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A. puitiobsE

:

In order ..to choose word processing software for' the trtikro-computer, a
prospective buyer needs answers to the following questions:

a What features 'and abilities does the word processing
program have?

. . - .. .

b. Shich computer(s) will the program work °iv?.

a

c. Is additional hardware/software necessary Wore . the
program can be implemented?' :

d, How easy is ii-to learn and to the program?

e. How efficient is the program?
. . ,.. ,. ,

f. Is the program supported with good documentation? (user
Y manuals, tutorials, quick reference helps, etc.) ,

1191 _What are the° 'major strengtbs and weaknesses of the
program?

\"".
2... . .

. , .

.
This evaluation form is intended to elic t 'answers to these questions.

... . -
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13. PROCESS

' , \
..- , 41) ..
.,.. Since a _typial word prof ssor e on.Niq.-, of three iriajor components - an

editor, as file. manager, and a formatter :- this evaluation form fOcuses on
each of these..04.'fiS in turn. The design of each section is the same: .

..
IRST You are asked to itid Oate if c. <crtan features exit on the

f . program you are evabiating by ciri-ling, an asterisk to,
c r

.
indicate either "ye:i"sor "nor. \, ..

. '.
SECOND Space is provided -for ypu to 'ampli fy - your "yrs/no?

_responses and to describe thiSse feature* * in details: how
dothey operate'' what is unique about them? what
specific functions do they perfdruP etc.

THIRD At the end of each of the three sections (editor, file
manager, and formotter.) sections you- are asked to
'evaluate each' function.' In this section include your
opinions and findings about the ease/comple)ty of use,,_

: the merits of the particular function,etc,.

******** ********k*je************************************ **i***************
* *
* I . . .

, *
*
*,

*
le.

Please note Ole distinction between' DESCRIPTION and EVALUATION. In I,
** the DESCRIPTION. section, be as objective as possiWe - simply report on the I:
** particulars of operation, the equipment manipulation required, etc. Reserve :
* subjective Comments about the effectiveness of the function, the problems / l
** 0

encountered with use, the necessity of the functions, etc. for *the, t. .
* EVALUATNIN sect ion. . It* *

. .
***i*****i*SS**********************A4********************A****t********A***

.

After having completed a detailed evaluation' of each word processing
function, ypu will be asked for an overall assessment of the program and a
recommendation 1 egardineils implementation.

THIS GUIDE IS' OESIGNED TO ASSIST YOU IN COMPLETING EACH PHASE
OF THE WbRD.PROCESSING EVALUATION INSTRUMENT. PLEASE
REFER TO IT REGULARLY AS YOU COMPLETE THE DESCRIPTION AND
evALUATIOrt SECTIONS. ADDRESSING 'ME QUESTIONS ASKED IN
EACH SECTION WILL AID IN PROVIDING COMPREHENSIVE RESPONSES.

A

7 "2
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. C; DESCRIPTION OF THE SOFTWARE
.

6,

... .
This section vzpl be completed%by the Clearinghouse. Please feel free to add
descriptionspto sections that are incomplete.

- $ 6 I
t

DISK TITLE
. ..

).

The coMplete nam4 and version number of the program. bing
i valuated. ; ' . A

.- ' Ct3PYRIGH
7

-,

%

4

t

Date of publication.

PRODUCER \J ...

. .

The name, address and telephone number of the manufacturer of the
program. If the company offers a HOT -LINE number for users who are
encountering problems with the program, this is also noted. '1 9

COST

This most recent cost as provided by the publisher., (This is spbject to.
change withoUt notice.)

. s

AVAILABLE FOiii,

The brand names of computers for which the program (or versions/of k

the pygram) are designed. , 1/4

SCREEN DISPLAY
4e t

4"x" iThe visual appearance of text as it appears on the monito.. An "x is
used to indicate whether it displays 40 characters per line, 80
characters per line, or whether other options are available.

is
HARDWARE/SOF=TWARE

This section lists any hardware/software which may be required to run
the program beyon'd the standard package of 48Ki 1 disk drive, 3.3
DOS and a black and white monitor. Reqiired hardware/ioftware is
that which is mandatory for operating the program (eg: an extra disk
drive, a lower case adapter, an 80 column card). Optional equipment
refers to Additions which would increase the efficiency of the progr.atn
but are not essential to its qperation (eg: a 16K language card, a shift
key modification). . -

. PHYSICAL DESCRIPTION OF PACKAGE CONTENTS

.4_ .

A listing 9(f each item include with the program (Length and size of
reference inanual, command quick-reference guide, tutorial, nun*er
of disks, etc.) 4

,

6 '. .

r

f

.o6
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8

4

S

Disk Title: Copyright:

.

Producer; Total Cost: $

Telephone:4

Hot-line No:

Available fo I Screen 40 column only

Display: 80 column-only

IV

Hardware/Software:

Required

,
Optional

.

Other

.

(N.B. It is "strAngly recommerided thy any program which display
column format have a high quality monochrome monitor as stand
equipment. It. is' highly unlikely that a television or color monitor will
provide sufficient resoltItionj

O

Physical Description of Package Contents:

- 4

41
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H. ,THE EDITOR

ts
The edit r is probably the inot...itnportant

.
part of a ;yard processing;system.

'

It is th, editor which. allows the user to type in te4t and mbdify it as needed..

4

f :

. '4

- A good editor t-gi-t-nake 'word processing effortless; a poor editor can be the
ultimate in frustration! 4. ,

1

. .

DOCUMENT CREATION:

Document creation 'refers to the way in tihich a file-is estalylished on .
the word processing system: Generally the use decides upon Margin
settings, line spacIng, etc. before actually beginning text entry. Some
programs; havebuilt-in default values for margins, type size, etc.
which will automatically be reverted to if no other user instructions'

,are give*. .

.
.

Outline any built -in default functions.

I

Describe the process by which a document is created.

Are there length restrictions on document size?

Discuss any restrictions with regard to the naming ora-file-.

Does, full file name appear in the index?

X

*

.

EDITING: -.

Editing refers to' the way in
4

which reCalling,inserting, deleting and
changing is accomplished. In the "Descriptive Comments" section,
amplify on your "yes/no"irestronses and include any ether descriptions.
of thst editing process you feet appropriate. Sorne,of the questions you

. may wish to address are: . .(Does the editing process work by reference to lihe number; or by
cursor movement over the full screen?

How is cursor movement accomplished'?

1 Can y pu get,into ed̀it mode without going through the menu?

ERROR HANPLING: , .
4 .

Error handling refers to the proiram's ability to identify procedural
errors, call attention to them, and to instruct on the correction
procedure. nescrite . how errors are depicted, what on-screen
prompting is available, etc. on the program you are using. Include
answers to such questions as:

A

modeDo the.screen prompts differ depending upon which ode you are, in?
. .

Are amp-rands mnemonic (memory tickling) and therefore easy to
lean ? Y.,..

Do error messages localize errors (i.e. tell you exactly wl)at you
did wrong)?i . 8

IP
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THE EDITOR: Description

, DOCUMENT CREATION:

Does the program hav e buVt-in defaults?

i

A

c

Is there on-screen verification that a dbcument has been created?
C

Descriptive Comments:

lb
0

EDITING:

Will the program enter and edit in the sa e mode?
qw

i

4

Can you gEt in and out of edit mode at stage of document
.. ,

preparation?
4

0

Can you backspace without erasing?

. .
.

Desdripfive Comments:

ft

I t

.

N..on
ERROR HANDLIK:

P

Are errors identified by the program?

IV

.

-4

/ s

.

Am.

%

6

Yes

*,
,

A

w ...

v

.4.

*

*

(

,

.
.

After responding to an error message, are you returned to your
last typing entry point?

. .

Are inappropriate responses.disalbwed?
when numbers are expected)

r

Is sound used to call attention to errors?

- Descriptive Comments:
. .

4.,

t

(eg: the entry of 1 tters

* I

3, *

I.

.0
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SCROLLING:

,
THE EDITOR: DesCription

le
rollpic> refers to the 'program's' ability to move t..t pito" the
in.sfow" of the inoni tor to enable IxoofreadingoNiiting, 'f,-.

;);..scribe how s.crdlling is accom shed.
Which keyboard characters a l 1 ie d "

Can game paddles 6e used? .

That options are available in scrolling'?
Doe's it scroll by line?

sentence'?
. paragraph' .

,pb

a
logcek?(group of sentences)?

Will it jump to the previous page?
specific page?
top or bottom of a page? .
last word you typed?

is, horizontal strolling supported?
(This movement would only be necessary if the lines in the
document could be longest than the line length of the screen, f07:
esample, if you were printing 4 table on 8li x 11 pap& inser-ted
sideways) 4

MOVING TEXT:

Most word processing programs, provide a means for moving or copying
blocks of tex' .1 Tom one place in the document to another. Some *ord
'processing packages- facilitate this movement q offering a, split
screen feature where the monitor is divided In l'Ittlf (either vertically
or horizontally) so that both the source and the new, locition can be

4 viewed simultaneously.

Describe the or cess of moving words.
*

.`r- phrases.

. blocks of material.
_

.How ,nuch text can be -moved at one time?
46 . .

vIs &Acting done by characters1
words? . .

'1 , , lines? .

. sentences? .
$

paragraphs?
' ilack?

4 pages% : .4..* .

. beginning and finding markers?
$i I I deleted material can be recovered, describe how this is

* accomplished. .

.10

,
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THE EDITOR: Description.

SCROLLING-:

rtoes, the word processing program scroll . using keyboard
cladracters?

Descriptive ComMents:

k

j.

MOVING TEXT:

Can blocks of information be moved?

4

Yes

:..
II

8

No

*

M.

Can you move material from one file to another?

ti from one disk to another?

,noes it ol fer a split screen feature?
a

Is there an "undo" command to reverse the Iait change, whether it
is an insert' deletion?

Desciptivt CoiMen:ts:

I,
r- v ,

7

V

'

* *

e

4:4t

4

e

ri ,
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THE EDITOR: Description '
. .

4

SEARCH AND REPLACE

The ability to search for a given word, a portion of a dord, pr a phr.ase
and replace it with an alternative is a useful technique for eqrftecting
spelling errors, improving word usage, etc. * I

Does the program have dhe capability to search:' ,
- forward'in text?
- backward?

u[Stb a certain page nurntec,?
through the entiredocumept?

(global search and, replace)

Does the program-search and replace words?
parts of words?
strings? (any combination

of letters and/or numbers)

EVALUATION OF EDITING FUNCTIONS

CoMment on',the perfdrmance of each editing function:

4. A ;;DOCUMENT CREATION

.

the process of creating a cjocument,straight-f rward
to leirn? . ,*If file name limitations exist,.aie -they overly rest icting? ._

a

°

Can default valuet be easily overridden?
r

Other comments?

,

EDITING` 4

A -

.

How easy /difficult is it to get in and out of edit mode'fl'

> Describe thilpfficfency of cursor movement otver.the'screen.

Are the same keys redefined fdi- different uses depending upon
vwhich mode you are in? It,

1'

Is'this confusing?

Other comments?
.

12
e

. -
.

.

.

tot
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THE EDITOR: Description

SEARCH AND REPLACE: Y-0; No

Does th'e progwn have 4 global search and replace feature? *

Does the user have the option of reviewing each 'case before the * *
switch is made?

, ,...,..... II-
.

Descriptive Comments:

t

Iv

G

EVALUATION OF EDITING FUNCTIONS

DOCUMENT CREATION -

EDITING -

.,

d. "Is

1

0

I

13 .1.

'0

10 .

J



1

;

-

THE %ITOR: Evaluation

e

ERROR HANDLING

How effective are the error messages?

How involved is the correction process?

t

SCROLLING

Is access to scrolling uncomplicated?
I

L

MOVING TEXT
4:1

How easy/difficult is it to insert and delete: .
words? .. . /
paragraphs? ,

.

. large blocks of material? ,
Is the amount of text

.
that can be moved e one time sufficient?

If your program offers a plit screen feature; is it possible to edit
in either screen with equAl ease?

SEARCH AND REPLACE

is tISe. search and replace feature 'complicated/time-consuming to
operate?

4I1

1 14
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ERROR HANDLING ,

.

THE EDITOR: Evaluation

.rs

4

scilootNG -
, .

-

' MOVING TEXT -

SEARCH AND REPLACE -
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. III. FILE MANAGEMENT
7

Once a' document has bean entered into the computer's memory via the
editor, the file manager saves it to disk or tape. Further operations such as
loading a document into memory, listing the documents ona disk, copying;
deleting or renaming files, and interfacing with other programs are all
op? rations controlled by the 'file manager.

STORING:
. ....

'Storing refers to the proces4 of taking a document from the
computer's nernory (entered via the ,editor) and saving it on disk, or

\A. tape. ,
.,

r

Describe the process of storing a file on disk.

Which keystrokes are Vivolved?

- Is there a limit to the number of characters a file name can
contain?

it Can you rename a file at a later date?

Is' it necessary ito save a document every few minutes to iLiard
against accidental machine turn off or power failure?

How is thisfilone?

oes the word processing program offer text compression to
maximize disk storag4 space?

(Text compression refers to consolidating duplicate cjAaracters
- such as several blanks in a row - into a "compressed format'
for storage on a disk. When the Vie is loaded later, these
3tquences can be Apanded again.)

Does the word processing package allow you to initialize a disk
,directly without use of the system master?

12:10 the program remind the uter to save .documents?
4." =7-1.*

COPYING

Copping refers to the program's ability to load a document into
memory, list it, duplicate it on the same disk, or reproduce it on
anothec disk.

Outline the procedure for copying a file.
0. portion of a file.

I - an entire disk.

4 16

1

4



STORI610 t

LI

FILE MANAGEMENT: Description

7
/// -./

Can a Working document be stor with one, or two keystrokes?

Catifiles be tverged ?

Descriptive Comments:

COPYING

e

3
1.

14

Yes No

\\*

4

.s.

0

t

*S:
f' . 4

.-_,

Can backup copies be made of an entire disk?

Descriptive Comments:

of specific files?
.

40



DELETING

,1

4 V
A

FILE MANAGEMENT; Description
.

a

. '
4

e.
oe - e

Deleting refers to the process of elithinating poitions of documents or
entire files from disks. - t

. ..

Explain the safeguards to prtventaaccidental deletions.

. Outline the-process of deleting a ,document froi-n the main index.

Does th e program have the ability to search for key words in
documents on file and delete al) such documents sequentially?

Can documents be "protected from deletion. (That is they: may
be coded in such a way that they will be unaffected by normal
document deletion procedures.)

INTERFACING

a

Interfacing refers to the, program's ability to communicate with other
progiams. Soule prtgrams do not interface at all, some will interface
with other Lsof tware providing it is written for the same computer, and

still others can interact with all software; regardless of the system ii
was written for. ,

Often a program's ability to interface is dependent upon its us -of
standard file' format. Some word processor programs use non-standard

`. format for files, either to provide mote( efficiency to provide for
special purpose capabilities, or to protect file- software from being
illegally copied. TheriiTiiothing wrong with .this - providedthe
package is to be used only for word processing. If the file manager
supports a standard file format; however, (one which an be accessed
by a high level computer language such as BA5IC)" then the editor can
be used to type in program, text documents, pr to interface with the
other software packages. r
(If you are. untamiliar with computer languages and/or file storage
methods, it m4 be necessary to refer to program documentation to
provide answers to questions posed in ails section.)

If the program is designed to be compatible with other existing
packages (such as prdofreading programs, spelling checkers,
graphic packages, electronic spreadsheets, data bases, mail merge
peogfams, etc:) list the -spefific program it will support.

Is a special routine necessary to enable it to read files Written on
another computer system?

Will the word processing package permit you to create files that

1

can be transmitted over telephone:lines to another computer? .

In which format, are files saved? (as binary files? text files? etc.)

b. 1 8.

L.

#1



r

DELETING

FILE MANAGEMENT: Description

,

16

Yes No

Is there protection against accidental deletion of files? * * s

Descriptive Comments:'

° INTERFACING

$

4

Does the program provide for interfacing with other software?

Descriptive Comments:

ea'

T. 19.
1'

I
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17

SECURITY

ILE 'MANAGEMENT: Description

Security refers to the program's. ability to limit access to the
computer to dcsignated individuals only.

If the prograni requites a password before you can log on to it,
'describe how it is assigned. -

V

0

ti
Are'ihere restrictions on what can be chZsen as a p ssword? (eg:
numbers only? symbols disalloWed? limited c,barict length? etc.)-
Can it be changed?

reviewed? (if you have forgotten which'password you,
- used)

:

Can a number .of peopl? .have access to the program under .

different passwords?
. . .

Will the program allow partial acce (eg: to enter or read
information) without giving access to

,-----
all the information .

4 Icontained on the file? .J/--` .r

(
4

;

1
c.

-

( .. ar

. ,
I

4.

4

20-

Ij
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SECURITY

FIE MANAGEMENT: Description

40)

4

#

Is access to data restricted through the use of passwords?

Is this security optional?.

9esdriptive Conlenti;

/

4r

s.

0.1M111.

-I

Yes

18.

No

.. *

.*

1

,21

4

4
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:4
411"

EVALUATION OF FILE MANAGEMENT ,,A;p

S

STORING

.

COPYING.

DELETING
. 4.

INTERFACING

A.

. .

- Evaliiaii- theefficiency' with which documents are
loaded; listed, saVe0, cOpiecl, or:lelered. ..

, !.. ''''4, - .
- Are the number 'of "keystroke operations involvgd

acceptable? excessive'? , .,
...

.-,

How easy/difficult.° is ,it to learn and remember the
s.process? * .

- Haw time consuming is'theinocgss?
."-

.
f'

ee
-to

A.

-
If documeoft are rut.t safed:in standartgje format, are there any
advantages /disadvantages to the partic ar way in which they are
filed? - . -...4,---..

.: . *.
Describethe tlexibilittilations with which the prosram can be
made to interfate with othii`-...aftw4re pkckages

... .

it. .

.

. t
. : .

.-
- -.

SECURITY . . .

Is the Operation of the secalty
,y

systein,4averly cumbersome in
normal classrdom use? A it

4

60.

"

,

d4)
4

.

)4.--v

2 2

I
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EVALUATION OF FILE AVNAGEMENT

* STORING -

.5

I

I

.

4

COPYING -

DELETING -

sk

4r

INRFA&NG

.4

p.

I.

4

ti

/4.

4 A

1

1

SECURITY -

I.

)

46.

Ime

r

20
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4.

r IV. PRINT FORMATTER
tv

6. 6:
The of the printer formatter is to accept the edited document from
mem r or disk, and create a typewritten result on the printer-. The
form tg molds the text into the form desired by the user through the use
of sp is commands which regulate spacing, margins; indentation,'

- paginati tificationl.etc, . -
., .

4%.

s,

.14

4AlidINS

Margins regulate the length of text lines.

Describe the process(es) bywhich margins are set.

Can margins which are frequently used be stored in memory and
instantly recalled?

If the user is not emptying word wrap' or right justification, is
there an audible tone to alert the'user when text has.been entered
beyond a certain point?

t
Is reformatting (changing. margin length, spacing, etc.) done
globally*? e
lay page? ,/

o

Does a change in rhargain settings require a realignment before
they are effected?

TABULATIONS

'tabulations, which enable you to move to a designated point to begin
typing, are useful, when typing columns, tables, enumerations, etc. :.

How are tab stops set?
. 'Cleared?

used?

Describe any special tab stop features. available.
Egt decimal alignment

- leftlintification
- right justification 1

4

et.
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.

.

.

I

,

MARGINS _

-

I

.

PRINT FORMATTER: Description .

Re

w
. Area there built in margin sets?

a

i
.... .. 114 W7_4'.'

Can these be user se`t? ...

Cin you reformat at anypoin withott loss of text?
. . .- .

Descriptive Comment

t.

'TABULATIONS

.

N

8,.

.

Are there, built in tab stops?

i

..

e

'lb

A

r
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s,

. - 22

V
' '.Yes No

* *

*
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e
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n
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I Deicriptive Comments:
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PRINT FORMATTER: Description. .

, *0 .,.:--

0 INDENTATIONS 1 . ,
. . ..

.
Negative .indentations refer to the firs1 line of a paragraph being typed
at the. left hand4margins and subsequent lines being typed 3, 5 or JO
spaces. to the right of the margin. . , . . 1

. '. :) .1..4' - . - . 4v . 0,

- Describe the .process of setting both"posifive and negative
indentations.

r

-

.

4

s

'CENTERING
\ .

: -

The abilitv'to automatically center titles, displays, etc. is a time- . 4

saving conveniencebuiit into :nost word processing programs. .
. .. .
. ..

W$41 the word processing program automatically center:

/

A

$

over a column?'
ofer more than one column?
from the right hand margin?'

How is this,accompliihed?

Describe the process by w4ich multi-column documents are
produced.

.

go
L'`,

1-

Q
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PRINT FORMATTER: Description

INDENTATIONS

. Are there "preset paragraph indentations?

Can this program accommodate negative indentations?'

Descriptive CoMments:

-

am.

6

6
CENTERING

Does the word processing package have an automatic centering
feature?

DescriptiVe Comments:

st.

*

..*

No

*

.*
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LINE SPACING

,

, PRINT FORMATTER: Description
i \

0

.

0

\
A word processor's ability to vary'lin spacing may be dependent upon
both program specificatibjis as well as the sophistication of the printer
with which it is used.' Please. confine yqur descriptions of spacing
ability to those inherent in .the program itself. ,(1f you have access
only to a low-quality printer, you may have to rely op documentation
when completing this section.)

. 0

Dgscribe the word processor's ability to quarter space.
.- half space. .

single space.
I double space.

triple spate. .

4
Does it accommodate proportional spacing?

(A different amount of space is allocated for each character
depending upon its width.) -

JUSTIFICATION

.

Justifittion refers to a word processor's-ability to insert or delete
. ,spaces td allow perfect letter alignment at a specified point(s)..

Must the _d4ision to justify 6e mad before any text is entered?

t
. Can it.berrlade at any point in the program?

How is justification accomplished? A

- by, inserting extra spaces between' words?
characters?.

. - by incremental spacing .

:(print carriage moves in very small steps or increments
resulting in improved appearance and a very even right hand

, martnk ,
Will the, prograni accommodate The justification of 'several
columns of text such as is used in a newspaper colunin format?

. 1 .
,

,

o
.. %

. .\ .. 82
,

. ..

.. 0

.1.

1

.t

.4
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PRINT FORMATTER: Description

s .
I.INE(SPACING

o

.

26

Yes No

.
.

Will the program accommodate variable line spacing? * *
. .

. %it'
Descriptive Comments:

1.

6
r

% .

\-.......*

)

.

o

\ ,
).

. JUSTIFICATION
. .

4

Will it justify horizontally, resulting in aligned left/righ rgins?
*

Will it justify vertically, .resulting in even top and ttom
margins?

.. \
Descriptive Comments;

...."2^....

.
.

4

.

,.

. .

_ 29.
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4 PRINT FORMATTER: Description

PAGINATION -

II

I

.Pagination refers to a program's abilty.to automatically decide where
to begin printinia new page given the marlip settings, number of lines
to be typed per page, etc.. .

.. _

Does this program paginate automatically?

Can this feature be disabled?

Will it print page numbers?
,

On any locationpn the page? .

(eg: upper right corner? lOwer left corner? top centered?
botto:n centered?)

,

After major alterations have been made, is repagination
If automatic or must it be done manmilly?

Can you indicate that certain ages begin only on specified even
or odd page numbers if desired? .

(eg: if you [ways wanted a new chapter to begin printing on
the right ha page)

.
.

Does it offer "widowerotection'n
(A widow is a portion of a paragraph, usually only the first line
or two, which may appear at the end of a page, with a
remainder of -the paragraph appearing one Or top of the next
page. This is considered undesirable - widbw protection would
ensure that if only one or two lines were available for printing,
the entire paragraph would be moved to the next page.)

Can the widow protection feature be disabled? ,

o f

WORD WRAP .

Word wrap refers to the ability of a;prograrn to prevent the splitting
of words across fine boundaries. This means that as you type, should
the last word on a line not fit (as is usually the case), it will
auramatiraly-be-moved to-the beginning-of--the next -line. ..,_

.. Does the word wrap work automatically in conjunction with
insertions and deletions? . .

(ie. if changes are made in the initial pOrtion- of a paragraph,
. will subsequent lines be automatically adjusted to account for

thisinsertion/deletion, Or does an addition command need to
.be invoked to justify subsequent lines?)

: ))

. .

4

,,
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. !MINT FORMATTER:. Description

PAGINATION

Will the prbgram automatically paginate?

Will it print page numbers sequentiilly?
A

Will it print headers?

footers?

Descriptive Cornrhents:

7

WORD WRAP

Does the prbgram offer word wrap?

Can yoti disable this feature?

Descriptive Comments:

ti

fr

28

es No

* -.4.

* *

* :*

4

V
, * .

* *

I
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PRINT FORMATTER; Description

HYPHENATION

Some, word processors will print text exactly as it is entered, some will word wrap
within the specified u?argins, some will cokibine word wrap with justification, aid
.still others will improve the.justification process even further with the use of a
built-in hyphenation algorithm and/or exception dictionary.

If the word processing package offers hyphenation, is it pre-determined (ie.
yphenation is automatically invoked on each and every document) or is it user
et? .(You can determine whether you wish hyphenated words to appear in the
ocument.) . ,-

Does the program distinguish between compound words and hyphenation

SCREEN DISPLAY

A very useful. capability of a word processor is its ability to run the document
through the formatter and place the output on the monitor _exactly as it will
appear on the printer. ° .

Doeg the program sl-tow exact printout appearance including:
justification? centering?
boldf acing? upper and lo*er case?
underlining? single /doublettriple spacing?
special characters (eg subscripts, superscripts?)

An extre,riely,important- consideration in all forms of editors is how they handle
upper/lower case. Some keyboaids do not allow case discrimination with the shift
key. Various schemes can be used to get around this:

one is to assume that all letterS entered are lower case and.require that upper
case be preceded by a special character. These two character sequences are
replaced with Upper-case letters whep the document is rdn through the printer.

- another way is to designate d speciSI key on the keyboard (such as ESCAPE) as
the shift key and represent upper case characters on the screen with inverse
video.

- yet another way is to install an gpper/lower case character generator chip:

1 Describe the way upper/lowet case letters are shown on the screen.

Reverse field viewing refers to the option of having your screen documentppear
either as dark liiierink on a*light.baclittound or as light lettering on a dark
hickground - a useful feAture in averting eye fatigue. /

If the word processing -package offers this option, describe Flow it is
activated. ' i

*r . . .
it &splay of available memory space is a useful function in that:

. i

1. It allows the user to reserve a spetified amount of. blank space on each disk
to allow.f or later additions/changes to documents.

2. It enables the user to guard against having a document (especially a long one)
divided between two disks.

.50

If the program offers display of memory space used/available, is this
a constant, ever changing display?
an 'accessible display through menu?

32.
a

4
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PRINT FORMATTER: Description
4

(
HYPHENATIQN

Is there pi;:wision for hyph nation?, if
Is the user given the option of Tteciding whether to hyphenate a
word arid .where?

t

Descriptive Comments:

. il

4
4°-

sw

1

I

SCREEN DISPLAY ,

.
.

4

\

t. ,

. Does the monitor. show the exact printout appearance of the full
page?

.

Are .uppe and elbwer case. letter4 showh..in typical typewritten
)
, format? 4

" ...

Can the screen display be converted to reverse field viewing?

Is tbere a display of available memory space?

Descrptive omments:

. .

4

MP

IV

33

-,

1

30

Yes N o ,

*

*

I

*

*

*
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$

BUFFERING

PRINT FORMATTER: Description

.81

A buffer is a computer's temporary storage zone. Text is iniirolly
entered to the buffer zone - changes, insertions and deletions are
made -and then the document is saved in permanent storage. -

Describe the program's buffering, capability.

Is additional hardware recommended to incre se the program's
buffer zone? fOscribe.

I

7

SPECIAL FEATURES'

Special f eatures refers to any extra "niceties" which may be unique to
. a particular word processiq package. Examples:

I

A. Keeps

If illustrations or diagrams are to be added after a document is
typed, space must be left for them. This space is called a "keep".
Keeps can be as simple as skipping a few lines or as complex as
allowing text to 910%4' all around a rectangle in the middle of a
page.

If the program offers keeps, how is space reserved?

Will it automatically print references to . illustrations
and/or footnotes on the samb page as the item to which it

, refers?
.

<

.44

34 ,
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BUFFERING .

.1. 4

-.

PRINT FORMATTER: Description

Does the program perMit you to keep
other operations. g: storing, printing)

imp

Descript*e Comments:

s

U

SPECIAL FEATURES

)

A. Keeps -, I

.1

.

I

entering information while
are going on?

I

r

t

se

. ,
Will the formatter reserve space for pictures, diagramA etc.
be added at a later time?

Is footnote information automatically printed on the page
which it is referenced?

Descriptive Corn mentsi

(
...

4

I ,

...i

35

. ..i

,
Yes No

*

OM

40
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B. Counters

°Aks

PRINT FORMATTER:* Description'

If several numbered paragraphs appear ip a document, a formatter
with counter capabilititts will assign.thIse fibers sequentially so
that insertions or deletions will .nbt require extensive hand
renumbering..

Oessribe the program's counter capacity. ;4\
How are..countersactivaced?

41

Are counters automatically- reset. to 4ero at the end of
-each file or must they be manually reset?

4

,

C. Table tf Contents/Indices A /. .
.1 . . .

A . cornputerize4 word processing package is well >suited for
.., compiling ap index. `or a table pf ;contents from key words

embedded in thl text : :__
1

) "- ,.. . .
,1- . . ,

If the%
.
progra Afers this 'option,' describe how it is

'activated. -

4

3 .

-

D
N

.

ft

. e

0

.1
.1
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B. Counters

PRAT FORMATTER: Description 4'
,

..=1"
.

If several numbered paragraphs occur in a document, will the
formatter assign numbers sequentially?

Descriptive Comments:

,

C. Table of,Contents/Inclicei

Will the program compile a table of contents or ihdex from key
words emWded in the text? g . .,

,

4

\,

.

r

4

v

Descriptive Comments:

,'

37
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Yes No
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PRINT FORMATTER: Descript tory

D. User Defined Keys

A user defined key is a collection of text, format inforMation, or
, both which can be collected under a single keystroke. Whenever

this key is entered into the text, it is replaced with the text and
formatting coinnands it represents.

44. .

Describe the 'process by which. user defined keys are
established.

Is there a limit as to how many can be invoked?

,.

E. Special Character keys

I

Special character. keys refer to 'a liad'processor's ability to print'
symbols/characters othethan those Tncluded on the keybpard (eg:
currency symbols, foreign alphabets).

How are special character keys assigned?

How-are sub /superscripts entered?

38.
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D. User Defined Keys

PRINT FORMATTER: Descrion

Does it have an autotype feature' for common words and phrases?

- fol.- user-defined commands?

Descriptive Comments:

)

177
E. Special Chilcter Keys as.

Is there provision for typing special symbols which may be
,available on the printer but are not a regulac part,of the keyboard
(eg: math symbols, super/subscripts) .

iescriptive Comments:

4

.

.

s

*

*

J
* *

3 .
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PRINT FORMATTER: Description

F. Typc Forms/N._
. . c. ..

To improve the clarity and appearance of a document it is often
ulseful to have access to a variety of type styles.

If the prografn allows for the use of a variety, of print
styles (it'Es, elongated type, 'etc.), how is this
accomplished?

by switching fonts? .

ge. typing- print instructions which bvili cause the
0 style of type to be changed without the necessity

oladjusting thp printer)
by instructing:the/printer-to pause to allow a witch of
daisy wheels, enents, etc.?

41

r

G. Built-ins

Some word processing programs have extra features built in to
extend theigicapabilities or to improve their efficiency

4
and

editing ability.

Describe Any extra capabilities the word processor has to
offer.
If the program h4s a built -in dictionary, how,many, words
does it contain? .

Can this be added to?
To what- limit?

4.1

AP

HOw do you program the personalization oriform tter?
Is there a built-in, computation progr which
automatically adds columns of figures?

w.
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PRINT FORMATTER: Description

I
0 I

. ... -.

4

F. TypvForms's-

. Does the program allow for printing in diligent type styles?

Descriptiv.6 Comments:

V

.a

t
,

G. Built-jris, t.
Does it have a built-in proofreading/spelling package? C.*

t

38

Yes No

* *

dir

dictionary?
f

form letter?

)Descriptive Comm nts:

'at .4

4

41
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a

PRINT FORMATTER: Description

4

PRINTING OPTIONS
1 c.

The appearance of'the final printed document is achieved both by
the constrainks of the word processing program and by the quality
of printer that is used. When describing attempt
to limit your comments to the printing options c trolled by the
word processing, package itself. - However, if the package is
designed to'work with a certain standard of printer only (Qume,
Diablo, etc.), be sure to indicate this.

Describe the keyboard operations necessary to initiate the
printing process.

Can the printer be stopped and reactivated to resume
printing3 4

I' .9,--.
,

. ,

Is the option of printing a rough di74document available?
(Perhaps with line.numbers for easy reference in editing ;)

Can it be set to show revisions from* previous printed
editions?

How is'this shown:
k

- by highlighting the changed area?
- through the use of revision bars printed in the

margins?
- by overstroke? (Text to be revised is printed out

with a hypheh through the characters. Eg: The
defendarft filed a motion for Rearraignment
wkiekt both pact4es pactiaipated and on 3uly 18, 1983
the trial coprt denied the motion.)

Can it be,set to print galley as opposed to page?
(A "galley" is a continuous stream of texf. which is
later cut and pasted-up into pages for reproduction.)

Will it print horizontal an d v rtical lines?

Is there provisioh for priority priming?

Is the optiOn of spooling provided?
(Being able to print several filet one after another.)

I

.,
4

7

A.%
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se PRINT FORMATTER: Description

PRINTING OPTIONS

Wifl it print selected pages only?

a range of pages?

Can it be set to stop prinatng between pages?

is it possible to abort printing at any time?

DesCriptive Comments:

40

r

t

e

e

4c44'
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1.

EVALUATION OF PRINT FORMATTER

MARGINS

TABULATIONS

INDENtATIONS How easy /.difficult is it to set, change or
clear:

- margins
tabs

- indentations
- centered headings

CENTERING - spacing, ?

Evaluate the efficiency Of the process by
which margins) tabs, indents, centering, and
spacing are set

0,

e .

SPACING

O

A

4

0



EVALUATION OF PRINVFORMATTER

MARGINS -

41! , TABUCikTIONS -

I

4. ../
s

, 4

..

42

s

INDENTATIONS - 0
.

../

e

. s

CENTERING - 1

SPACING -

lb

s

6 6

45

r
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A

41
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e.

AD

c

I

,

IP

c

PRINT FORMATTER: Evaluation

SCREEN DISPLAY

t Comment on user reactions to the display available.
c

- Is resolution acceptable?

Are screen formats uncluttered?

If embedded control commands are used (code of messages that
tell the printer what to do); do these make it difficult to get the
format right the first

A

time?
N

.

BUFFERING

Is the buffer zone adequate m size?

a
I

SPECIAL FEATURES

d o

1

.0)

0 .4

If the program offers built-in`: computations (eg: automatic
totalling of a column of figures), is this an advantage or a

A liability?
. . 1

PRINTING OPTIONS
.

Are there any limitations to printing? .

. Is the prodess of showing revisions adequate?

If the package does not show revisions, is this a handicap?

How efficient is the spooling process?.
i .

46
4

1.
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PRINT FORMATTER: Evaluation

4

. .
SCREEN DISPLAY - -0

BUFFERING -
/

SPECIAL FEATURES -
e

r

N

PAINTING OPTIONS - .... .

I

...

44

7
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il

PRINT FORMATTER: Evaluation

JUSTIFICATION )

V.

How appealing is the final jUstified product?

.
PAGINATION

. .

9

%

N.,

If headers/footers are not available, is this a limitation?
4

WORD WRAP .

I

If word wrap cannot be disabled, does this pose problems when you
are trying to place diata in fixed positions on a line?

.

' HYPHENATION

Is the hyphenation process satisfactory?

t

1.

e

1

4,

N

\

...

44
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IntiNle-FORMAtTER: Evaluation

JUSTIFICATION -

PAGINATION -

1
WORD WRAP -

. .

I

4.1

-N,

46
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HYPHENATION

-^
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a

V. DOCNIENfATION

0

REFERENCE MATERIALS. '
40. . ,'

'The amount ancktype of documentation a word processor has will often
have a tremendoys bearing upon the ease with which it is learned and r

used. .

'

DESCRIPTION

Describe the documentation that is included with- the program initerms Of . . .

.type (a reference manual? a step -by -step tutorial? a
demonstration or training disk?)
length, itk

inclusion/absence of pictures and examples
t

oes it hve a table of Contents?
an index?
Slossary itb define technical terms?
trouble -shooting doCument?

4ss

Does the documentatiOn..citroelate- with the disk?
(Do,es it have examples on disk which clarify the
rcription of opirations?).Pn -16

Aye Oser testi,provided?
ie4

Is there'a written policy on updates?.

V 4.41 ;.

EVALUOION OF DKUMENTATION
wpr,.

A Are user
°

materials comprehensive?
o.

44,6% . well-organized?lr
.

sequentially developed?
.. .

. .. ,
4

I?tere" there 'suit icittnt illustrations?
pictures?

. examples?e
q

textlayoyito;Pleasing? .
; ,Sidficiently spaced?

. - t
at

Does it'atq .114k4er;t titles and subtitles?
',chapter. divisions?

of presentation,appropriate?
. 1.1. 6

If a training 'disk ncl/or
.
tutorial is airailable,'is it comprehensive?

1.

Is the mite ab

f

410

7

. sufficiently detailed?
te

4

O ,

4/.
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DOCUMENTATION: Description

REFERENCE MATERIAL

Is reference material provided for user training?

es iptive Comments;

, ( t

\
0 \

4

--)
4

r
4

(

EVALUATION OF DOCUMENTATION

r

,e.

4

4
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t.

a
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----" Yes No
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VI. EASE OF IMPLEMENTATION *

EASE OF USE DESCRIPTION

Use this section to describe any aspects of the program notdo
specifically addressed in earlier parts of this instrUment which
facilitated/hindered acquisition of word processing skills. Amplify on
any of your "yes/no" responses and add any other comments or
observations about the program which affected its implementation.
Some questions you may wish to address are:

How many students did you use the program with?
in what setting?
at what grade leve4,
in which subject area?

What was the initial start-up time for students?
How long did it take for them to use all aspects of the
system? (Outline observations made of student users as
well as comments made by students themselves.)

Can one disk be used to boot a number of computers to enable
simultaneous use of the word _processing program by several
5udents?

EASE OF USE EVALUATIO. N. .r. ,
.. . ,

When evaluating the e o use of a word processing package, two
4 distinct areas n add ssed:

1. problems encountered in learnin the program
.2. problems encountered in use the program

Pleaie discuss each of these areas both in terms oft

Your learning and use of *le system
your student's initial learning and subsequent use.of the program

Describe anything about this program which helped / hindered the
acquisition of skills.

0

Do students require a minimum of supervision when. using the
prograni? Why or why not?

Doe,s le program involve a minimum amount of equipment
manipulation?

CanCan the disk be used 'by a person with a minims of computer
competency?

Are user support materials adequate?

What could, be altered to make them more effective?

Is the operation speed (for editing, printing, accessing different ar.

modes, etc.) acceptable?

Is the program reliable in normal use?

,. is the progra9 relatively easy to learn? Why or why not?

How does the courseware correlate with the new Business
Education curriculum?" (Does it suite particular modules? Does it
fulfil specific goals?) 4

52
A



EASE OF USE

Can 'upper/lower case be accomplished without keyboard
modifications?

Is there a caps lock !Mode available?

Can you get screen help whenever it is needed?

Is there a management 'system built in (perhaps siptving, log on
time/elapsedtime per document created)? .

Descriptive Comments:
e

4

or'

EASE OF USE EVALUATION

53
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.t.

4

V

4

1.

1

t
.

...

.,

VU. SUMMARY-

(

.

S ' '
...

. ...--.
Up to this point you have described and evaluated specific functions of the

,
program you are evaluating. Nov' look at the program as a total package

-..a

and make an overall assessment of its major strengths and weaknessei. .
. ..

( .

Ask yourself "Would I like to use this package on a daily basis with my
students? Why or why not?"; Then make note of.those salient aspects of the

i - 0

program .which you particularly liked (its easy-to-remember commands, the
.4

fact that it took only minutes to begin producing documents, the usefulness

of particular functions, etc.) and those you disliked (the editing process was
-

very contlicated to use, the storing process was very , ,' the

documentation was skeichy,etc.) ,Recoiad the prominent stren the andr ,.ri ....
weaknesses you discovered,,brtefly explaining each one. t

. t .
.

)

OR

Al,

... 4
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r

(
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i
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0/01. RECOMMENDATION

t
After reviewing the word processin progra
your.overall assessment of the pac
what status the program should be Riven:

7

.
you are asked on the basis of

make a recommendation as to

.. ..

PACRIBED LEARNING RESOURCES are tkoie "learning resources
approved by the Minister as being-most appivriatelor meeting the majority
of goals and objectives for courses, or sibslantial Components of courses,
outlined inpr-oviricial Programs o*Study.V .
RECQMMENDED &EARNING RESOURCES are "those learning resources
Approved by Alberta Education because they complement Prescribed
Learning

one or
in Resources by making an important contribution to the attainment

or More of the major, goals. of courses outlined in the provincial
Programs of Study."

Evaluators do not have to make the recommendation as to whether
:courseware ihould be given prescribed or recommended status -
Arcking this blank simply' indicates that in your opinion the wotd
. processing program edits: stores and prints in a , satisfactory
manner and is wctrthy- of serious' consideration for adoption b the
Curriculum Committee.

if you check the "Prescribk.or "Recomme deref" category you are in fact
saying that you, as a business teacher, woulc ¢e pleased to use this word. -
processing program in its present form to tr n your students for business
entry. A program inthis category ?nay have minor flaws in Opecation (eg:
complex keystroke operationi may be required to activate certain
commands), but-in total:

1. .1t is captAble of producing virtually any document that may be
requirid-by the average business. ,

7 2. It has a good modular fit.with the new Business Education
curriculum.

.1

41 NB: Teachers whc have had expeite.nce only on Deldicated Word
Processing Systems

The word' processing programs available for microcorni)uters vary widely in
performance and Cost. NOne of them will give the micro user all the
capabilities of a $15,00p ?tand-,alone system: If you have liad experience
using one of these dedicated machines, you may be disappointed in the
performance of even the best of the programs for personal Computers. Bear
in mind that this is,a generalpurpose,Aow cost machine that allows you to
accomplish many different tasks - word processing is only one of theml t he
dedicated word proCessors were designed specifically for the job and provide
many extras, including function keys, that,. are not available - on'
microcomputers. When designating program state, please bear in mind the
limitations of a computer (in terms of memory, keyboard layout, etc.) as
opposed to a.dedicated word processing syitern.
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SUPPLEMENTARY LEARNING RESOURCES are "those additional learning
resources identtfied by teachers, school boards or Alberta Education to
support courses outlined in provincial Programs, of Study by reinforcing, or
enriching the learning experience."

Checking this category indicates that the range of potential use of
the program may be somewhat limited, but what it does cover, it
covers effectively.. It. may be a useful prOgram for a quick
introduction to word processing, but because of the lack of certaiN
features (for, example, no global search and replace, no provision
for indenting, inability to justify, a small buffer zone which limits
movement of text,etc.) itspotential application is limited.

These programs may be excelleAt however for Iftersonal use
programs or for use by Language 'Arts students who are using the
word processor for preparation of paragraphs, reports, letters, etc.
The program'S limited command structure makes it easy to learn
and it does provide valuable exposure to word processing concepts.

V

RE3ECTION indicates that the progin has little, if anything, to contribute
to achieving the goals of the provincial Programs of Study.

%.i
.

, A 'program would fit this category if its documentation was so poor
that it requitied constant, teacher supervision to enable students to
use it; if its commands, were so complex that the average student

mwould have difficulty mastering tern, if the program did-not work,
according to specifications, etc.

I j-e6:irn. mend that this disk be evaluated further to determne ;he
, full nature of its potential use .(Prescriked or

Recommended)
i - i'

this disk be considered for "Supplementary" use iri
the classroom

this disk be rejected
, t

,

I agree that the copyright to this report rests with.Alberta Education and
confirm that noisttempt was made to copy. or modify the program or the
accompanying documentation. V s.

r Name of evaluator:
(Please print)

Date: .

*Signatuie:
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