees, their dutnes
within the categones and the skills needed by prospectwe ernployees

-

. 5. Raise the following questuon for duscussuon Whuch ofhce careers, other than word pro-
cessing, have the potential for advancement of entry-level personnet without axteris:;ye

- ) »

*These are included in each unit:

t Ll AL S . .
e 4 ! PO .
I ;
? ;e .
‘€. _
4 L '0' 4
Y :
.i >
» e
r -
& ,
&
) - ; i
i 4 .- -\ R
.- o . : :
. Vo . v* B
S
- - 3?
v z A
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55@ 57 word processing.
Subject ﬁiitér Cqment D 2

Career Paths -

N Ad

&

Learnlng Actlvmes : i -

Cbﬁiﬁlété thé Crbéi;rd Puzzle after

- reviewing the career path terms.’ .
- Complete.the S'crambled Words activ-

|ty after remewmg care‘er path terms.

by word processing.

Select two jobs in the traditional office

setting and two jObS in the word pro-

cessing. center and describe each.

Prepare a bulletm board using job

processing:

2. Gnven an appllcant s qualuflcataons students will be able to odentufy on a written test at
. least five entpy level word wiocessing skills the applicant possesses

T
¢

Sub]ect Matter Content

Skills Needed by Entry-level &ord

~Processors

Learning Activities

Complete the Mlsspelled Words

" exercise.
Complete the exercnse on the use of ref-

erence materials.

‘Discuss the |mportance« of clear concise

oral communication.
Prepare a mailable copy from a typmg

" textbook rough draft containing proof-

readers’ nOthlOﬂS

ERIC

Aruitoxt provided by Eic:
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. . _ F\tE OURCE 3
1. Title: beveioping a Curriculum for a Word Processing Certilicaté
2: Source: ' Research Coordinating Unit |

Commission for Vocational Education

Airdustrial Park; Building-17 _

State of Washipgton . ° ' :

Olympia, WA 98504 \ . '

(206) 753-1301 TN -
»

« 3. Materials: Ten course descnptuons and ggtlines that are used 1o pldn programs for a certifi-

cate in word processing (one ar) and an gs iate ddgree in technical arts
(two-years) ] S ;
,,,,,,,, 7~ * ; N

4. Level and Scope:

¢ college level by util-
yusiness administra

tion, computer science, English, and pSychoIogy and to create Wprd processing

tourses as needed. The objective is to provnde marketable skllls f‘%\wmd process-

The curnculum is designe!to prowde trammg at the two-ye )
_izing existing courses in pffice occupations, midmanagement,

ing operators

5. Format: Ten course outlines including— ~
-+ Course descriptions
-« e Course content and performance BBjééiiﬁéé
e (Course grade evaluation - .
* Requjred materials . B c -
- . Opflo"hal materials , - E ;
e (Ciass handon.ﬁts (m some courses) B ‘ . ‘

e

6. Spec:al Features v “ . . '
e ijféimgjrgfbgsed on review of i&ﬁii{aiaim’é ind review by word processing

7. Instructional Units: B
‘ yping

e Advances 7
. Advanced Typing I ' - i : ;
® Typmg Skill Bunlding \

. o MemoryTypewmer o : S ;

*- Business English 3
_ ® Introduction.to ngQProcessmg \
' Electronic Typewriter , :
e Ch'ngtrgfzssﬁp"o/ - | ,,
R " Wadrd Progessing (! .
‘ e CoBmputer Applm/étlon in Word Processing . \
8. Sample Pages: N
41« - b '

e




Sample 1: Course Outline

- . §
-~

Computer Science Department - ‘ y : k <

CS132 - Computer Applucatlorfs In Word Processmg
3 credits

= ) Student will learn to use the WordStar program for the DEC computer and apply accept-

able word processing techniques to produce mailable copres

- Procedural éb’jéa:tiiai: - &

1. Student quI 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 mJReyboardmg editing, stormg retruevnng and dnstrnbutmg
mformatlon

L ey
{ Course Content:

Specialized termgnology W . ' [

i

2. Computer manipulation )
3. . Creating a document o

. 4. Retrieving a stored document ’
5. Correction methods “ - <
6
7
8

/i
1

. Editing capabilities
Formatting ——
Printing .

[A

\
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Sample 2: Course Description - - ey

oo . - ' — -

_ Offlce 252 g
Word Processlng
-2 credlts
] Student will Iearn word processlng concepts and apphcatlons on the Lexrtron vT 1202
> This course will be taught with permlssnon of the mstructor at a tlme arranged by (goth
' the student and the mstructor

. f_rérequlsltes Typing Speed: 50 W.P.M.

,,,,,,,,, X N

)

eourse Procedure e l .

. ) P

1. Student must arrange a tlFE'e for an mtrodoctory session with the lnstructor $tudent will .

then arrange a reserved t|m to use the equipment:

2. Training on the Lexitron VT:1202 is available on an individual basis with supplementary

.

help as needed. The mateiais have been carefully selected to enable the student to pro-,

ceed on this basis. IT IS VERY IMPORTANT to foliow the lnst@chons in.the baok. *
3. The Lexitron VT 1202 is reserved for the student at the time indicated: Reserved:time
only should be used,; It takes approximately 10 hours to complete the basic mstZCtlon

:An addmonal 10 hours should be planned for learnlng appllcatlons -
B _'to the |nstructor they are for the student s reference
5. - 'After completlng the baslc learnnng modules he student wnll submlt an orlglnal plece of
- capabnlmes ) e
6. Grading for this course wull be ona Pass/Fall basls Students wrshlng a letter grade st
make arrangements wnth the Office Occupations Department chairperson.

Ability to follow dlrei:tlogis and work mdependent'ly ' : A -

I 7. Theai instructor should be notified immediately if any problems occur: Smoking drlnklng.
and eating are prohlblted in the word processing center o s .
‘ 3 ) : v - . . - ; ” N
. . T - (’,’ . - ﬂ
, ' . 3 ]
i r
— -7;,___A%1_ Sy SN SIS : - — _
~ ) l';‘/ ) ‘- ; \;
» S i : )
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. : S ) T B I R .o @
- g ‘ = “ ;-. :
1. Title: . Introduction to Wprd Process:ng Units of fnsfruchon ‘
. .sc = S . . o
" '2..Source: *: ERIC Docume’nt ‘Réproduction Servuqe No \Ea,216 179 i .
. Qggupgtanaticiprrtculﬁqrpit:aboratory e ; o :
.ﬁgaﬁstlelge State Umversrty I i K
ommerce; TX 7542 . o ; -
(214) 886- 5623 ' o . * - . :
. 3 mzena/s " Curriculum guide to wa;a processing ‘ ,
% L4 Level and Sc:Ope ) ) - ’ R e S ﬁ
. - - - - ;) . . .
T This resource is des-gned to provlde 5ééaﬁaa;y §tu&éﬁts iﬁitﬂ ﬁrérequnsne skills for
T entry-level posutnons in werd processmg - - a’ o .o

.._ ‘ 5. Formal: +.®. Ob;ectnve sheet; subjects cover d ana Edﬁiﬁét@nﬁ"

. 3,
'; q
o
i '3
J 'Actnvnty sheets-—desngned for student use
» & Answer sheels for ctivities '
o . _Umt tests (with answers) -
~ 6. Special f Features E ; Q/ T j—” o
' A ' , and manufacturer mformatlon )
S ;
ord Processing (including microcomputer)
¥ 7 ¥
- o . "
Typing (separate currncul' Jm guide from same source) -
. B Sample Pages: . ' L ' R
i ‘ - Sen
. . P . ) _ -
~ ° L 3
<. ‘ R Vo
NS i B ‘ ’ : o e
45> . | .
. VR -
i < K )
' . _ -q
C v v
. 47 (
Q -
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l. Preparatuon for Unit . AN
.+ A, Order films from sources provuded in orUer tq sho appropruate m‘" 't’c’ intr'o'du”c'e
word processing equnpment

the list, fmanufacturers prowded in Unitl. - D SR :

Gathér any addmonal resources and reteriences to brbvrde addn onal |nformat|on to

7 supplement the anit:

o9 O W

use so students will be-abfe’ to idéntify the word processing equipment more easily.

E: Arrange for a-word pfocessing vendor 1o visit the class to tellfabout various word

processing equipment available: See if the vendor WL! brlng some equlpment for
demonstration to the class. Ty

NPT NI

C . USe. , oo : r (_.“

%8

S N _ : .
Sample 1: Objectlves irom Unlt II—-Word Pi6i:'éi§iii§ Equipment \.? ‘
Co fe Nl S . - T .
’ L l,,,f,,‘,l,,,‘,,,,,,,,, T :,,,, ,,,;,,', Sl ,,,,,,,,;,, P S ,,,,:,, .
After completion of this unit; the student will be able to identify equipment used in word
.| pracessing systems. This kn0wledge will be evidenced through demonstratlgh and: successful !
completion ofthe unit test. - _ .+ : . , AR PR
SPECIFIC OBJECTIVES . - 1 : Lot
After completion of this unit of ihstruéti’ohf\{hé student will be able to:
LN o ) ) ;
1. .Define terms associated with word processing equipment . )
2. ldentn{y four types of discrete média equipment N =
3. List four types of discrete media 3 . - : R
4. Describe endless loop media equrpment - : R Lo
Y 5. Identify three types of stand-alone systems. ' T N CoL
‘6. List the components of a display and mechanucal text-edltw e f;' e R |
~7. ldentify three types of rnteractwe  typing systems_ . . i e
8.  List the two types of eqU|pmem that can be mterfaced éith word processnng equnpment/
' 9. -'—,'5',‘,“,,9 storage rned@ ,UEEQVY““ output equi !“,e']‘,, o L
, 10. Identify the printing' mechanisms psed to | priff out the lnformatlon that has been Stored
| 11 Identiy the four types of reproduction equipment _____ _© . . .
12. Identlfy the methods used for distribption of documents ina word processlng system
Sample 2:.Notes to Instructor for Unit I—Word Processing Equipment - - - .. ﬂ,ﬂ‘
. R . ] Pl S PR .
i ] ) ‘ ) - . l( ) . . 3L ’ h e
. . . - ' s 7 ’ : Lo~ .' R _ ,». -
o : N b . VA - & . . TS - ., ]
- » - PN .
4

Obtain brochures and information on word proces%ng eqmpn}en”and supplles from B

" E. Arrange for afield trip to a company that has g word processlng center or uses word
processing equrpment so students will-have an opportumty to see the equupment |n s

'a,,w -




N :

1. Objectlve Sheet
A. Discuss the unut and specmc objectlves _
. B. 'lf necessary, add.objectives to meet tully the needs of the students
II. Information and Activity Sheets _ .
A. Information Shéet 1=INPUT EQUIPMENT o » ¢
1. Discuss the information presented. ' ‘
2.'¢ Have students complete Activity Sheet 1—TE=,RMINOLOGY to reunforce the
i ~information studied.
.52 3. Have students read and report on an artucle regardmg word processmg equrp-_
ment. (Use the magazines subscrubéd to in Unit 1.) B

* B. Information Sheet 2—OUTPUT EQUIPMENT =/

Discuss the information presented v

1.
2 Prowde examples otthe varioys types of equnpment dlscussed
3.

Have students complete‘the following actwrty sheets:

».,_a? Activity Sheet 2—TERMINOLOGY

“b. Activity Sheet 3—CATEGORIES OF EGUIPMENT

- ,,,,9;,599?"],5“99‘ 4—COMPONENTS ‘
6;’ lnformatlon Sheet S—REPR%UGTION AND DISTRIBUTION EQUi NT

~ Discuss the information presented.:
: o 2 ‘Provide examples of the equipment dlﬁcussed
R » 3. Have students complete Activity Sheet 5—TERMINOLOGY.
~IV. Answers to Actwlty Sheets .
A. Answers’ are prowded
B Prowde answers torany actnvutnes added. _ R

'Y

vari us approaches may be used rn testnng

i‘“ Tests may be used as an addition3! activity. . .-
2. Each part’ may be given as the information is completed. ‘

3. Tests may be given upon compfe}ion of the entire unit. K - Y
- B. Add test pants for any information added to the umt ' :

.. VI. Answers to Unit Test

.* . A. Answers ave provided. o o 7
.| "y B Provide answers for any questions added &,
[N ' ; ~
= (. .
. R ¢ 7 -
Lt o g -~ :
I Rl “
. 3 . ' .
. L .f . ]
R
T N . ¥
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Sample 3: Information Sheet for tnit Il—Word Processing Equipment

¥

~ . . : Q .
As you have already Iearned equnpmem is one of the three componems of a word pro-

cessing system. The following | mformatuon explams the various types of equipment available

and how each'is used in a word processing system. To assist you in understanding the infor-, N

mation presented, the equipment is categorized accordmg to the four areas of use:
£

- orized pjghe.type of recording me«

1)

lnput Equipment : ;

Gutput Equupmemr :

Reproduction Equipment . =

Distribution Equupment

A . Access time—the time required to transfer mformatnon from an® mput umt tothe »¢
jocation in memory where it will be stored Vo ’ '

B: DE—dictation equipment.

€. Dedicated recorder—a recorder used for one type of dictation or by a specmc mdn-
viduaf(s). For example; the recorder may be used for dictation of correspondence or
for dictation of legal docug;ems ' :

D. Discrete media—recording medja which can be removed and stored. malled or ;0

_ placed in other equipment  * - )

E. Endless loop medium—a sealed, contmu0us loop of magnetlc tape us d‘;for record-

_ ing information - >

F. input umt—a device mto whnt:h mformatnon can be entered‘ a dnctahon recorder )

G. Magnetic media—belts, cards disks. tapes, or cassettes coated quag;\etuc mate-

rial, for use with word processmg equupmem dictation or keystrokes are recorde'a

- and stored on the media
H." SAagnetuc medlum—the smgular form of the word magnetuc media .

.-Optical Character Recognition (OCR) Reader—a reader used to scan and recognize

e o
T .
1

printed | characters and change them into dlgltal signals for mput onto a magnehc

medlum

J. 'Random access—the abulity to fmd mformatuongurckly on magnetic medua regard--u

Iess of where the information is located on the media

K. ,Recorder—the unit in a dictation system whuch records dictation on a magnetnc

E: Recordmg medra—paper or magnetrc supplses used to record and store mformatnon

pals to dictate material onto a,recordmg medium. The,ma,ter;a[;us, later transcrubed by a
word processing specialist using égﬁitiéditih’g t'ypéwrité'r" Dibi—étioh e'ciUip"m'eht i§ cmeg:

a . .

14
>
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A Discrete Media Equipment. Equipment which uses discrete m@gw for re@tq'!is_m:; i
»*.* - information. The recording unit has a removable recording medium, such as a mag-
. netic belt; tape cassetteiggrtirlqrgigiq disk; which can be removed from the record-
mg umt and placed in atranscription unit or filed for later use: 3 K
.. 1 Types of discete media equipment. Porfable units are ssif-contained hand-held
A - units which enable the pnncsgalﬁtpfdﬁngtgleﬁ 9915,'99,,"1870"1cej!,at',vj'mg,wnsn
: . the material is ready to be transcnbed}j}g(ie’cgiq[rlgi@eiq{pfrpﬁlgi removed and
placed in the transcnptnon unit (i'e;; a battery-operated cassette recorder):
iy R "&;
~ T '
L] * - -
: . ;
: ) \
v )
- - ) \. b
, i )
h il
4
v ) ) /J - ‘,’ R t
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-
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’ Sample &: Activity Sheet for Unit Ii—Weord Processing Equipment R
i ’ : , ;,i; i T i.‘ : . _.
. Directions: Frdm the list of words below, wrlte each term under the -
appropnate category with whnch |t is ncjrmally assomated ' .
-
nggbﬁagsﬁﬁ - o Shgfrgqilqgigte;t-edntors Fnber Uptnc
; Core memory Automatic repetitive typewriters OCR
P,efie@!e@eee S . Magnetic floppy disks  * - Daisy wheel
Magnetictape . °  Communicating text-editor Built-in storage device
~ Mechanical text-editor . Photocomposition eq”'P"‘em' . Laser
; Tnme-sharmg text edntor ‘ Btsplay text edltor T - Ink jet printer
I _ — — e R - B -5", "'\,-fl e
: Stand Alone Systems v ' . Interact? Systems S
3 * - . U S
: 2
: 7 < _ P — = ,
| intertaced Equipment - - ° M. storage Media |, |
N A ) - e Ce - Lu RS
* - k.
D X S T o -
. I .
. s s . Printing Mechanisms i . )
\ B . .o
v 7 e N : '
LN ' SR
, B
L] 1 T
- . i i a
i ; )
- ; )
. ' {
Lg N LAY [
3 L : .
| S

L Y
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7. Instructlonal UmtS'

nesouncss o

1. Title: . ‘Wara Processing

‘2. Source:  ERIC Docurment Repradiiction Service No. ED 179 804

Curriculum Publlcatlon Clearmgh0use

76 B Horrabin Hall

of

“Western lllinois University

, Macomb; IL 61455 - . . . .
LT (369),298 -1917 '
3. Ma’téiiéié' . \_‘Gunde%to word | prgciegsrggirqstruction mcluding an mtroduct:on a course 0utlme
-and a’section grvmg clusters ot word processmg competencies :
4. Level and Scope: - L o | . R

L

v

This is a twelfth-grade Igvel, compléte guide to. activities for word processing -
instruction. Sectnon One stresses word processing concepts, history, components;
" phases. future job descriptions, skills, and prerequisites. Section two. presents the

':(.,:‘ complete course outline. Segtion three gives the cluster of word processmg com- .
- petencies. The learning activities' provide activity sheets, gurdelmes suggested pror‘
A ects, and other resources to be used in mastermg competencues
5. Format: Each cluster contains word processing Qompetencues along with suggested activi-

,tres requured to achieve competency. Teachers could include equipmerit compe-

tencies: The guide is designed to be used as a resource for r teaching Word process-

ing introduction and entry-ievel training for secondary students. It includes .

enrlchment activities for advanced students to learn word processmg supervrsory

skllls

6. Special Features

Blbllography gmde to selectmg eqmpment
Advisory commlttee guidelines

Sample word processmg forms, word processmg methods

“Glossary

Cooperative work expenenx:e statement

Guidelines for simulation of word processmg system

: &

o\o\oro}bwow

-

I
€
3:
23
3
JJ
2
=S
6
3
7

Reprographics Records Management, and Dussemmatuon

General Clerical Skills

Ennchment Activities (Supervisory Skills)

-
?

8. Sample Pages:

Equlpment Protrcuency, Keyboardmg Blctatuon and Transcrlptaon“



Sample 1; Equipment Prgﬂclency—-l(eyboardlng. Diclallon and Transcrlptlon :

"

- -
- 5

' equrpment (Correspondence)

- A Proper codmg formattmg and error correctlon by appropriate means

1. Record alphabetic and numieric data correctly.

2. Correct errors while recording by using bacRspace correction.

3. Edit recorded data. - .

4. Know all codes pertinent to your machine:
a. Centering :
b. Tabulating - S
¢c. Underscoring . : )
d. Stopping . Ny
e. Switching - - R

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

. ~ B

B. Accuracy and speed in typmg stracght copy, statistical copy, reports, and other office

- correspondence with errors corrected by appropriate means:

1. Use touch method and error correction by backspacing.

c _ - 2. Use features that are peculiar to operatorsirneohme when formattmg ' ; S
C. Efticiency in producing finai copy from rough drans ' ‘ f

1. Foliow proofreader's marks.
\ 2. Follow-all directions.
3. UseprOperformat i
a. Margins : S _
b. Pagination ) , : S
¢. Headings R A C B ‘
d. Tabs P - .
- a .
7

o
[feY)
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§irﬁpi6 i ulpmem Pro"qloncy—l(eyboardlng. chtatlon. ond Tumcrlptlon -y
: T o S s ) I ;
~Activity 3: Type qnd play back two repetltlve letters with varlables
| ‘instructions: A B
o 1. Type ",‘E'E‘,‘E", eggctly as shown in Problem Two on page 95 puttmg in the eppropnale
) - 8TOP mstructtons - ; g : .
’: £ o i
2. Storethe letter. . o ) ’ ‘
" .3. Recall the letter’ fjoﬁ storage: 7 ’
4. Depress the proper button sp that variable nnformatlon w:ll not go mto r?téﬁari
5. Play back the Ietter typmg in varuables provided in Problems 3 é d ‘bage 95
6. Proofread ,vari'eble mfbrmatlon,-
) - |
§ - g L
¢ R ‘ . ’
; P
a
v >
. ' P ,v'(_"’w gs 3
,-'.‘. - e
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i+ - Sample 2: Equipment Proficiency—Keyboarding, Dictation; and Transcription (con't.) |
'Problems: 2-4. (Use the letter format in problem 2 to,complete problems 3 and 4.)
 Problem 2. " .
Dile (1) -
;lntlde Addreii 2
Dear (3): < . )
. :r[igr]lfyopﬁfgrfypurfle@erpj:ijje (4), indicating interest in the services offered by Inst-a- Word

and reqoestmg a visit by:one of our staff members

Name o! staff member (5) will be m touch wnh you to ‘arrange an appomtmem

We look forward to worklng'with you and your company A : v
) Smoerely, ' i’ .-*»;v - ~
C e S )
- &aroyn T. spencer o , |
President .” DR - ) '
: i :
~ Problem 3. S - Problemd. ' o
{1) current date (1) currentdate R R .
(2) Mr. Scoxt‘J Cox A (2) Mrs. Juanita Malloy o
. Eagt Columbia Natiofial Bank‘ ' City of North Columbua -
- Sumfer H:ghway ] City Hall | ;
Columbia, SC 29209 , North Coiumbia, S& 26200 .
(3) Mr.Cox ~ - (3) Mrs. Malloy )
(4) FIye days before date of this Ietter (4) Five days before date of this Ietter N
(5) Tanya Betoache S ® (5) Mason Reese - . i
| i »
* b . ;j Q.
o N - S
. : : 54 - b ,
> . ) o R ' -

‘o



. ' | RESOURCE &
1. Title: Word Processing éaffaé'pahaenc'e §peciafisf'

2. Sources: Vocatnonal Technrcal Educatuon Consortium of States

Southern Association of Colleges and Universities 7
795 Peachtree Street Lo / ¢
Atlanta, GA 30365 . LY ,
(404) 8976157 _ ¢, : L

M

5.‘ Materials:” Catalog of performance ob;ectnies and performance guide for those objectwes

4. Level and Scope
Thrs is a r:ompllatnon of performance ob;ectwes for a correspondence sp*cuallst lt

_may be used with existing programs as a basis for designing curritula using per-

-" #tormance objectives as performance guides for specific programs, §r for individual
performance goals This comprlatlon may be used for secondary or postsecondary
;programs ¢ e
5. Format: Thrs aaiaiag is comprrsed of performance objectives and performance guides
" based’on job-relevant task statementﬁs/Eﬁach performance objective contains the fol-
~ . lowing elements: (1) the condition under “which the student will perform tﬁhﬁepl;:feﬁc-
' = tive; (2) the performance-required 3f t ) the student after instruction has taken place.
s 7 and (3) ajob-relevant standard for measuring successful performance of the objec-
v , live. The'performance guides that accompany the objectives are procedural steps
wlos % entailed in the performance of the task. &
A
6. Speczal Featuras: ' : o : oo ’ ”
- » Job relevant tasks identified through resefarch S
: ® Lists of equipment used in business “
* State-of-the-art literature sources | =
; * Cross-reference table for dutiesandtasks "
e Additional word processung and administrative support avallablei
7\'ﬁsrmaia§,§@hn§, | f‘ o ’; . : ;'

Maintain lnventory of Offuce Supplres ) _ 1 A
Bevelop Long- Range. Departmental Ob;ectlves : B a

¢

L Schedule Work Flow - . o

. Supervnsnng and Implememnrg
Orient New Employees

, Demonstrate Equipment Use’, ‘ oo -4 N
i ~ Explain Office Procedures (
AL ..Interview Applrcant for Employment “ )
' T hd B ‘ — = ' ’ [ %3 "
e Performing Glerucal Acﬁtuﬁvfrtﬁueﬁsﬁ L c .
_ T Schedule Maintenance of Office ESU,'E'PE!‘},, o
' S Keep Classrfred or Gonfadentual File Materials Secare
“ 3‘" ‘ - 55 § ~

- P



8. Sample P'égési

R

I
'(Q
D
g
GI
>
¥y
c
SZ'
o
Q-
4
'_“
=1
n©
.0
4
(0
-
1
3

" Establish Alphabetical Fulmg System '
Establish Nutnerical Filing System =~
/Maintain Personnel Files on‘Office Employees
Paste-up Materials to Be Printed:
Update Procedural Manuals
. Compose a Business Letter

Performing Mail-Handiing AcHivities
Process OUfgbiﬁg Mail
Performm§ Transcnpthn ctivities

Transcrlbefrom Recor dMedla . : .

Performmg Keyboqrdmg (Typewntmg) Act;uvmes

Keep Record of. Work Production  *
Keyboard Addresses into.a Master Mailing Lrst
Play Out Addresses onto Maulmg Medla
Keyboard Reports ;
~ Assemble Standardized Paragraph Correspondence
» Keyboard Correspondernice Usmg Variable Inserts
Keyboard Budgets . .

Comiplete Preprinted Forms  ~~ -
Ma:ntam Files of Disks - \ : '
» . &
! \
oo
, ' =
; - - ’
SR N
N
: B
.
. 5 - MOTE Y
?

-~
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- Sample 1: Performing Keyboarding (fypewriting) Activities

s

S

Performance Gﬁjééiliii : e N P . 1

u

Given a word processing unit and a replacement ribbon cartridge, femove the used tartridge
ribbon and replace it with a ew ribbon, following. manufacturer's instructions. The new rib-
bon:should be installed so that it does not bind or crimp and theé printer can generate legible

copy. PSS ‘ - . .
- ‘ .

el

Performance Gulide:

Read specific instructiohs for changing ribbon.. S » )

Insert new cartridge. A . -
Advance past nonprint portion of ribbon. \?‘“ : Do S

Test for proper printing: . o { ..

DB QNI




-.

_ ) hl N 3
DUTY: ORGANIZING AND PLANNING | T
o / :
TASK Schediile Work Flow T . ¥ v

Performance Objective:

-~

" Given work requests, criterid for prioritizing, and departmental prodiction capabilities,

schedule work flow on' a weekly basis allowing for daily adjustments. This wnll minimize

delays m meeting pnormzed criteria demands. . .
q\'Peﬂdr ce Quide R Qf .

immediate; énd- -of-day; or end-of-week: . ' i .,
2. onfirm avallablllty of woukstatlons at begmmng of schedulmg penod v

3. Allot work to stations equitably: " '

4. Prioritize work; rednstnbutlng as needed to minimize delays while mamtalﬁmg eqmty of

work load.

5. Revise schedule danly to aidi'ﬁiﬁddéié "lmmedlate and "end-of- -day” étatus work
requests. , B '
. _,,".;4' R 7 g
5 - R . _ _ T R
) ] > : . :'
S ’ ) : ( / {)
- - o ,
- '; b

*

»
N
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" § s (S : . E .y
_ — .k A -
. fi_ii'e: S W%d Proces ng Curnculum Gu:de A Beginnmg Text Ior WordStar - ;g"
2. Source’.. Utah State Office of Education. - - T - _ , . -
.. 4950 East Fifth, South . - - = A - : <
€ Salt Lake City, UT 84111 * - . { - .
.(801) 533-5371 . . e
Materials: Téé,éﬁ,éféﬁéﬁﬁéi | ' : | \
Student's Manual_ ’ g S . .
) \,.A : ) ) . . ) '
L - . . e a ’ L .
: ;,tevel and Scope: ‘ . & i ‘ K : ;

Word Processmg Curnculum Gutde' A Bégmmng Textfor Wordﬁtar provides.nine
projects of mstructuon covering various fénctions of the software program, Word-

_Star. Each provject contams objectuves mStruchons exercnses and review;; .\ . : f :
'questlons . . : . : . ‘ A : '
] . ' ol 40

. The maieriais are appropriate for secondary, postsecondary, and éjjﬁﬁ learners.

. Format: e Objectives : v, : "{i o
: : e Instructions Q . ,
N e Exercises . - ' R
o Revuew Questions S . ("\‘ o .
. . . Y '
. Special Features: .
¢ -Individualized Instriiction. . - ]
e T B )
. Instructional Unirs - N o
. qusor/DeIete/lnsert e,
& "Margins/Format !
. e Block/Cursor/Find and Replace
A ® Tabs/Margins/Centering/Cursor
& Dot Commands . .
- ® Tables = : '
s Special Printing Fé§tijfe, v o {
& Review and Incodentals -
; ® ManIMerge )
ample Pages L] ;
B f

-l
: 2% ’
R
.
«
;

.. . - : <
AN
o ) LY
- : ., 77 . o :
g : , o ‘ o
5 ° .o 8 .- K ‘ M _
9, L0 * [
\ ; o
59 : ‘
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Samp1e1 Pro{echbigpllve:ZPrq]ecti 4 ";t;f.f. ’

e, e

-

T PR 1._ .g

3
.

Change Ieft and rlght marglns

ST 2 Rgtorm thetypewnttenmate'rlaHo ¢onfor51 t

R
‘— Y - %

4

7 . N -
'77' " L }
R A

on

and wo?ciwrap‘

c%the néw marglns o1 new

. 0

Sample 2 Pro]ect lnstruclions—Prolecl 2 A -

5
e ke -

L

r

INS‘TRUCTIONS TG TH%

R

N

siuaeiln &

3. Type in your User # (|f different than or the screen).

4. Typeb;

y B

5. Type @p for WordStar program and wait.

T

- name of your choice.

-

"8 Type the mformatlon shown on the next page.

[y

'2. _Boot up system (main terminal bhii)ﬂ Type 5; (fei'ti?n;)'.

L
q

7 When the sentence NAME OF FILE TO EDIT appears, set up a new file by usung the

~ of the file bydepreséing/\QR . N
L {

6 hen the No Flle Menii’ appears at the top of your sc/een type adto Open a Document

9 When you have finished typmg the paragraphs move the cursor back to the b glnnlng

B

4
~




&

L&A

‘l

LTt

+

10. - Change the spacing from single spacing to double spacing. WordStar comes up auto-
matrcally wijth single spacing. To change the spacing, type OS. The computer will ask
ENTER space OR NEW LINE SPACING 1-9): Type 2 and reform all paragraphs to new
Jline spacmg * Return to top of file /AQR. ° '

-4

Bepress/\OR to change your rrght margin. The computer will ask RIGHT MARGIN

COLUMN NUMBER (escape for cursor coIUmn)‘?

- |
- |

s

12 Ghange the present rrght margin to 47 by typmg 4'5
of your file will move" to column 47 S

3. ﬁéraia the pafi@féphs to Eaﬁraia to the new ri§ht margrn sﬁeﬁtftlngitypegla The com- "

' puter will reférm the frrst paragraph to the 47- -space line uniess some of the WOrds need
" to be dwrded (/\B neceéssary every time there isa return)

' 14, ordStar has a feature called hyphen- lelp. When a word needs to be divided; the cursor

’

. 16.: Change thefpreset left margin 1o 3 by. typrng'%

exl. ‘will stap on the wo . You will notice at the top of your screen the comptiter-telis you
% .what to.do. If you don't want to divide & a word depress B again. If you want to divide; you
™ can mod® the cursor to the left with thg cursor movement keys. When the cursor is to the
© “immediate rlght df where you would like.to hyphenate; slmply depre&}‘ th;é yphen key.
lipllow tire correct word division rulés : - e

- _ _ "A
w5 ‘( .‘\)- 9 . L e

located at the beginning of the paragraph. =Type/\0L to change left margin. The compu-

REN ~'\?ou n'Fust type/\B for G?Ch paragraph m~your Bocument maRe sure the cursor‘rs

+ ter wilF ask LjT MAI IN COLUMN NUMBER (escape to.cursor column)?

& .
PR . .- N

| hr

. . "ﬁ
17. Return to begmnmg of second paragraph and reforq\ the second and thrrd paragraphs
Remember hyphepatron procedure in Step 13. ) 3 3 PR
» . ' : o _

18. Justification keeps your right margln even when you flrst type and‘evhen you reform

material: To tarn justification off—depress/\O If you look at your o Menu, you will: see

the word Gn finted beside J=Justity. Typed ta turn jusfrflcﬁfwﬁ off Harn Menu will

.
*o,

19.; Now it's time to save thls tile and prrnt Bepress/\‘KB and wart prrnt and hand in to- your

instructor. |

*If your terminal shows a line of —---<----- followed by a P, it is merely WordStar s waj of tell-.

ing you that you ve typed enough to fill up one page of file. Keep typlng

Notice that the ruler line at'the top

i -

?i

/\
o
’
.
l
LT
a3y -
-
I
1S
t
A
1
4-l
.,
A’
Y
?

e
i
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Sample3 Project Exmlse—Prolect2 “ -, A : . H
l , A
- L N

2

. ‘ R /
'r . CRa !
. . {

it |s a natural thing that yo%wopld have some}concern bout usmg equupment th

evertheless learning the ap%hca-

& - T Ay T LT

almost thnnks for you and antic

ates your every cfncern y

office ofntoday What toniorrow s office will [egmr
but for sure. he/she will need to be flexible and will ing t
probably be awe50me in its speed and appllcataon‘

At present it is felt that knowing how' to typew%te correctly~|s a necessary skill- that will
: add to the’success and productivity of today s office worker. Some people feel keyboardung is
hlttmg the keys on the: Jlypewriter or computer terminal keyboard in any manner with no
apparent syStem or skill. Typewriting is a skill that uses the same tingers for the same keys all
of the time in a systematic procedure that will |nsu'e that the typist or operator can develop a
certain degre,e of sRlll - '

. operator.

Sample 4: Project Review Questions—Project 2 ‘ ,
B ‘ ' ‘,5 R 7 S o

e I-

When yOu call up WordStar what is the default or automatic IInLe length on your termlnal?
How do you furn off the justitication command?

1

2.

3’ -What is the command to reform a paragraph aft;r you have changed the marglns?
i

£

How does the computer tell y you that you need tg make a decninon about a hyphen"
How do you ‘ty.uckly return to the begtnnlng of y ur llle?

v

-+

-

P ~
. s “‘-: . / N :,7'.,,,, - — ,",' 4 7,, g,".r:i ,,,:,,7 - — - - 7,77747 P :
- v‘rhé t'o”u'ch iﬁéth'o"d 6f typeW'r'iing |§ ba§ed oqt e concept that |l‘ an operator lgoes not N



S RESOURCE 8

1. Title: Word ﬁfécessihg}.éﬁfricuiur'rt Update

2. Source: Currlculum Publication Clearinghouse

76 B Horrabin Hall

Western lllinois University o )
* Macomb; IL'61455 : ' . ' ’
i .- (309)208-1917 ' ’

& 3 Materials:  Acttvity pac!{ets for word procﬁesstqgirpacpjgeﬁpﬁpfeﬁrat|or17re9599@grllcsrypecfhuﬁrle
. ’ - - V

ey

i : aty packets -_,5

] 4. Level and Scope o ,
, S : . Word Procqssmg Curriculum’ Update go‘rjtams actwlty packets for upper- -level

secondary students who have completed initial training on word processing equip-

* _ment. The'instructions for the actwmes are desngned to pernft students to use -

cision- makmg skills:

>

6. Spec;al Features

P Contams cassettes “for transcrlptnon e
e s T ' 9 Some pages need to be reproduced from teacher's gundes
v AL °Inc|udes conrse outling for Mecha’mcs ctBusmess (offuce machmes)

-

7 Irtstruchcnal Units: The. mstrucnonal umt CDntams the-foﬁowmg acnwty packets-— .

- IBM Electrowc 50 Typewrlter : 3?;; . oo E 5 - L Tk

iBM Electronic 60 - D _ .. | R g
|BM Magnenc_' ard - " ' » [ o .

R -

[ ]
s
Lot sy
R
Ll

Machine Transcruptnon . , -
_Case Study 1~ C W— J
.Case Study 2 : o 7
.Case Studya oo o oS
Case Study 4 . N . )
’Case Study 5 . -
g X i o :
8: Sampie Pages-
.‘1 .

o h

‘ S - A T %

: ) . . ’ ' . LA 22 I
: : . . : . N SR
i;.’ R co ' . ‘ o . ’ & ‘

"

L"‘; e, . 7

-




Sampie 1: Case §iudyi;6i‘gihfli§ti'66 L
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'~ The Resdarch and Training Division is headed by Robert Burton who has four people
reporting directly to him: Joe Bruno is Vice-President of Public Opinion and Marketing Sur- y
veys. He has two project directors, Ronnie Goldfarb’ and Linda McAlair; reporting to him. The
Vice President of Government Surveys is Larry Talbert; no one'reports 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, there is a grgakdeal.of system built
around them. For this reason, Dr. Gray has a research assistarit assign®Ptd him who'is in

charge of survey administration, thase 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 who'is Coordinator of Survey Processing. Jane is responsible for receiving
the survey forms as they are mailed in; logging them, keeping track of the numbers of forms
received on each of the jobs in progress and sending them to an outside keypunching house
when sufficient numbers have been returned: The fourth person reporting directly to Dr.
Burton is Dot Banoff who is the Data Processing Coordinator. Her job is to receive the key-

‘punich cards, from Jane Peters andjthe analysis specifications from either Lorie Tischman or -

-one of the Project directors or vicé presidents and produce the computer analysis-which is =

-then given to the appropriate projgct person. There éf'é}iiaa three setretaries who are shared °

by the professionai staff. =~~~ /.. . -.. -

. (A sample of thie questions given with the case study)

1. - What is the current organization chart for this office? A -
A : L 7 _
2. What problems is such.an-organization likely to produce? , ) »

EEEY

3. What organization would you recommend and why?

¢
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Sampr 2: Dlroctlom fora Lnrnlng Actlvlty on a‘ WOrd Procenor

|

o

lnstructlom for Typlng ﬂemorandum Report onIBM 50

Anlgnment Type the tollow»ng rep‘:rt on thei B8M 50 Typewrlter Be sure to use the correct

nnstfuetnonal keys of the typewnter ] : ' T
Read all dlrectnons before begnnnnng e o Lo s
1. - The report should b8 set up in the form of a memorandum. : -

&
~

’2._ The columns should be centered a't:t'ret:tivei'y within the.margins of the memaorandum.

4, Leave enough space between columnar mformatan and the remannder of the body of

the memorandum so that the tnformahon can fit adequately. o
: “« :{Thg Text-Editing Problem)
3 TO. ThomasMcGrath . .. y i
ok ‘ .
FF?OM Laura Thornton - o
, Administration Manager _
R N .b'.-q.,'

‘have been received. Please provide a copy of the niannfest on whuch the
hﬁve beét‘(?:turned or an expected return date. o

4

Date .. Piant . Trans. No.
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RELATED RESOURCES
‘ Numerous materlals have been produced by both the publlc and private sectors that supple- )
rfnﬁenﬁt the curriculum materials identified in this gulde Publicly developed curriculum métér.ars are .
described brletly in thus section. o - e :
) 'The Bllgnggal Word Process:ng Curriculum Develogmﬁeﬁn? Pro;ect §va||able frOm E§§éi County
College 303 University Avenue, Newark NJ 07102 B : B
N
i " Thisis a P!?PQ%@'JP, demonstrate that quallty blllngual (Spanish/English) currlculum mate-

v{:rd processing training materials. Materials are not mcluded

rials for word processing can be developed It describes a plan for deveIopment of pllungual

o Kansas lnforrnanon/Word Processing Curriculum Guide, available trom Kansas State Department 3

of Education; Vocational Education DlviSlon ¢120 East Tenth Street Topeka..KS 66612, (913)

296-3954. ERIC Bocument Reproductlon No 221 698

g. o : -3

~ Thisis a currncultini gty&e fomgecondary and postsecondary schools It rnciudes the followmf
sectlons : ‘ , ;

Introduction to Need for Wo i l?rocess:ng Instruction S : _
Recommended Course; Cows(e Descrlptnons Teachlng Methods; and |nstruct|onal. Materrals
. Selecting Word Processrng EQmp o i RN ,
.- List of Resources - B - RS A L -
- List.of.Equipment, Supplnes and Servnce o : PR
. Glossary and Evaluation Sheet " L -y i e
Machme chratlon and Transcnptlon avallable from South Carollna Department of Educatlon.
Office of Vocational Education, Vocational Curncmumpevelopment Section, 1107 Barrunger .

i Buuldlng. 1338 Maln Street Columbla SC 29201 {803) 758- 5971

‘This isa curruculum [*] 7e for machune transcrlptlon tor the secondary or postSecondary )
level. The Instructor’s Manual includes letters prepared.for dictation and keys to transcrlbed
letters. The Student’s Manual. mqludes materials that can be duplicated, an overview. for

) ' transcrlblng Ietters preview sheets for letters, and instructions and:problemisto -be dlctated

Aflso meluded are: (1) tips for prootreadlng (2) prootreader marks, (3) spelling errors, .

' (4) state abbreviations, (5) transcribers daily lpg. (6) phonetlc alphabet (7)-Ime count sheet;

b L’\l:
L‘

- .and (8) letter and address styles.

-

Study of Word Processing Gompetenmes with Imphcanons for Tram%g ofﬁHand:capped and/or

Disadvantaged Students; avallable from Dr: Donald Busche and L: Joyce Arntson; Saddle-

" * back Gommunlty 6o|lege Blstrlct 28000 Marguerite Parkway. Mission Viejo; GA 92692

£

o . I~
-~
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Thls |sa study to provrde data needed to developa word processmg currnculum that will -

properly serve the needs of handicapped and/or'disadvantaged commiinity college students.

Jt mciudes survey results, recommendations and bi’bhogtapb,y

dlesex GOunty eollege Edlson NJ 08818

. NS T ' ’ R
f Thns is a sur\iey of word processmé instéllations in New Jersey and mcludes data on the’
§ followmg S

Vo Survey oI Ward Processmg dob;s ’Equrpmem & Pracnces avallabLe trom Dr. Madan Capoor Mld- .

»
v

o 1 Employers of word processmg personQ'e’i‘_;
. v2 Job market '

N 3.. Breakdown of sex stereotypmg

| . 4. Organization .

j 5. Education and trammg S : 7
6. Salaries .ol , ST v s : o
7. Equipment : N ‘ E
, ~ *' 8. Future plans ' :
N *

- -

.

'Tms‘test package can be used by tralnmg mstitutuons as a;fmal competency evg uatlon

.

. - “instrument; for assessing students’ achievement, and as a screening tool for a inced stand-..

. tests; and a work habits mventory

1983 Word and Data Processing Curriculum Materials Review; available from the New Jersey

.

Vocational Education Resource Centericurnculum Sale&ectnon Rutgers Unryerslty, 200

Oid Matawan Road. Oid Bridge. NJ 08857, (201) 390- 1191° % -
IS N

~‘Tms product has been developed as\an aid for teachers tramers and administrative
- deslgners of instruction in word and data processing at the secondary postsecondary; and

adult levels. The 76 curriculum products included in the réview are described according to ™
~ source, delivery mode, profule operational characteristics; suggested prerequnsates adminis-
' tratuve data, and readablhty These iterps were collected through requests for examinatien
goopaes trom publlshers as. m as from mstructuonal materaals holdmgs of the New Jersey

o
ERICE

Vocatronal Comp'e!ency Measures word Processmg Speclahst avatlable from Amencan tnstitute
tor Research in the Behavipral Sciences, P.O. Box 1113, Palo Alto GA 93302, (3415) 493~ 3550 .

ing in a word processing program: This package contains a 1ob mformatuon test performance

R
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Transcription equipment
\

S e . r
.9 SUmmary cmm 1: Selected Features T ;
e o " Course Inslrucﬂonal < Instructionsl = | 0 el .. Instructo!
Lurriculum Resource - Population et ek it « "Resorces Needed Skiil Leve!
e . - o : Length Content R
- _ [ Needed
— —— - — 4.!; - — —— —
COmperency Based ] Seécndary i1 Instructor 7 modules Group Text resources
- Education Curriculum ~ Postsecondary determired. . Iindividualized Word.processing equipment -
Jor Word Processing - : Y - and diskettes * |
P e . oo -1, . z .| ‘Business personnel forms
) — . . Duplicating equ:pment =
i g " Typewriter . . .
= o} < ~ Basiness machines
. A ) 1 Casseite,player :
: ; * . .
Instriicior i 13 anits "t;fo, b7 Advanced
' di vndualized Transcription equipment: ;
i Reference material ;
- . 4,
co%e descriptions | Word processing equipment | Abvanced
. Cpurse oullines} - 2

"f-“i'ilo Gt

. Gri

. Calculators

Dnglphon equnpmem
Transcnphon tapes

_Moderate

* classes B ' -
. . . A ’ N ' . ’
‘1 semester or - 7 cluster Clusler units: Word processmg equupmenl Minimal -
imegrated ,- units - broken down B {Bptionpt) ;
- - into classes T by competencies. Transcription equipment * . -
’ I C| esios | thavinciude Typewriters v
: - attivity > : Transcription
. e - material % and dictation tapes -
L. * - - instruction - Training materials- !
Word Processing Cor * condary . Instructor * Gunits Group . Word b'rbi:és’ﬂﬁi{giiiybm;em
Mpondence Spec:ahsr Poslsecondary determined . (28 lasks) Individualized I
o ! -
Word Processing Secondary | _Instructor | 9 projects fndividualized Microcomputer, 'cﬁ/iﬁ « | Moderate
Curriculum Guide: Postsecondary delé'r'riiii'ie’d o » ,,,,9??,'9',',"5!,5!?‘,'5",‘, '
A Beginning Text Adult _ A o . N WordStar, SpellStar,
for WordStar S ’\ L ' v MailMerge :
Word Processing Sécondqr‘y 1 year . .. 11 I'éﬁ'ming Grouop Word, processing equipment | Advanced
Curriculum Update : 3 activity Individualized : ' .
packels_ .

O
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Developer‘(s)

9

"« Sponsbr(s)

7

£ ord Procefssmg
19807353 pPP.

-

Cormpetency-Based .

Word Processing.
n.d.7394 pp ]

ERIC Documem
Repr ction -
Servic@No' -
S, E,D 229627 *

tha

Beveiopmg a Curncﬁ-

lym for a Word. Process-

.ing Certificate
 1982/63 pp;

I*rii’rbiii)éiib’ri'}b. Word _ ¢

Processing Uyits Bf <o~ Laborato?
Instruction \ State Umversny
1982/419 pp. .
Nole 'ERIC Document\ o vl
Reproduction | - b
Service No." -} .
ED 216379 .. J}-7 b
) . h M ‘/1 b . . :
v co ﬁ ;
- ettt 2
. “}“~o' i' kS ; }'

- ofkouisiana _ -

. 6ccubéii6ha| e

PRT Vocational- Teshnical’

~ Center, St."Marys: WV

~

-

Busmess Educatmn Se(:-
tion; Omce ot Vccatndﬂal
"Educatlon Leuisiana

, State Department of

d Educatlon

Nicholls State Umversny

-
A

[

B
Skagit Valleyﬁeoﬂeggg‘\

Mt, Vernon WA

w\

. s o
West Virginia Depart-
ment of Education,

| Bureau of vocational,

“ Technical and Adult
" Edication . g

Ofﬁce Of Vocatumal

B Educatucn Lo lslana

State Departm nt of __
Educatwn

Research Coordinating
Umt Cémmlssnon fo;

Cmn

?éxég Education A "éh?:)?;

Occupational Education..
.and Techriology P

0

,,r

1

; ' Research Coordmatmg Unit
* Commission for Vogatuonel Educatlc

_ (614) 486-3653' ¥

- State Supervisors of Busmess ; S

' t214) 886- 5623, ,',‘

Vbcatlonal Curriculum Laboratoryv

Cedar Lakes Conference Center
Ripley. WV 25271.- ;
(304)\372-8673 ’ L

Cost: $15 00

On loan from: Fa

Biss‘emmationg,’ dck

U S: outsnde Ohuo) 5
and ' al ;

Educatlon .

Airdustrial Park, Building 17

‘State of Washington + S

. Olympia, WA ?—«504 . N
1206) 753-130 -
T:ost' to be dete:mmed .- -

.

Occupatlonal Currfculum Laborator)

' East Texas State University

Commerce, TX 754284

fs FEEE

L
KA

S

Cost:

$10 00- Student s Manual

Out- of—state—
R .$17.00- Teachers Mangoal

- DA @bl
dFe s12 00- Studenf s Manuél '
. Hh k¥
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Curriculum Resource . Developer(s) o Sponsor(s) .. -  Source
Word Processing . fusih'e'ss and O{Edu- | Officd of Vocational - -| Curriculum pubncanon _
197972)12 pp. . - cation Section; Oftice ot i Education, South. & gglgarlnghouse ’ J’., L
s Vocational Educatieff, ‘Carolina State ( ) | 76 B.Horrabin. Hali - e ';,
- Nole~ ERIC Ubéﬂiﬁéﬁi South Carolina State eraﬂment of - "Western illinois Umversnty
Reproduction . Departmentot ““- .| Educatioh Mac ymb, IL 61455 ; -
. . Service No. Education® L : - - ' 298-1917 -~ - - - v;f'.‘ff
© EDAT9804 3 SR R < :53675 Cor By
- ! . — D . -

. Word Processmg ' Department of Industrial Divnswn p_f,\?ocatnonal- : xVocau&nal Techmchl Educatlon 61
Correspondences .. . .| Educgtion, University of | . Tethnical Education, . | : sortium of States - :
ASpecialist o0 | omaryrang ‘ Marylang State i - | Southern Association of Golleg s‘

+1978/14 pp. I S . |.. Department of . ‘1 ‘Universities R &
'y , o P Educatnon .'; . | 795 Peachtree Street. '
L ¢ j ' : - Atlanta GA 30365f:" %
2 ’ ’ ' PR
~ T . Ve
_ P ) - ) V-J; S' embar,s,(a_te_ i
. ? - Nonmem‘ﬁersmges«,—; s‘l9d0 p
.. Word Processing-Cyr- swtah State Board of ' | UtaFi State Boardof | Utah o fo.ce of Educahon
riculum Guide: g % * | [Education " -~ HE’:aﬁééfijén o | 2s0 E,ast"ﬁlfgﬁ S,Quih
-Beginning Text 1ot s - Utah Sfarginia(gcf Voca- | Utan State Board for y Salt take Cﬁy,.lf("
WordStar R ‘| “tional. Edu’catl,cm . ve_ 1 VocamoPaI“Educatlon. L (801) 983- 5371\*; :
- 1982/56pp. - . o |y, }" N ;‘ft' e e T T g L Cosl $5.00fTeagh
oL &k VAR AT o bﬁ‘b 7 ',g' ) 55 OB-Student'é Mah"u’al
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Sijiiiiiiii'y Chart 3 Word Proceulng Compelencles ¥
' This chart provides an overview of‘the concept and skiil competencies covered by each of the
- enght resources. Use the key below to ndentlfy the resources (desugnated by numbers acrpss the
top of the chart) : 7 .
-1 . :'\ o
P - — - _ — *"*;. * .
R _ - _ 1 2 3 4 5 6 O
. ijgﬁ(gcessmg Systems/Equupment - o W ‘ - .

Gomeepter T U ) | R S

Word processmg hnstory/concepts N T x s [ Ix pEx E ' N

Procedures/organnzatnon At X X | x| x " T
: Termmology - - B - X X X

Careér/job specialization - ' ' X X X X X - .

.. Types of equipment/applications 1 =1 1 x X X b x
‘Traits needed for word'processing | % x| X X |.x_|
’Usfng proéeduréé rﬁéﬁuéié - ’ ; x | x
| PR I I x ]
i‘; "X X L B ,jf- .
“ T A

Equipment Operation Skills ""i' o o a '

' o ‘ res 2o - _
. v, s e a - . L » i i -

Word processing machine operation oo xdx x bx x| o x
~ T o % = o
{Mncrocomputer word processing ;} — ¥ - X __ .

“Franscription T ] oXadex | x| X X x. | x| X

Dictaglon .~~~ .. | x[7x x| x L1 ER
: LengYage 4 dns"ékaiii oo I Px Pxe x x| A x| 2
' Prookeadmm = X X X | X L FREE

- :i Vo [ “;:‘ ’ » L o o ~ i F \ G )

Sugervnsory/Méﬁé@éﬁéﬁt Skills 7 \. ° 7

3 e . ! IR U\ S R S '

Planning . - & - % . X -~ ~X | X - -

Organizing © - . . "% R X | x]- | X X =

ﬁiddl’jé}id'ﬁ control ¢ o X X T s

Trammg : L‘;i'”: - ' 1 ) _ a L

‘ e '7 7777777 4 ' 5 , : )

: '-..Comggggncy B!i,, "E‘d?qgatypniqurryculum for word Process:ng S ey '

= 2v~ﬁqmpat§ic;1 Based Word Processing B 8

ER v ing a. eumculum for a Word P[ocesSmg Cernhcpte ' - ‘

- lf’ {ngvdﬁéiiiﬁn 164 ‘HProcessmg Umts of Instruction _' s
s, 5—Word Proces¥ilgt. / .
; ¢ 6-—-I{<ord Procéss Corr ‘ondence Spec:al:s‘t ol

_ 7-»Wdrd ””cess: g ¢ "%m Guide Bégih'ﬁi'rig Text Ior WordStar , r"" .
8~‘Wprd 2Yocassir ul - 2 .
e s S
‘, v\ - . ’ o ~ ’{;"

'q’ . "' i v . 77 .

RAsts (S 3 ! — - - :

e, Il‘ R \ . ! ‘t ? .
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=B ... »8ummary Chart : : Teacher and St udent Materials ’
,'%_,ﬁ' . N
Thns chart provides an overvuew of the concept and skih.competencies covered by each of the ) ':_
eight | resources Use the‘key below to |dent|fy the resour s (%es:gnated by numbers across the
/ ' . ) ," - e \>‘
‘_'f : _L .8 . . . : v E : . %
; ] 1 l2]a3]s]s5]se]7]8 .
] ) a -
Teachermeteriafg /. -i
— - 4 <
_ _ . i'v . I R = . r
Behavioral 65i3'¢:tiiié’s~ " X X X X | X X X B
Contentoutline nob X X X X | x - L
Transparency masters/handouts o | ] x | X I
Sug. teach. strat: orytnlnz gunde R ¢ X i x X ‘ X X B
Evaluation technlques el O X1 x X | x X S . S ] - .
7 — - — T — » ; — — X [
Student f\}iei'eri’ais ' ’ . ' ’ i
. : - . . . . 3
:‘ L o 77777774\.’7 . 7’77 - : ¢ L4
Cdntent narrative. - et x o o  x ox o
' Student activities * * R Slox ] Xe x| x X X
Implementatnon pro;ects . .53_ .'J ' 'Lﬁl lox X X .
. ,Sgggested references ;s ﬂ? X A X
v . ! ﬁ ‘l ? F‘ R T ;
s pplementary eadmgs - v i 9( < X
/-fﬁi-';':: P _ : S
., -Key: 1—Compe?ency Based Educanon Curngulum for WPrd Proceﬁsmg 5
. .. 0L .2=Ceémpétency BAsed Word Procéssing " '
//‘ . S—Developing a Cukriculum 797 a Word Pro;:/;.s/ng Cernf/ca!e
' 4—Introduction to Word Processmg Un/rs (o] srruc?f’qn 5
. 5—word Procdssing s . R

6 Word Processing Correspondence Spec:ahsr : '

7—word Processing ( Currrculum Guide: A Beginnind Text Ior%Wordg#ar’ :

8—~W0rd Processmg Curriculum Uﬂdate e b
SA _ -
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Pohcues Commission for BusmesgaﬁnﬁdﬁEconomlc Educatlon “Thls We Believe about Word

E)av»s Edward t and Zelmko Margaret Entrepreneursh/p in. VocEd A Guide Ior Program
State University; 1982

&

. .
' REFERENCES
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