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A. PURPOSE S -
" In order to choosegword processing software for the. micro-computer, a : e
prospective buyer ngeds answers to the following questions: . o
, a. What ieature$ and abllmes does the Iwor(:l . processing . . .
. program have? . b SN . L ) . )

L -

b. Which compijter(s) will the progr.a;n work on?, . ' J

- - ~ - .

’ . ¢ : ' -
c. Is additional hardwarefsoftware necegsary before. the
. program can be 1mplemented'? ’ - - - . oo
, d. How easy is 7T to learn and to use the program? s y .
*e. How efficient is the program? oL - ' F

; - - ’ ER o * ! . r
- . . . . N &
- . f

Is the program supported with good documéntation? (user J
« manuals, tutorials, quick reference helps, etc.)” .. ) . B

e o e e o e e mr mo - mmmmiem e memowm’ e Sl s Lo L mmmeme w mar mama i o mmme e o s

What are the' major strengtbs and weaknesses of the

. program” o - .
This evaluation form is intended to elicft answers to these questions. . ‘
- - . '
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v S .7 " .B. PROCESS
. 1 ) + . - ’ ' r A

- . ' - 2 .- .
~ Sice a typrcal woed drocessor comsists of three inapor commponents - an

*oeditor, g filer manager, and a formatter ~ this evaluatron forin fdcuses on
cach of these are ) in turi, Tlic f‘iml;.,n of each section 15 the same:

- . W, ' . o
/ FIRST You are ..IS]\C‘d to indicatef ((‘rtam features exigt on the

N . < ¢ ¢ .oprogram you are evaliating by cirrhing an asterisk to.
¢ ) indicate either "yes™or "noll. ] . R
* - - ] B . \“\ . . - .
. *  SECOND Space is provided <for ypu to ‘amplify .your  "yes/no? .
T . responses and to describe tidee features in details: how . .
' do’they operate”. what is uniqué about them?  what .
. . spcr‘thc functions do they perfdrrn’ cte. .2 - . '
5 THIRD At the' end of ¢ach of the threc scrtlons {editor, file v
SR : " manager, and formgtter) sections you- are asked to
L ‘evaluate each® function. In this séction include your

opinions and findings about the td%C/LOIHPIi‘\&[y of use,
.the merits of the partlculdr function; etc.

et e et + g S e mbre e ¢ TS e o
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Please :ote fhe distinction between' DESCRIPTION and EVALUAT]ON In
the DESCRIPTION. section, be_as objective as possible - simply report on the
particulars of operation, the eqmpment anipolation required, etc. Reserve |
] subjective comments about the e[fectlveness of the functlon, the problems /
encountered with use, the necessity of “the functions, etc. for the,
EVALUAT[@Nsectlon .
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After having comnpleted a detailed evaluation” of "each word processing
function, ypu will be asked for an overall assessment of the program and a

recommendation Iigfdmg its xmplementat on. -

-

r . .
\

4 -
-

- THIS GUIDE IS DESIGNED TO ASSIST YOU IN COMPLETING EACH PHASE .

o OF THE . WORD..PROCESSING EVALUATION INSTRUMENT. PLEASE .

REFER TO IT REGULARLY AS YOU COMPLETE THE DESCRIPTION AND
_EVALUATION' SECTIONS. ADDRESSING THE QUESTIONS ASKED IN . N
" EACH SECTION WALL AID IN PROVIDING COMPREHENSIVE RESPONSES. | [ .

: . )
A . . ! . ] J
N + . .




C: DESCRIPTION OF THE SOFTWARE

This section wlll be completed‘by the Clearinghouse., Please feel free to add
descrlpt:ons,to sectlons that are mcomplete.

' COsT

AVAILABLE FO& : .

i
. -

. .‘ - .
DISI( TITLE SRS o ). :
The comglet namé and version number of the program. bhng
evaluated. ; . » ﬁ
COPYRIGHT _
Date of publlcatlon.
PRODUCER o e .
N/

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. . !

Thns most recent cost as provlded by the publisher. (Thns is s/ubject to-

change without notice.)
. ,

The brand names of computers for which the program (or versionsYof
the: g ogram) are designed.

- .

SCREEN DISPLAY

1

. L9
The visual appearance of text as it appears on the momto;, An "x" is
used to indicate whether it displays %0 characters per line, 80
characters per line, or whether other options are available.
» .

HARDWARE/SOFTWARE X

PHYSICAL DESCRIPTION OF PACKAGE CONTENTS

This section lists any hardware/software which may be required to run
the program beyond the standard package of 48K, 1 disk drive, 3.3
DOS and a black and white monitor. Required hardware/software is
that which is mandatory for operating the program (eg: an extra disk
drwe, a lower case adapter, an 80 column card). Optional equnpmen‘t
refers to additions which would increase the efficiency of the program
but are not essential to its aperation (eg: a 16K language card, a shift
key modlflcatlon) : . R

A hstmg { each item mcludeg with the prograrn (length and size of
referencé gnanual, command quick-reference guide, tutorial, num®er
of dtsks, etc.) . N

6 .
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Disk Title: Copyright: .
¢ — ] . .t . - L ' ]
p . Producer; " o , - Total Cost: $ :
) - * b ? P
‘ _l_ . . s . :* - .
. Telephone:q . )
o Hot-line No: N - :
" Available fo : C ' Screen 40 column only
o ) \( N o Display: . 80 cb'lumn'only ‘
' . - * . ) Other E '
L3 . N 'y }‘ l ! _ ’ ' * ° ' .
) Hardware/Software: , o ‘ _ . )
B Coe Regquired S Optional ) .
‘ »: . : 3 . » . ) ’ . - ) L, )
) "\ . - . bt \
\ ' R
! * .' -
- . - , \ L i,
(N.B. Itis Etr_o.ngly recommended that any program which display 80 l \}
column format have a high quality monochrome monitor as standacd .
equipment. It is highly unlikely that a television or color monitor will . v
‘ , provide sufficient resoldtion R n : - .
’ - - . . . . .
b3 o - Lo -

Physical Description of P'aclkage Contents: y - L
’ L I L




. . " IL THE EDITOR . . : .

Bl

The edlet)gr is probahly the mosu:noor‘iant part of a word proc essmb‘system
It is the editer whlcnallows the user to type in text ‘and modify it as needed. . L,
- A good “editor TaR make Yvord pron‘essmg effortless; a poor editor can be the
ultlmate in frustration! . A . ’

' ' DOCUMENT CREATION: , . _ \ .
R .

i)ocum’ent creation refers to the way in which a file-is established on .

" the word processjng system: Generally the user decides upon nargin

settings, line ip_éng, etc. before actually begmmng text entry. Some . -,

programs, have~built-in default values for margins, type size, etc.

which will automatlcally be 'reverted to if no other user mstrucuons

. ' .are gwem.

Outlme any built-in de{ault functions. .
Describe the process by which a document is created.
Are there length restrictions on document size?

. Discuss any restrictions with regard to the naming of a-file. g \

Noes the full file rame appear in the index? _
- i . /

EDITING: - : -
. 4 -
. Editing refers to’ the way in ‘which recalling, .inserting, deletmg and
“ " changing is accomplished. In the "Descriptive Cotninents" . séction,
anplify on your "yes/no“.responses and include any ?ther descriptions.
of theg editing process you feel approprlate 50me of q{we questlons you N
> A .. may wish to address are: .o . O

Does the editing proc’é’;s work by reference to line numbers or by
cursor movement over the full screen?

Lo
~ ' . How is cursor movement accomplished?

J Can you get.into ed‘it'. moae‘without going through the mepu? |

ERROR HANDLING: . ' ’ .

. : 4 . . .
£rror handling refers to the program's ability to identify procedural
errors, call atténtion to themn, and to instruct on the correction
procedure. Describe . how errors are depicted, what on=screen
prompting is available, etc. on the program you are using. Include

\ ~answers to such questlons ass . _
Do the.screen prompts differ dependlng upon which mode you are .o
— In? N
- L3

Are fomamands mnemomc (memory tlckhng) and therefore easy to
learn? - .

. ( . r Do error messages localize errors (i.e. tefl you exactly wr)at you

did wrong)? ‘.
8
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" ' THE EDITOR: Description ' S
- L] 4 - R
DOCUMENT CREATION: ~ | . - Yes Mo
¥ - s
Does the program have built-in defaults? . ' : *, *
v i ! - T e
E Is there on-screen verification that a document has been created? x . T
. - - - i . . . ) \ . ‘
Descriptive Comments: A - .
¥ - - ‘ ’ '
J- . . ' o . .
. : . .-
+ N . ¥ )
| : > A
* . : : . - . .
" Y > -
" EDITING: ; . . . - )
_ Will the program enter and edit’in the same mode? r . * *
- .
¥,
. Can yau get in and out of edit mode at stage of document . = * . .
;- preparatigon? . v
i , -
Can you backspace without erasing? . .. * ]
. N S R 8 1 ’ P LI TN
Desériptive Comments: : -
. . , . . ‘
- » [ . -
- J{!
' o o . g ‘ ‘
ERROR HANDLING: ) - * N . .
. » ; ) e ! . .
Are errors identified by the ﬁrogram" ‘< ‘ * *
After re5pondmg to an error message, are you returned to your * ko
last typing entry point‘? X
. . X .
Are mappropnate responses dlsal?owed" (eg: the entry of letters * *
when numbers are expected) ‘ .. .
Is sound used to call attentlop to errors? ™~ * . L
' by ' v
+  Descriptive Comments; . '
- - * ir *
i‘l ‘
. s N,
+ - * -

FRIC e » ' _ . ' -
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. /- ! THLC EDITOR: ' Description Y
S A R
. SCROLLING: " *
Ll &J
coolling, refers to  the program's’abibity to ¢ nove toat anto’ the
~andow™ of the monitor to cnable l)roofrmdmg,'.=dltmg ~te.
' ' +
Describe how s,cro‘lling 1s accomplished.
.. Which keyboard characters .d;{us'ed"
. - %an game paddles be used? '
' K ‘What options are avatlable in scrolling? ) . )
. ) Does it scroll by line? C .-
sentence? ‘ ¢
paragraph? ) N
. block (group of sentences)?
. page?
. * Wil it jmp to the previous page?
specific page? i
0 . top ot bottom of a page?
) last word you typed? ;
{s horizontal strolling Supported ’ ' -
A ) {This movement would only be necessary if the lines in the
document could be longeg than the line length of the screen, for.
<=\<arnple, if you were printing & table on 8&: x 11 paper inserted
. |4 sidevays.) .
.o L 3
L g : /
. ; . . .
¢ ' ® -
. - MOVING TEXT: . .
L e Most word processing programs. provide a means for moving or copying
blocks of tex’ from one place in the décuinent to another. Some Word
) ‘nrocessing packages- facilitate this novement by offering a split
. o - sereen feature where the monitor is divided in haH {either vertically
. or norlzontally) 50 +that both the source and the new location can be
, v .viewed simultaneously, -
. N " . :
+ Pescribe the _'JC&SS of moving words. .
. phrases. K
. _blocks of mnaterial.
- Hew nuch text can be moved at one time? *
Y Is Beleting done by charactersf \ -
, , words? . .
N " f. -7 lines?
’ . ' sentencea‘? _'
) " paragraphs?
» - : T * Wlacks?
‘ : ’ > pages?, [~ C
o ' . beginning and bnding snarkers? s
Al It deleted -material’ can be recovered, describe how this is
, T accomplished, e . ‘
. ‘ .
' < ) 10

ar
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,~ THE EDITOR: Description.

-

SCROLLING=""

.
. .

Yoes ., the word processing  program scroll . using  keyboard
characters? .

- 3

M 1
N
Nescriptive Commients: , - R

- . . . .

\ , o

MOVING TEXT: v A
hac .

.

, Can bloéks of information be moved? ) gl e

Can you move material from one file to another? * ”‘/‘{
- ..

' from one disk to another? T

- .
. . M Ll

JDoes it offer a split screen feature?  « .

»

- ot - -
* . . - - . &,
Is there an "undo" command to reverse the last

2

change, whether it
s an ir::s_ertw deletion? , , .
-

N
’
- b -

. Desctiptive Coimments: - s

?

ERI
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e 7. THE EDITOR: Description *

4

-

SEARCH AND REPLACE N . p
’ ® L . . -
L3 . - N r
7 The abihity to search for a given wond, a portion of a word, or a phrase
and teplace 1t with an alternative is a useful technique for cgreecting
* spelling errors, mprovmg ‘word usage, etc. . . . v
\ * ¢ ’ . N h\"
. Does the program have fhe cqpablhty to search : .
- . : - forward’in text? . :
- backward? . ’ -
- up-to a certain page nustber? ﬁ s
g . * - through the entire-documept?

' ) (g!pbal search and.replace) .
» >
D'oes the program -search and replace words? . *
L. : parts of words?
(\ ' . strings? (any combination :
' AT ; of letters and/ot numbers)

v

- ! : ’ e ¥ ‘
EVALUATION OF EDITING FUNCTIONS . . ’ .

- »

Comment on’the perfdrmance of each editing function:

*

' -
» LI

- " . -

T DE)CL'NENTCREMION' .

~

Can default value¥ bé eas;ly overr:dden‘?
Other comments‘? : , S EB .

EDITING * . .

ot

a*

How easy/difficult is it to get in and out af edit mode?’
“ o L v,
~  Describe theificiency of cursor movement over.the screen.

. Are the same keys redefined fot different uses depending upon
- + »which mode you are in? v ,

Is this constmg‘?
1 Vi . H \
. Other comments‘? ) .

-~ [ e v F

.
e



THE EDITOR: Description -

SEARCH AND REPLACE: > )
. . '
“ Does the program have g global search and replace feature?

-~ Does the user have the option of reviewing each-case Before the
switch is made? : >

. v . . q\ ' * Q‘ .
- : % /
Descriptive Comments: B : .
PR . S .
L o "

EVALUATION OF EDITING FUNCTIONS C L ‘ *
N . —— . - I
- » rl . -
DOCUMENT CREATION - ~ -

-
-
4

-
- .. .

- ‘ -
* ’
L ~ -
\ J . :
. } .
N .‘-. - -
f

Ll

wa e " . . Sty



THE E%ITOR: Evaluation

. ‘& .
» ERROR HANDLING
" ' . | 2 .
How effective are the error messages?
How involved is the correction process?

SCROLLING

B Is access to scrolling uncomplicated?
' ' -

MOVlNG TEXT

. - How easy/difficult is it to insert and delete:
words? : - "

paragraphs? . y
Wy - i large blocks of material?

i

Is the amount of text‘ that ¢an be moved at one time sufficient?

If your program off’ers a gplit screen feature, is it possible to edit
o . +ineither screen with equal ease?

.

. ' SEARCH AND REPLACE .

-
*

5 the search and replace feature complncated/tnme-consummg to
operate‘? -

l
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THE EDITOR: Evaluation

-t

ERROR HANDLING- -,

-

MOVING TEXT - ' . ..

A

N

/
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' . IN. FILE MANAGEMENT  { '

Qnee a” document has been entered into the cowmputer's memory via the
editor, the file inanager saves it to disk or tape. Further operations such as

&
N loading a document into memory, listing the documents on a disk, copying; .
Yo deleting or renaming files, and inhterfacing with other programs are all . -
\ oo.eratmm controlled by the file manager. ‘
. N “
STORING: . - ‘ — f
- . . - . . - - - B "
‘Storing refers to the procesé of taking a document from the ) e
coinputer's "neimory (entered via the editor) and saving it on disk, or '
- tape. s y . T
- ]
')escrlbe the process of stormg a file on disk. R )
“Which keystrokes are lpvolved'?
.- Is there a limit to the number of characters a file name can )
contain? ¥
\ Can you rename a file at a later date? ¢ , '
T +Is*it hecessary to save a document every few minutes to guard - )
against accidental machine turn off or power failure? .
T : . T How is this.done? ' L : . ~
- oes the word processing program offer text compre551on to
maximize disk storagd space? v
{Text corhpression refers to consolldatmg duplicate characters
- such as several blanks in a fow - into a “"compressed format! .
. for storage on a disk., When the f‘ile is loaded later, these
Tequences can be ekpanded again.)
*
- Does the word processing package allow you to mmahze a d:sk )
dlrectly without use of the system master?
LY
IE%;- the program remind the uger 1o save «documents? _
¢ i § / 1 ‘ . e RN
. . -
N * \i* i . ' M .
. B ) . . 3
¢ . COPYING T , .
0 X 1 -
) . Copylng refers to the programs abxllty to: load a document into LI
. memory, list it, duplicate it on the.same disk, or reproduce it on i =
. another d;sk. - . - .
. . Outlme the’ procedure for copying a file. ’
g.portion of a file, -+ - ‘
Y | - an entire disk. . N
‘ . ) LI . . . 1
' - * \.’ . | - . 1 6- .
™ ) ) : " * EY

ERIC - = :
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L
. . FILE MANAGEMENT: Description
' ot . -~ ’
7 / . -
' 3 ! f/ .
STORING - R : J

rd Ls

Can a wonking document be stowith one, or two keystrokes?
/ .

Can files be merged ? - .
Descriptive Comments: ) -

- 4 . »

- L
. [ ' ‘ AN
»
- ! ’ ?
) !
1
¢ . - ’

COPYING

" Can backup copies be made of an en_tire‘ disk?

of specific files? ¢
) . ) T
Descriptive Comments: % .
¥ . . KA
- v . ) - *
“maanil
+
!. -
L] L]
. X ' . ¥
. 3
H
o - L}
' 1
o .
. »

e



FILE MANAGEMENT: Description & | el

-

DELETING ‘ IR o . ’ :

.
. .o
. o

Deleting refers to the process of el:rﬁmatmg portions of documents or
entire files f irom disks. .. . N

. -
- v .
r . ' o . . -

. - Explain the safeguards to prevent‘accidentaL deletions.
» . 3 . Qutliné the'process c}i deleting a document froin the main index.

Does the program have the ability to search for key words in
1 ~ documents on file and delete al] such documents sequent.lally‘? .

S - 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.)- _ =

’

PN R
- Fl ° L3

INTERFACING . )

/ Interfacing reiers to the prograrn's ability to comrnumcate with other
progfams. Some prdgrams do not interface at all, some will interface
with other software provndlng it is written for-the same computer, and
_still others can interact with all software, regardless of the system it
was wrltten for. , )

»

* Often a programs ability to interface is dependent upon its use.of
standard file'format. Some word processor programs use non-standard
‘. format for files, either to provide mote’ efficiency, to provide for
special purpose capabllmes, or to protect the. software from being
illegally copied. There is nothing wrong with . this - providéd e
- package is to be used only for word processing. If the file manager
supports a standard file format, however, {one which tan be accessed
+by a high level computer language such as BASIC)« then the editor can
be used to type in program, text documents, or to interface with the
_ other software packages. ™ : . — N

(~

(If you are, unfamiliar with computer languages and/or file storage
methods, it may be necessary to refer to program documentation to
provide answers to questions pdsed in this section.)

: 1f the program is de31gned to be Cognpatlble with other existing
y, ot packages (such as proofreading programs, spelling checkers,
graphic packages, electronic spreadsheets, data bases, mail merge
programs, etcg) list the specific program it will support.
Is a special routine necessary to enable it to read files wrltten on T
- Qz‘ * another computér system? L3

Wwill the word processing package permit you to create ;iles‘ that * '

< can be transmitted over telephone’lines to another computer? .

5 In which ibormat‘ are files saved? f{as binary files? text files? etc.)

s 2 | J




. v i FILE MANAGEMENT: Description

%

) DELETING . - ‘ . J 4 | Yes » No'h
. ‘ . . — “ —
. - Is there protection against accidental deletion of files? . © ok IR SRR
3 . - 4. - .
. ' " 4 : -
Descriptive Commentss* ., | . '

INTERFACING ~ e e ’

Ddes the program provide for interfacing with other software? * *

Descriptive Co‘mmegts:

a
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FILE MANAGEMENT: Description
) . . .
SECURITY _ | . LR
Security frefers to the program's_ ability to limit access to the
. computer to designated individuals only.
If the prograrn requites a password before you can log on to it,
-describe how it is assigned, .
Are there restrictions on what can be chﬁsen asap ssword” (eg:
numbers only? symbols disallowed? limited cbaract{length'? etc.)
Can itbe changed? '
reviewed? (if you have forgotten which password you,
- used) .
_Can a ‘number of peOple have access to the program under .
different passwords? . .
Will the program allow "partial access (eg: to en'te( or read
information) without giving access to ) all the information.
contained on the fite? . ' - . ’
. ) - / Lt
I .
b ' b L
N ' k] .
e N
# ‘ .t
! ) n .
* '\‘\ N )
‘-‘“1. - Y
] L

it e o e s men:

\ -



v ! : t ‘ *
P . N o . ) \| . = ’
¢ .‘ - + . . b '-\( Ll .
- - T FlkE. MANAGEMENT: Description *

>

" SECURITY S -

'
.

- ) '- ) "
< [s ac¢ess to data restricted through the use of passwords?-
i . ) . \

Is this security optional? ’

. . ’ : " '
. “v ' » * L3 .
N T N ’ ‘ *- '
Descriptive Commentsy . - \
% .? - & - -
- 2 .
* L3
" - . *
. 4
. . .
. . «» & .
- . .
W -
- - . ‘ . .
Ld - Y
] . oL y
- - «.‘ - -
. vt
- . . - jl
- ' *
. o
_— Fo ‘ . .
L}
- ® ! ‘
R .
-
- . - - -« x .
- - L3
. T~ : . ,
' /‘)
. -
- -
. ’ ! . N A
- . -
¥ s r . [
+*
- -
- .
a ~ ’ o, -~ .
..—’
-
' - v 21
L3 r L3
- ‘' 1 ]
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e S e N . .
- . } v ) ,
» - S [ . -
; A Y ., “ . - . r .
EVALUATION OF FILE MANAGEMENT & . = g RS
\ . e ‘A%. T e . . '
L] . a7 Yy N . ) -~y
’ " - hd - ’
. #
‘ STORING - Eva&Jate therefficiengy” wnth whlch decuments are
T B " loaded, listed, sa@eg, cbpieq, Qr,, 'El’elet'ed
: ) . . o .
' - Are the number of’keystroke operations lnvolved
) G - [~ acceptable? excessive? o 19 e .
WY COPYING, ‘ j.. T e o -
. e - How easy/ﬁiﬁicul*t“is it 10 learn and remember the
AR B L > process? v & . .
DELETING . - How time censuming is'the process?
- 3 N LT - . . o
- : AT - A
- L - > i -
’ ~ -) % . .
S N
2 h 1. . =1 .
< ' . ¢ —-— o : & -
INTERFACING : o ‘ R
+ ) . B v C 0 2 .. . -9~ ~-

If -document are neét sa¥ed in %tandarg file format, afre_ there any
advantages/ dlsadvantages to the partlc ar way in which they are
fl.led? - , o ,"#cr"l . .
Descrlbe the ilexlblhtyj&ngl_\anons with which the program can be
made to mterface' with other.geftware paackagé's. .

- . ;]

Ly . L3 .) / / w “\& z ' .'. . . . . H
] . T a:"..‘ y " .t . . +

)
é
a4

[
L)
)

. . . V4 N
SECURITY oo ) .. ' »~ l /

Is the operation of the security systein@verly cumbersome in
’ normal ¢classrdom use?  “ ¢ < y o

£ - ] !
i ’ - . & = i< ) ™ |
3 . 3 o . 4
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: EVALUAT‘I‘Oﬁl OF FILE %NAGEMENT

r——

—
& -- +  STORING -

\ -
4 . -
DELETING - e
' .
=
+ ' .
g - @
] 2 -
.j- ; .
. INTERFA&NG: N
L, .
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The fok of the printer formatter is to accept the edited document from g
or disk and create \a typewritten result on the printer. The
formagiex molds the text into the form desired by the user: through the use
: J commands which regulate “spacing, ‘margins, mdentatlon,
- Fraju txiﬁcanon, etc. T .o v
- R ’I - - \ -
. ’ N}ARGINS . .' . ’ ' ' ’
. ) , K .
o Margins regulate the length of text lines. v ) L
- .‘ te . ) . \ Y . .
-~ Describe the procesg(es') by.which margins are set. ) ‘
Can margins which are frequently used be ‘stored in memory and
£.,  instantly recalled? . - ’ .
, If the user is not emplying word wrap’or right justification, is ’
,_the‘re an audible tone to alert the user when text has.been entefed 2
beyond a certain point? - o
Is reformatting (changmg margin length spacing, etc.) don‘e
. globally? " ‘ '
> uypager) - o S
. ' - Does a change in margin settmgs require a reahgnrnent beiore ' ‘R
they are effected? . - )
L3 N ] /: L]
\ . L . .
TABULATIONS ' - :
Tabulathns,‘whlch enable you to move to a desngnated point to begln
; ) typmg, are useful when typmg cqlumns, tables, enymerations, etc. .
" How are tab stops set? . to
cleared? ’ . :
used? - ~
’ Describe any special tab stop features available.
Eg: - decimal alignment .
oo - leftfjustification ' .
. - - right justification .
ol ' *

. »

~ 1V, PRLNT FORMATTER - v : s

-
& LIRS

- . " L

Y



** - .
14 bl
. , i . " 1 - . 22
[ P - - . .
- . .o - et 2
. \_/—’ . .
PRINT FORMATTER: Description .
- R i L - . & . -
b . . - \ . %5
MARGINS - ’ : - Y 'Yes No
L3 i 3 ) ‘ ‘ *
. Are, there built in margin sets? e, * -
L) . L N 'g'-:“‘ ) . ¢ , - . o
. Can these be user set? . . * L
+  Tan you reformat at any point without loss of text?  * T g IR
. hd . ¥ . - ¢ -
1 - ‘ /

-
-

- Descriptive Comrnenti:l

[ . "~
\ > 4
+ ) i
{ .
]
v . ~ Fa
TABULATIONS A
Are there built in tab stops?
* . v Descriptive Comments:
” .
[ 7 . t
. A LY
1‘ .
’ * ,;/ -y . ’
’ N ' *
o .

ERIC S
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. . a .- . L .. . . .
. ’

» ) o.

PRINT FORMATTER: Description

- o * S ‘%ﬁ)
. . . - v. .

g INDENTATIONS =~ -’ . . ", .

' ) Negative indentations refer to the first line of a paragraph being typed =~ % >~
. at the. left handginargins and subsequent lines being typed 3, 5 or [0 co. -®
. g spaces to the right of the margin, L St . e

T . ) ' ? ’ A 84 . i . a 4
- "'Describe the .process of setting both positive and hegative - -
- indentations. : T
L .. g .. "

- - -

- CENTERING : LT
. i‘ - e i -
' - . ’ . . MDE -
The abilitygto automatically center titles, displays, etc, js a tiine- . .
g saving convenience built into :nost word processing programs. - N .
3 - - b - . T M s mrmm e - o= —_ -
? Wil the word processing program automatically center: . i
over a gcolumn? ¥ ’
over more than one column? . e ..
. é from the right hand margin?- | - -
L3 . - Q E 3
, How is this accomplished? . o’
- ’ . 4.

Describe the process by which multi-column documerits are
* produced. ' : :

L



. . . . .
- - * -
. $ o - h 24
. e PRINT FORMATTER: Description -
INDENTATIONS .o _ . - Yes No
. Are there preset paragraph indentations? p ‘ * *
. . . . ) )
Can thie program accommodate negative indentations?" - %
Descriptive Comments: >~
. \ .
o : b ~ )
P .
\ﬂ 3
~ A - ) - . ~ .
‘ _ - .. e
. . * - ‘ ? -
hs ’ 4 N
' o . i ! . *
: R " . '.
-
' ‘. &‘t . N .
* o
CENTERING .
. e h .
o ' Does the word processing package have an automatic centering -* *
" feature? . _ \
o e ! . ’ ‘
- ,  Descriptive Comments: ’ ) -
i \'.,
] X . . Ll .. i
S ? . .
] ) ‘ A
. . ’ { . ’
" ' . . .\‘ MY LY
. . ) . .‘ - + . - . i . *
I - T . b
L] L e ]

ERI
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- [ ] -
- . i - H
. . . ~
[} - - - ‘_: ‘I e L4
' ) , PRINT FORMATTER: Description
) > ' ¢ . : N\
LINE SPACING . ‘ . ’
\ " A word processor s ability to vdry “line spacing may be dependent upon -
both program speCIflcatibns as well as the sophistication of the printer o
with which it is used.” Plase confine yqur descriptions of spacing -
) , ability to those inherent in the program itself. (If you have access 3 -
’ only to a low-quality printer, you may have to rely on documentatlon
. . when completing this section.) - X .
S Describe the word proceésor s ability to quarter space. o
. - half space. -
= " . single space. K -
. ) y ) ! double space. i )
L. ’ o ; triple space.
ty . . '
- 4 . *
' . Does it accommodale proportional spacing? '
(A different amount of space is allocated for each character
depending upon its width.) . : ‘
*
. . " ‘
* -J ]
rl - ~
., JUSTIFICATION .
. . Justifi¢ation refers to a word processor's-ability to insert or delete '
Coe . .spaces t¢ allow perfect letter alignment at a specified point(s). .
Must the dpcision to justify be madé before any text is entered?
. ¥
v . Can it.be.made at any point in the program‘?
\
How Js justification accomplished? | A
. - by inserting extra spaces between words? :
o . characters? . ’
s . - by incremantal spacing
Yprint carriage moves in very small steps or inCrements
resultmg in improved appearance and a very even right hand
. margin)
"-' Will the program accommodate the justification of several
\_: columns of text such as is used in a newspaper column format? -
. . -~ - y —
b ) A T -
- . 1 o




— n -
) ’ e
) : 26
. . . ~
a ) 3 * o ) ¥
PRINT FORMATTER: Description .
. 1) - .
LY - . ! - '
LINE(SPACING ‘ Yes: No
. Will the program accommodate variable line spacing? * *
’ .
Descriptive Comments;  ° ' L N T
- Y . . . -
» ) -
%
L) L L8 ) ‘|
- -
\ - i ,
‘ ‘ N
‘\ L]
1 ‘ ) )
7 -»
. JUSTIFICATION ' o )
- Wil it justify horizontally, resulting in aligned 1eft!righx\g§:ins? A
- > N . )
i Will it justify vertically, resulting in even top and ttom A *
) margins? . : ) . .
- \ * , . - . -
Descriptive Comments:
- ’/ /-'-‘ . ., rs [ *
- , " L
!
- ' Q’ [
? v 1" ) ' ) & ‘e ’ .




..
¢y

. ‘i. L ¢
~ hd *

, ' | @ PRINT FORMATTER: Description

PAGINATION - | .

Pagination refers toa prograrn‘s abilty. to automatacally decide where
to begin printing’a new page given the margy settings, number of lines
to be typed per page, etc. )
Does this program paginate automat:ca’ly"
Can this feature be disabled? .
Will it print page numbers? . .
On any location9n the page? . .
{eg: upper right corner? lower ieft corner? top centered?
bottomn centered?) .

-

After major alterations have been made, is repagination

] automatic or must it be done manuelly? ’
. Can you indicate that certain pages begin oniy on specified ewen -
. or odd page numbers if desired?

' {(eg: if you glways wanted a new chapter to begin prmtmg on
the right hanfipage} .

' Does it offer "wldowprotectlon""

(A widow is a portion of a paragraph, usually only the first iine

_ar two, which may appear at the end of a page, with a

-~ remalnder of the paragraph appearing o e top of the next

page. This is considered undesirable - n\bw protection would

ensure that if only one or two lines were available for printing,
the entire paragraph would be moved to the next page.)

N

- .., Can the widow prote'ction feature be disabled? . I
WORD WRAP ) .
, . .
. " Word wrap refers to the ability of a ,program to prevent the spllttlng

of words across line boyundaries. This neans that as you type, should
. the last word on a line not fit (as is usually the case), it will
T Toe T andiﬁatltaity‘bEmuved tothe beginning-of-the next fine. - - - R
. - Does the word wrap work autoinatically in con]uncnon with .
insertions and deletions?
(ie. if changes are made in the initial portion’ of a paragraph,
. . will subsequent lings be automatically adjusted to account for
. ) \ this-insertion/deletion, or does an additional command need to
et sbe mvoked to justify subsequent lines?}




. r . - \ - '
' - . ) 28 . -
L] - ’ ) N
. PRINT FORMATTER:, Description

PAGINATION .
) Wilt the prbgram automatically paginate?
. Will it print page numbers sef[uentiélly?
Wil! it prin'f headers?

footers?

Descriptive Comments:

< . .
/ A
»
7
* ‘
WORD WRAP
A ve '
Does the program offer word wrap?
Can you disable this feature?
’ . Descriptive Comments: .o
* ‘
- ‘ 1
1 \“\.
\. \
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PRINT FORMATTER; Description

™

HYPHENATION

Some, worg processors will print text exactly as it is entered, some will word wrap

within the specified ipargins, some will coinbine word wrap with justification, and

still others will improve the.justification process even further with the use of a
bualt-ln hyphenation algorlthm and/or exception dictionary.

y If the word-processmg package offers hyphenation, is it \pre-determined (ie.
yphenation is autoinatically invdkéd on each and every document) or is it user

Eet? JYou can determine whether you wish hyphenated words to appear in the
ocument.) . .

Noes the pmgrarn distinguish hetween compound words and hyphenatiOn'{/

Ll
- -

SCREEN DISPLAY g

N -

- A wery useful capability of a word processor is its ability to run the‘document
through the formatter and place the output on the moniter exacrlz as it will
appear on the pnnter.

Does the program show exact printout appearance including:
justification? centering?
| boldfacing? upper and lower. case? .
under lining? smgle/double/‘tnple spacing?
_— . special charat:ters(eg: subscnpts superscripts?) .

: An extre.nely.important‘consideration in all forms of editors is how they handle
upper/lower case. Some keyboards 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 charat:ter sequences are
replaced with upper-case letters when the document is run through the printer.

- another way is to designate d specidl key on the keyboard (such as ESCAPE) as

3 the shift key and represent upper case characters on the screen with inverse
video.
\ . - yetanother way is to install an ypper/tower case character generator chip.

4

] DeSCribe the way upper/lowef case letters are sfiown on the screen. .

Reverse field viewing refers to the option of having your screen document Bppear
either as dark Iettermg on a light’ bao@ound or as light lettermg on a dark
g backgrouncl a useful feature in averting eye fatique. /

If the word processmg ‘package offers this option, descnbe How it is

activated. ¢
v . *
% display of available memory space isa useful function in that: :
‘\. 1. It allows the user to reserve a specified amount of. blank space on each disk
) to allow for later additions/changes to documents. ‘
2. It enables the user to guard against having a document (especnally a long one)
divided between two cﬁsks.

1f the program offers display of memory space used/available, is this
a constant, ever<changing display?
an accessible display through menu?

.' b g 32. .

Q .

%

3




, : PRINT FORMATTER: Description
L

' ' . P
HYPHENATION . . : Yes - No .
Is there pl:ovision for hyphenation?, \r . * *
Is the user given the option cif deciding whether to hyphenate a * * .

word and where?
. £

Nescriptive Comments:
. h S

» *

B
- + - . .

SCREEN DISPLAY - . .
‘ & . .
. Does the monitor, show the exact printout appearance of the full % *
page? : . ' ,
\ . Are.uppey and lower casé letter$ showh in typical typewritten * '*
! format? s . P
Can the screen display be converted to revérse field viewing? k- . ek
" N . N r ' ‘
Is there a display of available memory space? ' * *

Descziptlve ommentss : . \/ .
. - . . ! '

+ (]
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- ¢ PRINT FORMATTER: Description :

- . .

. :
BUFFERING !~ ' v
1 ﬁ ¥ ) .
. S A buffer is a computer's temporary storage zone. Text is init{ally
. entered to the huffer zone - changes, insertions and deletions  are
made -and then the document is saved in permanent storage. - '
7 Describe the program's buifering‘capabilitjf..
Is additional hardware recommended to incregse the program's
buffer zone? Rescribe. X
. " T ‘ /-
+ . \ -
N K N
¢ .8
~ , ~
’ ' I )
- L 1
1 -y ’
1 ! ' ‘)
LY
3 . , ’ \ .
SPECIAL FEATURES @ - : _
. ‘ ) ”~
Special features refers to any extra "niceties" which may be unique to
a particular word processing package, Examples: :
Al Keeps 4 " , . ! - . .
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 "flow" all around a rectangle in the middle of a

'~ page. . E .
- <

If the program offers keeps, how is space reserved?

Will it automatically print references to .illustrations
and/or footnotes on the same page as the item to which it
. refers? ’ i




PRI_NT FORMATTER: Description

" BUFFERING . . - &\
. b

Does the program perm:t you to keep entering information. thle
. other operations.(eg: storing, printing) are going on? |

. - » . "N/
Nescriptgve Comments: -

SPECIAL FEATURES

A. Keeps ~. ;
Will the formatter reserve space ‘for’ pictures, dlagrams, etc, to
be added at a later time?

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

Descriptive Commentsi

- | T



-
‘ -
T - -
3, . . ~ ]
. ® STy
‘ " PRINT FORMATTER: Description ~
\ ’ . . - = - . -
— B. Counters . : \\‘ *
. -~ ) . s " . .
a \ : -
. If several numbered paragraphs appear 15;| a document, a formatter *
' with counter capabilit®s will assign. l‘yse rd@bers sequentlally 50 .,
that insertions or deletions wnll t require extensive hand
renumbering.. . Co 8 . ' !
. Y |
Descrlbe the program's counter capatity. ,‘\
’ How are counters actlvd{ed’ . ‘ . St

!
Are counters automatlcally reset to Zero at the-end of
+ -each file or must they be manually Feset?
ot L

- ‘ ’
'/; { - "
. ~ : 0' y . bt
- L » ’
' ) ) Bl L * q’
L : | ol
- el ¢ l.._
\\ . /
~ .
% ' . \' - N
C. Table bt Contentsjlndmes‘ ST s .,
A computenzed word processxng package is well suited for ‘ .
- compiling ap index ‘or a table of ‘contents from key words ..
embedded in t«h@ texty . 3"
. ) if the progra /&fers this option, de5cr1be how it is |
’ actnyated .
i ¢ ) " . . ‘ - Y
B ! .
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———lt '
: _ PRINT FORMATTER: Description ¥ ,
. B | ‘ S,
- ; »
B. Counters ' Yes ° HNo
* *

If several numbered paragraphs occur in a document, will the
« formatter assign nunbers sequentially? .

4

Descriptive Comments: ' ‘ -
\ -
Y [
J
- - LJ >
C. Table of Contents/Indices .
A Will the program compile a table of contents or index from key ok *
words embedded in the text? * Yoom /

Descriptive Comments:

~J




. . . -
. .
'
/ - * ' . . .

& A ’

PRINT FORMATTER: Description

: - D. User Defined Keys

-
.

A user defined key is a collection of text, format inforfmation, 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 com.nands it represents.

P

Describe the process by whichk user defined keys are

. established. . ] .
Is there a limit as to how many cgn be invoked?
' \ .
s
. ' " ' '
- - > h""
. .
’ - E. Special Character Kéys ‘> ’

.
Fl

. ' Special character.keys refer toa \gd processor's ability to print”
symbols/characters other than those Included on the keyboard (eg:
currency symbols, foreign alphabets).
e - , . o - hi i

_ ' How are special character keys assigned? -
How are sub/superscripts entered? ‘

4. . .
* .
. -
.

ERIC . . - - -
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] .
' PRINT FORMATTER: Description

~

[ i '\ T . . | "\ + . ) N
D. User Defined Keys - - Y Yes  No
. Noes it fave an autotype feature for common words and phrases? * *
-3 4 L] . . - - . -
. ' . ’ . for user-defined commands? * *

- 4 . . *
’ ~

Descriptive Comments:

. ¥ -
. ) r """-;—/
— ) ) a
s .
D
b ' . & .
E. Special Character Keys 5 ' - ) * ) y’ Y
rs - /
Is there provision for typing special symbols which may be ~__ ¥ 7
available on the printer but are not a regulac part of the keyboard .
(eg: math symbols, suPerIsubscrlpts) . YR
Nescriptive Comments: '
» .
N .} N .
’ LY “: V 4
* - . P’
: v ! !
»
. . ~.
* . Lt
4+
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- ’ @ ) ‘ -
) PRINT FORMATTER: Description . g

F. Typt; Forms
(=3
: To improve the clarlty and appearance of a docurment it is often
< . ugeful to have access to a variety of type styles. . _
df H the prog allows for the use of a variety of print
- B . styles (italfcs, e]ongated stype, «tc.), how is this -
' accomplished? .
by switching fonts‘?
(ie. typing-print instructions which Will cause the
style of type to be changed without the necessity : g
¢ of ‘adjusting the printer)

*+ by instructing, printeyto pause to allow a éw:tch of .
c_lalsy wheels, S‘Ements, ety;. I
/ ) . v
“w ,

G. Built-ins :

Some word processing progr-arns have extra features built in to
extend thejr/ capabilities or to improve the,1r eff1c1ency and ~
editing ability. . _ ' o

. L
b T .

Describe any extra capablllﬂes the word processor has to

- offer. + .
' If the program has a bu1lt-in dictionary, how~many words RN
v does it gontain? . L
Can this be added to? .. .
To what-limit? . -

&
How do you program the personalization oi'a'forgm;kjgfter?

-Is there a built-in~ computation progr which
. automatically adds columns of figures? oy

. . .
- . . . . . .
.

- ; ’ e

- . " ]

LT T~qp




1 . . &‘
- - 4 . . \
. . . L] - , i \
T e ' PRINT FORMATTER: Description
o e " ) ' ¥ N ™~ ]
L] . [
. F. TypeForms = S ~
o .~ Does the program allow for printing in di-figg‘_?nt ty|5e styles?
et - . 1 .
* :ﬁ : ) L XY ) T ' v
-+ Descriptivé Coinments: |
. t :
' L}
- .“ » ’ #' .
. . £

F r t - "":-W' - e -
G. Built-jns . a .
. -, - [ ., -

. Does it have a buiit-in proofreading/spelling package?

. . dictionary?
- " . ‘ ( N .
. e v, _ ‘ form letter? ¢ - - -
" " Descriptive Commgnts: S0

ER]
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PRINT FORMATTER: Description

N
L \
—
- L]

PRINTING OPTIONS
N .

The appearance of the final printed document is achieved' both by

the constraints of the word processing program and by the quality

of printer that is used. When describing printed qutput, attempt

to limit your cdmments to the printing options gg}ntrolled 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 initiatg the
prgntiﬂg process. . “

Can the printer be stopped and reactivated to resume
inting = . .

printing: ? . ) \

Is the option of printing a rough draft, document available?

(Perhaps with line numbers for easy reference in editing.)

Can it be set to show revisions fronr previous printed
editions? .

How i\s\this shown:

.~ by highlighting the changed area? .

- through the use of revision bars printed in the

margins? ] .- .

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

Y with @ hypheh through the characters. Eg: The
F Y

defendarit filed a motion for Rearraignment da
. which beth parties participated and on July 18, 1983
’ the trial coprt denied the motion.) '

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

Will it print horizontal and vértical lines? -
Is there provision for pricrity printing?

¥ [

Is the option of spooling provided? . ) ,
® (Being able to print several files one after another.) *
\ K - . .
AR :
. R - .

B . ) \\ *

- ‘ h

@ "y




_ PRINT FORMATTER: Description
i ]
PRINTING OPTIONS _ -
Will it print selected pages only?
a range of pages?
Can it be set to stop prin#ng between pages? .

Is it possible to abort printing at any tirﬁ'e?

-~

Descriptive Comments:




L3

-

v LY
MARGINS

e ¥

TABULAT[ONS

IN DEI'\IJ’I‘AT[*ONS

-

-
-
£

CENTERING *

. y
EVALUATION OF PRINT FORMATTER

N

]

-

L

Evaluate the efficiency of the process by
which margin:;\ tabs, indents, centering, and

. spacing are se

How -easy/difficult is it to set, change or
clear: ) '

- margins

- -tabs

- indentations

- centered headings .

- spacing, E}C?




. 1
5 J, . 4 . '-
EVALUATION OF PRINT FORMATTER ? L
MARGINS - . '
Fa . Q
' TABULATIONS -
'Y 4 LY v, .
-
1 e.
L] . \ - = é
INDENTATIONS - ' s .
-
e "
CENTERING - , o -
SPACING - \ . . 20
\\ ; ‘
) . .
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- -+ PRINT FORMATTER: Evaluation

SCREEN DISPLAY >

' Comment on user reacnons to the display avallable.
- Is resolution acceptable" : .
13 _ .
Are screen formats uncluttered? : ‘

If embedded control commands are used (code of messages that

teil the printer what to do), do these make it difficult to get the
» format right the‘ first time?

BUFFERING 6 . 7
- Is the buffer zone adequate 7 §ize?

o,
|

-

SPECIAL FEATURES

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

. ¥
-
* A
( -
. PRINTING OPTIONS ‘
v
: Are there any limltations to printing?
. Is the process of showing revisions adequate‘? ]
e Ilf the package does not show revisions, is this a handicap?
) How efficient is the spooling process?:
L1 ) N
‘ L] r
ap—




PRINT FORMATTER: Evaluation
SCREEN DISPLAY - ‘ - ”
. *y
f
BUFFERING - s
! g

SPECIAL FEATURES - ™ - . ,

L M . .

» .
PRINTING OPTIONS - s .
B .
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. 3 .

PRINT FORMATTER: Evaluation " ‘

JUSTIFICATION

b
How appealing 1s the final justified product? -

El -

PAGINATION ' ’ he

”

1f headers/footers are not available, is this a limitation?
- ' ' \

WORD WRAP .

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

» N A
Y * ‘
* HYPHENATION *.
- ) . Is the hyphenation process satisfactor.y? S~ . \
. )
e R I
r
f -
. -4
N
L4
~ . ) .
. . .




&‘ . ) L
. L - * « ,
. , PRINT FGRMATTER: Evaluation )
N + . . . . ,
© JUSTIFICATION - . 6
% , )
A . R . s
' Y ’ 3
’ -
° . ) . . - _\' .
L k ‘ .
PAGINATION - . , i
LI ) . .
L] ' . . . \ . . . —:
R - + s
), " ~ . - -
[ ’ ) * ' ’ k.
WORD WRAP - . . .
L] .‘, » .
-t o, . \ "
L) ot . 7 ] .. -
.HYPHENATION - . ‘
£ ’ , .
" .
) O * o
7. .
. .
) . ) .
) ' :
- ¢ X ’
- 4 % L] .
- ‘ a o, t
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. T

\, " v.pocUMENTATION - . » 7 /
- REFERENCE MATERIALS ' N

% L " +

'The amount an type of documentagion a word processor has will often

- have a tremendogs bearlng upon the ease with whtch it is learned and
used, . . : h 4
DESCRIPTION- ‘ S /™~
. , * " - h‘_‘-“—:’ +
Describe the documenta}ion that i$ included with. the program in
, terms of . L. o .
.- ) type {a reference rnanual? a step-by-step tutorial? a oL
d demonstration or training disk?) b .
k - length - c N
- inclusion/absence of ptctures and examples
-~ i
Poes it have a table of contents? .,
@ an index? - ' -
) . . glossary;tb define technical terms? .
Tt tr.ouble-shootmg ‘document?

Does the documentatIOn .corgelate with the disk?
(Does it have - examples on disk which clarify the *

¥ ription of oBﬁratlons") -’j ¥

. ATQ Osedrcf:sts,prowd.ed‘? . . . \3

2 .
- . . .
. L}

Is there a wrltten pohcy on updates”

h
oon -~ |
EVALU ON OF A‘:UMENTATION .
“ Are yger support materials comprehensive? -
i& 4 ﬁ, [ , well—organlzed” ; .
S <A A | sequentially developed? ’ ) —
5 we there 'sufflqzent lllustranons" . .
. e i . - pictures? | _
, T ;"*j exampies” e ‘ .
’ o .\ i - . - . .
k‘f s text‘layoghaplé’asmg" . ; L <
- T ﬁufiu:nently spaced" . il
I)oes it dsé Tr%@gqt titles and subtitles? -
_ io%kal-.chapter dmstons" - . €
ES f a?
“Is the rqte and e;; of - ppesentanon—approprlate"
- g is o
1fa tramu’ig ‘dlskpand/or tutorial is available, is it COmprehenswe"
‘ . . . suf ficiently detailed?
* - ¥ ‘?. " . ~ |
) SR




DOCUMENTATION: Description

* =

REFERENCE MATERIAL o ’

{s reference material provided for user training?
’ L]

k]

Oesggiptive Comments:

]
LS ( ) \

. ] M
oy
“
el )
o . i
) ’ ’ - ( - N M
EVALUATION OF DOCUMENTATION
b , -
'\ N
‘ -
1 ¥
~ e 7 /
{ L]
g ‘ + "':‘ L]
I3 + l -
\ ’ N ‘
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. V1. EASE OF IMPLEMENTATION “ S !
.EASE OF . i .
EASE USE’DESCRIPTION . . | —_
& Use this section to descrlbe any aspects of the program not
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 ‘o
& observations about the program which affected its implementation.
» Some questions you may wish to address are: " '
» 1]
How many students did you use the program with? "
in what setting?
N at what grade levell,
in which subject area? T
. . What was the initia} start-up time for students?
- How long did it take for them te use all aspects of the
———— system? (Outline observations made of student users as 3

well as comments made by students themselves.)

. . Can one disk be used to boot @ number of computers to enable .
simujtaneous use of the word processing program by several \

‘ judents”

EASE OF USE EVALUATIO N -

.

2[ When evaluating th.e e of 'usé of a word processi'ng package, twa
. s distinct areas n addressed:
. ri - . '
4 . l. problems encountered in learning the program . ,
. 2. problems encountered in using the program
Please discuss each of these areas both in terms of:
" - your learnmg and use of the system ) -
* - your student's ipitial learning and subsequent use of the program
Describe anything about this program which helped/'hmdered the
® _ acquisition of skills.
3 . Do students require a minimum of ‘supervision when- using the !
program? Why of why not? : v
- . Does the progtam involve a minimum amount of equipment '
= manipulation? = - .
. Can the disk be used by a person with a mlmn’}‘ﬁm of computer
- competency?
Are user support materials adequate?
- What could be altered to make them more 'effective” ’
: Is the operation speed (for edmng, wrinting, accessmg different N 4

modes, etc.) acceptable?
Is the program reliable in normal usé€?
the program relatively easy to learn? Why or why not? e

-
. ‘. How does the courseware correlate with the pew Business
) ' ", Education curriculum?- {Does it suite particular modules? Does it

‘ fulfit specmc goals?) 4

- 52 T
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EASE OF USE . , : Yes o
Can ‘upperflower case be accomplis}ied without keyboard * *
modifications? - 3 X

+ ~ » . ) -
* ' . ” * . *
Is there a caps lock Whode available? .
. " ' Can you get screen help whenever it is, nee'ded? . * *
o .
Is there a management system built in (perhaps sJP\vinga log on ' p * *
time/elapsed time per document created)? "

LN g . ;
.
+ L) x
.
.

. Descriptive Comments:

>
) ) . - .




) ‘ VII. SUMMARY- :
“ .

) . . . ~ % " - 2R
e ~ S .
Up to this point you have described and evaluated specific functions of the
program you are evaluating. NoWw look at the prograﬁn as a total p;ncléage ,' .
g and make an oyer‘all aSSESsrpen.t"gf its major strengths and‘ weaknesses, . | ~
- . ( '
Ask yourself "Would [ like to use this package on a daily basis with my
.studen'tS? Why or why not?"! Then make note of.those salient aspects of the
program .which yot; particularly liked (its‘easy-'to-remember commands, the
fact that it took only minutes to begin pFoduciqg documents, the usefylness

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

very complicated to use, the storing process was very ; ; the 5
documentation was sket'chy,'etc.) .Recotd the prominent strengths and
. (O ” .
. weaknesses you discovered, briefly explaining each one, /- Tt vj
. . . , ‘ ':’ =& . .
r %
> ‘ O e
. ? . A
- ’ " %
s # 2 3
’ : .
| F ~ 2
N - " :.' . a
-~ &
4 . . » »
. € . . .
- 'y * ¢ .
» . ‘ - - N .
- v - - R 4 f -
- ..h: -
I -l ad .- — -
\ - .- - @’ [
a 2 R
- . .
. Lol
- t " - s ’ * J + "
* N ;,.-: . ., .
_ " L ;
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- - VIl RECOMMENDATION ,
. \ . 1 " - - .

After reviewing the word processing progra you are asked on the basis of
your _overall assessment of the packuge i’ inake a recommendauon as to )

- . A ]

it what status the program should be given:* . '

h v " - ) ' ' N e ' * .
PR&CRIBED LEARNING RESOURCES are tiioée "earning resources S,
approved by the Minister as being'most appigpriate for ineeting the majority L
of- goals and ob}ectwes for courses, or sabs nual Corgponents of courses, A

. outlmed in provmt:.lal Progtams ofStudy.\ j

™ S

RECOMMENDED LEARNING RESOURCES’are "those learning Tresources \
.approved by Alberta Education becau;e they complement :Prescribed

~? " Learning Resources by making an important contribution to the attainment . -
of one or more of the malo goals. of courses outlined in the provinéial
Programs of Study.” : i D

. -

Evaluators do not have to make th¢ recommendation as to whether
courseware Should be' given prescribed or recommended status -
. ) checklng this blank simply indicates that in your oplmon the wotd

. . processing program edits, stores and prints in a .satisfactory . N
: . * manner and is wO.I‘thy of serious' con5|deratlon for adoptlon by the ‘-
’ . Curriculum Commlt]\e. ﬁ

LI

M you check the “Prescribed” . or "Recontmended” gategory you are in fact
Soa s saying that you, as a business teacher, wouig(pe pleased to use this word. - .

" processing program in its present form to trafn your students for business -
entry. A program in_this category fay have minor flaws in dpegntion (eg:
complex lgeystroke operatnor?% may be requnred to activate certain
commands') buta in totals

' "L . Ytisca ble of producing virtually any document "?rat may be ¢
. requiréd by the average busmess. . “

- - 2.. It has a good modular fit.'with the new Business Educatlon
L curriculum, . .
! . - "
[ - [ - . N . . \
.‘ L . - * ° N L] . .
*NB: Teachers who~ have” had expertence only on Dedicated Word . '
Processing Systems . . - - .. ‘

* The word ‘processing programs available for mlcrocomputers vary widely in »

performance ‘and ¢ost. None of them will give the micro user all the

- capabilities of a $15,000 $tand; alone system. If you have had experience

using one of these dedicated machines, you may be dlsappointed in the

. performance of even the best of the programs for personal computers. Bear

in mind that this is,a gencral>purpose,low cost tnachine that allows you to
accomplish many different tasks - word processing is only one of them! The .t
dedicated word processors were designed spetifically for the job and prowde . ,
many extras, including function keys, that, are not available - on”

microcomputers. When designating program statfe, please bear in mind the < ’
limitations of a computer {in terms ol memory, l’<eyboard Jayout, etC.) a

opposed to a dedicated word processing system. oo CL,

I - - . C 56 »
, _
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SUPPLEMENTARY LEARNING RESOURCES are "those additional learning
resources ldentxfled by teachers, schoo! boards or Alberta Education to

, support courses *outlined in provincial Programs‘ of Study by remforcmg or
enuchmg the learning experience."

-

- -

s Checking tRis category 1nd1cates that the range of potentlal 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 processmg, but because of the lack of certaih
features (for, example, no global search and replace, no provision

for indenting, inability to justify, a small buffer zone which limits . .Y
s : . movement of text,-etc.) its potential application is Iirnited.
N These programs may be excellel}t however for wersonal use S

programs or for use by Language Arts students who are using the .
word processor for preparagion of paragraphs, reports, letters, etc.
The program's {imited command structure makes it easy to learp
and it does provide valuable exposure to word processing concepts. &
-

¥

‘ REJECTION indicates that the prog\m has llttle, if anythmg, Yo contrlbute
.+ 10 achlevmg the goals of the provincial Prog:rarns of Study. R

. A prograrn would fit this category if its dt:)curnentatio:m~ was so poor . .

- that it required constant, teacher supervision o enable students to ' .
use ity if its commands were so complex that the average student .
would have difficulty mastering them, if the program dld-aot work
according to specifications, etc.

’ - .

3 v - * L]

¥
. . 1jetommend that this disk be evaluated further to determine the
) . , o full nature of its potential use  (Prescriked or
- " Recomimended) u R
A " this disk be consndered for "Supplernan.tary" use in_ )
v ‘ the classroom - L. .
‘} . "
. thls dlsk be re;ected . /‘\’
) . . LA .
. : . & . T .
— . , . . ) * e '

i L}

{f -+ I agree that the copyright to this report rests with.Alberta Education and
corifirm that no attempt was made to copy, or rnodlfy the program or the

accompanying documentation. . . ' k,‘ 'S
LI ) * - . - | J—
! .o B
. - . ‘ . ' » .
[ ® Name of evaluator: - o
- (Pléase print)* , s . ¥
v > T ' Date: . . ‘. , - . _ .

* Signature: _ - .




