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ABSTRACT

INSTRUCTIONAL MATERYALS DEVELOPEMENT FOR COMPUTER ',
APPLICATIONS IN ADULT BUSINESS EDUCATION CLASSES

. [

RFP addressed: -Implementation of Microcomputer-Aésisted
' Instruction ° '

»

.
- . . -

This project|was composed of two segments; the first was
adult secondary business education courses related to the
computer, and the second was Microcomputer use in Adult
Basic Education and adult seéondary classes.  This project

used an advisory committee to identify the five areas of

instructional need: word processing, computer proggbmming:
computer accounting, gata entry, and the use of micro-
computers. - The school had certified instructdrs, equip-
ment, rooms and support personnel, but lacked course
descriptions, outlines, software, a planned'sqquencé of
laboratory activities, textbooks, promotional plan and
support literature. The thrust cf this project was to
bring cthis all together into an organized plan. The
curriculum materials produced included course outlines for
the courses: Computer Terminal Applications, Computer
Accothting, Structured BASIC Programming, Structured COBOL
Programming, Worad Processing, Data Entry, and Microcomputer
Use. Thare were course descriptions written for each
course, a wide variety of instructional plans, and promo-
tional materials. '
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f7ducétion‘for classes.

[

I. Introduction .

\

The .Fort Wayne Community Schvols has purchased and
installed three glassrooms of computer terminals with CRT'S

and Printers connected to & full sized computer. Thig equié—'

»

ment is installed in the Education Center where adult classes .

are held. THe equipment and classrooms are available to adult

The terminals present some special problems as,farﬂas
J- . - "
software and instructional materials are concerned.. Special

N

materials and software was necessary for the términals. and then _

spgéialdchanges will be necessary to adapt them Eo the adult

class format. The materials currently being tested for use
o ‘ | L '

with high school students in the full time Vocational settin

. 2 : '
(540 Hours) will npt in themselves be suitable for: the aduIt-

{ , : . .

.

format and time frame. : . ~ .
. . \ - ] .
-'_Tﬁe Adult Department of Fort Wayne Community Schools

v T

organized an advisory committee that identified the following

*

-

five areas of instruction: Word Processing, Computer Programmirnc,

Compuﬁer Accounting, Data Ehtry.-and the use of Microcomputers.

We had certified instructors, equipment, rooms and support

personnel, but we did not have course descriptions, outlines,

¥

v

software, a planned sequence: of 1éboratory activities,f textbooks,
; /

promotional plan and supporting literatuie. We needed to bring -

all this togetﬁex into an organized plan. ,

BEST COPY AvalLpg ¢
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A large portion of this project was intended to deal with

~

, the larger'computer accessed by a terminal with CRT'S and o
Printers, but we didn't ignore the impact of the microcomputer.

. s ' . : :

An additional phase of our program was a microcomputer based

¢ ) * ,
Y, )

brogfam providing the neededrcomputer literacy and applications -

for its use.‘[Ehis needed to be brought together in courses’ |,

A

“that were planned for adults that could be presented in a

—

reasonable time and at'g reasonable cost to everyone that 1is
‘interested. o

The equibment purchased by Fort Wayne Community Schools -

includes the following: (55) Digital Equip. Company VT 101

TermiMals (With CRT); (1) Digital Egquipment Company VAX 11/450

Computer; (2) NEC 3510 Letter Quality Printers; (2) Teletype
w

, < /
Model 40--300 line per minute Printers. This equipment is

4
s

located at the same location/where adult c}asses are held. We

also have one room with (10) Apple LIE Microcomputers. The abqvé

3.

equipment is not available to our day adult students.

.' S \
The specific goals established included the.development
of course descriptioné, topical outlines, course plans, and

promotibhal material for each of the following'five areas\

\

word Proceséing, Data Entry, Computer Preramming,-Computer'

.
‘

. . - \ :
~ Accounting, and Microcompute. Use.

N

\ ! ' . ‘ ’
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II. Project Desiga " , 3

515 : " _ ~*'The project advisory committee consisting ‘of six s

-~

’ _~individuals decided that there were five areas that needed

L .

- materi§3s and course planning if ‘they were to.be'instituted.'
The needs went further than just 'initial ﬁlanning.A Due -to the

technical nature of the subject matter both cours& plans and
; . e . ' : '

promotional materia&s needed to be developed. )

e The courses were designed for our adult population that

Ed

« attend our adult business courseg and-those attending our

4
P

’ adult basic education courses offered in the adult learning '
. p , » .

center. Individual assignments were made to the six instructors

N "that would be teaching -the courses inyolved in the Rroject.
- -

. Their assignments ‘were to produce course'descriptions,
. . ’ ! .
outlines, course plans (whére applicable) ‘and participate as
'a group in planning-promotional materials for this series of

classes. .There were two adyltzlearning center instructors .

Uy who worked alone on=the:Microcomputer portion of the. project.

4

examine and evaluate software and dévelop ideas = © -
/ . q " K .

for the use of the Microcomputer in four Adult Learning Center.

’

They were to

! -

The four adult secondéry buginess education instrqétors

were toO selact textbooks and approve all gsoftware for the
digital-vomputers available for che Bﬁsiness‘Education\Courseéh

Bacﬁ was assigned specific course materials tq work on. 1In

most cases this would invyldé the cou;se_théylwould be teaéhing o

in our agylt gecondary d%ferings.\

BEST COPY AVAILABLE | I




. Public in the Fort Wayne Area. - S !

L4
L]

.
) o S

As the material was prébared it waé examined by the computer

cohsulténts employed by the Forts Wayne Community schools

and Mr. James Coppocgk, Supervisor of Adult Vocational Programs.

'In,most cases the materials were tested on .the Adult, Classes

(X
.

and then reGised by the involved instructor.. The written;

promotional bro2hures were printed and distributed to the
' : - . /|

. X ' "/‘ L]
v P ' v ;

A




1II Project Results

This project- produced the following list of curriculum -
materiais, promotional materials, and plan for the use of the
microcomputer in our adult courses;

, L. Computer Terminatl Applicatiohs Course Outline.
2. Computer Terminal, Appllcatlons Course Outllne wlth
Day~;o-Day Plans.

3. COmputer‘Accounting Topical Course Outline.

.

4. Accounting Sdfgyare (bIBS) Instructions..

w

Curriculum Guide and Course Plan for Accounting I.

6. Structured BASIC Programming Course Outline.
-~ . ‘

7. COBOL Course Outline.
8. Structured BASIC Programming Course Day-to~-Day Plan.

9. “'Introduction to’WordfProcessing for Adult Education.,

10. Course Day-to-Day Plan for wWord Processing.

UL. 'éample Instructor Assignment Sheet  for Word Processing.

l12. Course Outline -for Data Entry.
13. cComputer Related Certificate Program Brochure.

14. Program Explanation---Description o€ Equipment and
y Promotlonal Literature---Titled "Welcome to Business
. Occupations 'as RVS".
N
15, S&mple Program Listing to be offered to the PUbllC as
ASC. Offerings.

. N ‘
~ 16. Coursé’Descriptions written for Public Brochure. ,
17. sample of the Word Processing Certificate. d ' \
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18. " Sample of the Computer Programming Certificaté.
s
» n L.
. . 19. Sample of th9/Data Entry Certificate.
20. Computer aélated Occupations Certificate Program
Brochure.
21. Migrocomputer Use ip the (Fort .Wayne Community
Schools) Adult Learning Center Math Classes. .
22 Instructor Assignment Sheet---Developing a plan for -
-~ ) - - ’ ' .
using the Microcomputer in\edult Education Classrooms. ‘
y : ' ’.
’ ] ‘ '\
23. Jourse Description-- (Adult Secondary) Microcomputer

Uce.
24, Software Evaluated by our Adult Learning Center -,
Instructors.

25. Microcomputer Use in the'Adult Learning Center'Language

3

Arts Classes. '
The above materials are located in the appendix‘f% this
document in the areas 1ndicated in the table of contents
of this report. The curriculum materials and Qromotlonal
materials resulted in the following student. involvement

in the courses offered during the school. year. , -

Number of

‘Course Sections involved 20 _ .
NumbBer of Adult Students enrolled in these courses 378 .
Number of Females 334 .
Numbe. of Males _44 . |
Number of Persons finishing alcomplete Certificété

BEST COPY AVAIL ARl ogram 50 .




Unexpected Results : ‘ T

A J

' } . o .
.‘ : We had tkvo unexpected benefits from this project; (1) a

, . ,
very large ihcrease in the number of students taking €yping

in an effort to meet the entrance requirement for the

computer based courses that were outlined in the advertising *
i "\‘ ' i ) N e -
promotional materials that went out;. (2) the. enthusiasm of

. | o S v .
our® instructors as illustrated in the long list of personal

N

v

‘”fivltl?s rélaped to the computer listed in the-mlcrocomputef
section of this report (appendix{. This included college
e courses, comﬁuter clubs, seminar:,. inser%ice training and the
purchase of their ownh microcomputers to use at home.
We underestimated the.amount ofutime it would take to
make course plans. Begause of the 'time involved in prepa§ing

and doing test runs~en_the software Tfor the VAX 750 some of

\“ : . '

the instructors did not get ad;&ﬁate\ﬁime to complete all of.

(S |
-

y | - the assignments in the manner they would thé‘pgeferred,~such

— - —as-the course plan for the Data Entry Course. Although. 5
. ’ RN

. mailings and speeches were made, and brochures written, no

- 4

promotional plan was preparédlas a separa%e document. The
list below outlines these promotional activities:

l. Mailings were made to curgént, past and prospective
students advertising the new courses and their
requirements for entrance. ' _ \

‘2. Mailings and speeches were made to the locg%‘Data'

Processing Society, Administrative Management

Society, and the Word Processing Association.
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IV. RECOMMENDATIONS

4

= We would highly recommend the use of an advisory

committee in planning and-eva%pa*ing the results of a similar -

project. The collective planning results in avoiding some

of the problems you might otherwise encounter.
)
The results of this prdject cons;sts(oﬁ\curriculum

’
[ PV
b ~

and descriptive materials some of which would only bé valuablé
where the user <ither wants to copy the format or has the
specitfc kind of computers-and tertinals used by the Fort

Wayne Community Schools. The fcoclilowing list of materials

4

have been rated,as to their usefulness to the schools that
. ‘-' ' . . .

might e using Digital Computersior to Adult Programs 'Y

throughout'thg state uslng other equipment or Microcomputers.

The part of materials developed regarding Microcomputers as

———

they might be used in Adult Programs would have uniVersal

value. They are printed in full in the Appendix.

rdTtnb3y Auvy
3saxajurt
Tesiaatufn

bocument

! :
Computer Terminal Applications Course Qutline

Computer.Terminal App.ications Course Qutline
with Dhy-to-Day Plans

Computeér Accounting Topical Course OQOutline

XID4 > |37 ]41uo "bta
]

Accounting Software (DIBS) Instructions

%




\
J 25
/ ol
/ [
. . . ; ) o C:
- | pe s . ’}q—‘ %.

Document <,

-

3SoIo3UTl
1esIaaTun

Curriculum Guide and Course Plan‘%or'Accounting‘I

‘Strudtured BASIC Programming Course Outline

A\
5

Course Outline for Data ' Entry

Computer Related Certificate Program Brochure

COBROL Course Qutline

—

< >
o< > |

XK
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P

1/ A

scructured BASIC Programming Coursge Day-to-Day Plan

ntroduction to word Processing for Adult Education

| ><

><_.

\J

sourse Day-to-Day Plan for Word Processing

Sample Instrué&dr Assignment Sheet for Word Processing

o

%

Program gxplanation—-—Description of Equipment.and
Promotional ‘

.
| X

i

'

. !

Literature2--Titled "Welcome to Business Occupations
at RVS" : . : .

sample Program Listing to be offered to the Public Q<><

Pa

.as ASC. Offerings

4

o : ' .
Course Descriptions written for Public Brochure.

Sample of the Word Processing Certificate

Sample of the Computer Programming Certifidate . XX

Sample of the Data Entry Certificate o ' )<

Computer Related Occupations Certificate
rog¥am Brochure

>< 7>
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\
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\
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COMPUTER TERMINAL APPLICATIONS
- (24 Hours)

- 2]

- !

. I. ‘ INTRODUCT ION. TO COMPUTERS
A. what does a computer do?
- | B. What 'is q;ta?~
R c. What\ié input, procehsing. and output?

-

‘D. - Computer console--input devices
"B 'Output devices h
F. Auxiliary storage deéices
G. The computer system;-tape library

H. Bursting and decoilating

I, The computer systems are composed of both minicomputers
» and microcomputers ) '

II.  TOUR OF COMPUTER ROOM AND EXPLAIN FUNCTIONS
: III.  INTRODUCTION TO VT 101 TERMINALS g
. INTRODUCTION TO vgf/vus--vusch o
V. - INTRODUCTION TO' THE EDITOR--EDTCAI
VI. INSTRUCTION ON USING THE EDITOR
YII.  INTRODUCTION TO DATA PROCESSING

vIII. INTRODUCTION TO ACCOUNTING

IX. INTRODUCTLON TO WORD PROCES G

The above course will be the basic course for all succeeding computer
based programs. It will be taught on a Digital EQVT 10l Terminal with
CRT connected to a Digital EQCO VAX 11/750 Computer with Printers.

ay

-

) | |
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COMPUTER TERMINAL APPL\CATIONS T ¢
24 HOURS .

‘ FIRST NIGHT

“\\" ‘ ~ Introduction to Computers

' . . Mainframe vs. Micro/Standalone
Hardward/Software
Login/Logoff 4
Functional Keys of Terminal
Vocabulary (Handout 1)

Line Editor (Handout 2) T T
File Naming ° - ;
Utilization of Function Keys § -
Movement and Replacement of Data t

Exercise 1

SECOND NIGHT
Review of Line Editor

Keypad Editor (Handout 3) . o :

) Directory. ‘ , " ' *
File Naming . .
Utilizaticn of Funétion Keys : , "
Movement and Replacement of Data
Exercise 2

\\> | THIRD NIGHT

Introduction to BASIC Programming (Handout 4) o
Basic Commands (PRINT, LET, END, GOTO, IF-THEN, INPUT,
SAVE, REM, LIST, RUN)
Demonstrate Commands with SWEIGHT (Handout 5), CARPET
'[" ‘ ) (Handout 6), RAIN (Handout T7)

FOURTH NIGHT '

Introduction to Data Entry (Handout 7) ‘
'Entry of Data Using both inbedded and auxillary keyboard
Run Compare Program to Check Accuracy

Utilize the functions of Search, Modify, Insert,
Advar.ce, and Backup
Exercise 3 N

FIFTH NIGHT

Introduction of Accounting-Dibs
Group entry of Exercise 4




Sixth Night

WOrd Processing . '
. Overview of word Processing Concepts
Description of CTOS software (Handout 8, 9)
Exercise y

T ngent@,Night
Word Processing
Exercise 5 N
\\‘ Exercise 6 o
Exercise 7 '
Eight Night

Studéﬁt Choice of Working on Projects from ény one of the
taught software: EDIT, EASY,” DIBS, CTOS, BASIC

o

4




' Introduction to Computers

£%

COMPUTER TERMINAL APPLICATIONS
24 HOURS

FIRST NIGHT

Mainframe vs. Micro/Standalone
Hardward/Software

- Login/Logoff
Functional Keys of Terminal
Vocabulary (Handout 1)

Line Editor (Handolt d)u
File Naming ‘

' Utiltrzation of Function Keys
Movement and Replacement. of Data
Exercise 1




DIGITAL EQUIPMENT CORPORATION,
CONNECTED TO THE YAX.

THE DATA LAB AND THE OFFICE LAB ROOMS HOUSE 21 TFRHINALS EACH AND THE
ACCOUNTING LAB HOUSES 11 TERHINALS, :

L 3

\

¢

WELCOME T0 BB3INESS OFFICE OCCUPATIONS
LOCATED AT THE REGIOMAL VOCATIONAL SCHOOL o
FORT HAYHE COMMUNITY SCHOOLS ¢~ :

THE COHPUTER ROOH AT R?S ‘OUSES THE VAX 11/750 WHICH IS MADE BY
THE DIGITAL TERMINALS ARE ALL
THERE ARE THREE INSTRUCTIONAL COMPUTER ROOHS.

THE SYSTEM 'INCLUDES THB FOLLOWING:

,/

/.

/

' /. VMS--OPERATING SYSTEM

DEL--DEC COMMAND LANGWAGE (DIGITAL. EQUIPMENT CORPORATION)
PROGRAMMING LANGUAGE--BASIC,

THE VAX HAS THE FOLLOWING FEATURES:

EDT EDITOR--LINE MODE/CHARACTER MODE

KEYPAD AND LINE MODE

1.
v 2. EDTCAI--COMPUTER ASSISTED INSTRUCTION COURSE ABOUT THE
3 VMSCAI-~-COMPUTER ASSISTED INSTRUCTION COURSE INTRODUCES

THE VAX/VMS COMPUTER SYSTEM

DIFFERENT

~ou &
[ ] L] 2

ADDITIONAL SOFTWARE:
DIBS "DIGITAL INTEGRATED susrnsss SYSTEMS."

 SOFTWA

ACCOUN S PAYABLE SYSTEM,

PAYROLL,

LANGUAGES

HELP ‘UTILITY
. - MAILING FACILITY.
PHOUE FACILITY

-INVENTORY MANAGEMENT

ENTRY/INVOICING. - (RVS ONLY) ¢

CTOS "CLOMPU TONE OFFICE SYSTEMS."

AND PASTE,

MENU DRIVEN
MASTER MENU CONTAINS GENERAL LEDGER SYSTEM,
ACCOUNTS RECEIVABLE SYSTEM,

AND ORDER

SEARCHING FOR AND REPLACING

DEFIHED KEYS, AND LIST- PROCESSING )
" EASY  “EASY EITRY DATA SOFTWARE PACKAGE BY APPLIED

NFORMATION SYSTEMS."®

» ATA FILE

FORMS' CAN BE CREATED..

FIBLDS HODIFIED AND REKEYED (VERIFIED)

PRINTERS: THE DATA LAB AND ACCOUNTING LAB SHARE THE TELETYPE,
RATE -OF 300 LINES PER

MODEL 4&0,.
MINUTE.

§Fiﬁ’iiien"8278 40, AHD.THO Lsrrsn QUALITY szursns, NEC

BEST COPY AVAILABLE
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PRINTER, IT PRINTS AT A

THE OFFICE LAB HAS THREE PRINTERS;

VAX-=A COHPUTER (MADE BY DIG&T&L EQUIPMENT CORPORATION)

‘
]

ONE

PASCAL, AND COBOL (RVS ONLY)

CREATE, EDIT, PRINT, CUT
PAGING A :
DOCUMENT,. HULTICOLUHN PRINTING, LIBRARY DOCUHFNTS USER .

~ DATA FILES AND PROGRAMMABLE CRT
RECORDS CAN THEN BE
ADDED, DELETED, RETRIEVED EITHER SEQUENTIALLY OR BY KEY

¢

i



o I e .

@  nncuni-ocues e L ?

C BAS1C. LATA PhO@fS&lnc,mhhwiACLcc\" ’ A
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The time SErica between the mement when a gomy uter

. control uri't asks for a trenster of dats Lo OF fron e O
storage cevice and thg_ngmtqt wher oLiiis cpératicn is
finisheu. 1t is the ccntiraticn ct waltirb time arid o
traasfer time. - _ o ‘ '
. P _ , y L. v

[y \ .
AL SPTrLTr or meltuncticr

CATRGLE neY Tulbh (CRT; , - , ,
An electrinic vacuum tulté conectoell C SCTEET Cn wriibh
;nfcrmcticﬂogan te ais,layen . . A

*

QPArAszh

) , v Rtyle or single pifce o1 dnicrmétion suel 3s cne of the . /("
cneracter of the aljlhcoet or o Sitele nuLlUEL . :
COUUMMAN G g ‘ AR ‘

focentrel sigral. Lecsely, or drstristicrn in macnine
larcuege or matneratical or s(,1C ¢,eraicr,

LS v

-

COMPUTEL .
A processcr that can perferm sirstantial remputaticon
including numercus aritheetic ‘cr degic cperations,
without interverticn bty an human c(,eratoer during the
run. w0 main ty,es o¢i comyuters 2re: Prnalog & Digitel

vATA
hew material that is changea intc croidrizea and |
meaningful irformation cy date ;rceessiLg,

/. ~ DEBUG ' | o -
. _ To fird end eliminate errcrs i a proeran or faults in - : \
+~ equipment. . T ‘ :
T LOWNT IME + » - .
" The time interval during which a device is .
| malfunctioning.
S Sy , , . . ¢
~ ¥IELD ) '
In & record, a specified aree usea for a particular ' ,
,Lategery of date.

FLOWCnAnl

A grairic representatlon of the cteps required-to covie
aapxoblem.

INFULS . BEST COPY AVAILABLE

. ~ The source aata entering the s;stem,
RIC # y | ,




S -

the cut,ut

£ as
(PR

(‘J

be
i1e
UoLft
*
oGl

input bevices: ~ use center dale 11 € data
= . }rocessing systém, -
Central Processing Unit: acee,ts tre date fer
Jrocessing ana nmakes the results availatle te
. nevitec . ) |
Jlutiut Cevices celepts tre data from the grccessing
unit und lcccrds iv. e
FASTER FIle “
A file cernteining malvly permcrertl intcrreticny ue
& reference scurre ard s usuelly wndatecd.on a re,
basis., ‘ | ' ‘
MEMCHY .
Fertairir, t¢ a aevice intc whicr dete carn te entered,
drn wnich vthe,; ran Le hele, ana fiem which they cor
retrieved ¢t & leter tine., : .
& . . ”
G [‘xL b : . *
crall CUFLUtETS muvVar, o SLCTET [ TC, Tal sl raeiig
R , . .
[ N .
certelnir, Lo o tquipment 1 Lfvices tnRCED ¢ LT
(ELt&cl ,rc essin, urit,
1 flCLLE
M S,stelclle SELLENCE CF C,eratiors to prcduce ¢
s,euitieq recain, : -
] [}
SUTTwAL . ’
, versiste s bty tetosdit U0 00 TTere ernaopcuLtine:
STt Pt o ratene brroczpauilities ot e o ot
ceserolirs, sre SLIPLLLLrES

T oA,

~oa

LOnCx Fuloural

SLO g8 wLllmpiakre,

»

ot ,retlom=scivirng
wﬂiLh will later've cempiled
Lalglagt .

QAU&

2ICgram writter Ly

r/.

TLE LTIOCE:S Cf ra-ing £harge: to afrdster ¢

-

¢ ircluue reecrt lrerSacticrs ¢r

vielhy

LC CheCy Lhe accuracy 0f datc
vyeraticn ¢n the came data,

REST COPY AVAILABLE
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a yrCTammer
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\,‘i!
»
e ' )
H AN DO 1 - C1CS #4Y
5 \.3, . L
- N , . >~
‘ DZEyc LATA PKCCESSING TERMINCLGCY | \
AECESS TIME - . \
The time Lerica between tne mement ‘when a curjuter p .
centrel unit asks for a trenster of dete te cr fron & z '
Stordge device and the mement when t®is cperaticn is )
tiriskeu., 1t is the comtiraticn of waltir, time ard-:
LrelStel L ime. |
o : e
o " . ' ‘
AT errer or meltuncticr
faolr el Tobh \CE\T/ . s ¢
AP electrinis vacuum tute conataeining\'e sureen con wncib
intcrmeticn can e disiyla ea.
WAl CT ek . _ :
syttt o ¢ingle piece ¢r infermaticn,suci :s cne of the
troracter ot the alphavet cr & single nupter.™ \
- 44\? ,
rooentrol sicmel. Leesely, wn instrmicticr in macnine
lol _Uag€ C¢r metnematicel cr lcglc cjerater., '
1 S ' |
CCAPUT K ' '

A.yrocesscr that can perform substantial crr;utation :
ircluaing rumercus arithmetic cr lecegle cperatlons,
without ?nterventicn Ly an human cperatoer during the
run. Two main types of computers are: Arnsloey & Digitsl

LATA ' . .
rcw Mmaterial that is changea into rrearized and
meallingtul irfcrmation by date Lrecessitg.

VERUG

Tc firnd and eliminate errors in & proeram or faults ino
eyuipment. S .

LCWNTIME " o

The time interval during which a device is
malfunctioning.

rIELL

lu a record, & specified area usea for a ,articular
tategery of data.

FLOWCnAnT
P grajric reprecentatidon of the steps required to sovle '
a problem, '

L EUT | . 3EST COPY AVAILABLE ®

The scurce aata entering the system.
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- . BANICLT 2 = C1CS Hik

LiNk ELIUCH

MERR s e et e e e e [PV F T

Tc use the line editor or a tile cslled (adcteexl.dat; s
L0 el tuyy tne cactaexl.datli tile vy using tr€ follcslnge conmaid:
oY LeARSC W Au O AL XTI G AT %

. l
SR SR A S TS ﬁirecLZri to verit, trnst efctzexl.cat is ir¢ yeur
sirrctery. dr 1% is follow the ,rcececurs listea: A
1. $ELL: ADCTAEXL.. A% <KD : ’
~ vthe test of tre Lllf will ce 'wispleyed;
ov NCtrl > <RET.

» V.o X (kill aprecr )
za—bt— (llowlng cemmanus are + ~cnmands”
’f.u £
Finc
ineery
Mowt ,
Ly "
Leseyuence
LElp
Lwxit
wult
‘ ¢
As & wcrksheet do the fcllowinghcomwahds: fxamiples:
*L,}c (aieplays tne pertions of the tile, - *T (displays the
‘ current 1liue,
*4 (displays line 4)
*t w (displays the
entire file)
X 10318 (dl«plays
“lines 1e~-1g)
‘ *insert (inserts lines of text) *I (inserts text

(<ctrl 2> to terminate insert) before currert line)

*1 16 (inserts text
tefore line 1€,

*] & \inserts text
at end of file)

BEST COPY AVAILABLE o - B




L
) L 0® I3 \ [y
[}
U) )
“oelete (celetes lines ct teat) - o *1 (aeletes current
. ’ line cf test’
LW delenf the
whcle text 11]5)
®*T 13 (deletes line
! ‘ - 13)
] ' ' . D 1r:2€ (aeletes
N - : © lines 1Z-2¢
T o%peve {(roves lires cf ‘text Lo ancther #hO1EIZ2¢ te 1 meves
- | ‘ inre 1% tarcucr &
L1 Letere. sire 1
eer, viCpies lines oo text Le arncthe] ' "ee 1l te &l moves
lccation witrir tre file but . it * - lines 1 threver oootc
coe¢ nct aelete text in the tri&iugil' Ctre text tefere Jing
yesitiorn ., : ‘ , o1 _
. i .t
recenLence (mgoilfes lire nuriter sequirre S RYE<
(LCLeaa, Ot SCootwlir, »o, =1, 50, '
o ' . .
Torro, o aTLVIGES UL, O et T rEte e et
R S ISR A ;;:g.euizix: _ J
e a1 cezves thle shove Tlle s oe. Larxl.oel’y!
' cr . -
el LT ciew versi 1.6 olCie iiat 1f 101 ¢ vEC--
Ciroieve sotn e wroo o fide A s ecdl e
' N I T I U o O T SR S 4 T A AR
e A Tiedc ctthen % e reviclon,
)
B[ST COPY Amer.
Q o o T ki Rt 2% 0 S AR : . v
N
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cr i
 PXERCISE 1 - ALCTARX1.LAT .
.o ' - | :
CORY LLAWCOj ) ALCTARXL.LATS ¥, #3%
., Scme peECL1E fina scmet\Nne gced in virtvally every

situvatien., Ever wnen tulngs ,C wrcrg, they believe every
dark clcud hides & silver lining. Ne matier what the soulce
¢t tkls peint cof v1ewl\i;*755ults in the pocwer of Lositive

tninging. A great ueal praise shcula te given the .erscn
wno can pe. laentified as a positive thinker,

4

have yeu.acgulired the power ct pesitive thirkiug? VWhen

the (Cing g€ts aifificult at werk cr at home, can you reccgn1¢e

<JIM€E ¢ 00a in the situation? when Jc\ €t an uvrsetifactory ®
'umwtnt from & membler ¢t your family or scmecre ¢t werk, dc yon
o ‘Uuet the persor unlfust® This i¢ tne t1,;ic2l reacticr of
fely a%pelson whe dees npote think jcsitively .

sCsitive talnser woule QL?FrL 2 peCl Itrert re receivec
e LtVELCy 1t inte sometning of velue. 1€ winld eveluate
wial wes salu and the circumstanres that mey have .rumjtec tre
coident, srom the evaluation, he woulu make-&¢ ,len to jresent
tirself in @ pesitive manner anu aveid ecticns itat may ,rovcke
¢ TE, €3t 0of the unsetiiectory sitvetion. B

-~ -

BEST COPY AVAILABLE
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‘ | SECOND NIG

Review of\Line Editor

Keypad Editor (Handout 3)
| , Directory
. ‘ File '‘Naming - '
Utilization of Function Keys "\
Movement and Replacement of Data
Exercise 2




cn tie se, ,ad;:

-<GOLI><4 BOTBOM)~-moves cursor ta‘bottom of text cr file

<ea§ﬂm b mef}’
ki

e w % & ..‘-‘ Mt | 1.0 "
<spacer«a e r“.rlﬁﬁkﬁ'iﬁfhsu ;

v

HANDGUT 3 ~ ADKPEDs&X.DAT

KEYPAD EDIICH

e S we s G R GNP G TS G e W e G T WD WS R G G W we e PSS me A B e A Y ae o B e s M WA S S

To enter the keypad editor for a file called test.dat:

Existing file: ' ~ New file: | | \\
- % EILIT ADKPEXE DAT A $ ELIT ALKPEX2.DAT .
g (£ Tt 1ine ot file) - lbput-£ile- does*nctueiin& o
*Q - [rCE]
| | *C

Tc mcve the curser thrcugh EXISTIMN TEXT, use the fcllcwlng keys ‘refer to |
the ;aier alabran to the Pltht 0f the screen anu their_aorres;omlnF 19o51itior

Lht'four-arrpw keys=-up, cown, left, right (i(? P(w CE AEYECALD--MCT KEVYFADY,

<1 WOhI>=--moOVvES curscr cne wera at a time o o

’<2 EOL)-—aavénces curscr'to tne end c¢f the currént line

3 CBARD>==-moves cursor cone character at a time P

<k LIMNED=--moves curscr cre line at a time v,

<% BAGED>=-moves cursor Lhreugh one “jege’ of text L1z thvs:;

43 SLCT)--moves cursor through one “secticn’ cf text (about 15 lines?,

<5 EACXUP>-=-chauges direcition of movement of .the preceding € keys from .
- forward to backward, effect not seen until a ‘movement’ .key -
is struck . : . i .

<4 'ALVANCED>-~changes ulrection of movement of the € “movement’ keys from
‘Lockward to forwsrd; effect nct suzn until o “meverent’ ke,
1s struck ‘

g i

@,;«ves cursaq*to tun~0{
p,.

e S "‘l *1 odee

any- exf&& -text on that. 3§f

‘<TAE>~~(on KIYBOARB) inserts usually E blank character: &t one time (;ushing

any existing text on that line to the right)

CRETURND=-+-(o0n KE!BOARD) Inserts new blank line if the curscr ig positicned
either at the end or beginning of a line of text. If CRETURN) is
accldentally struck while cursor is positioned, say, in the middle
of & line of text. the text remaining on that line will drop to the
new line; vut don“t janic--immediately strike <DELETE> (on EEYBCAED)

atd the <RETURN) will be deleted. BEST COPY AVAILABLE
31




To insert text, position the cursor wherever you wich and begin t,pings ery
text existing on that line will ve ~ushed tc the right, Shoulo &ary; text le
ushed ctf the PB-character screen, . ‘diamcrna’ will dppear or ivhe rightranc
ice indicating that thtre 1s text beyond tre &wth pesiticn (it is nct aelecs:
1f -you wish to see what’s teyona the diamoru, position the cursor just tc tk-
left c¢f the dismond and strike xhlidﬁh,, ther, 1f you wish to ;ut it tack,
strike <LFLETE>. _ - v

To delete text:

<17 DL L>--(actually the FF4 key) deletes one line of text (e blank line ic
‘considered to be one line of text). NOTE: the- cursor shculd be
positioned at- the beginnipg of the line to Le deleted, as it brings
the line telow up intc thé position<of the deleted 1ine (1,e., it
deletes the CHET> at the end of the deleted line, t00).
CGCLL><17 UND 1> UNLeletes or restores ¢ mistakenly deleted line.

<1t& LFL w>--(actually the "=’ key) aeletes ont¢ wcré cf text tecivally all ch:
c¢eters vy tc end includin[ the first tlank aetected (a A1 .5 con- |
cidbreu te be cre wera). ike curscr snculd te ;cciticped C. ke
rirst character of the weré to te deleted.
GCLLo<1E Uk w»> UblLeletes ¢r restores o mistekernly deleted acrd.

<1¢ prl (o>--(actually tne 7,  key ) deletes cne cheracter of text a Sjpate iv .
ckaracter). The cursor snpoulc pesitioned On the character tc te celetec
<CCIL><19 UND C> Lhpeletes o ristekenl, aeleted Character. .

SGCLI . <& Ll 2CI>-~ueletes tesxl trcm tre curcor jcsiticrn tc tre erd cf tre .
rLt NGO the <n¥T, at the ¢ ¢ ¢f that line &3.6., the 1ine tel v re-
eile wnere it is. : (4 . ~

Swhl Ll ¥ >==vor At YLRCAWD, deletes crne choragter to the irrmealcete serl C2 Ui
scr ,ositicn, ¢r deletes tune lest craracter (ne€;) sStruce,

T0 move sections ¢f teat frcm Cre eree to enother, fellew this secufree:

1, Fesition the cursor cr trne first cherecter of the teat to ue, nevec,

¢ 16 CRLECTO--tactueil, tle 7.7 ke, ) rarke tre begirriry ¢t the text
: Lt mcvVved, ' )

¢, - Use cre cr nere ¢t the ’r(\tmtrt' We, < clteve Le meve tre cutscr Lhre
} the tert bret is te e rovew.  foreverce image will a. ;0 o i oc

4 SE LLS. =~ rLls out’ tre teyl to bt KOVEw (&rc stores it ir o tenjcs

tuticr ereej.
b Fositicr the (ursor at the vecirnir, ot trne cree Lo wrich the teat
be meveu.
€) " CGCIDM<E FASTED-="pastes’ the text into this new aree.

Pcr hely cun any of the Keyprad furcticns, strike <1¢ ERIPD

1¢ exit fror tke keyjaa editOr; de this:
<CIRL z- .
2}111 (tc save this file versicn) Oh #*CUIT (this version net seved
| ?
FCTEe DG NOT USE «CTKRI Y> TC FX19!! Ik YOU DC, YCU CAN nkCCVEL It (NF C} Tw:
CWAYS: 1) tyjes $ CONT (immeuletely!) or 2) ty,e: ¢ EL11/FREC(V2E file-neme.s

BEST COPY AVAILABLE
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EXERCISE 2 - ADKFEXZ.DA1

Fxperte tells us that whyn we have
something that we wa nt others fc accept, the more
expertli we put cur plan into written form the
more likeyl we are to convince the“reeder tc¢ adopt

‘i1t, If in cur letters we ramble, use cbscure

references, make weak chcice of woras ¢r use bau
gramrar, welncrease the likelihcod ot having ideas
rejected. -The receivers cf such letters will have
a quite low oplon of us, of our jurjcses and
certainly of the organizatlon we represent in our
FESSaKES, ' -

" 1ike a gocd speech owr final copy sncujJd represent

cut very test effort. It shoula expreps what i
ras tC sa; 1L e clear ard corcice way Nlher
shoula Ye r¢ uistractin, features, suelh as

¢rud.es, ubattrective torm, jeoor pleverert or
uneven margins, 1ln cther werd it we :zre tobe€cune.
trul, odejt in tie art cf written ccrmuriceticre,
we must avoid calling attemtion to ncw we ;resecnt
scmethine instead cf what we way. irer onl, caw

wE be certaln that our letters will result ir the
responsée or action we want. v

.. .
. N
Y
N . <

33




" THIRD NIGHT

Introduction to BASIC Programming (Handout 4) .
_ ' Basic Commands (PRINT LET, END, GOTO, IF-THEN, INPUT,
- SAVE, REM, LIST, RUN)
‘ Demonstrate Commands with SWEIGHT (Handout 5), CARPET
(Handout 6), RAIN (Handout 7)




HANDOUT § $BASIC LANGUAGE MODE | T,
,i . NAME . _ o Al

, _ ;
, \fo enter a nev BASIC program or modify an existing BASIC program, you must
iy, .rs 1) use $ETIT (with a file extension c¢f .BAS), or 2) type gBASIC. In
e=i@Rr case, to run a BASIC program, you must type $BASIC. The prompt in response
" 5o is command is: ready. Below'are the features and commands of $BASIC mode:

!

N\F¥ fiilenan.c -~ names a nev program that is to be entered. The .BAS exiension
_ is not necessary here, as it will be suppllied by VMS. You can then '

‘type in the program. Mote: you may enter a program without thls command
and name it later. - | :

!

TLD filename -- brings into merory an existing BASIC progranm.

‘BTN == runs a program that has already been brought into memory. RUNNH runs
: .a program but without headings. '

IUN filename —- a comtination of ‘OLD filename’ and "RUN" (1l.e., this command
brings into memory an existing BASIC program and runs it).

S LIS == iists a program in memory. Variations incluae: LIS 40-1¢@¢-
LIS 40- LIS 40 » LIS 40,775,100
LISTNE l1ists a program but vithout headings.

" SAVR filemame -- saves a program in memory as ‘filename.BAS’.

5AVE -—.saves a previously named program, but glves it a hiéﬂz?'version nurber.
A program that has not been named prcviously will te called NONAME . BAS
'\ under this command. A . ‘

SZR -- removes a program from memogy.
EL1P ~- provides help.on a problem with basic mode.
To delete, say, line 60, Just type 6@ <RET>

- 2o change a line, retype it. (NOTE: The arrov kéys and keypad do NCT function
» . in this model) '
Zo insert a line, Just type it using a proper line number. N

)

3211 == permits use of the $EDITor to modify a program.

RES -- resequences line nurbers by<1ﬁ's.'starting with line 103.

. _
%o exit from BASIC mode' back to a 4, either type EXI or strike <CTRL Z>. If
yoe have made changes but have not saved the new version, you will be warned

| At this point and given a second chance to type SAVE; 1p either,case you must
then type BXI or strike <CTRL 2> a second time. 4/'

»iscellaneous: '
The range of line numbdbers is 1-32767. |
Do not strike <CTRL Y> to exit frcm $BASIC--your program will get a .JOU
extension, which seems to render it worthless! If you unintentionally
strike <CTRL >, type $CONT to return you to the original situation.

) To stop program execution (infinite loops, for example), use <CTRL C).

| | If your program uses numbers of more than 6 digits, type $BASIC/COUBLE
. to give up to 16 digits of precision. |

¥

"o get a hardcopy printout of your program, called TEST.BAS for example, you
~ have tvo options: .

a: BEST COPY AVAILAG:
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A

HANLOUT £ = SWEIGHT.EFAS ,
COPY |DAWSON] SWEIGHT,.BAS; * *\\\ ’
REM R RESET COUNTERSHHR#R
TET C=1 | ' N
LET iWEIGHT=0 /
; LET AWEIGHT=D2
RENM RAERHKPRINT HEAL ING Ao
FRINT CLASS  AVHRAGr  WRIGLHL °
FRINT
FEM - owwk TNPUT FIAST LCQE %%
FRINT "wWHAT I: YuUH WEIGHT ¢UMFWR 1 73
INFUT wrICE1 K\x /
PEM s 0 E0KS TC, LR Ay TASL mpClaD ek
lr w2IGHT '="93S ihan 98¢ —2 | 4
ARV % LTY VALURS fO GCLnaERS 1CR GwEaGaT
TARICHT=T14EIGKET + wRIGR1 C
C=C+1 o .
REM sk [LPUT EEMAI} ING L(CP wes
PRINT "WHAT I: iCUR WRIGHT MNUMIsS 5C; . .
INEUT WEIGHT : -
GCTO 2¢é
hiM %% p3Thn THE L#00 nEOULHD RRAL %+
‘c=C-1 :
I*hLG}:l =Twkll. ;./\
PRINT .
FRINM -

PRINY "THE AVEnAGE WEIGHT CF 1:1% CLaSS 1S’ ;AWEIGHT;
PRINT "FOUNDS -
ENE

N\

& (

hrm

26 BEST COPY AVAILABLE
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HANLCUT 6 - CARPET.EAS}
' i i
"CCEY (CAWSONJCAFPET.BAS; *, %

¢lw FEM . CARPET - AUTHCRS p 8ME
@2¢ RIM »
kS6 hEM NAMES.¢........ NAME CF CUSTCMER -

©4¢ REPM LENGTHe.oeo.... -LENGTH OF CARFLT NEELEI .

¢5¢ HEM WILE.seueeeoo.. WIDTH OF CAREFET NEEDEL . .

62 PRICE Pih YART FCR [HE UARPET NEETLL
o T THE 1CTAL CGST CF THE GAIFET
*\ﬁ¢&t :

¢S WIKPRCCESEE SECTICN %%

LLE ﬁkr )

1oe FRINY "SERAT 1S YOUR haMip s
116 INEUT NAYzd

1.2 TRIND CTHANG YoU FOR COMINGYIC Cus CAnFei $.Cnd "jNiMel
15¢ FRINT "kCw LCKRC Cr CAFP2Y TC fCU MNeELT3 ‘ ‘
42 INFUT LENSTH
15¢ PEIND "HOw wlle OF CARPAT D 1y NEED i
152 INFUY WIDk .
197 FRINL "wHAT I: ink PEICE bl SGUARE YAR» ;
1v¢ 1MFUT PRICH
1:? rFING LAbCR 18 7~£ Qﬁv . 4
ede tTYNG TSALLE A 18 BN -
“c?; hEM : ¥ . ' : )
Jein LB #eRCCMPUTE e n]Cpsx
Agdf EPN A
21¢ 1k1 FILL = LE.GIH®4IR/S¥PRICE+c¢*1.95
i FEINT "YOUR 1CTAL BIILY "{NAMES
252 PRINT "wILL PR "3FILL “
24l ENI
4
t
| .\..
¢ Y
K *:"ii«‘j'!:‘l /
- I'4 ,€f§- B 1} :
\
/
BEST COPY AVAILABLE
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HAVIOUT 7 ~ KAINJBAS

CCEY LLAWSONJLAINJBAS] *.%j%

«1l Fr¥ AUTECR -KEITH LA%SCM
1¢ REM ,
» ek hiM ’
T RIM ‘ -
! 4¢ REM - ®%%#K TLIS PROCKAM COMEUTES — dwdox .
V4E FxM  wwksk  qu@ AMCUNT CF hAIN FCR oo
o Bt R 4R IGRT IN KILOGhAMS AND dedwses . ’
c¢ EiM o kwhwk BOUNDS K BAEPCITS V(LUME ek
T Rpbo RREAR O TOGALTONG AND LITExE aoRRa )
B CLAM O mEGSk TR CVILRL (N IRELG oy w Xk
cwoniho o AR e Lok Uokh . R
s ! .
118 e ' ' :
1L rF{LT'"” Flho1 =1 10 24 .
1.8 : N
& . dov akb *%%BLANKS TBE SChRphwws
14¢ ) g W b Y
18¢ FIIMT "wEA1 1S YCUE NAM';
1zt ' Sy w
Tew pf L RN NAM R . ‘
182 ' Py
BEFIND _\!.;" Poh
e Dol Do LET ow=g) Lpl R=&N Lif oosl-o ‘
T0¢ IFU Lilkat=an LET Tiiru\ Li1 s11C:s ‘ -
Lot PRING Pea w =1 W 24 . 7
cly PRING N33 ‘ '
cee FRINT Ty 1 24 GOING TC ASE YCL & Few (UzSTICNS. WHER YOU
cl¢ PRIND  aNSwrR, TYPE In THE WECIE WCRL ICR YCUh ANSWRk.'
€4¢ rRIND lgit PECGKAM wilL bk CCMPUTING ThE GALLCH, WEIGHT, ©
<42 ENIND TKILCGRAMS, Any LITERS FCR A VOLUME C: nAiN RECRIVEL.
¢42 ERING - -
B¢ RRING T : _ _ .
cee PRING " | o
%7 yRINT (UESYICN & = Iy YCUK LENGTE ANL wIITu SCILG TO FF KEiCIAFL In:
cte FRING T1MCERS
£9¢ ERINT "FRLT
Lo PRINT "YARDS
21¢ INFUT U4 .
318 - | REM
32¢ REM *#PS=INCHES, FEBT, IARLS**%
3cE REs
332 1F U%= INCHES" THIN 360
©42 I} U$="FRET" THEN 7¢@ ,
2S¢ 1F U$="YARDS" THIN 600 ., g
* 62 FHINT "RE-:NTER - INChES, FEET, Ok YARDS
P GCTC Cle | ,/
426 FRINT 7 FCR L =1 10 24 /
¢ PEINT "HCW MANY INCHES LONG IS YCUF ALKFA';
41¢ INFUT L |
| i1t BEST COPY AVAILABLE RE
K 42¢ nM -~ WANL =T plyd Th*¥*
G2 - | ; iy
, 43¢ IRING 2 |
be FRIMD "LOW MANY INCHES WILE IS YCUL ARFA";

. | J 4

R




A3 v

45¢ ‘ . T
461 kM - RIS LB | I

467 ' : : : A S
4%e PRINL | .

464 FRINT ”aﬁh MANY IMChES CF RAIM 3

462 hiv WikpI1=1Hk NUMERR UF CUBIC aNCHeS 1N A CALLCM

Teic INFUT K Pt .

tge ! \ oy
E1lg hEM kA= CPES CE RATp#dN

£1¢ - | Kbt
E2C GAL =1%W*k7 231

£22 GCIC ¢g0o | ]

706 PRINT "" FGR 1 = 1. IC 24

T4 . | : : R
71¢ hEM *EHTH[S SuCTICH IS ﬁg&idél LR

e | Cnun e e
7ok FEIND "LOW MANY Fisl 4ITE TS Y(Ur Ahen ;

wee iUl

"‘[z . hi.;v . . ‘ ’I“*’I':'-"=.‘E‘EI'1"L 'f-l'.:]:."'.':"* 3

“Ee o rhalh HCK FARY Froeh TUNG 1o YOUR SaEd S

Tew ierUY L S o "

Pe bR - waen L =Yep BT [ONC R

“tv PRIND HECW MARNY 1nChRS Ch SAINM 5

"9¢ LMEFUT B

=22 M >a{ﬁ lqunh CFORAINAEE :

Elu b ¥R 21 =THEF MUMBAE (¢ CULBIC 2hoPe€ In W GALLC [
tfee UAL - L*l(,""'ﬂ“l&"‘h’a.x_] -

(3¢ LM BIRGAL < Tl I mEE

¢ WwiTl fuew |
e , I3
ue iMoo MR LS SeCUICN 13 Loki LD Gan. giews

e o N , ' ‘ i
J1¢ vFINL CUFOR ISl A0 -ka \x |

Scew PHINT "HQw NﬂAY YAEDS n;lg\lv XLL} ARkA 3

¢37 INEUL W . | '

Fhv pEMT “**%=§A;JS W I D R

CE¢ FRINT "HOW MANY YPRLS LCMu IS ICUE AHBM L

¢ea IMNFUT Lo S .o . Ve

$Tv 1 EM R =t AL S LONGA®X L

1234
lele
132
1030
104¢
1050
co0e
o] 43
~—S981¢
Gu2e
cg3e
S¢4aL
ceto
tled
Cei®
¢e12
CRil
c222
CLa¥
c2te
87

FEINT "LCw 1ANY Lo ChES (i aAIN 3
INPUT B : ~
REM ¥R%R= [NCLES CF rA LN

LEM R 31=(H) NUMBah CF CUBIC IMCHESIN A GALLC'”**
GAL = L¥ZE%WHIO*R/231 .
FEM ) #RRGAL=GALLION %%
“GCTO0 geep

: . . ‘ FiM
REM . ' *%% COMPUTATICN SECT LON®#* i

- Ky

LITERS = GAL*3.7854 |
LES = GAL*¢& o : ,
ARV %% POUNLS. IN A GALLONMX* : -~
KILC=LES*.45 . S
FeM - ®%% 4L SILOGRAMS 1IN A PCUNL¥¥*
KEM REXCGUTPUT ShCTLION®¥X
ERINI™" ¥CK I=1 1Q 24

FRINT "IN AN AREA’ 3Ly BY ,W;"MITH";R;HLLFHnS OF RAIN YCU WILL LAVE:'

FRINT™Y . .
FRINT GAL; "GALLONS OF WATER
FFINT I11ERS; L1TERS OF WATER
FRINT LES; "PCUNLS OF WATER™
FRINT AILC; "K1LOGIAMS OF wATir

BEST COPY AVAILABLE
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9272 FEM . #E%AND CP LCOP FCOUYINEY% %

I " o /
92€0 FRINT"™ |
¢z¢d IRINT ©°
63il PRINT )
‘I’ €313 FRINT N$; " DC YOU WANT 1C EUM THE raCGLAM AGAINY

¢Zz@ FRINT "ENTER YES OR. nO ~
€52¢ INPUT A%

€342 . hEM HAR AL = ANSW FRxRH
OB£¢ 1F A%="YRS" TLLN 1£0
C3e¢ IF A$="NC" TukN 920

€iM? GCTO ©2320

GEel KND




@ | o ' " FOURTH NIGHT

Introduction to Data Entryr(Handout 7)

Entry of Data Using both inbedded and auxilary keyboard
Run Compare Program to Check Accuracy
Utilize the functiong of ,Search, Modify,
Advance, and Backup
Exercise 3 \
{

4
'

Insert,

BEST COPY AVAILABL
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1Y UYAY 4409 1S3

\ GETTING ' "
HANDOUT 7. STAKTED COMMANDS

$ SkT TEkM/SCOPE/UNKNOWN <E> S

$ EASY <K>

$ CET TYPE: VI11wex B>

FCRMS FILE: STULENTAR> - ' . : L

OPERATOR: YCUn NAME
DATA FILE NAME: WHATEVEK YOU Ww(ULD LIAE TC CALL IT-BUT REMFMBER WEAT /

YOU USED. ' N

FILE LOXS NOT EXIS1.

SHCULD I17 BE CREATED (Y/N): ¥
FORM NAME: INV OR FORMNUM (LEPENLS WHAT YOU WANT 10 LG)

YOU WILL Gk1 A SCREEN. CHARACTRRS WILL MNEel TC EE

AT THIS POINT
IF YOU GET CAPITAL LEYTIRS HIT THE <CAPS 1QCX:

ENTEREL IN LOWER CASE.

w r Er EE am we En wr We SE mm G WE W e e v mm e Am W e e - em e e e = s e - wp e e

q WHEN LCN: ENTRnING TA%A
USE ThE <F¥4> KEY IWICE ANL TEFkN 1YPk /EXIT
181S WILL TAKE YCU BACK 1¢ 1EE DCLIAR SIGN

TC GkADk YOUR TIMING

3RUN COMPARECR>

Y“NTER LAST NAME: kN1EhA YCUH LAST NAMER

TYPE Ck TIMING: INV Cx NUM (DEFERLS OM THE 41YFE CF QIWIPC

NAME OI LATA FILL‘ kR THE [AYA FILE NAMr YOU USEL WHEN YOU CREATEL
'HE FILE. *®¥NQTE***Thk LaTA »ILkE NAME.DAT MUST

" BE IN CAPS .
NAME OF MASTERFILE: EITHER MSTRINV.DAT OR MSTRNUM.DAT
THE TYPE CF APPLICATION.

{ DAaPENLRING CN

(wILL SHOW YCU EACH LiNk THAT wAS INCORRECT ANT THE
STAT’S FCUR THk WhIWING /

$ T QUTBUT.LAT;

LF YOU WANT A PRINT OUT

SPRINT OUTPUT.DAT; <R»
AND A MESSAGE wILL BE ENTERED ON YCUk SCRREN THAT ThE JOE WAS IhTLRED

OM A JOEB QUEUE

»

FIRST NIGHT INSTRUCTIONS ONLY T0 SET UP YOUR ACCOUNT .
$COPY [DAWSON]STUDENT.FLB *.,* <R) ‘
3‘3 .

zcopy {LAVSONJCOMPARE.BAS *.% (RS
COPY [DAWSONJMSTRINV.DAT *.%* <R

$COPY [DAWSCONJMSTRNUM.DAT *,% <k

FOR LATER ON FIRST TIMe ONLY

$BASIC COMPARE -
SLINK CCMPALE A
RUN COMEARE 42 ¢
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™M
Lt
v
(%)
o
w
>
w

- -

REPRESENTATIVE COMPANY

sALES

cﬂ‘”m.uao eave :':"' Yo . ‘02“01 city | oY CUSY. NO.
senee oV ...::::: ::u 1/8 on jswni
reommnon T 2316F /26|49 |# 763/
SOLD ‘ snipte 19 / o
70 New York Stores, Inc. SV N |
1026 Madison Avenue ‘
Nev York, .
savt snivnee 7 O B INDICOTE.N. V. TREAMS 30 DAY NEY
: ?‘—"-‘ = p— . = e wp - ' I » . —_
wannvv ) Anmvm it Pace /\ AMOUn?
70 ~ SWBET POTATOES: 23912 .10 ;.7 oo 93,55
27 FLY PAPER 93 2.20 g S . 35 60
80 MACARONI 12513 . 1.29 | 1 o :
28 AMERICAN CHEEJ3E 1400 .51 g‘gﬁ
90 PRUNES 23735 2.80 252 oo, 216.10
- 200 COFFEE 4526% 2.88 | 576.00 333 12-
.29 CHOW CHOW 2320 .34 9.86
1 ZINC BUCKET 659 9.60 9.60 8. 38
16 BROOMS ,6513 3.10 .60 &4 . 90
4o CIDER g 1.40 5 .00 36.35
-21 KRTCHUP 3hih6l 1.88 39.48 "37.07
12 NOODLES 12552 1.25% 15.00 - 13.50
14 D03 BISCUITS 7333 §.50 63.00 56.95
50 LYE 6350 .60 32.00" 28.80
"150 CONDENSED MILK 76272 2.60 390,00 - 380.75
176 COCOA 46257 .80 140.80 133.00
130 . PAPRIKA 43632 .60°| 78.00 T4.68
20 CRACKERS 48312 3,10 62,00 55.70
30 TAP10CA 50927 3.65 109.50 102.60
15 ' BEANS 8080 1.65 2 .75 21.25
80 PEPPER 3678 .55 k4,00 69.65
7 NUTMRG 43560 .92 49,24 1.19
140 SALT BUTTER 1:723 7.23 1, osg gg gg.;g
‘?g g::gs CHEESE g 6h 2.15 150.50 128.00

44
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Introduction of Accounting-Dibs
Group entry of Exercise U




B

. COMPUTERIZED ACCOUNTING
| . "DIBS"

ENTERING TRANSACTIONS

Introduction:

DIGITAL Integrated Business Systems (DIBS) is a sroupidf applications
designed to meet office accounting requirements. DIBS-11 packages

operate on DEC 11-based minicomputer systems, to provide the user uith
increased power and flexibility.

The DIBS-11 applications include Accounts Payable, General Ledger,

Accounts Receivable, Payroll, Order Entry/Invoicing and Inventory
Management. | : |

The Regional Vocational School, Fort Wayne Community Schools,
purchased this accounting software package because the Advisory
Committee thought it best exemplified a realistic, businesslike
approacly for students in accounting. It has never been used in a
classroom. setting before now. : J

Using DIBS:

At the dollar sign'prompt, enter DIBS: § DIBS
When the computer asks for the password, enter DIBS agajin:

Password: DIBS (this will not show up on your screen)

~

You will now see a "menu®., These are 111 of the poasibilities you can
select in the DIBS software packa;e.

Select: General Ledger Svstem (depress #3 and depress the return key
L .ewa, OF the enter key to send it to the computer)
Select: Catiey File Maintenance (depress #2/and depress the return

key or the enter key to send it to the computer)-
Select: Change Entity

Enter: Entity Number: 1 (at the blinking cursor)
Change? 2 (enter 2 and depress the enter or return key)
Type in your name at the blinking cursor. Depress return.
Change? If you have none, depress the return key.
(Your name will now appear on all printouts in DIBS) .

. Continue to depress the backspace key until you are back to
the General Ledger System Menu, If you go too far, enter the.
password again. Remember: the system remembers how many
times you depress a key, even if does not activate
immediately because of slow response time.

BEST COPY AVAILABLE




Select: Iranaaction Entry and Editing #%
Select: Add New Jlourpal(a) , |

Enter: 1 (the entity hunber for your department or company)

Enter: 2 (No. of Reference Fields (columns) for further explanation
of entries) )
N (You do not want it to automstically jump over these
Reference Fields because you will want to enter information)

At this point, you will begin entering the'heading for your
Transaction Edit Report. After all of this has been done, you will
enter the debit and credit transaction ‘entries, o
Assume you are working fdr a4 small business.. Lucy Prince, the
proprietor, operates a,sngll'notel called "Middletown Gardens.

Enter: Poating Date: 013184 (for January 31, 1984)

[ ¢ depress the return key and today's date will
automatically appear. . v
: 3-2

¢ Middletown Gardens
Change? (return key to answer no)

Tou are now rsady to begin entering the daily business transactions.
Only a small sample is given. You need to have the DIBS account
nuabers for those sccounts that are affected:

1101-00 Cash

'1108-00 Office Supplies
.2103-00 Accounts Payable
3201-00 Lucy Prince, Capital
3202-00 Lucy Prince, Drawing
6206-00 Rent Expense '
6216-00 Repair Expense

The co-putof only accepts the hu.bcrs; The account name will
automatically appear after the number has been entered.

Use the keyped rather than the keyboard to enter numbers. Dabit
amounts are accepted by the computer as positive amounts and the

number without dollar signs or decimsls is entered. (Credit amounts |
must be entered with a - sign hqgoro the number, = . |

“t

BEST COPY AVAILABLE




N

he first one is an exampla for you to follow. Use the same procedure
for ;ho others.

P

1. Paid cash for the month's rent, $700.00, Debit "Rent Expense® and

" Credit "Cash® '
Enter: 6206 and depress the enter key '
00 and depress the enter key, for Rent Expense
., January 3 for the date and depress the return key -
Check 2103 for the check number
70000 for the dedit amount, enter \

Enter: 1101 and depress the en;‘r key ‘
~ . 00 and depress the enter key, for Cash
Depress the return key twice to bypass the two reference
columns because this is the same transaction as the one

‘above and the information is the same. You could use
thes for any additional information you would want to
further explain the traasaction.

NOTE: . If you make s mistake, wait until you have finished the line
- and are ready to begin a new one. .Use the backspace key to

make corrections. You must be in :the Account Number column to
do this. Enter Y for Yes. Use the arrow keys to take you to.
thw sistake,” ensilting you to typw over tt with the-correction.
If yow are "0Out of Balance® by 00, thes your debits and credits
equal. Use the arrew keys to take yow te the new line to
@ . continue enter tramsastions. _ | .

Reseived cash frem day’s sales, $1,500.00. Januvary 3, Receipt #34
Debit the Cash account §1101-00 for 150000
. Credit -the 3Sales accoumt #101-00 for -150000

3. Paid cash for a supply of bdbusiness forms, $150.00. January &,
Check #2104 :
Debit the Office Supplies account #1108-00 for 15000 | -
Credit the Cash sccount #1101-00 for -15000

g

8. Psid cssh to the twmer for persomsal use, $75.00. January 8§,
. Cheek #210% ' |

Debit the Capitsl account #3201-00 for 7500

Credit the Cash account #1101-00 for -7500

Assume you are finished with entering the week's transactions.
Depress the backspace key. If you are 00 balance, enter N for No.
If you are out of balance by any amount, then you must enter Y for Yes -
and find the mistake and correct it. Use your arrow keys to do this,
If everything is in balance, then you would use the backspace key to
get back to the menu where you would select "Print Journals®. This

would give you s "Transaction Edit Report®™ listing all of the
tranuc‘tiono’ that you entered. gn thoponnplo. s

BEST COPY AVAILABLE
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S {e

...unl DIBS:

" Use the backspace key to get back to the "Password®. Enter: BYE
This should get you back to the dollar sign prompt and enable you to
log off the system or to enter into another software package.

Poating:

You are able to post at any time-~daily, weekly, .or monthly. DIBS
will not allow you to poat if there is a mistake. . You would select
"Post Journals® and receive an "Update Control Report® printout. See
the example. You would then select "End of Momth Posting® and receive

a8 "Month-End Posting Journal® printout listing all of the accounts and
' their new balances. See the example. |

‘Automatically prepared by system:

Working Trial Balance

Transaction Edit Report

Update Control Report
. Standard Chart of Accounts Report
Source Cross Reference Report
Month-End Posting Journal

General Ledger

Entity Structure List

Entity Master File List

Account File Print Repor:

Designed to meet specific needs of an office:

Balance Sheet
Income Statement
and many others

[

NOTE: DIBS was purchased from International Turn-Key,Syatena, Inc. in
Tulsa, Oklahoma.

BEST COFY AVAILABLE




;o Sixth Night

Word Processiné
Overview of Word Processing Concepts
Descriptiop of CTOS software (Handout 8, 9)

Exercise 4

a




HANDOUT 8 : - a Ty
(TS *HN

#kkxWORD PROCESSING SOFTWAHE#*#x

‘ | . . '-. ) v

RUB CHAR Removes character mediately before the cursor from the
' document. i “
RUE WORL removes the word 1nmediate1y before the cursor form the
/ document | . . 1

O

Gold RUB LINE Kkemoves the line irmediately béforeé the cursor from the
document. If the cursor is at the beginning of the
line, thwbprevicus line will be removed

Gold SENT Removes the sentence 1mmeuiate1) vefore the curscr from
the document .

1CP DOC . Fositions .the Curscr'at the beeinning of - the document

BCT DCC Pbsitions the cursor at the end of the document

RET Ends. the ccrrent lixe and, starts a new oné.- Aditional

RETURNS can be used to enter blank lines. This is used
for jaragraphs tht are not indented. '
Gecld RULER Allcws the current ruler setting to be changed:3 A1l
~ text following,the ruler will correstond t¢ the new
Settingo \
SWAP SWAP trahspose the character at the cursor with the
~ character immealately after the cursor.

RED DEL ' DELETe mode is tet. Removes the character at the cursor
from the document and continues in the advance modeﬁvhen
used with other grammatical keys.

Ny
aold F ° Saves the document for future use ‘after creating or
editing. |
Gold C Centers the current line between the left and right

m%rgins or at the center point if specified.

UFPEl CASE UPPER CASE mode is set. Converts lower case letters to
upper case. -

.-

Gold 3 LOWER CASE mode is set. Converts upper case letters to
lower case. .

BEST COPY AVAILABLE
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EXERCISE & |
copy my file by using the following co.wmand:

$COPY, [DAWSON] ADASSIGND, . DAT; 5 #. 4

. I want you to edit this file using the keypad editor. You will need N
to give the following commands to get started:

$EDIT (r)
filename: adassignl.dat; (r)

*C

Good Luck
, .

N

. . | .
Experts t.urm that when we hnn’::"&‘y that we w(}\t —-,O
others to accept, the m:%'n Aw our plan into written
form the more likepfi we ere tom refder to adopt 1t.

. 1f in our letters we ramble, m‘wnmh, ah#

choice o} wotdg’o: mw the likelihood of

having fdeas rejected. TH Zad  of such letters uu}mﬁ-
(a/Guite) low oplgm of us, of m%u“’aﬂ certainly of the
organization we Wt‘-l. our WMASsages.

FLike o good m\ch’m finsl copy should ‘% our very best
effort.{ It ow%- what it h- to uy in & clear and con-
cim.m should be no distrectisg tucmq’mgln as —ndgu’ |
mtgrmtn:&: poor phcc-nt’or:#'airgm. In other
wr«{l.! we are tddecoms t:rnly.ulcpt im the art of writtem com-
mmicstion, we must mu,m .tt“ton to how we present

something instesd of what we Fay. W«n we be certain
that ovrleeies vilL {0 4"the response of Btice we waut.
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Word Processing
Exercise 5
‘Exérecise 6
Exercise 7

»

"*Seventh Night




) EXERCISE 5 , .

. " Recently, the United States celebtrated its 200th bi'rthday. The " 1
- ‘”%. | L amcrsased
period from 1776 L0 1976 was one ofngreat owth. Our'population,‘ r

from about 2,803,000 in 1776 zo more than 215,005,859 in 1976 The: 40

. horse was_the princ of trmsport:ation in 1776 but ehe T8
kmn.-tswm.‘!.’l;.:mi.eltly riplace,. the horse at 1;’%{ the 20th 68

A |

W' In 1976, gheré were more f_&n and buses on 4

/ ) 113
our LT

What © wo s been Ameri.c‘ s greatest Atzvfn!ﬂt in its n

B f:!.rn:\zQO/{mu? it has been the,growth of its system of 25
free public education which ex_rends ;él the way from our{elementery

Yetarey MORST s OANL R .

schools to our these lévels wejfind vary 8

o LaiLeon, '

low M,‘in our, yl‘rat: public universitias. In 1976, the total 7

- school. anrollnebh) for persons o 34 years old was,judged to be o
about 57,763, 000, vi.th/ 32,665 (enxolled at t school leve ."

14,8 ,000 enrolled at t:hc high sch 1 level,lwith 'et;tfnother 12

awniads

‘ | o e
) Q y C, CTACTOS ( ,. .
L ord G
PRYT [" /o’:JMJ 6 7
. TN
1
125b P15 Measure basic skill: statistical ‘rough draft .
two 5’ writings; Record better rate . .
determine gwam, and % of transter: rate . -
prooMqudrch ot 1250 + rate of 124b. |
N, . ' N ' N 1
“.all gquresnetters used | A | 1.5 | S6em 80% tow | :
.y 4 e

WM%W%‘“
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A

EXERCISE 6

3599 £ Lirrwae Ahewve
Zwchilay, KS 67217
Locemder /2, /9--

J"@:m,f, QK T4/03

- Lear T folera S | | -

J'f'acz/,a,,&mu7xuo;ccé L am L porerane cn o cousar oo son?- “
L cOmmunicalisne ’ Kave Guicotord e ,é;}pab’ ‘NheZone -

. . . py N * R . -
7 £ et s rarmoman in, ameding: S wanl Bsoatiale 2he lue

,&or;? oL 7«4/ ware Lo cneenelond " arel Gl
s ONl Iriedl e and Mt fnee zaéu?é gramoas ”

 Aekiion ryma.é a,naé,ew.wmad})p; e a-nsleal

Author e Lhis Lukel, spoun rtupannt oo thiis Lopue
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. ' Eight Night

Student\Choice of Working on Projects from any one of the
taught sdftware: EDIT, EASY, DIBS, CTOS, BASIC
‘ . \

¢
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ACCOUNTING
DIBS INSTRUCTIONS

Penter pivs: . | o

"'scow ®1B. FILES)* *u* *
$PURGE -
$DIBS

$PASSWORD : DIBS

If "Insufficient ?rivilege to Purge" appears - $SETLPROT-O Dy*,%; %

or enter filename appearing
in place of *,*;

If "See System Manager" appears, - $RUN_DIB :RUN.
and at next point, enter DIB:MENU,
then press Return, Return '

If "File Not Available" appears -~ $RUN.DIB:CLRDFL

” DATA ENTRY RULES AND SPECIAL KEY FUNCTIONS

CAPS LOCK - Mast be depressed before keyboard entries are accepted.

RETURN or ENTER - Must be depressed after entering data. Press to advance
.to next ucreen or field. Also used to remedy erroneous conditions.
so that data can then be entered correctly. "Advance Field Key"
mentioned-in the manuals is the same as the "Return" key.

BACKSPACE - Depress to go back to previous screen or field or to get

" back to "Password" to type "Bye" to log out. Also used to signal
the completion of all entries for a particular function in a
partlcular mode.

BYE - This is always typed at the "Password" to log out and save
- information stored in DIBS. In order to gtart a new problem with
clean accounts, the user must copy and purge again. Copy and
Purge is not used if the user wishes to work on the same problem
previously entered.

NUMERIC KEYPAD - This should be used for numeric entries, although the
numbered keys across the top of the keyboard perform the same function.

NO_SCROLL - Used to advance and stop data for viewing on screen. If
cur or ever locks in place, check the no-scroll key.

UP_and DOWN ARROWS - These only function 'in the "CHANGE" mode of all
standard maintenance procedures. Usually, however, a "Change?"
inquiry routine appears which allows the user to select the number
of the item wished to be changed.




. te vwhi, Fv ,

- These are usually entered in the "mmddyy" format (053183, for
example, would print out 05/31/83). The exception is during
system initialization. At that time, the user would enter
"May 31, 1983." :

/
DOLLAR AMOUNTS - DO not use/ﬁollar signa, commas, or decimals in
- dollar amount entries. The amount entered as 10654295 would appear
as $106,542.95. If it is a credit amount, you may enter a - minus
sign before .or after entering the number. All zeros must be
entered if there is an even dollar amount.

)

\

'DEBITS and CREDITS - All debits appear as.positive amounts. Credits

appear with a minus sign or brackets around them. You must
enter a minus sign (-) for a new entry. If you press tha RETURN
key to make no entry in this field, the system enters the amount
that offsets the amount entered for the previous transaction.

CHANGE? and FIELD? INQUIRIES - This will appear at the bottom of the
screen throughout most operations. It enables the user to make
‘changes or corrections. Enter Y (Yes) if a change is desired or
the number of the field you wish to change. If no change is
needed, press the N (No) key. This same response can usually
be made by just pressing the RETURN key (it defaults).

DELETE - Depress the DELETE key to remove an unwanted entry before
pressing the RETURN key. If you have already advanced to a
new field, a change or delete can be made when CHANGE? appears
at the bottom of the screen.

STEP-BY-STEP
MENUS_AND SUBMENUS FOR ENTERING PROBLEMS

l. GENERAL LEDGER SYSTEM (3) should always be selected first.

2. GENERAL LEDGER FILE MAINTENANCE (1) should be selected when starting
a new problem. Next selection is ENTITY FILE MAINTENANCE (2).
Next, select the CHANGE field and enter Entity Number 1 when the
system asks for it. Next, select field #2 and enter your name.
These steps can be bypassed while working on the same problem.

It must, howaver, be done for each new accounting problem, after
you copy and purge.

3. TRANSACTION ENTRY & EDITING (2) is selected for entering new
transactions. Next, select ADD JOURNALS (l1). Enter the last
day of the current month for posting date. For S8/C (Source Code),
enter the number of the problem (example, 21C). On the next line,

enter the name of the company. Press RETURN, No Change, and begin
‘entering account numbers that relate to specific transactions.

S
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10.

REFERENCE FIELDS - Select "2" sy that two sources of information can
e entered into two column fields. For example, in the first

reference fileld, you may wish to enter the date of the transaction.
In the second reference field, you may wish to enter tha source

~ document and number (example, V38 for Voucher 38, or Ck 2895. for a

check number).

CHANGE JOURNALS (2) can only be used to change previously entered
transactions. You must have the jownal number, item number, sequence
number, account number, and entity number of the transaction you wish
to change. This is obtained by printing out the journals on the
terminal screen or by the Transaction Edit Report.

PRINT OUT JOURNALS (3) is used to get a printout of all current
transactions. After posting, this is impossible. It is extremely
important that you obtain a TRANSACTION EDIT REPORT through this
function so that items can be checked for accuracy.

POST JOURNALS (5) is used to post the transactions to the Year-to-
Date Transaction File. An UPDATE CONTROL REPORT is automatically
printed as a result of transaction posting. This report identifies
any journals that are out-of-balance. A journals must be in balance
before posting occurs. Debits and Credits must equal.

END-OF~-MONTH POSTING (5) on the Master Menu is used to update the
General lLedger Account Master File. This must be done before any
financial reports can be printed. A MONTH-END POSTING JOURNAL is
automatically printed after all accounts have been posted. It will
contain all current balances. X | |
WORKING TRIAL BALANCE (5) is on a submenu. found by depressing GENERAL
LEDGER REPORTS (3) on the master menu. The printout is used to review
period-ending information for an account after all standard transactions
have been entered, balanced, and posted. Adjustments are then written
on this report and entered through the Transaction Entry and Bditing
Mode through the "Add Journals" selection. These adjustments are

then posted YTD and End-of-Month just as before. Numbers should be
checked for accuracy on the printouts obtained.

BALANCE SHEET (Report #100) is selected through the GENERAL LEDGER
REPORT WRITER (7) on the main menu. REPORT SELECTION (2) is then
depressed. You must then enter your Entity (#1), the end-of-month
date (written out), and the company name and chapter number. The
user should get the specifications of the report by selecting
REPORT DEFINITION (1) nnd .ting a printout. Be sure that the
accounts you are usinc are risted on the report specifications. If
not, you may add line numbers and your own specifications to include
these entries. Adjustments will more than likely have to be made.

f0
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II‘I'INCOME STATEMENT (Report #125) is also selected through the GENERAL
LEDGER REPORT WRITER (7) on the main menu. REPORT SELECTION (2) ie
then depressed. You must key in your Entity (#1), the end-of-month

date, and the company name and chapter number. The user should get
the specifications of this report before trying to print it out.

Check to see that all accounts are included. ' It is alright if there
are extra ones that are not needed. You must add any that are left
out. Obtain the specifications by selecting REPORT DEFINITION (l).

NOTE: When all else fails, look it up in the OPERATOR INSTRUCTION MANUAL
' on the shelf in the classroom - DIBS GENERAL LEDGER. Otherwise,

the instructor may have to call International Turn-Key Systems, Inc.
in Oklahoma.

€1
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. COURSE DESCRIPTION _'FOR COMPUTERIZED ACCOUNTING I

In aadition to the normal written activities associated with
accounting. students enrolled 1n this course wlll complete most ot
their work in class using computer terminals connected to a
‘miplconiputer witn access tLO printing devices, Students must be
wllling to spend several hours outside ot class tor basic written
assignments 1n order to ailow tor needed '"hands-on" computer time 1n
‘c1ass., ‘

1
Topics 1i1nclude 1i1nstruction on the computer termimal, an automated
ieneral .edzer accounting system, speclal journals, payroll records,
uncoliectible accounts, opolant assets and dapraclajlon, notes and
1nta2rast, 2nd-0l'=i13Cal-paridod JOr{ ftor 21 IorporsiLiaon, 1 vouchner
3y3Lem, 3 petliy casn system, 3nd an 1nveatory system,

’ra

-

agqJulals2: "3azinning Accounting" (Sasic Ll : Wi2352)

. . - e A
uqu‘llill‘ﬁ aw W

Tocal Hours ot Iastruction: &5 Hours
23 laggs ter Y iours sa2r L2

Totar Lomputer "hanas-0a" Time: QD dours




. COURSE OUTLINE FOR COMPUTERIZED ACCOUNTING I

PREREQUISfTE: Be3inning Accounting or Basic Accounting Knowledge
TOTAL HOURS OF INSTRUCTION: 45

TOTAL COMPUTER "HANDS-ON" TIME: 30

~ TEXTBOOK: Century 21 Accounting, First-Year Course, 3rd. Edition,
South-Western Publishing Company '

15t leek: lntroauction -0 the Computer Terminal and CI3S "7
© 3. 3 Instructional Hours '
. .lastary Lavel = Competency
2. 2 "Hunds-On" Hours

2nd e2x: Data Proc2sisiaj Systems, Processing Chare ot Accounts,
Setup Form-, Odening Entries, and an Zxercise in DIBS
1. 3 Instructicnal Hours '
3. naatery Level = Competency
c. 2 "Hands-3n" iours RN

Ird lieek: Preecessins Traasactions and End-0f-Fiscal-Perioa Reports
1. 3 Llastrucsticnal Hcurs
J. tastery .ev2i = Coapetency
e 2 "Hanu;-oy" dours

4th Week: Iecording Transactions with Spectal Journals - Purchases
a1 Casn rav..22a:s

oda
4. 3 Lnstrauctional Hours
J. Mastery L2va2l = Lomdetancy
2. 2 "Haada=2e" tours
>
. W22k s2ordiag Trinl3z2tlond Jiin 52e21al Journiu.ns - Jui<d 3y
lasn Hueloluis

- 3 Iastrucciunal ldours
J. .iastary Level = Compztency
2. 2 "Hands-0On" Hours

ath Week: Vrayroll Records.

a, 3 Instructional Hours

b, Mastery Level = Competency
¢. 2 "Hands-On" liours

Tth Week: Payroll Accounts, Taxes, and Reports
a. 3 Inatructional Hours
b. Mastery Level = Competency
c. 2 "Hands-On" Hours

. . BEST COPY AVAILABLE
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9th
10th
11tn
12th
13th

14cthn

Veek:

Week:

Week:

Weak:

Yleak:

weex{

Week:

Y

Accounting for Uncollectible Accounts
a., 3 Instructional Hours

0. Mastery Level = Competency

¢, 2 "Hands-On" Hours

Accounting tor Plant Assets and Depreciation
a. 3 lnstructional Hours

b. Mastery Level = Competency

c. 2 "Hands-On" Hours.

‘Accounting tor Notes and Interest

a. 3 Instructional Hours
o. Jdastery Level = Competency
c. 2 "Hjﬁas-On" Hours

End-Of-rFiscal=-FPeriod Work ftor a Corporation

‘'a. 3 Instructional Hours

b. Hastery Level = Competéncy
c. 2 "Hands-On" Hours -

Usinz a Voucher System

2. 3 Instryctional Hours

J. lasta2ry Level = Competency
¢c. 2 "Hands-On" Hours

Using a Petty Cash System

ia. 3 Instructional Hours.

0. .lastery Level = Competency
¢, 2 "Hands~-On" Hours

Usingz an Inventory System \ /h\\\

a. 3 Instructional Hours
o. Hastery Level = Competency
c. 2 "Hands-0n" Hours

Jvarviews and *inal Zvaluation
3. 3 Instructional Hours

p. dastery Level = Competency
¢c. 2 "Hands-On" Hours

-

: | BEST COPY AVAILABLE
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. GOALS FOR COMPUTERIZED ACCOUNTING I

Know ahd understand applications and tunctions unique to DIBS,
the accounting sof'tware.

‘¢

Know and underatand'applications and functions unique to CALC-11,
the electronic spreadsheet. ’

Demonstrate correct and proper use ot the computer terminal.

Know and under#tand accounting terminology, principles, and

practices. ,,//f

£now, underatand, and demonstrate accountihg procedures,

.prlncxples, and ?ractices tor 3 ﬂercnandislng ousiness organized

as a corporation.

Be able to assign account nunoers. and prepare ¢hart ot accounts
ana rznanclti\statenent satup forms for EDP.

Be able to record an opening antry for EDP, analyze a .systems

Flowcnart, record weekly Dag;ggg,;ransactions on a JET torm, and
conplete end-of-fiscal-pergod—vors.

T-¥e aole to journalize ana po3t durchases and casn payments and

sales and cash receipts using 3peclal journals., ,
. . ]

5

Be aole to prepare and record a3 payroll and payroll tax records.

3e aole to examine and record bad deots expense uransactions,

plant 3ssets and depreciation, notes, interest, and osank
discounts.

Be aole to analyze and prepar? end-ot-tiscil=-period 2ntries tor a
sorporation and record 193 Jividends,

Be aule to record voucaers ln 3 vouchar reiister and record cash
transactions in a check register.

Be able to establish and replenish a petty cash tund.
Be able to determine the cost ot merchandise inventory uélng the
t1to and lito methods, and to determine the valuation ot

merchandise i1nventory uslng the lower of cost or market method
and the Zross protit method.

BEST COPY AVAILABLE
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. INSTRUCTIONAL MATERIALS
" FOR
COMPUTERIZED ACCOUNTING I
ADULT EDUCATION |

TEXTBOOK: Century 21'Account1ng, First-Year Course, Third Edition,
Copyright 1982, Swanson, Ross, Hanson, and Boynton

South-~-Western Publishing Co., "First-Year Course
(Chapters 1-30)", B30

WORKBOOK: Century 21 Accounting, Working Papers and Study Guides,
Chapters 1-30, B301, : R

TESTS: Preprinted Problem Tests and Unit Tests

MANUAL: Teacher's Manual for B30, B301, and Tests

o

BEST COPY AVAILABLE




1ST WEEK .
COMPUTERIZED ACCOUNTING I

Introduction to DIBS (Handout: "DIBS Instructions")
1. Assignment ot Accounts and Passwords to Users ot System
2. 'General Ledger System

s 3. General Leager File Maintenance (Entity)
\\\\\u. - "Chart ot Accounts" Printout

5. Transaction Entry and Iditing - Changes, Add1tlons, and

. Deletions
6. __"Transaction Edit Report" Printouc ‘
7. Post Year-To-Date: "Update Control Report" Printout

3. "End-of-Month Posting Journal" Printout
9. "Working Trial Balance" Printout

Exercase in DIBS
1. Problem 3-2 (Handout)
a. Copy New Files
b. Change Zntity Number and Name
c. Enter Transactions - Print, Post YTD, Post Montn
2. Proolem 4-2 (Handout) ' ¢
a. Copy New Files - .
o. Changze Entity -!llumdber ana Name s
c. Enter Beiinning Balances - Print, Post YTD, Post Month
4. Enter Transactions - ¢Yrint, Post YTD, Poat Montn
e. "Worxkinz Trial’ Balance" Printout

Assisnment : S - o ‘

1. Read Chapter 17, p. 327-340: "Data Processing Systens"

2. Write out aetlnltxons ot Accounting Terms ~ p. 340

;. Be aple to discuss Questions 1-26, p. 340-341

4. Read Chapter 13, ,». 345-357: ‘"Automatea General Leazer
Accounting”

5. 'Write out Jetinitions ot ‘Accounting Terms - p. 357

\3. de 3ole to Jdiscuss Cuesnions 1-14, pn, 357

Y. 3e prepared tor Jjulz over Cnapters 17 and 13 atter diszussion
next weex.

3. Do Drill 17-D1, 2. 3ut:_ ""Adding New General Ledger Accounts"

3. Do Driil 17-D? p. 342:- "Analyzing a Chart ot Accounts Setup
Form" ;

10. Do Drill 17 D3, p. 342: "Analyzing a Financial Statement
Setup Form» . "

11. Provlem 17-1, p. 343: "Preparing a' General Ledger Chart of
Accounts Setup Form" ‘

12, Dril:. 18- DY, p. 358: -MAnalyzing a Systems Flowchart"

13. Probiem 18~1, p. 358: "Recording. an Opening Entry in an EDP
~ General Ledger Accounting System"

3

BEST COPY AVAILABLE
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2ND WEEK
COMPUTERIZED ACCOUNTING I

Lecture and Discussion on Chapter 17 and 18

1. Questions on p. 340-341 -

2. Go over Drills 17-D1, D2, and D3. Collect Problem 17-1,

3. Questions on p. 357 ' ‘

4., Go over Drill 18-Di. Collect Problem 18-1.

5. Terms and definitions should be saved by student and continue
to add to it with each new chapter. To be collected at end of
course for credit.

6. Quiz using Study Guides 17 and 18. Hand back to student
before end of class so that it can be used to study for the
unit test. _ .

-T. Students should t: encouraged to take notes from discussions
in class. , ‘

DIBS - DO NOT COPY NEW FILES. Just enter DIBS to retrieve
previous problem. . '

1. "Balance Sheet" Printout, [ Select "Report Definition" and
Report #100. , :

2. "Income Statement" Printouf. Select "Report Definition" and
Report #125,

Exercise in DIBS - Ema Langhorn, Architect :

1. €opy (DIB.FILES]*.* #® % to get clean files, Change Entity

2., 5-1: Enter the transactions for one month. Print, Post YTD
and Post Month-End. " .

3. 6-1: Enter the beginning balances. Print, Post YTD and Post
Month-End. '

4. T-1: "Working Trial Balarice" Printout

5. 8«1: "Income Statement" Printout - Report #125

6.. 8-2: "Balance Sheet®™ Printout - Report #100

Assignment

1. Chapter 19 - "Automated General Ledger Accounting: Processing
Transactions and Endgof-Fiscal-Period Reports", Read p. 361 -

o377, . \h /

2. Write out definitions of Rccounting Terms - p. 378. Save

3. .Be able to discuss questions #1-14, p, 378.

4. Do Drill 19-D1 and D2, p. 379. "Batching Transactions"

5. Do Problem 19-1, p. 380, "Recording Weekly Batched

Trangactions for EDP using a Journal Entry Transmittal (JET

Form)"™, ' - ;

6. Stud for a Unit Test over Chapters 17, 18, 19 to be given
afts next week's discussion.

) . 70




JRD WEEK
COHPUTERIZED ACCOUNTING I

f

Lecture and Discussion on Chapter 19
1. Questions on p. 378

2. Go over Drills 19-DV1 and D2

3. Collect Problem 19-1, Check and return

4, Give Study Guide 19 as a quiz

5. Review and Discuss Chapters 17, 18, and 19

Unit Test on Part 4 - Chapters 17, 18, and 19

DIBS - Problem 19-1 and 19-2, p. 380-381

"Recording Transactions in Weekly Batches and Recording Adjusting

and Closing Entries"

1. Copy clean files and change entity number and name
- 2. Enter transactions, print and post ytd and month-end

3. "Working Trial Balance" printout

4, Enter adjusting entries, print and post ytd and month-end

5. "Income Statement"” printout, Report #125

6. "Balance Sheet" printout, Report #100

7. Enter closing entries, print and post ytd and month-end

8. "Working Trial Balance" printout

Assignment - B }
. Read Chapter 20, "Recording Transactions with Special - - —

Journals: Purchases and Cash Payments", p. 393-409,

2. Do Terms, ?. 409. Save . _

3. Be able to'discuss Questions 1-15, p. 409,

4., Do Problems 20-1 and 20«2 in workbook.
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Lecture and Discussion on Chapter 20

1.
2.
3.

4TH WEEK
. - COMPUTERIZED ACCOUNTING I

Questions on p. 409

Using overhead transparencies, go over Problems 20 1 and 20-2
Give Study Guide 20 as a quiz

DIBS -~ Problem 20-3, "Journalizing and Posting Transactions

Affecting Purchases and Cash Payments”™, p. 413

1. Copy new files and change entity number and name

2. Enter beginning balances, including all Creditors, but
omitting Accounts Payable. Print, Post

3. Enter transactions for using current month. Print, Post !

4, "Working Trial Balance" printout

5. Prapare a "Schedule of Accounts Payable" using workbook paper

6. Turn in all work for credit, stapling in the order given,

Assignment

1. Read Chapter 21, "Recording Transactions with Special

Journals: Sales and Cash Receipts", p. 417 - 430,

Do terms, p. 430. Save

Be able to discuss Questions 1-13, p. 430.

Problem 21-3, using workbook papers.

Study for Problem Test on Chapter 20, , \

72




5TH WEEK
COMPUTERIZED ACCOUNTING I

Questions and Answers
1. Problem Test over Chapter 20 - jritten
" Lecture and Discussion on Chapter 21
1. Questions on p. 430
2. Go over Problem 21-3 on overhead transparency.
3. Use Study Guide 21 as a Quiz

“

DIBS - Problem 21M, "Journalizing and Posting Sales'and Cash
Receipts Transactions" p. 436-437

1. Copy rlean files and change entity number and name,

2. Enter beginning balances for all charge custcmers and the ¢cash
account, omitting accounts receivable., Print, Post

2. Enter transactions using the current month, Print Post

4, "Working Trial Balance" Prirtout (;

5. Prepare a "Schedule of Accounts Receivable" in the workbook.

6. ‘Staple all work together in the order given and tutn in for
credit.

Assignment :

1. Read Chapter 22, "Payroll Records", p. 440-454

2., Define Terms - Save

3., Be able %o discuss Questions 1-12, =. 155,

4, Do Problems 22-2, 22-3, and 22-4 in workopooK. :

5. Study for a Problem Test over Chapters 29 and 21 to be

completed at the terminal in DIBS3.

BEST COPY AVAILABLE
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6TH WEEK
COMPUTERIZED ACCOUNTING I

Problem Test in DIBS - "Journalizing and Posting Sales, Purchases, '

1.
2.
3.
u.

5.

Cash Receipts, and Cash Payments Transactions", p. 437-439.
Copy clean files and change entity number and name -
Enter all beginning balances, including all charge customers

and creditors and omitting Accounts Receivable and Accounts
Payable., Print, Post

"Working Trial Balance" Printout
On form provided, prepare a "Schedule of Accounts Receivable"
and a "Schedule of Accounts Payable"

Staple all work together % the order givnn and turn in for .a
test grade.

\

Lecture and Discussion on Chapter 22

1.

2.
3.

B
- u’

VUl & e iy
. . e’ o

[ 29
L]

Questions on p. 455

Problems 22-2, 22-3, and 22-4 on overhead projector .
Use Study Guide 22 as a quiz

1gnments :
Read Chapter 23, "Payroll Accounts, Taxes, and Reports",
p. 460-472,
Do Terms - Save
Be able to discuss Questions 1-17 p. 473
Jo Srill 23-~D1, "Analyzing Payroll Transactions"
Do Problem 23-1, "Journalizing and Posting 3Semi-Monthly
Payrolls", p. 474
Do Problam 23-2, "Figuring, Recording, and Posting Employer's
Payroll Taxes", p. 475
Do Problem 23-3, "Repo~ting Employer's Quarterly Withholding
and Payroll Taxes" p. UT5-UT6

Do Problem 224, "Flgurzng and Record1ng Withholding and
Payroll Taxes", p. 76

BEST COPY AVAILABLE
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TTH WEEK
COMPUTERIZED ACCOUNTING I

A. Lecture and Discussion on Chapter 23

3. DIBS - Mastefy Problem 23-M, "Recording and Posting Payroll

(3

1. "Quéstions on p. U73

2. Problems 23-D1, 23-1, 23-2, 23-3, 23-4 on overhead projector,
Turn in for credit, : ' i

3. Study Guide 23 for quiz.

Transactions®™, p. UT6-4TT

1. Copy clean files and change entity number and name

2. Enter transactions using the current month and the tax rates
given in the problem directions, Print, Post

3. Do not enter the beginning balances
4, "Working Trial Balance™ Printout
5. Using a pencil, add the beginning balances to the appropriate

accounts on the printout, Indicate the correct debit or
credit balances,

6. Staple together in the order given and turn in for credit

.. Assignmerts

1. R3ead Chapter 24, "Accounting for Uncollectible Accounts", p.
"37 ug{o : . ’
Do Terms - Save l

3e able to discuss Questions 1-14, p. 498

Study for the Unit Test over Chapters 20, 21, 22, and 23. Use
your study guides and review chapter questions and terms.: -

- v
. L 2 L d

BEST COPY AVAILABLE
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8TH WEEK
. | | COMPUTERIZED ACCOUNTING I

A. Unit Test 5 over Chapters 20, 21, 22, and 23

B. Lecture and Discussion on Ch.pter 24
1. Questions on p. 498 :
2. Drill 24-D1, "Journalizing Uncollectible Accounts™, p., 499

and Drill 24.D2,"Figuring Bad Debts Expense™, p. 499 explained.
at the board. '

3. Study Guide 24 given as a quiz.

C. DIBS - Problems 24-1 and 24-2, "Recording Entries for Bad Debts
Expense”, p. 500-501,

‘1. Copy clean files and change entity number and name

2. Enter transactions. Print, but do not post,

3. Turn in "Transaction Edit Report" for credit.

A

1

ssignment
. Do Mastery Problem 24-M, "Recording Entries for Bad Debts
Expense™, p. 501, : ,
2. Study for a written Problem Test on Chapter 24
3

. Read Chapter 25, "Accounting for Plant Assets and
Jepreciation", p, 503-514, ' - :

Jo Terms - Save

3e able to discuss Questions 1-9, p., 514-515,

[ ) I &
L] -

BEST (OPY AVAILABLE ‘ o
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9TH WEEK
COMPUTERIZED ACCOUNTING I

A. Questions and Answers
1. Written Problem Test over Chapter 24

B. Lecture and Discussion on Chapter 25
- 1. Questions on p. 514-515
2. Drill 25-D1, "Figuring Depreciation Expense®™ and Drill 25.D2,
"Figuring Book Value of a Plant Asset" at the board. Students
will be working same drills. Compare and answer questions,

C. Do the following problems in class using the workbook:
1. Problem 25=-1, "Recording the Buying of Plant Assets"
. Problem 25-2, "Figuring Depreciation Expense"
. Problem 25-3, "Preparing a Plant Asset Record"
- Problem 25-4, "Recording Wetk Sheet Adjustments and Journal
Entries for Depreciation-Expense"
LY

PR TNV

Assignments ,

1. Finish the above problems for homework :

2. Study for a written Problem Test on Chapter 25

3. Read Chapter 26, "Accounting for Notes and Interest", p. 519 -
527. -

4. Do T#rms - Save

5. e gblle to discuss Questions 1-14, p, 528, .

6. Do DKill 26-D1, "Recording Principal, Interest, and Bank
Discount for Notes Payable", p. 528,

7. Do Drill 26-D2, "Recording Principal and Interest for Notes
Receivable”, p, 529,

BEST COPY AVAILABLE
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10TH WEEK
COMPUTERIZED ACCOUNTING

Questions and Answers :
1. Collect Chapter 25 Problem
2. Written Problem Test over Chapter 2

Lecture and Discussion on Chapter 26

1. Questions and Terms on p. 527-528

2. Drill 26-D1 and D2 using an overhead transparency
3. Study Guide 26 as a quiz -

DIBS ) .

1. Problem 26~1, "Recording Notes Payable, Interest, and Bank
Discount", p. 529. Enter transactions. .Do not post

2. Problem 26-2, "Recording Notes Receivable and Interest", p.530

3. Mastery{Problem 26-M, "Recording Notes, Interest and Bank
Discount.", p. 531. Enter Transactions. Do not post.

Ssignment
Finish above problems in workbook if not completed in class.

| : Study for a written Problem Test over Chapter 26,

A

1

2

3 Read Chapter 27, "End-of-Fiscal-Period Work for a

Corporation", p., 533-552.

4.®Do Terms - Save -

5. Be able to discuss Questions 1-29, p. 553. .

6. Do Drill 27-D1, "Analyzing Adjustments on a Work Sheet", p,.
554, .

7. Do Drill 27-D2, "Classifying Assets, Liabilities, and
Stockholders' Equity Accounts on a Balance Sheet", p, 554,
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11TH WEEK
COMPUTERIZED ACCOUNTING I

Collect Assignments, Answer Questions
~Written Problem Test over Chapter 26
Lecture and Discussion on Chapter 27, "End-of-Fiscal Period Work
for a Corporation” ' :
. Discuss Questions and Terms on p. 553.

2. Go over Drills 27-D1, 27-D2, and 27D3 - "Analyzing Adjustments
on a Work Sheet", "Classifying Assets, Liabilities, and
Stockholders' Equity Accounts on a Balance Sheet", and
"Analyzing Closing Entries", :

3. Use Study Guide 27 as a quiz.

In DIBS:

1. Problem 27-1, "Preparing a Work Sheet", p. 556,

2. Copy clean files, change to Entity 1 and your name.

3. In "Transaction Entry and Editing", enter all of the account
balances,

4. "Transaction Edit Report" printout.

5. Post YTD and End-of-Month Posting :

5. Use the Work Sheet in the Workbook to figure the adjustments,

7. In "Transaction Entry and Editing". enter the adjusting
entries, Print, Post YTD and End-of-Month

8. Problem 27-2, "Preparing Financial Statements", p, 557,

a. SAIect "General Ledger Report Writer", #7.

b. Enter Report #125 for the Income Statement

c. Prepare a "Statement of Stockholders’ Equity" in the
workbook, ) | ,

d. Select "General Ledger Report Writer", #7.

e. Enter Report #100 for the Balance Sheet

9. Problem 27-3, "Recording Adjusting and Closing Entries",
pe 5570 .

3. In the workbook, record the zlciing entries only, Enter
them in DIBS in "Transaction Entry and Editing", print and
post, .
b. Select "General ﬂedger Reports", Get a "Working Trial
Balance"” printout,
10. Problem 27-4, "Distributing Income to Stockholders". p. 558.
a. Record dividend declared in a general journal in workbook.
b. Record payment of dividend in 2 cash payments journal in
workbook, '
11. Staple all work together in the order that it was assigned
above, Turn in for credit. ‘

Assignment ‘

1. Finish above work at home.if not completed in class,

2. Do Mastery Problem 27M,"Preparind End-of-Fiscal-Period Work
for a Corporation®, p. 558-559, using workbook pages.

3. Study for a Problem Test over Chapter 27 and Unit Test for

Chapters 24, 25, 26, and 27.

eont.) BEST COPY AVAILABLE -
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(11th Week cont.)

. 4, Read Chapter 28, "A Voucher System", p. 569-581.
5. Be able to discuss Questions and Terms in class, p. 581,
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COMPUTERIZED ACCOUNTING I

Collect Assignments, Answer Questions

\

12TH WEEK

Written Problem Test over Chapter 27

Unit Test #7 over Chapters 24 - 27

Lecture and Discussion on Chapter 28, "A Voucher System"

1. Discuss Questicns and Terms on p. 581,

2. Do Drills 28-D1 and 28-D2 in class, "Analyzing Transactions

Using a Voucher Register"”

Check Register", p.

582-5

3. Study Guide 28 as a quiz.

In Class:

é and "Analyzing Transactions Using a
3. '

1. Problem 28-1, "Preparing a Voucher", p. 583, using workbook.
2. Problem 28-2, "Recording Vouchers in a Voucher Register™",

p. 583, using workbook pages and also

Zetting a printout.

in DIBS or CALC11,

3. Problem 28-3, "Recording Cash Transactions in a Check
Register™. Use workbook page or CALC-11 on terminal.
4. Problem 28-4, "Preparing Payroll Vouchers", p. 584, using

workbook pages.

Assignment

1. Finish work at home not completed in class,

2, Mastery Problem 28-M, "Recording Transactions in a Voucher
System", p. 585-586, using workbook.

Study for Problem Test over Chapter 28. ,

read Chapter 29, "A Petty Cash 3ystem", p. 587-597,
Be able to answer Questions in class on

[V S S P}
e o o

Do Terms and save,
p. 593.

BEST COPY AVAILABLE

‘5. Problem 28-5, "Recording Purchases Returns and Allowances and
Payroll Transactions in a Voucher System"™, p. 584-585. For
the Voucher Register, use DIBS or CALC-11,
Register, use workbook page or CALC-11 on terminal.

For the Check
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13TH WEEK :
COMPUTERIZED ACCOUNTING I .
Quéstions and Answers ,
-Problem Test over Chapter 28 ) 5 .

Lecture and Discussion on Chapter 29, "A Petty Cash System"
1. Discuss.Questions and Term8 on p. 597-598.

2. Drill 29-D1, "Replenishing a Petty Cash Fund", p. 599
3. Study Guide 29 as a quiz, : :

In Class:

1. Problem 29-1, "Establishing and Making Payments from a Petty
Fund™, p. 599, using DIBS or CALC-11 for the Voucher Register
and CALC 11 or workbook page for the Check Register. Use DIBS
or CALC-11 for the Petty Cash Record.

2. Problem 29-2, "Replenishing a Petty Cash Fund", p. 600, using

. the workbook. ‘ o :

3. Problem:29-3, "Establishing and Replenishing a Petty Cash Fund
Using.a Cash Payments Journal", p. 600, using workbook p.469.

4. Problem 29-M, "Establishing and Replenishing.a Petty Cash
Fund", p. 601, using the workbook.

5. Check your work with the instructor.

Problem Test for Chapter 29

Assignment . :

1. Read Chapter 30, "An Inventory System", p. 603-612.

2. Do Terms and save. All Terms from Chapters 17 - 30 are due

3 Be able to discuss Questions, p. 612.

u Do Drill 30-D1, "Determining the Quantities of Merchandise
on Hand Using Perpetual Inventory", p. 613.

5. Do Problem 30-1, "Determining Cost of Inventory Using FIFO and
LIFO Methods", p. 614, using workbook,

BEST COPY AVAILABLE o o
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| 14TH WEEK
[ ) COMPUTERIZED ACCOUNTING I

A. Lecture and Discussion on Chapter 30, "An Inventory System"
1. Discuss Terms and Questions, p. 612~613. Collect Terms from
Chapters 17 - 30, ‘ .
2., Give Study Guide 30 as a quiz. Check in class. S ¢
3. Check Drill 30-D1 and Problem 30-1 in class.

B. In Class: -
" 1. Problem 30-2, "Determining Valuation of Inventory at Lower of
Cost or Market", p. 615, Use workbook and/or CALC-11 on .
terminal.

2, Problem 30-3, "Estimating the Value of Inventory Using the
Gross Profit Method", p. 615-616, ®sing workbook. -
3. Mastery Problem 30-M, "Determin1ng Cost of Inventory Using the -

FIFO and LIFO Methods", P. 616, using workbook or CALC-11
on terminal.

[

Problem Test for Chapter 3¢ ‘ ‘
. . !

J. Assignment: '

1. 3Study for Unit Test over Chapters 28, 29, an¢ 30.

2. 3Study for fFinal Exam over Chapters 17 - 30.

3. Review DIBS for problem test on te;minal

BEST COPY AVAILABLE




Yy X 15TH WEEK
0 COMPUTERIZ_ED ACCOUNTINC I
A, Unit Test #8 over Chapters 28-30

B. Review of Course - Questions and Answers

C. Final Exam - Written ‘
‘ -+ Problem in DIBS on terminal

REST COPY AVAILABLE
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BASIC COURSE QUTLINE

TOPIC # mxnrrucsf’ TOMAL HCURS
1) ‘ocm.ns OF PROGRAM DEVELOPMENT 1 3
2) ofRUCTURED EASIC PROGRAMMING CONCEPTS 6 18

A) INPUT/CQUTPUT PROGRAMMING
B) DECISION STRUCTURES
C) LOOP STRUCTURES :

3) SUBROUTINES AND SUBPROGRAMS -2 6

4) ARRAYS AND TABLES o 6 18
A) SCRTING

B) LINEAR AND BINARY SEARCHES

5) INTERACTIVE PROCESSING 4 12 -
§) STRING PROCESSING » 3 9
7) LATA FILE PROCESSING 8 24

A) SEQUENTIAL FILES
B) RBLATIVE FILES

= 32 MTGS 9@ HRS
//J_
)
86 BEST COPY AVAILABLE
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= |
COBOL COURSE OUTLINE
TOP IC # MEETINGS TOTAL HOURS
1) .uc'runm COBOL PROGRAMMING CONCEPTS - 2 6
2) wUBOL OPERATIONS | ” 21

A) INPUT/CUTPUT '
F) ARITHMETIC
C) REPORT EDITING

3, DECISION STRUCTURES 6 18 _
4) CONTROL BREAK PROCLSSING 7 21
5) TABLE PROCLSSING 4 12
<, ADDITIONAL COBCL STATEMENTS 4 '+ 12

N

)

87 ‘BEST COPY AVAILABLE




ADULT BASIC COURSE CONTENT

MTG: 3 HOURS IN LENGTH

TRLXTBOOK: INTRODUCTION TO BASIC PROGRAMMING, by SHELLY & CASHMAN (ANAHEIM PUBLISHIN
PROGRAMMING ASSIGNMENTS: ¥INAL COPY SHCULD INCLUDL SOURCE LISTING, OUTPUT, ANL

\ FLOWCHART OR PSEUDOCODE. '

SRAMW SCALE: A:90-1¢€¢ B:e@-89 C:72-79 [:60~69 F:0~59 (PERCENTAGES)

GRADE WEIGHT: PROGRAM»SCORES--S€% TEST SCOkbS--50% (12% EACH TEST)
MIG # LECIURE TOPICS CHAP1ER FROGRAMMING ASSIGNMENTS
1 SYSTEM COMMANLS 1 ENTER SAMPLE PROGRAM TO
LEGAL LATA TYPES: GAIN FAMILIARITY WITH
NUMERIC CCNSTANTS SYSTEM COMMANDS.

' STRING CONSTANTS

LEGAL VARIABLE TYPES: -
REAL VARIABLES
STRING VARIABLES '
INTEGER VARIABLES (OPYIONAL) -~

LEGAL ARITHMETIC OPERATION SYMECQLS: o
Yy =y *, /, ¥ or

\ LEGAL COMPARISON SYMBOLS:

=, <. >.'<". >=’-<>,

2 BASIC STATEMENTS:. . 2 RUN, DEBUG, AND PRINT
REAL/TATA SAMPLE PROGRAM; TURN IN
INPUT SOURCE LISTING AND OUTPUT.
PRINT--COMMAS

SEMICOLONS

. TAB FUNCTION

REM <

GOTO (OPTIONAL)

3 DECISION STRUCTURES 2 ASSIGN p. 2.2E &2 5 P

IF-THEN~ELSE ' 2.37 #7—~DUE BY END OF
LOOP STRUCTURES * MTG #6.

PRINCIPLES CF PROGRAM LEVELOPMENT:
PROELEM ANALYSIS
PROGRAM DESIGN-~FLOWCHART OR

PSEUDOCGDE ' '
TRANSLATION INTO BASIC LANGUAGE -
TESTING AND DEBUGGING ~ BEST COPY AVAILABLE
DCCUMENTAT ION
% -~ USE PROBLEM #1, p. 2.34 AS AN EXAMPLE
4 REVIEW ABOVE CONCEPTS USING PROBLEM 2 WORK ON PROGRAMS.
#8,.p. 2.37, AS AN EXAMPLE.
5 NO LECTURE--TEST OVER CHAPTERS 1 & 2 WORE ON PROGRAMS.
6 MORE BASIC STATEMENTS: 3 p. 2.35 #2 AND ,. 2.3%
LET-~CCUNTERS #7 DUE TODAY. ASSIGN
ACCUMULATORS p. 3.39 #1 AND p. 3.40
PRINT USING o  #z=--DUF BY END OF MTG #9.
FORMATTED OUTPUT-~PRINTZR SPACING CHAKT
7 LECISION STRUCTURES 4 WORK ON PROGRAMS.
& MORF ON DECISION STRUCTURES: 5 ASSIGN f. 4.27 #1 AND
NESTED IF-THEN=-ELSE p. 5.26 #1-=LUE BY END
COMPOUND IF=~THEN-ELSE OF MIG #12.

Q -
REVIEW OF DECISION STRUCTURES AND €8 p. 3.39 #1 & p. 3.40 #1

A A A e et




10 NO LECTURE--TEST OVER CHAPTERS 3, 4 8 5 WORK ON PROGRAMS.

11 ARRAYS 6 & 7 WORK ON PROGRAMS.
FOR-NEXT LOOPS .

1z INTERACTIVE PROGRAMMING 6 & 7 p. 4.27 #1 AND p. 5.36

_ o #1 TUE TOTAY.
. %*

13 LINEAR SEARCH 6 & 7 ASSIGN p. 7.4¢ #2--DUE
INT FUNCTION BY ENC OF MTG #15. MOD-
ROUNDING OFF NUMBERS IFY PRICES TO 414.€9,

ETC, AND INCLUDE 5%
SALES TAX IN AMOUNT.
* .
1 REVIEW OF CHAP'ERS 6 & 7. WORK CN PROGRAM.
%-~CHAPTER 7.1-7.19
% _

.5 NO LECTURT--TEST OVER CHAPTERS 6 & 7. . 7.40 #2 DUE TODAY.

6 SELZCTION EXCHANGE SORT 7 ASSIGN p. 7.41 #3--
BINARY SEARCH DUE BY END OF MIG #19.
BUBBLE SORT (OPTIONAL) LATA MUST BE UNSORIEL

WHEN ENTERED, THEN SORT-
ED BY STATE; THEN BINAPY -
SEARCH MUST BE USEL.
- MORE ON MTG #16 CONTENTS 7 WORK ON PROGRAM.
tt TABLES | 7 WORK ON PROGRAM.
©3 MOKE ON TABLES 7 p. 7.41 #3 DUE TODAY.
ASSIGN INVENTORY PRO-
GRAM USING TABIE WITH
ROWS REPRESENTING PRO- °
DUCTS SOLD, COLUMNS,
DAYS OF THE WEEK, AND
TABLE ENTRIES, QTY SOLD.
IUE PY ENL OF MTG #22.
. SUBROUTINES ) WORK ON PROGRAM.
SUBPROGRAMS
MENUS
i MORE ON MTG #28 CONTENTS 8 ASSIGN p. 8.58 #1--DUE
BY END OF MTG #25.

e STRING PROCESSING 9 INVENTORY PROGRAM DUE
TOLAY.

3 MGRE ON STRING PROCESSING 9 ASSIGN p. 9.59 #2-~DUE
BY END.OF MTG #27.

“4 NO LECTURE--TEST OVER CHAPTERS 7, 8 & 9 WORK ON PROGRAMS.

5 LOALING AND READING 10 p. 8.58 #1 DUE TODAY.
SEQUENTIAL DATA FILES

25 UPDATING SEQUENTIAL EATA FILES | X ASSIGN p. 10.14 #1--LUL

~ FORMATTED OUTPUT.

BEST COPY AVAILABLE

- DUE TODAY. ~ '

BY END OF MTG #30. IN-
CLUTE THE CPTION CF UP~-

DATING THE QTY RECEIVED

89 o AN




S .

| _ OR SOLI.
] LOADING AND READING RELATIVE DATA 10 F. $.59 #2 DUE 10DAY.

FILES
26 ‘I’ UPDATING RELATIVE DATA FILES 18 WORK ON PROGRAM.
29 FEVIZW CF DATA FILES 19 WCR” ON PROGRAM,
J’ NO LECTURE-~TEST OVER CHAPTER 10 f p. 10.14 #1 DUE TCDAY. -
/ ﬂ -
[ / ’
. 7/ EZ y . _

BEST COPY AVAILABLE | ‘
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B ForT wavNE comMMUNITY ScHooLs

EDUCATION CENTER - 1200 SOUTH BARR STREET « FORT WAVYNE, INDIANA 48802

CONTINUING EDUCATION '
PHONE 219/425-763)3

WORD PROCESSING FOR ADULT EDUCATION

ne T o) o

1., BE FAMILIAR WITH THE PRINCIPAL FEATURES OF -KEYBOARD
DESIGI AND LAYOUT FOR WORD PROCESSING EQUIPMENT.

Iy YoV
2 IO TED INPUTTING ALD CORRECTINS O TEXT QU WO22
CZSSING SYSTRUS,

2. B0 FANILIAR ¥WITH T3ID SPECIFIC FUNCTIONS AND COIUULZE
-

3. 3= FAMILIAR WITH THE SPECIFIC FUNCTIOWE ANL COUMALDS
USED FOR EDITINC AND REVISION 'OF TEXT TRAT HAS

PREVIJUSLY BEEN ENTERED INTO A WORD 2ROCESSING SYSTEL.

1. Z EFAMILIAR WITHY THEZ SPECIFIC FUNCTIONS AND COMMANDZ
JSEZ FOR UPDATING ANLD MNAMAGING TEXT FILES AIXNTAILID
wITals & WORD PROCEESIUG SYSTEN, '

3. 38 DTALUILIIR ﬁITH THE SPECIFIC FULITIONS AND COIUIANDS

D P2 TIE PRINTINC OF DOCUMINTS BY A WORD PROCEZISING

-
X TN )

e

oo

A
o
-

-
-~
o

i IIMOAT

1. 33JJLD HXAWI A UUIRRINC RUOQULEDGE OF THZ FUNCTIONS APPLIED
FOR LUPCTTING AUD CORRECTING INFORMATION ERTRIES TO ALY
17020 PRICLSSING SYSTEIIL 70 WHICH YIOU- ARL ASSIGNED.

. . O

2. BE ARLE TOC APPLY THE FUNCTIONS NECESSARY TO INPUT AND’LV;
CORRECT TEXT:ENTRIES TO WHICH YOU ARE ASSIGHELD,

'
b

BEVISING AND EDITING FUNCTIONS

1, BE ABLE TO FOLLOW OR USE THE STANDARD ZDITING MARKS USED
ON TYPEWRITTTEN OR HANDWRITTEN LOCUMENTS.

2. Bé ABLE TO APPLY THE FUNCTIONS NECESSARY 'J0 REVISE AND
EDIT TEXT ON THE WORD PROCESSING SYSTEM TO WHICH YOU ARE
- ASSIGNED

3. GAIN PRACTICAL EXPERIENCE BY COMPLETING A NUMBER OF

ASSIGNMENTS THAT INVOLVE INPUTTING, REVISING, AND
EDITING TEXT. - '

92 BEST COPY AVAILABLE




IL.

Iv.

“ORD PROCISSING OUTLINE

ATINDUCTIIN T\ Td" CONPUTER

I
5. PROCEZ3SING DATA OL A COUPUTER SYSTIH
3. THE PROCE ssoa UNIT
C. I)'PUT TO TUE COMNPUTER SYSTE
D, OUTPUT FROY THE CO.PUTER
THTRODUCTIOL 10 THI VAKX
A, LOIITNG O
3, L333ING OFF
L 4
COUPUTINS TU O 3INZRAL
A. TIROCYLPUTIRS
t. ILLICOURUTIRG
S, UATIFRALZ CONPUTERS
[LiFORIATION PROCESSIING
A "3 PROCISSING
LTiaLanT PROCESSING (CONIUNLCANLY"
S, DNTA 2TOCES3ING
D. . TIP2IIAPHICS
JORD PRICIBBING COHCIPTS

A, I3T7IRY IF VIORD PPOCTSSING

41. A:TIILTIOV

2. JIETHODS OF WWORD PIOCISSING

. FIZATURES ARD TYPTS OF TIXT <0177
Lo 0D 23A0CRSSING YACA UundY
T 'JRD PROCESSIHG CYCLE

1. Li'2UT
a. LwOIGHALY
J. SUARTHATD
T .).[r””*l't).'
JUTPUT
ASVI3IDY
DISTULIUTION
STORAGE
PROCESSING
PrOPLE
PROCEDURES
eNUIPHEINT
. [EDIA HAUDLING A:ID STORAGE
1. “AGIETIC MEDIA
a, IAGHETIC TAPE
b, HMAGNETIC CARD
¢. FLOPPY DISKS
d. HARD DISKS

e L] e o

<

.
LAJI\)—‘SkithXQ

o

2. ELECTRONIC HENORY
3. SOFTVWARE
F. LOGGING AiID MEASUREMENT PROCEDURES

33

-3
(7]
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. 1, LINE COUNT OR BLOCK COUNT
. 2, LOGGING SHEETS

G. PROCEDURE MANUAL

H. CAREERS < -

V. HANDS ON EXPERIENCE

A, BASIC FUNCTIONS
1. INSERT AND DELETE SPACES
. 2. INSERT A!lD DELETE:
a. CHARACTERS

b. 'JRDS
¢. LINES
d SEUTENCES

2. PARAGRAPHS

f. PAGES

FORIATTIIG

CENTERING

CUT AMD PASTE

UIDERLINING ,
UPPERCASE & LOWERCASE
SEARCH AND REPLACE A
A3BREVIATION LIBRARY
PARAGRAPH LI3RARY

PRINT ENU
OR MORE PAGES OF A DOCUMENT
PAGINATION

HEADERS

FOOTERS

UMDERLINES

FOOTNOTES

T PROCESSING

LIST DOCUMENT

FORM DOCUMEXNT
SPECIFijATION DOCUMENT

(99 ]
L]
WD = UT S W ) = L5 = O W o~ Gyl 5w

o o o [Ne o o o o Oe o o o o o o o o

O
®
C
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' . REFERENCE BOOKS
FOR WORD PROCESSING ONE to W
1. Brown Notebook: Grammar Section (in the back)
2. Century 2% Typewriting ' :
3. Reference Manual for Office Personnel
4, CTOS Word Processing Quick Reference Guide
5. 20,000 Words
) . '
v ¢ A\
\ N
- s

: N g6




WORD PROCESSING
‘ FOR ADULT EDUCATION

I. AN INTRODUCTION WORD PROCESSING

A. STUDENTS LEARN ABOUT THE GROWTH AND DEMANDS AND THE . ’
TEMRINOLOGY OF WORD PROCESSING .

" B. THEY LEARN THE-DIFFERENCES BETWEEN SYSTEMS AND THE FUNCTIONS
. OF WORD PROGESSING -EQUIPMENT ' :

u.' QPERATING WORD -PROCESSING EQUIPMENT. . )

"A. BE FAMILIAR WITH THE PRINCIPAL FEATURES OF KEYBOARD DESIGN .
AND LAYOUT FOR WORD PROCESSING EQUIPMENT

B. BE FAMILIAR WITH THE SPECIFIC FUNCTIONS AND COMMANDS USED FOR
THE INPUTTING AND CORRECTING OF TEXT ON WORD PROCESSING

‘SYSTEMS | """
L4

‘ C. BE FAMILIAR WITH THE SPECIFIC FUNCTIONS AND COMMANDS USED FOR
. ' EDITING AND REVISOION OF TEXT .THAT HAS PREVIOUSLY BEEN
ENTERED INTO A WORD PROCESSING SYSTEM .

D. BE FAMILIAR WITH THE--SPECIFIC FUNUTIONS,AND-COMMANDS USED FOR.
UPDATING AND MANAGING TEXT FILES MAINTAINED WITHIN A WORD -
PROCESSING SYSTEM ’ . . .

) ‘ : . s

‘E. BE FAMILIAR WITH THE SPECIFIC FUNCITONS AND COMMANDS USED FOR
- THE PRINTING OF DOCUMENTS BY.A WORD PROCESSING SYSTEM '

L]

III. INPUTTING INFORMATION AND CORRECTING INFORMATION

A. STUDENTS WILL LEARN THE PROCEDURES, METHODS, AND FUNCTIONS i
OF THIS WORD PROCESSING SYSTEM IN ORDER TO BE ABLE TO : .
UNDéRSTAND AND OPERATE ANY EQUIPMENT .

IV. USING WORD PROCESSING FUNCTIONS ) .
= A. SHOULD HAVE A WORKING KNOWLEDGE OF THE FUNCTIONS APPLIED FOR

. INPUTTING AND CORRECTING INFORMATION ENTRIES TO ANY WORD
. PROCESSING SYSTEM TO WHICH YOU ARE ASSIGNED. _ '

B. BE ABLE'TO APPLY THE FUNCTIONS NECESSARY TO INPUT AND CORRECT
TEXT ENTRIES TO WHICH YOU ARE ASSIGNED

V. BEVISING AND EDITING: DOCUMENTS | | - oy

. . . ) ‘ . .

A. WHILT THE STUDENT IS BUILDING AND IMPROVING ONE'S ABILITY TO
INPUT INFORMATION, THE STUDENT WILL BE PROVIDED PRACTICE IN
USING THE FUNCTIONAFOR REVISING AND EDITING INFORMATION

v

—

L)

BEST COPY AVAILABLE ~
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R

VI,

D.
Y

DJCUMENTS ‘

. A, STUDENTS LEARN ABOUT AND PREPARE - REPORTS,
PROPOSALS,

LEGAL DOCUMENTS

~

BE ABLE TO FOLLOW OR USE THE STANDARD EDITING MARKS USED ON
TYPEWRITTEN OR_ HANDWRITTEN DOCUMENTS

BE ABLE TO APPLY THE FUNCTIONS NECESSARY TO REVISE AND EDIT
TEXT ON THE WORD PROCESSING SYSTEM TO WHICH YOU ARE ASSIGNED

GAIN - PRACTICAL EXPERIENCE BY COMPLETING A NUMBER oF '
ASSIGNMENTS THAT INVOLVE INPUTTING, REVISING, AND EDITING TEXT

S. ANR OTHER

MANUSCRIPTS
SPECIFICATIONS FINANCIAL STATEMENTS AND

>
L4 -’\

MANUALS,

3

JKG/CC, ' AT
RVSOFF45 ~

—aa~

'\/

<
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II.

Lv.

WORD PROCESSING OUTLINE

-

INTRODUCTION TO THE COMPUTER

A. PROCESSING DATA ON A COMPUTER SYSTEM
B. THE PROCESSOR UNIT .
C. INPUT TO THE COMPUTER SYSTEM
D. OUTPUT FHOM THE COMPUTER
INTRODUCTION TO, THE VAX
A. - LOGGING ON
B.. LOGGING OFF
COMPUTERS IN GENERAL
A. MICROCOMPUTERS
B, MINICOMPUTERS _
'C. - MAINFRAME COMPUTERS
INFORMATION PROCESSING
A. WORD PROCESSING | 3
B. THOUGHT PROCESSING (COMMUNICATION)
C. DATA. PROCESSING
D...REPROGRAPHICS
WORD PROCESSING CQNCEPTS o
A. HISTORY OF WORD PROCESSING
1. DEFINITION |
.2, METHODS OF WORD PROCESSING |
3. FEATURES AND TYPES OF TEXT EDITORS , /
B." WORD PROCESSING VOCABULARY o /
C. WORD PROCESSING CYCLE -
1. INPUT - : ~
a. LONGHAND ,
b. SHORTHAND ° . - ‘
2. DICTATION ‘
2. OUTPUT | : -
3. REVISION . . Uy
4. DISTRIBUTION. : . “
5. STORAGE
D. . WORD PROCESSING,
1. PEOPLE . 3
2. PROCEDURES | ”
. 3. EQUIPMENT S
E. MEDIA HANDLING AND STORAGE
1. MAGNETIC MEDIA \
a., MAGNETIC TAPE
b. MAGNETIC CARD
.., FLOPPY DISKS
d.”” HARD DISKS . ..
2. ELECTRONIC MEMORY SN
o 3. SOFTHARE

- LOGGING AND-MEASUREMENT PROCEDURES .




1. LINE COUNT OR BLOCK COUNT
2. LOGGING SHEETS
. - G. . PROCEDURE MANUAL
H. ' CAREERS - '.4 .

V. HANDS ON EXPERIENCE
A. BASIC FUNCTIONS | - - B
1. INSERT AND DELETE SPACES.  , .
. 2. INSERT AND DELETE:
» - a. CHARACTERS | | v
. b. WORDS . | \ '
c. LINES , r
, .d. SENTENCES . oy
. " e. PARAGRAPHS | J/ |
: f. PAGES
FORMATTING . | \ |
CENTERING S A | | Co
CUT AND PASTE o0 ~
UNDERLI§§NG

L4

" UPPERCASE & LOWERCASE
SEARCH ‘A EPLACE .
ABBREVIATION\LIBRARY _
PARAGRAPH LIBRARY - = B -
PRINT MENU - L .

OR MORE PAGES- OF A Docunéur g SN - _
PAGINATION | | - '
HEADERS - .

FOOTERS ' : L e

UNDERLINES o :

FOOTNOTES . | R

PROCESSING - ¢ SRR »

LIST DOCUMENT--DATA ENTRY ' |

'FORM DOCUMENT--WORD PROCESSING AND SOME. Pnoannunrnc g
- SPECIFICATION DOCUMENT—-PROGRAMMING (IF THER STATEMENT) ..... .

- OWOO~NON & W
[ ) [ ) » [ ) [ ) [ ) [ ) [ ) L ]

¢
Rar Bendin
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. LESSON ONE
" WORD Pnoczssxnc I
. . B |
,  6:00-6:15 *  ASSIGN USERNAME . , = .

6:15-6:30  CHANGE PASSWORD . - , |

o .. SET (SPACE) PASSWORDSRET> - ‘

OLD PASSWORD: (KEY IN OLD PASSWORD)<RET>
NEW PASSWORD: (KEY IN NEW -PASSWORD)<RET>
“VERIFY: (KEY. IN NEW PASSWORD)(RET)'.

e

6:30-7.:501 LECTURE ON WORD AND DATA: PROCESSING
A © ., - (OUTLINE INCLUDED)
7:50-8:00 BREAK o " o,

8:00-8:59 * INSTRUCTION ON.CTOS PREPARFD DOCUMENT

1\ .t C e

'l
o2,

4

\&-




WORD PROCESSING L

.
P
0 * v -
-
- .
v 9
. ) . N
‘e \
. .
. i R

I. WORD PROCESSING

'»" r 7 A, 3 ELEMENTS OF WP--OVERHEAD #1 -
| ~ 1. PEQPLE--ONE-ON-ONE; NOW SEVERAL ORIGINATORS WORKING
.+ Y. . VITH 1 ADMINISTRATIVE SPECIALIST AND 1’

. - " CORRESPONDENCE SPECIALIST. -

‘2. ?ROCEDUEES--GENERAL TELEPHONE MANUAL ,
- * 'a. A DEFINITION AND DISCUSSION™OF TOTAL
~ CONCEPT OF .WORD PROCESSING .
S - b. A DETAILED. DESCRIPTION OF THE COMPANY'S
: WORD PROCESSING SYSTEM
c. DETAILED INSTRUCTIONS ON HOW'TO SUBMIT"
: . " WORK TO THE WORD PROCESSING DEPARTMENT
. d. FORMATS TO BE FOLLOWED FOR VARIOUS TYPES
' . - © " OF WORK HANDLED BY THE ORGANIZATION.
‘ o e. CAPABILITIES AND LIMLTATIONS OF
» - AUTOMATIC TYPEWRITERS, .
: - f, DETAILED INSTRUCTIONS ON HOW TO DICTATE'
HINTO MACHINE DICTATION EQUIPMENT

o 3. EQHIEMENI--AUTOMATED EQH%PMENT ¢(TEXT-EDITING .
X : : . v TYPEWRITERS, HIGH-SPEED, PRINTERS" AND
' coe T : MANY OTHER AUTOMATED EQUIPMENT

~ _B. WP DEVELOPED AS METHOD . | // .
' 1. TO CUT COSTS = ' . S
2. TOIIMPROVE EFFICIENCY =~ - | -

e : ,

,  J
. ’ . ) .
‘ II. THE . WORD PROCESSING CYCLE o . .
A. 5 STAGES OF WP éYCLES--OVERHEAD 32 ‘. - “\2_
1. ORIGINATION--EXPRESSION BY WRITING, DICTATING . TO

- SECRETARIES. OR DICTATING TO MACHINE.
2. EBQDHQIIQN-~RECORDING THEN ON' PAPER < - X 2
. . 3. BEPRODUCTION--MAKING COPIES | |
4. FILING--SYSTEMATIC WAY OF STORING IDEAS
5. DISTRIBUTION--TRANSMITTING THE IDEA

T !

« B, UTILIZATION OF A WP STRUCTURE
_ . 1. SHOULD IMPROVE THE FLOW OF WORK TO PROCESS AN IDEA
) FROM P?S CONCEPTION TO. ITS FINRL FORM ' P

2. SHOULD UTILIZE PERSONNEL MORE EFFICIENTLY
3. SHOULD REDUCE THE COST OF PROCESSIN%/INFORMATION

i
*




ia

: _‘I"'I{I. ORIGINATION (1ST STAGE)--OVERHEAD #3 WP CYCLE A ;
" A. 3.METHODS. USED TO COMMUNICATE IDEAS (USE OVERHEAD) '

j . 1. LONGHAND )

1 ‘ 2." . SHORTHAND

. 3. " MACHINE DICTATION.” o . VT
, _B.. DICTATION EQUIPMENT MAGNETIC MEDIA® — « ¢ ,
> ' .
s 1. MEDIA--MATERIAL ON WHICH"A RECORDING IS MADE WHEN A
o DICTATION, IS USED
o , ;  EXAMPLES: ' STANDARD CASSENITES )
: | ' L MINICASSETTES - I

L - ' I MAGNETIC DISCS .
: . : o ' MAGNETIC BELTS '

L]
-

C. MACHINE DICTATION EQUIPMENT--THE SUCCESS OF MACHINE RELIES
T UPON ORIGINATOR BEING TRAINED IN CORRECT
PROCEDURES . . | "

L4

" 1. CENTRAL DICTATION UNJTS
a. LOCATED IN WP PROCESSONG CENTER
b. ACCESSED THROUGH DIAL OR TOUCH TONE TELEPHONE,

y

-

. 2. . DESK TOP UNITS
. - " a. UNITS CONTAIN. OWN RECORDERS LOCATED ON-
. ORIGINATOR'S DESK
b. COMBINATION DICTATION/TRANSCRIPTION
-c. MUST DELIVER MBDIA TO TRANSCRIPTION

)

*3. PORTABLE UNITS | ) : -

' _ a. DICTATION AWAY FROM THE OFFTCE » ’
N ¢ “~b. TRAN§CBIBING OF DJICTATION IN‘*THE OFFICE
N ¢ ‘ 4

Iv. PRODUCTION (OVERHEAD #4) . | S
A. MEASUREMENT AND CONTROL,
o 1.  PRODUCE TYPEWRITTEN MATERIAL MORE RAPIDLY AND. AT A
; - LOWER COST . .

. 2. » COMPANIES ARE INTERESTED IN HOW WORD PROCESSING
EQUIPMENT EFFECTS .TYPING TIME, PRODUCTION QUALITY,
AND TURNAROUND TIME
a. WORK STANDARDS--LINE COUNT
b. TURNAROUND TIME-~THE TIME IT TAKES ONCE A
DOCUMENT ENTERS WP CENTER UNTIL IT IS COMPLETED
c. AIDS IN REDUCTION OF TIME

f (1)- CARBONLESS FORMS--FORMS ON NCR PAPER -
ELIMINATED THE NEED OF HANDLING CARBON
\ PAPER
{ ‘ .
' 1(3




VI. OPTICAL CHARACTER RECOGNITION (OCR) | | S

4

(2) UNIT.S To-nSNAP -APART FORMS WHICH COULD |
- CONTAZN SEVERAL COPIES IN DIFFERENT
COLORS- . .‘

, ~(3) CONTINUOUS FCRMS--ASSEMBLED IN A’
¢ CONTINUOUS ROLL FOR AUTOMATIC FEEDING
oy ' | INTO TYPEWRITER OR PRINTER WHICH MAY.BE
h ~ TORN APART ‘TO ELIMINATE HANDLING COPIES
OF REPETITIVEwFORMS :

. L)
N )

" V. AUTOMATED TEXP-EDITING TYPEWRITER CAN TYPE - REPETITINE DOCUMKNTS

MAKE REVISIONS, TYPE FASTER, -EASIER, AND MORE ACCURATELY.

AL RECORDING DEVICE--OVERHEAD #5 7
1. . MAGNETIC CARDS "
.+ 2. 'FLOPPY DISCS . x ,
'3. TAPE CARTRIDGES' A
4., CASSETTES | |

PR*hTING DEVICES--DAISY WHEEL S

L)

.

A. THE FOLLOWING ILLUSTRATES HOW AN OCR MACHINE IS USED IN WP

1. THE gRIGINATOR WRITES HIS IDEA IN LONGHAND, DICTATES
TO A*STENOGRAPHER, OR.DICTATES TO A MACHINE

‘THE -TYPIST PREPARES A DRAFT ON A TYPEWRITER WITH AN
OCR ELEMENT OR PRINT WHEEL
. CORRECTIONS CAN. BE MADE IN LONGHAND ON THE DRAFT. "
OCR SCANS THE TYPEWRITTEN MATERIAL AND STORES IT IN '
THE SYSTEM
. - THE TYPIST MAKES THE HANDWRITTEN REVISIONS ON A
TEXT-EDITING TYPEWRITER .
REVISED AND EDITED COPY IS PRINTED

(o)} 19 =w nN
» L ] L]

.~  B. OCR EQUIPMENT REDUCES TURNAROUND TIME | . ‘\' N
’ ¢ .
VII. OUTPUT EQUIPMENT--#7 . ' ’
A, STAND ALONE TEXT-EDITING WP EQUIPMENT - \
1.. RECORDS TYPIST'S KEYSTROKES ON MAGNETIC MEDIA \
R CORE MEMORY SYSTEM WHICH MEANS ONLY CHANGES
R ERRORS.WILL NEED TU' BE TYPED AFTER DOCUMENT

' HAS BEEN PROOFREAD AND REVISED. . DOCUMENT  CAN
v NOW BE PRINTED.

/ - - '
2. MAYBE NON-DISPLAY, LINE DISPLAY, OR DISPLAY
UNIT

B. -COMPUTER: WP PRODQCTION EQUIPMENT. . '

/.
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. “THREE CATEGORIES OF COMPUTER WP EQUIPMENT
,/// a. MINICOMPUTER SYSTEMS |
o -~ b, SHARED LOGIC SYSTEMS |
- ) . c. TIME-SHARING SYSTEMS -
, ‘ — ®
2. MINICOMPUTER SYSTEMS--OPERATES WITH .
LARGE-SCALE COMPUTER'ABLE’ TO SEND* INFORMATION . ,
OVER TELEPHONE LINES. .
43
. 3, SHARED LOGIC SYSTEMS -
' © a. "DUPLICATES WHAT MINICOMPUTER DOES. :
".b. SEVERAL TERMINAYS SHARE MEMORY AND LOGIC
L . OF A SINGLE MINICOMPUTER AND CAN SUPPORT OTHER

T DEJICES. . . , o .
, . 'y - - ' | ,
VIII. REPRODUCTION/REPROGRAPHICS (COMPUTERIZED ~ - .

PHOTOTYPESETTING) OVERHEAD #8 , 8 - R

( A. CARBON PROCESS--1-5 COPIES SN |
M HIGH-SPEED COPIERS--PHOTOCOPYING | . S
‘C, DUPLICATORS' , _
v 1.)FLUID AND SfENCIL--DISAPPEARING e L A

2. OFFSET

S PHOTOSETTING : ' o ‘ .

IX. FILING/MICROGRAPHICS (MTH STAGE) -

A, PRADITIONAL FILES--VERTICAL FILING CABINETS S '
B. AUTOMATED FILING SYSTEM-4+THIS SYSTEM CAN STORE v
DOCUMENTS IN COMPUTER T PE DISCS AND MAGNETIC : .

“~

' TAPES. |
_ /«Q - - ) - [ . L// _ R
- % 1, AUTOMATIC KEYBOARD ' ‘ .
2L CAN CREATE ot o
.31 . STORE , ’ - ~ - !
4, RETRIEVE : » .
5. CHANGE . |
6. COMMUNICATE
\ - e
9 7. DELETE
, 8. ALL RECORDS
I .
C. MICROGRAPHICS--FHE FILING SYSTEM OF 'TOMORROW ,
WHICH. IS REALLY TODAY--OVERHEAD #9.
1.” THE MOST COMMON MICROFORMS ARE:
’ ;
a. ROLL FILM (USED FOR LOW-REFERENCED
MATERIAL)
b. APERTURE CARDS (USED FOR DOCUMENTS THAT . e
NEED TO BE HANDLED INDIVIDUALLY)
r *

ERIC SN Ies




2.

‘DISTRIBUTION/COMMGNICATION 95TH STAGE
: - \

_THE EQUIPMENT USED IS QUITE.EXPENSIVE

™\ .

o~ ‘ . .k’.).
c. "MICROFILM JACKETS (HOLD SEVERAL
MICROFILMS IN A JACKET WHICH MAKES IT EASY TO
INSERT INDIVIDUAL FRAMES OR TO ELIMINAFE AND
UPDATE FRAMES).
d. *MICROFICHE 9 (A. SHEET OF FILM WHICH MAY
CONTAIN SEVERAL EXPOSURES;yUSED FOR MATERIALS
WHICH MUST BE REFERENCEP FREQUENTLY AND
DISTRIBUTED WIDELY)

o

‘o
A. OLD METHODS USED - | S
1. ‘U, S.e POSTAL SERVICE 3 R
2. INTEROFFICE = /-~ .
3. INTERCOMPANY : - - .
NEW METHODS--SENDING YYEWRITYEN MESSAGES OVER

\

. 2-.

-

.S.

. ¢

. TELEPHONE LINES (OVERHEAD' #t0) ~

==CAN COMMUNICATE ANY PRINTED MATTER

a. TYPEH*ITTEN DOCUMENTS, PHOTOUCRAPHS, MAPS
(THROUGH ELECTRONIC PULSES OVER NORMAL )
TELEPHONE L%BESi -

b. TRANSMITTED AT THE RAE OF ONE PAGE ENERY
TWO TO SIX MINUTES
TELETYPEWRITERS--TELEX AND THX - }
a. RESEMBLE TYPEHRITERS BUT HAVE A TELEPHONE
DIAL ATTACHED

b. TELEX CAN TRANSMIT TYPEWRITTEN MATERIAL
AT THE RATE OF ABOUT 66 WORDS- PER MINUTE

c. THX--TR!NSHIT AT- 100 WORDS PER MINUTE

MAILGRAMS--TO SEND ' AN E[CTRONIC LETTER TO A
RECIPENT WHO IS NOT ON THE TELEX/TWX CIRCUIT
a. PROCESSED BY WESTERN UNION -

b. THIS DONE THROUGH THE USE OF COMPUTERS ';

AND U. S. POSTAL SERVICE .




COMMUNICATING WP EQUIPMENT-~TIME~-SHARING AND
SHAREDWLOGIC COMPUTER PROCESSING SYSTEMS

SEND
ONE OF THE LOCAL HIGH SCHOOL

SATELLITE COMMUNICATIONS--BEAMS A “MESSAGE
'FROM A CI ON, EARTH TO A SATELLITE -
APPOXIMATELY\ 23, 000 MILES IN SPACE WHICH
QEAMS THE MESSAGE BACK TO ‘ITS DESTINATION *

A}

‘a., E?7NPLE. "KEYBOARD DOCUMENT HERE AND THEN
I

L E -~ R - . | ’ \
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* WORD PROCESSING N
\ \ / .
- v / )
I. \wonu PROCESSING /// .
A. THREE ELEMENMIS OF WP’
1.
P o
l; 3. *
B. WP DEVELQPED BECAUSE
10'
2.
. N
II. THE WORD PROCESSING CYCLE

<

A. FIVE STATES OF WP CYCLE

2.
3.
-
y 5.
B. -UTILIZATION OF WP STRUCTURE
1. ' |
. 2.
3.
III. ORIGINATION (1ST STAGE) |
A. ,3~ﬂsraéus-qsap TO COMMUNICATE IDEAS
o SRR
: 1
. 2, \
3.

1. MEDIAw=-
. r N

[

BEST COPY AVAILABLE
o 1c8

B, DICTATIQN EQUIPMENT MAGNETIC MEDIA (GIVE 3 EXAMPLE




® .

C. MACHINE DICTATION EQUIPMENT

2.

30 . : I

IV. PRODUCTION
A.  'MEASUREMENT AND CONTROL

#H
\

1.

¥

2. COMPANIES ARE INTERESTED IN HOW WORD PROCESSING'

EQUIPMENT EFFECTS TYPING TIME, PRODUCTIVE,
QUALITY,AND TURNAROUND TIME. -

(A) WORK STANDARDS,
(B) TURNAROUND TIME -

4

VII. OUTPUT EQUIPMENT
i~ A.  STAND-ALONE x b
1. -
2. R BN
B. COMPUTER WP PRODUCTION EQUIPMENT
1.  THREE CATEGOREIES OF conpufﬁﬁ‘we\gouxpuanr'
(A) -
(B) - ‘-
(c) |
2. MINICOMPUTER SYSTEMS--
3. SHARED LOGIC SYSTEMS
'VIII. REPRODUCTION/REPROGRAPHICS
A. CARBON PROCESS ' -

B. HIGH-SPEED COPIERS
C, DUPLICATORS

BEST COPY AVAILABLE
) 1C9




. IX.  FILING/MICROGRAPHICS : :
’_ A. TRADITIONAL
' B. AUTOMATED FILING SYSFEM
RN | / 5.
2. C 6.
3. o 7.
-« . {?\ o/
b 4“0 ' 8./’/
J
C. MICROGRAPHICS=--
\ o
; 1.  THE MOST COMMON MICROFORMS /f . .
N (A 7 ) /
(B)
> '
(c) \ 4 (\
| X. DISTRIBUTION/COMMUNICATION O - : ’ i
A.  FACSIMILE
e a——— \ : - . \
Ko B. TELETYPEWRITERS
AR C. MAILGRAMS
, ’ ’ ‘ \
D.  COMMUNICATING WP EQUIPMENT /
E. SATELLITE COMMUNICATION
JKG/bpf
§ RVSOFFU45
\ \
/ \




« h II:,
s R
| U‘P; IT n: :

BEST COPY AV AILABLE

DATA PROCESSING . <

OUTLINE |
| J
/
| A ,
THE COMPUTER . g
I. DATA PROCESSOR . .
II. TWO MAIN TYPES OF COMPUTERS \
A. DIGITAL o /
v
!
B. ANALOG B ,! A
DATA FLOW "
I. HOW TO MANIPULATE DATA
II. THREE MAJOR AREAS
A, : SN
\B. ¢
C. |

BASIC DATA STRUCTURES

I. FILE

II, RECORD

III. FIELD 4 S

MEDIA/DEVICES/EQUIPMENT

I. DATA PROCESSING

II.. THREE MAJOR CHARACTERISTiCS OF A SYSTEM
A,
B.
C.

111




e

III., PROCESS STARTED AS FOLLOWS:
A, - N ‘
J B,
.‘C.

*

Iv. OTHER NOTES

4
a4

UNIT V:  STORAGE/PRINTER DEVECES
~I. °  MAGNETIC DISK STORAGE .+~ '

II. ""chRAcransi;cs OF DISK

A

UNIT VI: COMPUTER ARITHMETIC

I. TWo- STATES OR CONDITIONS
e,
B.
IV. PULSES ; ’ ‘
e
& N .
/ ~ ~
. {
JKG/lm ' . T Q{l /
RVSOFFU45 . .
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’ . _
The . first screen of the Main Menu 1s displayed. By depressing RETURN,
ither screens can be viewed.- “

LN

o CREATE a'new document, depress C followed by a RETURN. The prompt
on the next screen .asks for you to give it a name. Let’s call this
Letter 1 and press RETURN. - : '

. . i
- You are at the TOP OF THE DOCUMENT. .Now you see that the system has

assiged a number to this document, and any time later you can call
this document back by either the name or the number. Now you will

want to set margins and tabs.. To do this, depress Gold RULER and you
are now in the ruler-setting mode.

RULER SETTINGS

+- : ) .7 . ™

b

-

Left margin, single spacing =

L "t Right-aligned tab stop
A . Left margin, 1/2 line spacing . Decimal-aligned tab stOp
B Left margin, single spacing v Center point o
C Left margin, 1 1/2 line spacing R Right margin, ragged
D Left margin, 2 line spacing S , Right margin, semi- justified
E Left margin, 2 1/2 line spacing J Right \margin, fully justified.
F Left margin, 3 line spacing - Remove ruler setting
] Word wrap margin - Restore original setting
T Tab stop 0-9 Recall stored’ ruler
: Shife, 0-9 Store ruler defingtion

4

SETTING/CHANGING A RULER

" )

To move quickly through the ruler, the TAB key resbonds in increments
2f 10 spaces in either the BACKUP or ADVANCE mode. The tabs must be

removéd individually by the user when changing their set&ings. After

placingttge cursor at the tab to be removed,.depress ,the Hyphen key.

AT '
As you set a new left or.right margin, the old one .will disappear
automatically. It 1is not neces'sary to use ‘the Hyphen key to remove
left and right wargins.

For Letter 1, let®s set our .left margin "L" at "O" .and our right
margin "S" at "70". Becauge we will use this ruler setting most
often, we will stQre this ruler in our system. Up to 10 rulers can be
stored by each u;%*q To store a ruler, press "Shift" along with a
number. Let®s make this ruler the system ruler, which is "0". ¢ All
other frequently used rulers can be stored by assigning remaining
numbers 1 through 9. Any number of rulers may be used within a .,
document. - ~

BEST COPY AVAILABLE




: Retriaving a Ruler
To retrieve stored rulers either of the following two-megthods can be

uaod: .
/. ' - C

- .
- Gold 3 Ruler = .Displays Ruler 3 for use in the document and text

following inserted ruler will conform to new rulee»

Gold Ruler 3 = Displayn Ruler 3 in rulcr-lcétin; nodq : :f’)

'Thn nystel wordwtapu to the left navsiu. If there 1s a “W* 1n{-

Tuler as well as a left margin, the "W" takes precedence. Afﬁh?
RETURN it wordwraps to the left mdrgin. '

l. Now is the tino for all good men to come to the ald of their
" party. Now is the time for all good men to come to the aid of
* their party. (Press RETURN)

2. Now 1is the time for all 3ood men to‘cone to tho aid of their
pll‘ty.

.

The following settings will allov' for 1ndeﬁ?§d parasrapﬁs by
vordwrapping to the "W", - ' —_— '

| D S ,-------_;-Q--_--; .......... JZ-; ------- !L-J‘//

Now is the time for all good- mgn to come ‘to the aid of .their
party. Now is the time for all good men to come to the aid of their
party. (Press RETURN)

Now is the time for all goad men to come to the aid of.,t_hei.r
party. “ : '

4
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- Lo |
. » e~ INSTRUCTIONS ON CTOS
' ‘ ' ’g. \'
I. LOGGING IN
USERNAME: (TYPE IN: YOUR ussggauzo<nar>

-

usswoao- (nrs IN' YOUR PASSWORD)XRET>

- . WELCOME TO VAX/VMS veasxou V.l
'HELLO “ |

I HELLO |

. ‘$(TYPE IN ‘CTOS)<RET>

II. MENU DRIVEN

. THE FIRST SCREEN OF THE MAIN MENU IS'DISPLAYED BY DEPRESSIhG RETUPL

DTHER SCREENS CAN BE VIEWED.V(THERE ARE THREE SCREENS) n N

-

III. EﬂSLC OPERATIONS“ CREATING DOCUHENTS

A. TO CREATE ‘A NEW DOCUHENT DEPRESS C FOLLOWED BY -A RETURN, .TEE
PROMPT ON THE NEXT SCREEN ASKS FOR YOU TO GIVE DOCUMENT A NAHE Aht' !

THEN <RET>. . K \

» v .,
' \

1. NAHING nocuunsur " e
Naming Documents o
* Name the document as you creete N. Choose & name that s 50

alﬂmh mu ,
” Ld

v o Sitet e name with & letter. 'Other characters can be alter i 4 /
‘ . thet. You may begin 2 name with » number as long as & is followed by .
cl-llum.um Or & space and @ letierls). o

L m.nmm-wmmnnmdmmm
Mmﬂnsmmm ..

* Do not use the same firs! worde tomowummm.
tn;lﬂg Document Nmu | .
. Uuo“mmwmbm
© You can Use 5peces between words. |
© Do not ise angle biackate.
, Using Document Names

QMuunhdhooaummuwkwip-uaarundbm;mumqnnn.n

' doclinent number or the unique document neme. .

’ \ . - _© The system will read only the first six characiers of & document name
nmmmmma-mﬂmmmmmm

uﬂhﬁuutnud-nuumumunuﬂhmooﬂ.ncnmﬂunnmnlo
ideniity the cortect document.

_- © BEST COPY AVAILABLE
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' B. TOP OF DOCUMENT--NOW YOU SEE THAT‘THE SYSTEM HAS ASSIGNED A NUMBER
. ‘ TO THIS DOCUMENT, AND ANY TIME LATER YOU CAN CALL THIS DOCUMENT
- BACK BY EITHER THE NAME OR THE Nﬂ_ﬂﬁﬂa .

1 C. - RULER SETTING MODE °= e o
. 1.  RULERS--CTOS HAS BOTH REGULAR AND WIDE - RULERS. * REQULAR
| RULERS CONTAIN UP TO 79 CHARACTER POSITIONS; WIDE RULERS
« o couryfu UP TO 127 CHARACTER POSITIONS.
‘2. MOVE CURSOR WITHIN RULER .
. ) a. ADVANCE: KEY MOVES CURSOR ONE CHARACTER POSTTION i
v RIGHT - !
, ‘oo . b. BACKUP: KEY ‘MOVES CURSOR ONE CHARACTER POSITION TO
. oy N ' .LEFT - :
¢l WORD: KEY MOVES CHRSOR TG THE' NEXT SETTING,

DEPENDING IF ADVANCE OR BACKUP IS USED.
~d. "LINE: /,KEY’MOVES CURSOR .TO BEGINNING OR END OF = '~
' ~~"  RULER, DEPQNDING ON WHETHER ADVANCE OR

N\ BACKUP IS USED, .
. e. TAB: KEY MOVES CURSOR EVERY 10 SPACES,
, S | DEPBNDING ON WHETHER ADVANCE OR BACKUP IS
- o . . USED. Y .
. 3, SETTING A RULER | “
) a. .GOLD RULER TO DISPLAY THE CURRENT RULER |

- b, LETTER #1 |
(1) SET LEFT MARGIN AT "O" :
(2) . RIGHT MARGIN AT #70" B
(3) STORE THIS RULER
~ PRESS SHIFT 0
| (4) PRESS <RET> ' '
¢. TO REMOVE A SETTING--MOVE CURSOR TO THE SETTING AND
\ . PRESS THE "=" (HYPHEN KEY)
N d. RIGHT MARGIN SETTINGS - -
- (1) R=RAGGED RIGHT MARGIN
- » (2) J=RIGHPT JUSTIFIED TEXT

© (3) SsSEMINNGTIFIED | . \\\_////’~a\
D. RESUME CREATING A DOCUMENT - i ‘ |

1. PRESS RETURN TO EMBED THE(/NEW RULER IN THE DOCUMENT
2. LIMITS: 20 SETTINGS MAXIMUM IN OR WIDE RULER (79 COLUMNS OR
CHARACTER POSITIONS MAXIMUM) FOR PRINTING ON PAPER UP-TO 8
S . 172 INCHES.

E. KEY IN: "TODAY IS A GREAT DAY "<RET>
GOLD FILE (PF1 F) ‘

BACK AT.MAIN MENU

SELECT I (INDEX)CRET> IS THIS DOCUMENT LISTER IN INDEX?
THEN SELECT GOLD M--TO RETURN TO MAIN MENU

«V. EDITING A DOCUHENT
- A TRIEDIE 8R GET INTO AN EXISTING DOCUMENT USE THE E OPTION ON THE

! 1. E<RED : N

(VO VI o
e o o

116




. ‘ . ) ' \‘\ I ' . ,/’, ¥
| a2, NAME_ DOCUMENT<RET> :
o . TOP OF DOCUMENT--GOLD FILE -

—4 o= 1. BACK AT ‘MAIN MENU
) 2. SELECT D<RET> (DELETE THIS DdCUMENT) o
o ‘ 3. NAME THE DOCUMENT TO BE. DELETED<RET> : -
. . 4, THEN TYPE YESKRET>
C. MAIN MENU ~ ’
. S 1., SELECT ICRET> (TO SEE IF DOCUMENT wAs DELETED)_
> 2. GOLD MENU<RET>--TAKES YOU BACK 10 MAIN MENU -

LY

V. WORDWRAPPING -

\

THE SYSTEM WORDWRAPS TO THE LEFT MARGIN. IF THERE IS.A "W" IN THE
RULER AS WELL AS A LEFT MARGIN, THE "W" TAKES PRECEDENCE. AFTER A

RETURN IT WORDWRAPS TO THE LEFT MARGIN. - Lo
\ EXAMPLE: W L S (PARAGRAPHS) ‘ .
’ . L oW . S \(ENUMERATED ITEMS)

7I. COPYING OPERATIONS~--TO 'MAKE AyCOPY OF PART OF A DOCUMENT OR AN ENTIRE
DOCUMENT WHILE CREATING OR EDITING ANOTHER DOCUMENT:

p L 2

A.. C<KRET>

B. ONE<CRET> >

WANT TO ADD TEXT.
D. PRESS GOLD GET QQS?MENT (PF1G)

~

c. VEOSITION THE CURSOR AT THE POINT Iﬁ;fHE CURRENT DOCUMENT WHERE YOU.
¢

~

= TYPE THE NUMBER OF THE DOCUMENT YOU WANT TO COPY AND PRESS RETURN

[320,000]1<RET> | | -
TRANSFER INITIATED: A . -

- Jii. BASIC OPERATIONS‘ -EDITING'DOCUMENTS:

A. MOVING THROUGH A DOCUMENT prazp
1. TO MOVE A FEW CHARACTER POSITION |
PRESS ADVANCE OR.BACK UP UNTIL THE CURSOR IS WHERE YOU,
WANT IT.

2. TO MOVE A LONGER DISTANCE:
PRESS ADVANCE OR BACKUP AND THEN PRESS ONE OR MORE
DISTANCE KEYS FROM THE KEYPAD'

WORD-=4
SENTENCE==7
PAGE=--PF2 \
TAB POSITION--8
PARAGRAPH==5

%INE--
3. . GOLD JTOP=-«PFIT

.

N
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4. GOLD BOTTOM--PF1B |
.-I. LETYER 1s-MR. DONALP SIMPSON ' A N/

A. READ' THROUGH COMMANDS, FOR 'LETTER 1 | : ~. oL
B. PULL IN LETTER 1 FROM [320,000]1 >
C.- READ PARAGRAPH BY,PARAGRAPH EXECUTING THE INSTRUCTIONS GIVEN IN THE ‘

; LETTER ; <
D. 'STEPS FOR LETTER 1 ‘
! 1. GOLD T (BECAUSE You ARE AT BOTTOM OF LETTER wHEN IT IS COPIED .
- INTO YOUR DOCUMENT) —

2. EDIT KEYPAD--#2-LINE - ¥
DEPRESS THE #2 KEY (12 TIMES)

. (CURSOR IS FLASHING ON THE "O" IN OUR.--THE FIRST PARAGRAPH)

3. DEPRESS THE PARAGRAPH KEY #5
(CURSOR FLASHING ON "T"-—THE SECOND PARARGRAPH)
*READ PARAGRAPH 1 TO STUDENTS

4. DEPRESS PARAGRAPH KEY #5 ~ o
* (CURSOR FLASHING ON "O" IN ON--THE THIRD PARAGRAPH) .
*READ PARAGRAPH 2

5. DEPRESS PARAGRAPH KEY #5
(CURSOR FLASHING ON "C" IN CTOS--THE FOURTH PARAGRAPH) .
*READ PARAGRAPH 3 o “;>

6. DEPRESS PARAGRAPH KEY #5 ‘
" (CURSOR FLASHING ON "o" IN ONE--THE FIFTH PARAGRAPH) . >z
*READ PARAGRAPH 4 :
DELETE KEY--RUB CHARACTER & LINE (GOLD)
LF--RUB WORD & SENTENCE (GOLD) :
DELETE ARROW DOWN

7. DEPRESS PARAGRAPH KEY #5 ~
(CURSOR FLASHING ON "I" IN IF--THE SIXITH PARAGRAPH)
E | *READ PARAGRAPH 5. ,
H‘_?W,"WVW\WAAW”aL,JBACKnP LINE, SENTENCE, 'ADVANCE
‘ 1, 2, T, 0 (CURSOR ON Y IN WYH)
b. DEPRESS swAP KEY-=PF3

8. DEPRES5 PARAGRAPH KEY #5 THREE TIMES
* (CURSOR FLASHING ON "N" IN NOW--THE EIGHTH PARAGRAPH)
*READ PARAGRAPH 6 AND 7
‘a., PLACE CURSOR BEHIND THE EXCLAMATION HARK' "TRY ITI"
(PARAGRAPH 6)
b. . ?EPRESS BA?K?P (1), PARAGRAPH (5), PARAGRAPH (5), ADVANCE
: 0), LINE (2

St CURSOR NOW FLASHING ON "C" IN CORRECT--THE FIFTH PARAGRAPH

d STEPS IN DELETING CORRECT

’ - (1) 35¥RES§ DELETE (ARROW DOHN)--TAKE THE CHARACTER

b | y (2) DEPRESS. HORD--ON EDIT KBY PAD (#4)
BEST COY AVAILABLE .
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' DEPRESS PARAGRAPH KEY 2 TIMES

[ . v
¢
(DELETE THE REST OF THE WORD) - ’
(3) NOW PRESS GOLD DELETE (ARROW DOWN)™
~-LAST SECTION OF WORD RETRIEVED - -
-THEN BACKUP, WORD (1, 4) ° CL
| _TYPE C RIGHT OVER THE to" |
(4) AGAIN DO STEPS 1 AND 2
_(5) - THIS TIME, KEY IN THE woan CHANGE" THEN SPACE ONCE
" AFTER

DEPRESS PARAGRAPH KEY 5 TIMES
(CURSOR FLASHING ON "A"™ IN ANOTHER--THE TENTH PARAGRAPH)
SREAD PARAGRAPH 9 .

.
#READ PARAGRAPH 10 & 11 T
“DEPRESS PARAGRAPH KEY 3 TIMES

#READ THE REST OF THE LETTER .
GOLD- FILE LETTER ] - 3




RUB CHAR

RUB WORD
Gold
RUB LINE
Gold
RUB SENT
_FoP DOCNT
BOT DOCMT
RETURM
‘\ N
Golad
PARA MARKER
Gold RULER
SWAP
RED DELETe
. ‘Gold
. RED DELETe
Gold
PILE DOCMT
4
R
[ ]
o
<
~

L]

S - . . . e cewe e s - f . - .o .. e v N

" COMMANDS USED IN LWETTER 1 . (>. v
X »

Removes the character imhediately before the cursor from

the document.

Removes the word immediately before the cursor frbi the
document. .

Removes the line lllddi;tily before the cursor frogsithe
document. Ff the.cursor is at the beginning of the
line, the previous line will be removed. ’

Removes the sentence immediately b.fori the cursor from -

the document. ‘ : ‘ s

’ P

'fro€1}16€; the .cursor at the beginning of tg:‘rocunent%

Positions the cursor at the eéd‘of the q$eunedt;

Additional
This is usiyd

Ends the curreat line and starts a nev 6n..‘
RETURNs can he used to eater blank lings.
for p.ga;rapho that are not indented.

Ends the current lige and starts a nevw one. Marks the
end of a paragraph for the PARA key. '

Allovn'th.%curront ruler setting to be changed. All
text following the ruler will correspond to the new
setting, By advancing the cursdr. beyond 80, the

' " characters will reduce to display 132 columas across.

- SWAP traosposes the character at the cursor with the

character immediately after the cursor.

»

DELETe aode is set. “"Removaes the character ai'tho cursor
from the document and continues in ;ho'advnnce nodq wvhen

used with other gramaatical keays.

Restores the last portion of text ‘leleted with the
DELETe or RUB keys or with any of the granmatical keys.

Saves document for future use aft.ricrgattn; of editing.

)
\]
- .

I

[2
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LKL . -
Auguat 26, 1903

© Wie Donald Simpsen
x Autonated Systems Linited
3436 Naia Street

' Les Asgeles, CA 90043 S

¢

Dear Mr. Siupsoas

| Our Offfce. Systes previdee astomstic wordwiapping which mesns
\thct ae yeu type you will not have to use the RETURN key whea you

cone te the ead of s line. Vhat a timesaver! Depress RETURN
\\vlco te ead this paragraph aad to leava a blank lise. (RE™> (ReT>

3. t;. !hnil. square or line that you sees n froat of any ty’cd
'informatioa is called a cu.o:. It tells you where you ard ia
' memOTy at -any givea time. " Ia order to meve the curser bdack
through memory te a verd ia g previous paragraph yos weuld wse
the 1t Keypad en the right-haad side of the keyboard.

3 On this Rdit ‘lo'ypcd. .tho ADVANCE asdé BACKUP keys ‘allew you te
.a0ve feorvard or dackward through a decumeant. Ounce ias either

either feorward eor dackvard by a wvord,/line, sentemse, ctc..

t— —<-—depending-on- !lnl—-n.-.ﬂetl entity yév uee.

nede, precaiang the line, word, “.“.;7“.. Reys will meve yeu

§ CT°08 alse allews yeu te cerrect all tntac erzors es the eecrees
before yew send the decunsat te print. Errers caa be corrected

- a® they are typed by pressiag the RUF key, deletiag a elnuc:ot.
vard, ov® sentesse at & time.

S One of the mest cosmen typographical errors is transpesities. Teo
~ cetreet it slil you have te do 18 backsup te the first letter 1im

" .the trasspesities sad thea press the SWAP key. Hh’y don t you
tey that tt.lc sewd Wy h

© e 1e geu wished te replace the word eoruct" ta the ucou ulo of
the previews paragraph, hew would yeu meve/the cursor te emlist
the fewest number of .commands ae pessidle?  If gew satd “BACKUP

PARA FARA ADVANCE LINE® er "BACKUP PARA uu LINE LINE LINB", *’"R
veuld be right! Try it N P,

- _." “ BEST COPY AVAILABLE
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¥ w Leek at ell yeou have lesraed! Let®s fiaish thilklcetor and file
L\ | | . o

A B . e e
*r e » ’ . ) e X . . B . e . ,
L ~ Y . . . ' .
. o . '

. . ': e "
.'-.' - LY _.-‘ .
. . °

)
. [ ‘.

Hew that yeu are there, let®s delete the word “cdrrect® aad
veplace it with “change® by utilisiang our RED DRLETe key at the
. tep ight eide of the main keydoard. This key deletes forward as
oppoRed te the RUB keys that delete Jackvards. Depressiag RED
@ ! oRizgF cakes eut ene character bat vhen foiloved by o grewmaticed .
- ehergeter, dealetes that eatity. How, backup by either 7ethed we
discyssed aad depress LED DELRTe WOLRD. Firet the “"¢” will de
deleted/und thea “ertect®. | P . ,
ew that the entire verd is deleted, press Gold RED DELETe. The .. '
e last section te Ve delated has deaes retrieved. The part defore
'? has been loek and will have te be iaserted sgeia. Ona reases -
that this DELETe key 1is 1ia RED {s te denote its dangereus.
capadility. Remeambder, that only the last grammatical zommaad -

that wvas DELETed will be retrieved. Depress RED DELETe WGRD
sgain and type ia “chamge”. . ‘

.. .
- .

.
;:‘at. ss.

.. .
K

%

- . -

‘Hote that thd worde “"correci® and “"change®- are sbout’' the same

size, but with CT?08 1it. is impoztant to kaow that any iuserted .
ssd/or deleted}texzt will cosform te the sxistiag ruler. .
. Amether fast way te meve threwgh a decumeat is te use the Geld -
, ey aleag with "T" for Top of Decumeant’ en the msia keydearzd. - <
0 Thaie-vwill put yeu at the tep.of a dacunent, ue matter -hew lomg. «

Te seve quickly te the Bottom of the DOGIIOIS&_’QOOO Geld "B° em»
the sais haybdearzd. a ‘

L
1t avaye. ’.

‘Siacerely,

L]

. Denise Bevia
Systen Traiming

P. S. Te preperly file this documeaat oo thet we cam use 1t
later, preass Geld “F® for file documeat ea the aais keydeard.

~

‘.
,

S. ... BESTCOPY AVAILABLE -




6:00~T7:00

7:00=7:50
7:50-8:00
8:00-8:50

*NOTE:

PLACE

. LESSON TW0
WORD PROCESSING I

REVIEW LOGGING ON AND OFF

HOW TO ACCESS CTO0S?

CREATING A DOCUMENT

EDITING A DOCUMENT L

REVIEW NOTES AND INSTRUCTIONS ¥WN CTOS_(#111)
BREAK

KEY IN PARAGRAPH IN TYPING BOOK PAGE 38& 22D
RULER SETTINGS: -
W L 3

0 (5 SPACES .IN) 5

KEY IN BLACK PRINT FIRST

GO BACK THROUGH “AND CORRECT PARAGRAPHS WITH
RED MARKS

LEARN .PROOFREADER'S MARKS

IF TIME PERMITS, PAGE 46, 28C SAME PROCEDURE

PARAGRAPH'S IN SPECIAL ACCOUNTS AND THEN PULL
THEM IN

123




:00=-7:00

:00-T7:50

:50-8:00
:00-38:15

:15-8:50

LESSON THREE

"WORD PROCESSING I °
N L

REVIEW LETTER 1 WHICH IS FOUND IN INSTRUCTION
ON CTOS

C NAME

GOLD GET

PRINT OUT [320,000]1<RET>

A

DO PARAGRAPH PAGE 94, 59C; KEY IN BLACK; THEN
RED MARKS: PRINT OUT |

BREAK . . ~

TEST:

t. LIST LOG ON PROCEDURES TO GET INTO CTOS
2. LIST LOG=-OFF PROCEDUR;S FROM MAIN MENU IN
CTOS

3. LIST THE THREE WAYS TO DELETE AND THE
DIRECTION THEY DELETE. '

INTRODUCE LETTER 2  —
C LETTER 2 ‘ /

AN
T ON YOUR OWN-REVIEW ANYTHING YOU NEED
ON. '

N~

>
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o TIow LGl ON PICOWUY 8 0 C U0 1int unls. @

I

LIS4 LCU-GEF PRCCETLRES FRCM MALA MERU I C10S:
1. l .o

b
[ ]

o LIST The Tulb® waAYS TC Lelife Ave tbF DIReoiion 'LHE azY T.T:I[F8

L Y
1
P

. . | 4
(: B T -

4, LIST THE STEPS FOR CREATING A ICCUMENT (ALL COMPLET: STFPS)

1. . ' -

) 2

Lo

L)
k- 20

<. HQM 10 YOU CENTRR A LINE
1 . 3
‘. : .
e nCs LU SCU REMOUWE M CEMLBE

-
4

e

“. 6IVE ThE COMMAMNLS TC CUT
1.

BEST COPY AVAILABLE
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1L.

11.

14,

LI »CUl woayd e Thawan e & Toom Ml .

&,

CheCRIEF: 1tw FOULE wa¥s 1C TIVIT: ) TCECUMERT INTC TAGFS

/-

( ' | .
I CUTTING, »uA1 10 ube COMAAND 9C 79810 & CCPY CF TRAT IR 4.1°
CRIGLWAT LOCALICH AND PISC MOVING IT 20 A MNPy ICCALICNY

\
I
Mo BCL S Che o to T0 T MELG MELG M0 KL CUTAALMY DA Bkt
Cilatow Fow Tor DLOMEN T LMLk /

. BEST COPY AVAILABLE
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: ' INSTRUCTIONS ON CTOS
. LETTER 2 -
JOHN ZIMMERMAN

L4

TNITIAL INSTRUCTIONS:

~ C TWO LETTER<RET) -- : - I \\,
GOLD GET | | ®

(320,000]2<RET> |

TRANSFER INITIATED: |

GOLD T . | ~ | .«

'I. GO OVER SPECIAL COMMANDS FOR LETTER 2
II. MOVING THROUGH DOCUMENT R

A. sznsss PARA KEY #5 (4 -TIMES) . o C ‘
(CURSOR ON "C" IN CTOS) o C
#*READ_PARA #1 |

- B. DEPRESS' PARA KEY #5 (1 TIME) |
| (CURSOR FLASHING ON "B" IN BEFORE)
/ : “@READ PARA #2 . | /
C. DEPRESS PARA KEY #5 (1 TIME)
) (CURSOR ON "A" IN AFTER). | e
~ ®READ PARA ' #3 -~ , S v o

D. DEPRESS PARA KEY #5 (1 TIME)
(CURSOR FLASHING ON "I" IN IF).
®READ PARA #4

)

E. DEPRESS PARA KEY #5 (1 TIME) o
~ (CURSOR FLASHING ON "B"™ IN BECAUSE) ;
#READ PARA #5

_F. BACKUP SO CURSOR IS FLASHING BEHIND EXCLAMATION MARK IN PARA b
- (SENTENCEI[]) COMMANDS: 1, 5, 1, & 1
COMMANDS - oo
. | SELECT KEY (.)
BACKUP (1 EDIT KEYPAD)
SENTENCE (7 EDIT KEYPAD)
UNDERLINE (9 EDIT KEYPAD)

RESULTS:

4

GOLD VIEW--TO SEE THE UNDERLINING
TO GET OUT OF GOLD VIEW--DEPRESS RETURN KEY

) G. DEPRESS PARA KEY #5 (3 TIMES)

SCURSOR FLASHING gN wg® IN BACKUP~-PARA T7)
READ PARA #5 & #

L}
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‘ H. DEPRESS PARA KEY #5 (1 TIME)Y
(CURSOR FLASHING ON "T* IN THERE)

/. COMMANDS: EDIT_KEYPAD
" BACKUP (1)

PARA (5)

LINE (2) _

LINE (2) | X
LINE (2)

ADVANCE (0)

WORD (4) '

UPPERCASE (3)

Al .
. N L)
e — o —— HORD ..(__u..)_n.....,.,...._..,........,.._,...._.“,.._..M.,.,....-...n...,,.m..... L e v
)

RESULT:
FROM keyboard TO KEYBOARD

INOW PLACE CURSOR ON rus CAPITAL "E‘n{” staonno
COMMANDS: " EDIT KEYPAD -
ranss GOLD" UPPERCASE (PF1-3)
_ FROM xsraoaan ro KeYBOARD |
' )‘ . -uors. BEFORE cour:nuxuc, 'CHANGE MODE TO ADVANCE
I. nsrness PARA ‘#5 (3 TIMES)
(CURSOR FLASHING on nTe IN THE—-PAQ} 9
®READ PARA 8
J. DEPRESS PARA #5 (4 TIMES)

(CURSOR FLASHING ON "B" BEFORE=--PARA 13
®READ PARA 9, 10, 11, & 12

BACKUP (1) |
PARA (5) o
BACKUP (1) . SR
BACKUP (1)
(CURSOR FLASHING BEHIND THE PERIOD IN PARA 9)

 COMMANDS FOR CUTTING:
. . Y. SELECT (.)
'. 2. BACKUP (1) |
. 3. PARA (5) /
- 4. CUT (ARROW TO THE RIGHT ON xzrsonnn)

RESULT:

THE PARA HILL BE CUT OUf AND PLACED IN PASTE BUFFER

! K. PASTING -
COMMANDS TO GET INTO POSITION FOR PASTING:

BEST COPY AVAILABLE
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RESULT: _ B
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" COMMANDS TO GET INTO POSITION FOR CUTTING: EDIT KEYPAD




1. GOLD T
2. PARA #5 (4 TIMES)
3. 'CURSOR FLASHING ON "C" IN cros--rnnn 2

COMMANDS\FOR PASTING: - |
1. DEPRESS. THE PASTE KEY,(THE ARROH TO THE LEFT)

2. YOU WILL HAVE TO HIT SPACE BAR TWICE TO SHOH THE BND OF

THE SENTENCE
L. -GOLD CUT AND PASTE

DEPRESS PARA #5 (10 TIMES)
(CURSOR FLASHING /ON "B" IN BEFORE--PARA 13
DEPRESS THE BACKUP (1) (2 TIMES) |
(CURSOR FLASHING ON THE SPACE AFTER npn, --PARA 12)

COMMA DS FOR GO&D CUT' S
. 1. _SELECT (.) . ' v 5 4
[/ 20" BACKUP (1)
3. PARA (5)
4. GOLD CUT (ARROH TO THE RIGHT)

" RESULT:

Y

SAME PARAGRAPH IN PASTE BUFFER

COMMANDS FOR PASTING: - - .o«

1.. DEPRESS RETURN (WILL TAKE YOU TO LEFT MARGIN)
2. DEPRESS PASTE (ARROW TO LEFT)

M., CENTERING

'DEPRESS RETURN ‘TWICE TO PUT YOU AT THE LEFT MARGIN
COMMANDS FOR CENTERING:

1. AT LEFT MARGIN KEY IN: WORD PROCESSING TRAINING
2. AFTER TYPING TRAINING DO THE FOLLOWING: GOLD C

'N. FILE DOCUMENT. o , o

129
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Gold VIEW

. CUT
Gold CUT

- PASTR

Gold CENTR

UPPER CASE.

. Gold
UPPER CASE

BOLD -

Gold BOLD
- UNDERLINE
Gold

UNDERLINE
- - SEL

Gold Slﬁ

S - @se-e o+ Core - . - - o it . - [ [y ny . TP OEP <= EPTERE

-COMMANDS USED IN LETTER 2

2 [
f 4

Dioplayl'hiddon charactaristics. Spoctal'synboli are
displayed below each line of the document. Each symbol

corresponds to a hidden characteristic of the chnractot
above 1it.

All text betveen the o.loct poiut and the curreat cursgr--
position is removed from the document and stored for
later rotrioval. Yow :

All text botvcon ‘the select point and the current cursor

_position {s copied and placed 1n the Paste Buffer but

remains in the docunont.
lcplacou the last text ro-oved by the CUT connand at the
curreat cursor ponttton.

Centers the current line between the léft and rtght . !
margins or at the center potnt. it opocifiod. o

ot
UPPER CASE mode is set. Converts lover case letters to -
upper case. '

_ LOWER CASE mode is set. Converts upper case letters to

lowver case. ' _ S

BOLD mode is set. Marks th..chntactof at the cursor for
bold printing. ' 5 K

_ BOLD-REMOVE mode is sct} Removes bolding from the

character at the cursor.

UNDERLINE mode is set. Marks the character at the
cursor for underlined printing. \
UNDERLINE~REMOVE mode is set. Removes underlining from o
the character at tho cursor. . ‘ ‘
' )

SELect marks the bo;tnntn. of a block of toxt for
lubooqnont cutting, uppercasing, underlining, boldiung,
and super~ and subdbscripting, in ADVANCB or BACKUP mode.

Cancels a SELect request from any point in the document.

| BEST.COPY AVAILABLE
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v 3 |
,
Y  LESSON EIGHT
, WORD PROCESSING I \;
.~ 6:00-7:00 REVIEW ALL COMMANDS FOR TEST
| 7:00-7:30 TEST
’ 7:30-7:50  GRAMMAR PAGE 8
7:50-8:00 .  BREAK . |
8:00-8:50 TIME SET ASIDE FOR ANY OUTSTANDING ASSIGNMENTS OR TESTS

PAGE 106 66D AND PAGE 10T 67C,
PRINT OUT BOTH PROBLEMS

‘ - ‘ - 131




o, . LESSON NINE
~\//1;7 A ~ ;

'WORD PROCESSING I

Y . 00-6 30--- ~GRAMMAR-PAGE~9--¢COMPLETE 'AND TURN IN)

x

6:30-7:30 INIRODUCE THE FOLLOWING:

1. ABBREVIATION LIBRARY (SEE EXAMPLE FOLLOWING PAGE)
2. PARAGRAPH LIBR (")

| 3. SEARCH COMMANDS: \USE LETTER 1 FOR THIS
’ 7:30-7:50 PULL IN LETTER 1 [320,00011 ¢

1. CHANGE RULER SETTINGS AS FOLLOWS
LA, L&R '

B. L&Y -
C. L & J (PRINT A COUPLE OF THESE OUT)

) 7:50-8:00 . BREAK -

8:00-8:50 . RULERS :
+ A, SAVING RULERS
.(1) PRESS GOLD-RULER
(2) PUT IN THE RULER SETTINGS YOU WANT
(3) PRESS SHIFT AND A NUMBER KEY (0- 9)
-~ ’ SIMULTANEOUSLY.
(4) PRESS RETURN
B.- ACCESSING SAVED RULERS '
- (1) PRESS GOLD "NUMBER" RULER WHEN OUTSIDE
RULER SETTING MODE
(2) ONLY NUMBER IS NECESSARY WHEN IN RULER
: SETTING MODE
C. DELETING RULERS - ,
. (1) PRESS GOLD, RULER
(2) TYPE SHIFT PLUS "-" KEY (HYPHEN KEY) AND
RETURN
RECOVERING LOST DOCUMENT USE ACTIVITY 11 IN NEW MANUAL.

*ANY TIME LEFT: INTRODUCE: PAGE 112-69D PAGE BREAKS' (4.,)-
HAVE STUDENTS REVIEW WHAT THEY HAVE JUST LEARNED.

‘.
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? } , !
. e .' -
" We can continually add to this established abbreviation library. Once

ve finish -with thiu docu-out it must bo filed jult liko any other
document. .

L3

Although called a Paragraph Library, the text may actdally éonsiut of
aay nuaber of para;taphl, even pages.

We will now create another docunent for the Paragraph lerary.' Let’s
prepare the following library:

CT*0S COMPU-TOME OFFICE SYSTEM is a powerful, screen oriented word
processing system designed to work on the PDP~-11l family of conputcrs.
It provides- casy to use commands and nenu-drtven operation. You are

favited to see & denonstration of thi. systcn at your earliest
convenience. '

Dellgngting Ltbraricl Bafore the user presses Gold ABBRV or Gold
LIBRY, it is necessary that a document has previously been deslguated
)ab the library docu-ont by using thc AL or PL connand- in the’ 1.£u )

Mena. , %
| ‘ :
Lot'. file this document and raturn to the Main Menu to identify
" document numbers for both libraries.

here you want the text inserted, and press Gold ABBRV, tollowed by

| So retrieve text from ‘the abbreviation llbraty. position the cursdr -
/P\iD the two letter identifier.

’

To retrieve text from the paragraph library, posictou thé cursot whero
you want the text inserted, press Gold LIBRY, and enxter the patasraph .
name asked for by the proapt, followed by a RE?URN. '

. ‘ .. . 1,
' 4

BEST COPY AVAILABLE
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COMMANDS FOR LIBRARIES

ca= ~ . . e . e e eann - - -n - -y o
. ‘
. . -
- . . ‘
LI

)

" Gold ABBRV Eoter a tvo letter abbrevistion. That abbreviation 1.

searched for in the abbreviatioa 1libdrary. When'
. located, all text associated with that abbreviation is
. . inserted at the current cursor position.

Gold LIBRY The stored paragraph library is searched for in the .
: specified stored paragraph. When located, the text
_associated with the specified paragraph is 1nlortod at
the curreant cursor pocltton.

ABB&BVIATION AND PARAGRAPH LIBRARIES ”~

¢ -

Storsd abbreviation and paragraph library dqcuments allow you to enter
frequently used text iato your documents with just a few keystrokes.
There are ounly twvo differences between the two libraries. They differ
. fros each othar in the length of the unique name given ‘to the

frequently use ext and the proapt rocolv.d vhen callin; clthcr'
library. . :

o * .
L3

Each section of text in a stored paragraph library 1. 1q.ut1t1cd by a
name of up to 50 characters.. Each section of text in a stored
ahbreviation libwary is identified by a name of only two characters.
Abbraviation’ ‘documents are uainly used to hold small ptcér}‘%f tcxt'
that need to be accessed extremely fast and can be. -oanin; ully

‘ 1dout£tlo¢ ut;h L3 tvo charactor name.

To set up an abbrqgtattou lidbrary, a new document heeds to. bo created ’
and assigned the name, Abbreviation Library. . Ve will 1dent1fy the two
character name by placing it inside double angle bracke:u we Let's
prepare the folloutng\librnry. :

¢
'

<EXYcoapu-Tone Office Systesm
cc | | o : ’

L-----,------q----- ------ ------n-r --------- n-n---—-----‘h--q-----‘-ds

Sincerely, B L

COMPU-TOME, 1sc<’7f__f_

Denise Nevin
System Training /

-0N/ Ja _ | ' // 'f

) Eaclosurae . BEST COPY AVAILABLE | ‘ |
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COHHQNDS USED IN LETTER 3

»
)

Gold GET Inserts the upectftcd docu-ont at the current cursor
DOCMT position.
SRCH ‘ SEARCH for specified vord or phrase. When locataed the
cursor is positioned at the beginning of the phraz..

Eatry of the desired phrauo can end with any of the
following keys.

s e

. RETURN Search forward.'ignoring upper aand
- g lower ca.o differences.

BACK UP  Search backward, 1gnor1ng upper v
and lowver caso differences.
LS 5 *
UPPER CASE Search forward. Upper case letters

will not gatch lover case. 4

SEL  Search forward, ignoring upper/lowar -
: " case differences. When located, the
T tcxt 1- selected for cutting.

CONT sacn" Repeat tho-ptovipuc SRCH commend.

CONT SRCH Repeat the previous SRCH commaad.

& SEL When located, the text 1»*.01¢htod
for cutting. Depressing 's decoand
time removes SEBLect marker before
repeating the provtqu. SRCH command.

REPLC Tc:t'lolcctod'!or cutting 1is
REPLACED 'with text ia Paste Buffer.

GLOBL REPLC, - Text 'selected for cuttlugvvill be
REPLACEd with text in Paste Buffer at
'all occurrences or on a 8 ecified
nuaber of occurrences throu:hout tht
docuaent.

- o

We will create a new document and assign it the name of “"Backup of
Letter 1". Ounce at the TOP OF DOCUMENT, wve will press Gold GET DOCNMT.
The prompt on secreen should be answvered with the document aumber wve
are copying, "1°. Ouce the material has been brought into’ this
docusent ve are going to make a few changes. chc-bot that this {is
only a copy, while our o "~7inal 1is gtill filed avay. Other options of
Cold GET DOCMT would be - sring 1in files created and converted to
ASCII that can be used w{ bt .T#*08. ~ -

DLt

BEST COPY AVAILABLE
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INSTRUCTIONS ON CTOS
. LETTER 1
DONALD SIMPSON

SEARCH

ZMITIAL INSTRUCTIONS:

C THIRD LETTERKRET>

GOLD GET
{320,00011

TRANSFER INITIATED:
GOLD T

-
L]

II.

TEXT STRING--TO MAKE EDITING EASIER, RATHER THAN USING THE ADVANCE AND
BACK UP KEYS TO LOCATE AREAS IN YOUR DOCUMENT, YOU MAY TELL THE SYSTEM
TO AUTOMATICALLY SEARCH FOR THE STRING OF CHARACTERS YOU DESIRE.

1.
2.

PRESS GOLD SRCH(COMMA ON KEYBOARD)
WHEN THE SCREEN SAYS "ENTER PHRASE"™ TYPE IN THE PHRASE YOU WISH
TO SEARCH.

ENTER PHRASE: (SPACE)transposition(SPACE)<RET>

(PRESS RETURN OR ADVANCE AND THE SYSTEM WILL TAKE YOU FORWARD TO
THE DESIRED LOCATION; OR PRESS BACKUP, TO SEARCH BACKWARD THROUGH
THE DOCUMENT; OR PRESS UPPERCASE, TO SEARCH FOR UPPERCASE
CHARACTERS ONLY. THE SEARCH STRING MUST BE TYPED IN UPPERCASE
CHARACTERS.). -

TO CONTINUE TO ONLY SEARCH FOR BUT NOT REPLACE A PHRASE, PRESS
GOLD CONT SRCH PROCEEDS IN BOTH FORWARD AND BACKWARD DIRECTIONS,

TO SEARCH THE ENTIRE DOCUMENT. GOLD PRESS IQP DUCMI BEFORE YOU
PRESS GQLD SRCH.

®THE TERMINAL WILL BEEP WHEN THERE ARE NO OTHER OCCURRENCE.

SEARCH

1.

P;EE,EE;k‘éE

ESS SEL (.)

TYPE THE REPLACEMENT PHRASE--TEXT YOU WANT TO CHANGE TO
REPLACEMNT PHRASE: (SPACE)press(SPACE)

THEN CUT. THE REPLACEMENT PHRASE IS STORED IN THE PASTE AREA.

PRESS GOLD SRCH. WHEN ENTER PHRASE APPEARS,}}YPE THE TEXT YOU
ARE LOOKING FOR-~THE SEARCH PHRASE. ' -
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‘gyf N
. | ENTER PHRASE: (SPACE)depress(SPACE)<RET> .

5. PRESS GOLD CONT SRCH & SELECT. THE FIRST OCCURRENCE OF THE
.~ JSEARCH PHRASE IS FOUND AND SELECTED IN THE DOCUMENT.

GOLD ?(CONT SRCH & SELECT) -

[

6. PRESS GOLD REPLC. THE REPLACEMENT PHRASE IS SUBSTITUTED FOR THE
SEARCH PHRASE. .

| GOLD "(REPLACE)
7. 7O FIND AND REPLACE OTHER INSTANCES OF YTHE PHRASE:

REPEAT STEPS 5 & 6 (SEARCH AND REPLACE UNITL YOU REACH THE END OF
THE DOCUMENT,

®NOTE: GOLD CONT SRCH & SEL WILL WORK IN THE REVERSE DIRECTION IF YOU
INSERT ‘A BACKUP WORD BETWEEN EACH CONT SRCH & SEL KEYSTROKE,

IIZ. GLOBAL SEARCH=-AND REPLACE

TO SEARCH FOR EVERY OCCURENCE OF A WORD OR PHRASE THROUGHOUT A
DOCUMENT: '

1. POSITION THE CURSOR AT THE  FIRST OCCURRENCE OF THE WORD OR

PHRASE., OR PRESS GOLD TOP DOQCMI TO GET TO THE TOP OF THE-
DOCUMENT.

2. PRESS SEL KEY. TYPE THE NEW PHRASE (UP TO 99 CHARACTERS) YOU
WANT AND PRESS CUI. '

TYPE: (SPACE)KEY(SPACE BAR)CUT(ARROW TO LEFT)
3. THEN TOUCH GOLD GLOBL REPLC (SEMICOLNN) KEY, WHICH H&lL CAUSE
"ENTER PHRASE:" TO BE DISPLAYED. GOLP 10 GLOBL REPLC WILL SEARCH
AND REPLACE THE NEXT 10 OCCURRENCES CF THE PHRASE,
4. TYPE IN THE CURRENT TEXT TO BE SEARCHED AND PRESS RETURN
ENTER PHRASE: (SPACE)key(space bar)<ret)
®NOTE: GLOBAL SEARCH CAN PROCEED IN THE FORWARD AND BACKWARD

DIRECTIONS., HOWEVER, IF THE REPLACING WORD CONTAINS THE WORD
YOU ARE SEARCHING FOR, IT WILL THROW THE SYSTEM INTO A LOOP.




/t

2

/d

7

 when we finish typing the closing by pressing Gold "F". .

BACKUP to the word "keyboard"” in the previous paragraph and
uppercase the entire word by pressing BACKUP PARA LINE LINE LINE
ADVANCE WORD UPPERCASE WORD. GOooOD! To change uppercasing to
lowercasing, Gold UPPERCASE 1s used. ULet®s backup the cursor to
the "E" and press Gold UPPERCASE WORD..

There are times when sections of material need to be moved
around within a document after they have been typed. Through the

capability of "cut and paste” our sysbem can make these changes
quickly and easily.

The SELect key starts the process by marking the beginning of
the portion of text for cutting. Now we move the cursor to the
end of the text to be cut and press CUT. The material will
disappear from the creen and the vemalning text will readjust.
The steps again are: SELect BACKUP PARA CUT. .

"Then move the cursor to the point in the document where you..
want to insert this "cut” material and press PASTE. This

materlal remains in the paste buffer until it {s replaced with
other text.

Golu CUT will allow you to copy material by cutting text into
the paste buffer but it also remains in the document. Let®s try
this now. SELect BACKUP PARA GOLD CUT.

BACKUP PARA until your cursor 1is at the paragraph’ beginning
"CT*0S will allow you"” and then press PASTE. Remember, to get to
the bottom of our document to continue typing, we will press Gold
ng
; ) ,
Before we end this letter, let’s try one more capability that
you would use when needing to center headings or other 1{tems.
Type the heading "WORD PROCESSING TRAINING" at the left margin
and then press Gold "C" for Center. See how the heading has been |
centered between margins. - 4

These are some other editing features that make life a little
more simple .Lecause of CT*0S. Don°t forget to file this document

Sincerely,

Denige Nevin
System Training

BEST COPY AVAILABLE
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LESSON FOUR -
WORD PROCESSING I

6:00-7:00 REVIEW LETTER 2

7:00-7:50 INTRODUCE THE FOLLOWING:
+CENTERING-~PAGE 42, 25D (MARGIN SETTING 5, 6,
OR 7) . '

- 1. KEY IN INFORMATION AT LEFT HAND
h SIDE
2. AFTER INFORMATION KEYED, GOLD C

TABULATING--PAGE 45, 27D

1. FIGURE TABULATION AS USUAL
2, PLACE IN LAST COLUMN AN S AS THE
wASTe CHARACTER OF THE WORD.

L (14)T (28)T (429G, (56)T (60)S
7:50-8:00  BREAK '

~

8:00-9:50 CONTINUE ON CENTERING AND TABULATION KEY IN
PRINT IT OUT

| 1. PAGE 47, 29B ]
o 2. PAGE 54, 33B \

DELETE THE FOLLOWING DOCUMENTS:
LETTER ONE
LETTER TWO {




6:00-6:30

6:30~7:00"

7:00-7:50

7:50~-8:00
8:00~8:50

LESSON FIVE
WORD PROCESSING I

REVIEW THE FOLLOWIyG:

1. CENTERING--PAGE 54 33C
2. TABULATION PAGE 69 43B

1. DECIMAL TABULATION--PAGE 100 62D PROB.1
RULER SETTING

L 33+10+4+10+4 p
' TC4T) T(61)
INSTRUCTION=-1/2 SHEET
PAPER (33 LINES) ’
10" SPACES BETWEEN COLUMNS
SHORT SIDE UP E
2. GREATER THAN SIGN~-~PAGE 102 63D
- - RULER SETTING _
L 164U422+44+8>4+44+8>
: T(20) = >(54) >(66)
3. PRINT

TEST--PAGE 96 60C (ALL PROBLEMS LONG SIDE UP)
~ GIVE OUT PRINTED TEST

BREAK
FINISH TEST AND PRINT IT OUT



LESSON SIX | S oo
- WORD PROCESSING I

|6:00-6:30  PAGE 118 73B (KEY IN THE DARK PRINT THEN connzcy)pnlsyx\';
6:30-6:45 HAND BACK TEST - " | s
"6:45-7:30 ¢ GO OVER ALL COMMANDS LEARNED THUS FAR |
7:30-7:50 GRAMMAR PAGES 5 & 6 (LOCATED IN BACK OF BROWN NOTEEOOK)/ E
7:50-8:00 BREAK |
8:00-8:30  COMPLETE GRAMMAR ASSIGNMENT AND PRINT OUT
8:30-8:50 - 1. INTRODUCE~ LETTER (PAGE 77-48D)
- LETTER {PAGE 83)
~  .LETTER (PAGE 97-61B)

2., INDIVIDUAL REVIEW OVER I(NYTHING CAUSING DIFFICULTY




6:00-6:30
6:30-7:30

7:30-7:50
7:50-8:00 ;.
£ 8:00-8:50

KEY IN THE DARK PRINT PAGE 115 718 THEN MAKE CORRECTIONS

" GRAMMAR PAGE 7

LESSON SEVEN
. WORD PROCESSING I

mmmmumm__uuuamp_umm

GO OVER INSTRUCTIONS WITH STUDENTS -
HAVE STUDENTS KEY IN INFORMATION AND PRINT IT OUT

BREAK

PROJECT PAGE 53 32C~-OVER INSTRUCTIONS WITH STUDENTS
STUDENTS: KEY IN PROJECT AND PRINT IT OUT . .
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" WORD PROCESSING I TEST

INSTRUCTIONS: = CENTER VERT. CALLY AND HORIZONTALLY--Problen 01
: (full sheet of paper)

PERSONAL INFORHATIOt//

* (Your Name)
(today's date) o, R
3647 Sam ﬂouston Place

San Antonio, TX 78212

Problem #2--Block style, half sheet of paper, 60 space line
November 8, 1983 . . o \

Dear Aunt Joan

We are going to move to Clearwater, Florida, early net week. Our new
address wil be . ) s

2948 Bbyview Drive |
where the Expanded ZIp Code 1s 33519-1026. Our new telephone number

o will be (813) 217-4620, N

an to spend some, time there with us during the holiday season. By
then you'll want to get out of the "Frozen North " and I'1l be glad to
. have you enjoy the.sun and surf withous, —

Cordially

(yoﬁr_name)
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The major reason for fling some thihg is to be abli§§° find the ?

WORD Rnocég;INc I TEST

information the next time the need arises. Therefore one test of an
effective filing systom simply is how'fast you éan_locate material
ﬁhen they are needed. The more time ydu lose aeércping for impoftant
records the more your fiiing habits and system needs a good overhéui. ‘
If you don't store papers ﬁhat should be filed to stack up in a

jumbled pile on the.desk forces you to make a puzzling search for the -

~material that 1is need. File promply; think while you do so; and

»?

>follow a standard set of guides so you can find any of your papers

quickly. : R o - vm [}



WORD PROCESSING I TEST I

' . ’ M
’f The:n-,}orarfaa-qn for, t‘ling some thing is to be able to -f+md the

Py
:I.nfornt,ion the zxt. ‘time the need arises. Thereforeﬁong test of =i~

m‘v’o filing syaey@p/lf? how fast. you can material

b se)

uhennt.h.-y-ue needed. The more time youm«xing forh%'

records’the more Eour filing habita andAsyst m needs a good

W
If you , don't. store p/a;:': that wbe t’iled honuaoh-up-in a

| A
Jumbled p;lgFu theWrorces you to make a;m‘m for the

) : 552
material that 13“ . Flile promp\ly, thinkam&e you do so; and

‘follow a et ot',‘gm' so you can find uv_ns_v.nu/'papcru

quickly. ‘ : | -/




, PAGING A DOGUMENT

The NEW PAGE command allows Yyou to ensure that the following text will
start at the.top of the new page. This i3 especially useful for
ensuring that text, such as a new chapter, begins on a new page.

Pressing éhe Gold NEW PAGE key inserts a new page marker {into your
"document. A line of dashes, with the words "New Page" centered in ic,
will be displayed to show where the new page begins.. When the

document i3 printed, the text following this line will print at the ¢
top of the naxt page. ° _ _

Gold NEW PAGE may be entered anywhere in the text but 1is normally

entered after a RETURN or other line ending marker. It can be removed
using the DELETe key or the RUB CHAR key. AP YES in the Print Menu
has no effect on NEW PAGE. \

PRNTR CTRL ~ Allows printing of text within the top and bottonm

margins. The following keywords allow definition of the
text to be printed.

TOP The remaining tex¥t in the printer contrél
block will be used for printing in the top
margin of each following page.

BOTTOM The remaining text in the printer control
block will be used for printing in the
bottom margin of each following page.

RESET Resets the page number to L.

COMMENT Ignores all remaining text in the prf;::?\
control block.
®p ‘ Replaced with the current page nunmber when
printed.
od Replaced with the current date when printed.




LESSON TEN

WORD PROCESSING I

6:00-7:00  REVIEW THE FOLLOWING: )
1. ABBREVIATION LIBRARY [
2. PARAGRAPH LIBRARY .
3. SEARCH COMMANDS
\ 4., DIFFERENT RULER SETTINGS
5. RULERS: SAVING, ACCESSING, AND DELETING THEM
6. RECOVERING LOST DOCUMENTS
7. GO OVER GRAMMAR 9 -
7:00=7:50 = INTRODUCE THE ONE-PAGE DOCUMENT (USE ACTEVITY 10) PRINT
| [YOU WILL HAVE TO CHANGE PM] OR 70D p.114 .
7:50-8:00 BREAK o - ¢
8:00-8:50 REVIEW WHAT STUDENTS HAVE JUST COMPLETED--ONE PAGE DOC.

INTRODUCE AClEVITY 12 ON PRINTER CONTROLS

C




g
' 6:00-7:50
7:50-8:00
8:00-8:50

[ L.

LESSON ELEVEN . - .
~ WORD PROCESSING I

COMPLETE ACTIVITY 12 AND PRINT IT OUT
BREAK | |
GRAMMAR PAGE 10 | S

USE ACTIVITY 16 INCOME AND EXPENSES STATEMENT
USE ACTIVITY 17 BALANCE SHEET

 #REMEMBER TO USE SEARCH COMMAND TO FIND MISTAKES AND CORRECT THEM

*WIDE RULER - - : .

#DON'T FORGET TO CHANGE PAPER IN PRINTER

’




_ ” . *. R
R
..? O . ‘
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i v
N : LESSON TWELVE
S~ | WORD PROCESSING I = e
v 6:00-6:30 GO OVER GRAMMAR PAGE 10 >
6130-7:30 GRAMMAR PAGE 11 *- . w |
7:30-7:50 CORRECT ANY PAPERS WHICH HAS BEEN 'HANDED BACK AND ‘NEEDS
TO BE -RETURNED. \
7:50-8:00  BREAK \
8:00-8:50 INTRODUCE LISF~PROCESSING




Word Processing Accounting Utilitly Packages

COMPUTER
SOFTWARE

234 EAST COLORADO BLVD. O PASADENA. CALIFORNIA 91101 O (213) 960-2895

" CNAME>Mr. Rick Crockett

<ORGANIZATION>CAZ Computer Consultants
<ADDRESS/STREET>74286 N. Broadway

<CITY/STATE/21IP>Oklahoma City, CK 73116
<COUNTRY>USA

<TELEPHONE>485~848-5421
<DEMC/FULL>Full

<SERIAL NUMBER>817

<TO BE USED ON>VAX
<MEDIA>F1l
<NEW/UPDATE>New

<DATE SHIPPED>3-19-82
<SALUTATION>Rick

<O

{NAME>Mrs. Borodkin
<ORGANIZATION>Homewood - Flossmoor High School
<ADDRESS/STREET»999 Kedzie Avenue
<CITY/STATE/ZIP>Flossmoor8 IL 60422
<COUNTRY>USA
<TELEPHONE>312-799-3000
<DEMO/FULL>Full

<SERIAL NUMBER>818

<TO BE USED OND>RSTS/E

<MEDIA>MT/8280

{NEW/UPDATE>New

<DATE SHIPPED»3-25-82
<SALUTATION>Mrs. Borodkin

<>

<NAME>Mr. Jeff Reech
<ORGANIZATION>DEC-Cleveland
{ADDRESS/STREET>3733 Park East Drive

<CITY/STATE/ZIP>Cleveland, OH 44122
<COUNTRY>USA

<TELEPHONE>216-831-6000

<DEMO/FULL>Demo

<SERIAL NUMBER>320¢00

<TO BE USED ON>MINC

<MEDIA>FL

{NEW/UPDATE>New

<DATE SHIPPED>1-26-82

<SALUTATION>Jeff | | -
<>
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Word Processing Accounting Utiity Packagas

234 EAST COLORADO BLVD. OO PASADENA. CALIFORNIA 91101 O (213) 960-2835
COMPUTER

SOFTWARE N 4

\. 'This will be the second document that will be used in 1list
} processing. It is called the SELECTION SPECIFICATION.
|

IF <NAME>=Mr. Rick Crockett
then process record

This is the third and final document that will be used in list

pProcessing. It is the FORM, this will be what the output will
look like.

<NAME> ’

. <ORGANIZATION>

- ¢ADDRESS/STREET>
<CITY/STATE/ZIP>

-~

Dear <SALUTATION>:

We are sending to you a <TO BE USED ON> Demo, version 4.8 of
CT*0S Word Processing. It will be shipped <DATE SHIPPED>.

According to our records your telephone number is <TELEPHONE>
please let us know if this is not correct.

Sincerely,

'Paul R. Harrlis

- .
— T~y L SR

BEST COPY AVAILABLE




6:00-7:30
7:30=~T7:50
7:50-8:00

j/bo-azso
kA

LESSON THIRTEEN
WORD PROCESSING I

LIST PROCESSING (PRINT OUT).
GO OVER GRAMMAR PAGE 11

.

BREAK
GRAMMAR PAGE 12




l6:00-7:00
T7:00-T7:50
7:50-8:00
8:00-8:50

LESSON FOURTEEN

WORD PROCESSING I

GRAMMAR TEST

PROBLEM TEST

BREAK
TEST

154
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LESSON FIFTEEN
WORD PROCESSING I

MAKE UP NIGHT FOR ANY OUTSTANDING ASSIGNMENTS ON TEST. |
THE REST OF STUDENTS MAY KEY IN PRIVATE LETTERS AND PRINT THEM OUT.
*IF TIME PERMITS - WORK ON RESUME




avd v 22
Check report ' _
ing skill THE UNITED STATES PASSPORT = s
heet; line; 60; ‘
ot i&% on .lr-lg?:) 10 More than six million U.S. citizens travel each year inother ~ 1
S (double spacing) countries. To be admitted into many cougtries, a passport is 30
Listen for bel as signal t¢ com- . : . .
plete or divide words and retum. required. A passport is an official document issued by the Us.
N are oo s e aa.and Department of State that identifies you by photograph and a brief s

nal spacing).

description as a U.S. citizen. A passport permits you to leave.and e
to return to the United States. | . >
’ To apply for your first passport, you must appear in person . -
atone of the passport agencies. These agencies are often located
in local federal buildings. You must present. the following
papers:* ' |
1. The completed passport application.

2. Proof of U.S. citizenship (a birth certificate or &
certificate of naturalization, usually).

3. Proof of identification bearing your signature and -
description (often a driver’s license). RS

4. Two signed duplicate photographs taken by a | N
| photographer within the past six months.

'5. The required passport fee. |

A passport is valid for five years from date of issue. When
you receive your passport, you sl‘fould sign it and fill in the o
informg‘tion requested on the inside cover. During foreign ... -~

- travel, always carry your passport on your person; NEVER leave
it in a hotel room. |

" *The World Almanac & Book of Facts 1981."

60-spaco Nne

50a b 6

g::ﬁﬁ'&?:."gs"“"” sprabet 1 Marquis has just solved the exciting new puzzle from Byke's.

“ﬁv&'l‘::gmz'km . tiglym 2 She filed the invoice (#9304) and the contract (#17-48-562).

it time permits, rol)g:O . fluency 3 He lent the field auditor a hand with the work for the firm.

selected lines .
| |2|3|‘|5["_7]"9'10'""2‘

78

Lessons 49,7 50 unit9 Measure your skilts: basic/eppiied
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VW WWOTETITITY vENee ' R R AR MMC L W“WWW
. Pealviom 4 , mu;m . . '

L.

it shest, lang side up _ (Dates and Inveators) A
ot vertionl center; 08 solumnar - A o - _
oniries; § spaces between Adding machine 1688 W.8. Burroughs— v

Automatic sequence computer 1943 H. H. Aiken _ »
- Liquid paper | p 1954 Bette Graham 2
Telephone ' - 1876 Alexander Bell »
Typewriter ' 1867 = Christopher Sholes L
~ Prablom 2 .
hait short side
,...:',?..m, 08 :..?.,,.m AMERICANS OF SPANISH ANCESTRY e
e avan foures o oo 2 ~ (Estimated Population and % of U.S. Total) . o
o the NgM; ermse and cormget . . o :
oron /- ... Mexican . 7,151,000 24 g
‘ " Puerto Rican - 1,823,000 0.6 - Cw
Central/South American 863,000 03 : o u
~ Cuban - 689,030 0.2 ‘ e
_Other Spanish A 1,519,000 0S8 s
- . .
© tull sheet (extre eredit)’

- rentng posston: DS colum - : ' - ."
ntnes; 10 between. - ' . |
oM '

1 nme 18 calted belore you com- - - .. ‘THE ORIGINAL-THIRTEEN STATES OF THE U S.
viete Prodblem 3, hrish the kne on (With Date of Conmtuuon Rmﬁcanon and Onmml“Capxtal)
winch you ere typing. Your A
comotete the tabie 1 tne nemr . Delaware Desember 7, 1787 « - Dover |
, class penod. S Pennsylvania December 12,1787 © - ° Harrisburg -~ '
New Jersey December 18, 1787 Trenton C
Georgia 5 January 2, 1788 - Atlanta
‘ Connecticut . 7 January 9,1788 Hartford
Massachusetts =~ February 6, 1788 j’ ' Boston
- Maryland - April 28, 1788 , Annapolis
South Carolina " May 23,1788 - Columbia - ’
~ New Hampshire - June 21, 1788 Concord -
Virginia June 25,1788 | Richmond ¥
New York , ‘ July 26, 1788 Albany ¥
North Carolina - November 21, 1789 Raleigh o
. Rhode Island May 29, 1790 Providence '
110 ‘ Lesson 68 Unit 12 Leam to type simple tabley
BEST COPY AVAILABLE
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Pvebiom 2

hait shest, short side up

Center and type the table in read-

ng position; 88 the groups of co~

lumner entries, DS between them.

Decwie spacing between columns.
s wn Column 2 at the

decimal (). Correct errors. -

Preblom 3
fuli sheet

Center andt type the tadis 1n read-
g positon. DS items 1n columnas,

Correct errors.
To ype waald”

1. Type an underine the length of

. the Iongest tem m the column,

2. DS and type the total hgure.

b

FOICT AR gy T & m' ' S GPTER,
. 't

e M Mty
-

BALI HAL p
Native Dances of the Indonesian Islands »
November 9 Through December 13 »
All Seats $6.50 | a
Reservations Assure Preferred Seating »

- (808) 7214937 | »

v

worte

CQMMON‘ U.S-METRIC EQUIVALENTS .
Approximate Values '3

1inch 25.4 millimeters (mm) e
linch 2.54 centimeters (cm) . 2
1foot 0.305 meters (m) o

1yard 0.91 meters (m) ;

1 mile 1.61 kilometers (km) :
1 pint ~ 0.47 liters (1) :
1 quart 0.98 liters (1) y o
1 gallon . 3.78S liters (1) Y .
1 ounce 28.35 grams () N
1 pound - 048 kilogums (kg) o
DECEMBER SALES REPORT -

(Showaing Esymated and ActualwSales) '
Abramson. Stanley ‘ 6,500 B | 6,750 :
Chiang, Kuang-fu §,000 +950
Delgado, Dolores 5,700 5,740
Guzman, Eduardo’ 4750 - 5,000

Jackson, Rosie Lee 5,500 5600 -
‘McClain, Malcom 7,200 7,150 -
O'Malley, Christopher 3,750 23,000 .

' St. John, Donald 5,250 5350 =
Thornton, Lavonne 6,500 6,590 ¢
Watanabe, Michi -1 ] 2650
§e3650 $§4780 :n

117

Lesson 72 Ut 13 Recallimprove besic & problem skitls
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| / ADULT COMPUTER PROJECT SAMPLWRUCTOR
~ / ENT

. / ‘ ASSIOMME] EET
. TEAGHER : |
. . DUE | TASK
- WORD PROCESSING | o DATE COMPLETED

Tasks to be completed during the Adult Education (310)
Project on Adult Computexr courses,

Design a specific Word Processing Certificate Program |
of study for adult classes. : \\\

a. Write desscriptive paragraphs about each of the
W/P courses to be offered suitable for use in a
brochure about the program or suitable for use
in the ganexal public brochure,

. Using beshavior terms write objectives for the g
N different W/P courses. Write a detailed course
plan for each of the courses including time

allotment and testing procedures.

7
write an outline for CTA.

* ———————

Re-evaluate results of the CTA course and nake z _//“
necessary changes in the CTA outline,

-

Identify all software, textbooks, printed or 10

~isual materials suitable for the different adult

W/P courses, the results to be written with varying
// alternatives,

! ' I
// Cooperate wlth the other instructors and administrators

/ .orklng on this prolect to develop and implament a
zromotional plan for~all the computer related courses
and specifically W/P. ‘

. Evaluate all written work after its implementation,

Complete other duties, of an equivalentvtima‘allcpnant
should any of the above items;.be omitted or reduced in
scope., ' .

4 .

lames Coppock, Supervisor
) S

¢ BEST COPY AVAILABLE
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COMPONENTS OF DATA ENTRY COURSE

1) INTRODUCTION OF DATA FILE CONCEPTS
I1) INTRODUCTION OF EASY ENTRY DATA ENTRY SOFTWARE PACKAGE

A
e e 10. HENUTR MERIC | wuma 38 WRITINGE © N
‘ 4%ﬁ;w[=azt B RREDINBISE 14 nﬁmn&cr zf_ BOUR AT, H@JMORE wnun ~@g;; ‘

FOR STRICTLY NUMERIC ENTRY

C) LITHEH AUXILIARY OR EMBEDDED KEYPAD MAY BR UQED RY STUDENT§;§%¢
I11) DATA FILE MODIFICATION .

A) REKEY VERIFICATION L
B) DATA FILE IFQUIRIES ' . ,
C).DATA FILE MODIFICATION (UPDATING) . . = .
1) DELETING RECORDS ¢, |
2) INSERTING RECORLS -
2) MODTFYI ITHIN A RECORD .
h , . 4) SORTING. -
K & padoin s _,
¥ Sy 3t — R e
‘.‘
i ”
L . e e
‘\\\ P
. . L R
I e BEST COPY AVAILABLE -
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FasyFntry Tata Entry System __software Use instructiohs;
by Lee Cochard

TO ENTER THE “FASY " DATA-ENTRY SOFTWARE PACKAGE TYPE THE FOLLOWING ENTRILS

In RESPONSE TO EACH DEFAULT PROMPT:  ~ ccemnan
Limugg | -
PRCMPTS - " ENTRY 2XFLANATION
______ e | b N
5 | EASY activates EASY software package
~torms File: TEACHER « file ccntaining forms fer data entry
Cperator: your last name "~ you (the user)
Lata File Name: ; NASTER ) . - sample data file
File exists _ : ) '
A.prend records (Y/N)? N - add more records to the*end of the file
Mcdify records (Y,/N)? Y provides access to an all-purrose menu
Form Name: FORMMAIL specific fcrm chosen frcm the above forms file

Cther default rrompts arez Batch totals (Y/N)? --accumulates totals for certain

designated numeric fields

.Total Rekey (Y/N)? --1rovides rekey verification of

all fields & records in the fil

Selective Rekey (Y/N)?--provides rekey verification of
selected fields within all reaﬁ

~of the data. file

TC USE ANY OF THE MENU OPTIONS AT THE BCITOM OF YOUR SCREEN, TYPF THE
FIRST LETTER OF THAT OPTION AND EIT (RET) .

SPEC&AL NOTES:

1) when (I)nserting one or more recordsﬁhkhese records will enter the
sequential data file IN FHONT of the record displayed on your screen when ‘I’
‘'was typed. To exit from this (I)nsertion mode, you must strike <PF4> on the
Keyrad.

E 2) when (M)odifying a record, position the cursor at the ,beginniny of
the field(s) to be modified by using & combination of the ‘arrow’ keys and/cr
CRET> key. Then completely ,retype the field. Then return the curscr to the
menu again by means of the ‘arrow’ keys or <RETD key.

Z) When (S)earching for a record, position the cursor at the beginning
of the key field(s) of that record and type all or part of the key information.
Then return the cursor to the menw. EX 1: To find the JOHN SMITH record, type

“JCEN SMITH® in the name field, then return the cursor to the menu. EX 2: To
find anyone named "JOBN’, type ‘JOHN*’ and return the cursor £o the renu. If
the first "JOHEN’ record to appear 1s not the desired record, then type “S§’'=~=
for (S)ubsequent (S)earch--repeatedly until either the desired record is found
or the end-of-file is reached. ****NOTE: (S)earch will MNOT locate records -
AREAD of your current position in the file=-you should type ‘F’ <RLT> before ‘S’

162 BEST COPY 'AVAILABLE
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ccrrect, then the user must re-ty.€ the field.

«
N
AN

N ,
to insure that a record is not missed g
4) (F)ekey--(T)otal implies that a complete record verification is to

take place--beginning with the recora CURRENTLY
(R)ekey--(S)elective implies that only certain,

——teginring with the currently displayed reccrd--have been preprogrammea for
verification.  During verification, when a discrepancy is discovered, betk the
c1d .and new ‘versions of the field are displayed, If the new version is correct,’
then the user should strike <P¥3>. If the old version .cr neither version) is

displayed on the screen.
‘{mportsrt’ fields of each record .

o

T0 EX1T FhOM ‘EASY "y 1YPE C

h MCREF CF 1hi FCILCWING:

1) <P¥4)> removes the <urscr from the f¢rm displayed cn the screen.
2) <PF4)> also remcves the cursor froer /Athe menu at the bettem cf the

screen. . : |
2) /EXIT exite the user frem the EASY default prompts (to & 670 '
+ '
4
4
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* CMPUTER PROGRAMMING

Computer Rélated Certificate

CONTINUING EDUCATION

IO oao-l

i' é@
N [}m T
Progra

lﬂ OvEAT' MY l -j-:
PaY !

FORT WAYNE OOMMUNITY SCHOOLS |

The Adult Education oftcriﬁga starting in the 1983-84 school year will include Certificate

Programs in Four Computar Relatod Areas:
Accounting, and Data Entry.
evenings,

word prdcessing, Computer Programming, Computer
All of these adult programs will be available only in the

The Port Wayne Community Schools has three rooms with computer basrd equirment located at

zne Education Center, 1200 South Barr Street, Fort Wayne, which will enable us to offer the

scurses listed below.
aent Company Terminals;

The available equipment includes the following: (50) Digital Equip~
(1) Digital Equipment Company VAX 11/750 Computer:;
—wality Printers;: and (2) Teletype 300 line per minute Printers,

(2) Letter
The amount of equipment

available should provide the opportunity for each student to have the use of.an individual

zerminal.
~heir classtime working at the terminal,

The courses are organized so that each student should spend more then 508 of

The Adult Education offerings starting with the Fall of 1983 will include the following

Toar Computer Related Areas:

WRD PROCESSING (114 Hours)

1st Semester
Cormputer Terminal Applications .... 24 Hrs.

2nd Semester
word Processing I ..ceccoccesccc-a 4. Hrs.

rd Semester
“O!'d Wocessinq II "o 900 DOEG SO GO OGE 45 H-rSO

({180 Hours)

lst Semester
jtructured BASIC Programming ee..... 90 Hrs,

2nd Semester
sStructured CObOL PYrOogramming .ceeee 0 Hrs.

* (Computer Term. Applications and Intro
to D.P. recommended--not reyuired)

REGISTRATION FOR THE FALL CLASSES STARTS MONDAY, AUGUST 29,
1P YOU NEED ANY FURTHER INFORMATION, PLEASE CALL US

TIOM AS THESE CILASSES PILL RAPIDLY.

ATI.O...............0000000000‘25-7653.

I
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COMPUTER ACCOUNTING

{159 Houxs)'

lst Semester
Computer Terminal Applications ... 24 Hrs.
Beginning ACCOUNtIing ccecccscssecee 45 Hrs,

2nd Semester
Computer ACCOUNLING ..cecccecscesee 90 Hrs,
(Prerequisite: One semester of
Accounting or equivalent experience)

*DATA ENTRY (114 Hours)

lst Semester
Computer Terminal Applications ... 24 Hrs.

2nd Semester.
Data Bntxy [N N NN NN NN NN NN N N W N NN NN NN 90 Hrs.

¢* (Intro to D.P. recomnended--not

required)

WE WOULD ADVISE EARLY REGISTRA-

BEST COIY aVAILABLE
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WELCOME TO BUSiNESS OFFICE OCCUPATIONS
LOCATED AT THE REGIONAL VOCATIONAL SCHOOL
FORT WAYNE COMMUNITY SCHOOLS

THE COMPUTER ROOM AT RVS HOUSES THE VAX 11/750 WHICH IS MADE BY
DIGITAL EQUIPMENT CORPORATION. THE DIGITAL TERMINALS ARE ALL
CONNECTED TO THE VAX. THERE ARE THREE INSTRUCTIONAL COMPUTER ROOMS.
THE DATA LAB AND THE OFFICE LAB ROOMS HOUSE 21 TERMINALS EACH AND THE
ACCOUNTING LAB HOUSES 11 TERMINALS

THE SYSTEM INCLUDES THE FOLLOWING:
VAX--A COMPUTER (MADE BY DIGITAL EQUIPMENT CORPORATION)
VMS~--OPERATING SYSTEM |
DCL--DEC COMMAND LANGUAGE (DIGITAL EQUIPMENT CORPORATION)
PROGRAMMING LANGUAGE--BASIC, PASCAL, AND COBOL (RVS ONLY)
THE VAX HAS THE FOLLOWING FEATURES:

EDT EDITOR-~LINE, MODE/CHARACTER MODE

EDTCAI-~COMPUTER ASSISTED INSTRUCTION COURSE ABOUT THE
KEYPAD AND LINE MODE

VMSCAI-~COMPUTER ASSISTED INSTRUCTION COURSE INTRODUCES
THE VAX/VMS COMPUTER SYSTEM

DIFFERENT LANGUAGES

HELP UTILITY

MAILING FACILITY

. PHONE FACILITY

~N o &= (9] N =

ADDITIONAL SOFTWARE:

DIBS "DIGITAL INTEGRATED BUSINESS SYSTEMS."™ MENU DRIVEN
SOFTWARE. MASTER MENU CONTAINS GENERAL LEDGER SYSTEM,
ACCOUNTS PAYABLE SYSTEM, ACCOUNTS RECEIVABLE SYSTEM,
PAYROLL, INVENTORY MANAGEMENT, AND ORDER
ENTRY/INVOICING. (RVS ONLY)

CT0S "COMPU TONE OFFICE SYSTEMS." CREATE, EDIT, PRINT, CUT
AND PASTE, SEARCHING FOR AND REPLACING PAGING A
DOCUMENT, MULTICOLUMN PRINTING, LIBRARY" DOCUMENTS USER
DEFINED KEYS AND LIST PROCESSING

EASY "EASY ENTRY DATA SOFTWARE PACKAGE BY APPLIED
INFORMATION SYSTuMS."™ DATA FILES AND PROGRAMMABLE CRT
DATA FILE FORMS CAN BE CREATED., RECORDS CAN THEN BE
ADDED, DELETED, RETRIEVED EITHER SEQUENTIALLY OR BY KEY
FIELDS, MODIFIED, AND REKEYED (VERIFIED).

PRINTERS: THE DATA LAB AND ACCOUNTING LAB. SHARE THE TELETYPE,
MODEL 4G, PRINTER, IT PRINTS AT A RATE OF 300 LINES PER
MINUTE. THE OFFICE LAB HAS THREE PRINTERS; ONE

TELETYPE MgogL 40, AND TWO LETTER QUALITY PRINTERS, NEC
SPINWRITER 3510,

1€6




COMMMUNICATION BETWEEN SCHOOLS

VIA RVS
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commmmcounsrs | R .

(Centiticate Programas O!!orod)

*Computer Terminal Applications
{February 7) .......... . T&Th 6:00-9.00 220 $23.00 $33.00 4 Dawson
*Computer Terminal Applications
(March 13) <.coeoe. . T& Th - 6:00-9:.00 220 $23.00 $33. 0 4 Dawson
Intro. to Data Processing M 6:00-900 154 800 3300 15 Scha-

) ' baker
Data Entry .o M 6:00-9:00 214 5500 6500 15 Dawson
Word Processing | ........... T . 6:00-9:00 214 5500 6500 15 Griflith
Word Processzing 1 ... W ‘6.00-9:00 214 5500 6500 15 Griffith
Programming jn Structurod BASIC

(90 hours) . ~M&W 6:00.9:00 220 110.00 13000 15 Cocherd -
Proqrumming in COBOLM &W 6:00-900 218 110.00 13000 35
(90 hours)

. Home Petsonal Comp. ...T 6:00.-9:.00 212 44.00 5000 12 Habegger

‘Basic course for Word Processing. Computer Aeconntiug. Programming,
and Data Eatry Certificate Programs. ' -




|
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COMPUTER RELA(ED COURSES
(CERTIFICATE PROGRAM AVAILABLE) :
COMPUTER TERMINAL APPLICATIONS — o éorhpuler terminal connected to a modern
computer will be used to teach the capabilities and uses of a modern computer system
It is a basic hands-on-course in the uses of a computer terminal and will include a brie!
overview of Word Pgocessing. Computer Programming. Computer Accounting, and Data
Entry Occupations. This .is the prerequisite course for the four Certificated Programs:

Word Processing, Computer Programming, Computer Accounting, and Data Enlry
Prerequisite: Ability td&pe 30 words per minute.

INTRODUCTION TO DA IIOCBSSING — A basic su':’vay course covering theory. dala
entry operations. computer capcepts and programming. Instruction includes “hands on
oxperionce using CRT Terml als, keypunches, apple computers and an [IBM 4341
Computer.

)

WORD PROCESSING 1 — This fiirst course in word processing will provide classroom
instruction and laboratory experiences leading to the job entry level skills required of
Word Proce¥sing Clerks. The moky, successiul students will be those who have a good
typing ability (§5+4) and good comihand of spelling, punctuation, and grammar skills
Instruction will include creating, proof reading. editing. tiling, and printing of business .
communications utihzing a Digital Computer Terminal with access to printing devices
Prerequisite: The ability to type a minimum of 40 words per minute, Computer Terminal
Applications or experience using Computer Terminals for communication with Computer.

WORD PROCESSING U — The student will learn the use of the transcription devices
to enter information into the word processing equipment {o create complotod documents.
Specific training will be available in the areas of Modical and Legal Tromscription.
(Available to Word Processing students next term.)

PROGRAMMING IN STRUCTURED BASIC — is a (90) hour course taught on a DEC VAX.
11/750 computer system that includes om vidoo terminal for nach student with ltne
printer access.

The ‘students will learn to write programs based on three concepts: Simple Sequencing
(Read-Let-Print, Etc.), Decision Structures (l{-Then-Else), and Loops (For-Next, Until-Next,
While-Next). Students learn a systematic five-step approcth to program development:
Problem ' Analysis. development of progrem logic through pesudocode, coding the logic -
into basic statements, tasting énd debugging, and document

Programming topics ‘covered include arrays, sorting, linear and binary searches, sub-

. routines, subprograms, menus, interactive programming concepts, creat) cnd.mdn )

ncmnce of sequential and relative data files, and string manipulations.

PROGRAMMING IN STAUCTURAL COBOL — is a (90) hour course taughtf
11/750 computer system that includer on npproximcte one-to-one ratio of
video terminals with line printer access.

The students will learn to write structured cobol programs through a systemditic four-
step approach to program development: Review of Hrogram specifications, p om de-
sign, program coding, and program testing & debugying. Prerequisite: BA or other
program longuagys. :

Programming topics covered inclnde !/O operations, Yrithmetic operations, report edit-
ing. decision structures, data lile maintenance, comr -break processing and table pro-
cessing. : )

DATA ENTRY — The student will be trained as a CRT operator to input, updats, and
to inquire into the computer system. Exercises will concentrate on speed, accuracy,
updating. and information gathering from the system.

HOME PERSONAL COMPUTING -~ The emphasis is on software experiences for personal
applications such as word processing, budgeting, and financial uses. Instruction will also
include basic system commands and programming commands necessary to understand
and manipulate the computer. The coq’%e will use the Apple Il computer for the lab work.

BEST COPY AVAILABLE
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THE CONTINUING EDUCATION DEPARTMENT
OF THE
FORT WAYNE CORMUNITY SCHOOLS

Presents this Certificate of Recognition
for satigfactory completion of the -

'WORD PROCESSING CERTIFICATE

. ’

Course of Study offered by the Depurtment of Continuing Education
: which includes the following areas: '

.

COMPUTER TERMINAL APPLICATIONS
WORD PROCESSING I

WORD PRQC;SSING II

This certificate represents a total of 114 hours of classroom
and laboratory J{nstruction. ' »

’2/ ' This cextificate is presented to:

on me ......l..day of .....ﬂ‘....0......'19I.O...

Supervisor of Adult Vocational Programs

Director

Aruitoxt provided by Eic:



THE CONTINUING EDUCATION DEPARTMENT
OF THE
FORT WAYNE COMMUNITY SCHOOLS

Presents this Certificate of Racognition
for satisfactory completion of the

COMPUTER PROGRAMMING CERTIFICATE

Courge of Study offered by the Department ¢f Continuing Education
vhich includes the following areas:
o
COmputer Tb:minal Applications

P )

BASZC mgmmng
coBoL '&ﬂgming

- .f’\. -
. B
'\J”\
. .‘"" .
LN
. ﬂl-a L

, This cextificate rep;esonts'thuual ot 204 hours of classroom
and laboratory 1nstruction. T

This ceg;ificate-ls presented to:

L]

on the .QOOOOOOOOday ot ................Q.'lgi;ul..

Supervisor of Adult Vocational Programs

Director
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THE CONTINUING EDUCATION DEPARTMENT
OF THE ,
FORT WAYNE COMMUNITY SCHOOLS

14

Presents this Certificate of Recognition
for satisfactory completion of the

DATA ENTRY CERTIFICATE

Course of Study offered by the Department of Continuing Edycation
which includes the following areas:

COMPUTER TERMINAL APPLICATIONS

DATA ENTRY

This certificate represents a total of 69 hours of classroom
and laboratory instruction.

This certificate is presented to:

on the 0........day of .CCC.......0.0..‘.'lg....ﬂ.

Supervisor of Adult Vocational Programs

Directorxr
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DATA ENTRY/TERMINAL OPERATOR
CERTIFICATE PROGRAM

Two Cotirses Required:
Computer Terminal Application 24 hours.
Lata Entry 90 hours.

Recommendations:

Ability to type and work with numbers.

FOURSE DESCRIPTIONS

DATA ENTRY: A computer terminal is used
to train the Data Entry Operator. Emphasis
will be in the areas of: inputing, ‘updating, ac-

ssing, speed, accuracy, and the development
of input records.

STRUCTURED BASIC PROGRAMMING: Stu-
dents wil' learn structured program design
through tb » kse of: Simple Sequencing, Loops
and Decir.on Structures. Some of the topics
covered i :zlude: arrays, sorting, subroutines,
interactive concepts, string manipulations and
data files.

COMPUTER TERMINAL APPLICATIONS: A
intrcductory course that introduces the appli-
cation of a computer terminal in the areas of:
Accounting, Word Processing, Programming,
and Data Intry. This is the prerequisite course
for the three Certilied Computer Programs.

* STRUCTURED COLOL PROGRAMMING: In-
struction will inciude the ureas of: Structured
Program Design, Report Generation, C:nirel
Break Processing, Interactive Programming,
Table Processing, and Data File Maintenance.

WORD PROCESSING I: Instruction will in-
clude Crecating, Editing, Filing, and Printing
dorment: using Word Processing Equipment.
The cours: will also include instruction on
spelling, punctuation, and grammar.

175

WORD PROCESSING APPLICATIONS: In-
‘struction will begin with applications like a
Word Processing OperateNgight find on the
job. The course will include unNg on: Machine
Transcription, Advanced Word Pr
cepts, and some instruction on spellin
tuation, and grammar.

COMPUTER ACCOUNTING — A computer
terminal will be used to apply accounting prin-
ciples in recording business financial trans-
actions. Instruction will include the areas of:
General Ledger, Accounts Payable, Accounts
Receivable, Payroll, Depreciation, Special Jour:
nals and End-of-Period Statements. These ap-
plications are designed to meet office account-
ing requirements.

ATTENTION: EMPLOYMENT OUT-
LOOK GOOD FOR PERSONS
TRAINED IN DATA PROCESSING
THROUGH 1990

Employment in Data Processing and Related
occupations is increasing at a good rate. In
the Northeastern Indiana lLabor Market Infor-

, maticn Release, both the areas of Computer
Programming and Data Entry were hsted
among the occupations where “there is the
heaviest need for workers and that the local
office estimates supply will be inadequate
meet demands.” Many predict that employ-
ment opportunities will continue to increase of
companies continue to find additional appli-
cations for the capahilities of computer equ
ment. Data Processing has two major divisions:
Computer Programming and Data Entry. Data
Entry Operators are normally respogsible for
entering, updating, or accessing information
in a computer systrm. Computer Proarammers
are recponsible lor creating the instructions
and jrocedures that allow information to flow
tungh the computer system to provide in-
formation in a timely and accurate {ormat.

Computer Related
Occupations
Certificate Programs

» WORD PROCESSING

o COMPUTER PROGRAMMING
'+ DATA ENTRY ‘|

e COMPUTER ACCOUNTING

Fort Wayne Community Schools
Dopartment of Continuing Education
Education Center » 1200 South Barr Street
Fort Wavne, Indiana 468U2 e Phone 425-765;
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COMPUTER RELATED
CERTIFICATE PROGRAMS

The Adult and Continuing Education Divi-
sion of.the Fort Wayne Community Schools

~ has access to a large computer based training

tacility that allows the clfering of Certificate
Programs in four computer related areas: Word

Processing, Computer Progiamming, Computer

Accounting, and Data Entry. Upon completion
of one of the four programs of study, the stu-
dent should be a competitive candidate for
entry level employment if they possess the pre-
requisite knowledges and successfully meet the
program requirements,

The instructional facility has three rooms of
computer based equipment locuted in the d-
ucgtion Center, at 1200 South Barr Street, in
Fort Wayne. The available equipment ircludes
the tollowing; (50) Digital Ecruipment Coinpany

‘Terminals; (2) Letter Quality Printers and (20)

Lanier Transcribers for Word Processing; (2)
Teletype 300 line per minuta printers; and soft-
ware running on the Digital Equiprent VAX
11/750 Computer. The amcunt ~f ‘equipment
available provides the opportunity for ~cch
student to have the uce of an individual term-
inal. The courses are crganized so that cach
student should spend more than 509, of their

. classtime working at the terminal.

“Within the emplcyment marketplace are

,many job opportunitics that can be filled by

graduates of one of the fcur Certiticate pro-
grams. Theré is a high demand for employees
with knowledge and experience utilizing ter-
minals and computer snftware with knowwledge
in Word Processing, Data Entry, Computer Ac-
counting, and Computel Programmning. Course
‘sign-up is on a first come-first served basis and
the school does reserve the right to cancel the
course if enrollment is inadequate prior to the

first evening® of class. The opportunity does

ERIC | 177
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exist that not all prerequisite classes will need
to be taken if candidates to the certificate pro-

gram have taken courses elsewhere or have -

work experience on data processing equipment
or applications.

For addigonal information or an appoint-
ment to diseuss your trounlng program please

call 425-7653.

JOB TITLE: WORD PROCESSOR

Within the Word Processing Occupations

--are many jobs that used to be referred to as

"Secretary.” The term no longer applies in
many companies. The functions ‘of the “Sec-
retary” are gradually being transterred over
to a number of job titles that incorporate the
technologies of Word Processing since the ad-
vent of modern office equipment. Some ot the
equipment that has made the most significant

- impact on the "Secretarial” Occupations in-

cludes: Word Processing Equipment, Computer
Hardware and Software capabilities, Dictation
and Telephone Equipment, Terminals, and
Electronic Mail. The Word Processing Occupa-
tions workers will have more and more sophis-
ticated equipment available to assist them
in the. completion of their responsibilities.

'WORD PROCESSING
CEATIFICATE PROGRAM

Three Courses Required:
Computer Terminal Application 24 hours
Word Processing I 45 hours
Word Processing Applications 45 hours
Recommen iations:

Good skills in spelling,- punctuation, gram-
mar, typing, ability of 58* words per

~ BEST COPY AVAILABLE
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~ ACCOUNTING
CERTIFICATE PROGRAM

Three Courses Requiréd:
*Computer Terminal Application 24 hours
*Beginning Accounting 45 hours
Computerized Accounting 90 hours
*Can be tctken in‘'same semester

Recommendations: .
Typing ability of 35* words per minute
and ability to work with numbers.

HELP WANTED: ACCOUNTING DEPT.

Accounting is the process of recording and
commuhicating financial or economic data to
the persons who evaluate and monitqr the fi-
nancial condition of a business. The computer
has had a major atfect on the Accounting Pro-
fession. Data Processing tools have replated
many manual preparation systems by utilizing
terminals linked to powerful computers. In the
decades that follow there will be a.continuing
demand for trained accounting personnel in
the private, public and governmental sectors.
The primary factors atfecting this ‘demand is
the greater need for accounting information in
business management, complex and changing

" 'tax systems, ond the increasing use of data

processing devices by small business organ-
izations.

COMPUTER PROGRAMMING
CERTIFICATE PROGRAM

Two Courses Required:
Structured BASIC Programming €0 hours.

Structured COBOL Programming 90 hours.
Recommendations: '

Experience using data processing equip-
ment or completion of the Computer Ter-

minal Applications course. Q‘ :
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A 310 Project
Micro Computer Use In Our
0" Adult Learning Center Math Classes
By Margaret Hobsoq' P
The instructors in the Adult Learning Center began
the 1983-84 school year without a computer é:B\wifﬁf;ittle
computer experience. Then the Apple Computers proviged
by the 310 Project arrive&¥ I didn't know how to turn
it oﬁ, much less make it "do" something: Our school ,
system offered an inservice on the Apple which involved
such depth as how to insert a disgk, how to turn the
machine on and off, and how to "boot" the system. 1
was 1n héaven.
I soon found the disk library and started previewiny
disks and getting our own copies for classroom use. The
students were learning the same things 1 was--sometimes
the very neit davy. ‘
More 1inservice classes followed in software
se2lection and evaluation. 1 attended the "Computer:
in Education Worrshop” sponscred by P1 Lamba Thet:.
It was a practical workshop designed to inrorm Qlemchtary,
middle anu secondary educators how to effectively use the

computer as a unigue tool in the curriculum. Ball State

University hosted a workshop for Indiana Computer

BEST COPY AVAILABLE

Educators which had mini-sessions to choose from on a

wide range of computer topics and F.W.C.S. offered 10 hours
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‘ of instruction in program design. We covered drill and
practice, tutorial, simulation, interactive and utility
programs.

I then began taking computer courses. One was
' A

Computer Terminal Applicatiéns (30 hours of instruction)
and the next was programming (BO hours of instruction).
This gave me the courge, background and desire to begin
writing my own matérials to be used in the classroom.

.I have since joined Indiana tlomputer Educators and
a local Apple-users gfoup. We made the purchase of an
Apple for home use and I am now abiigated to share it
with my family. (An old ABE slogan...You educate a
mother and you educate a family.) A side-light of all.
this is that there is a real sharing of idéas and materials
among all in ‘hésted building teachers. T had little
previous interaction‘with many of these people, since
they were vocational educators. The information
exchange has been very valuable and the personal
interaction has been very good.

Student computer literacy has been a prime goal in
this program and almost every student has had the oppor-

tunity to become familiar with the Apple. , Some have

requested extra time on the computer and/;;me have

expressed a dislike of working on it. (Sometimes learning
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hew to operate the software is as difficult as learning the

original teaching objective.) I have used it for readiness
(especially in fractions), drill and practice (mainly
multiplication and division'gables). and for teaching new
concepts (I really like the geomeéry éisks and that topic’
isn't well covered in our texts). Men, especially, like to
use the Automotive Maﬁh disk as it teaches decimais and
percentages as applied to autos.

I have notices how students working in a sﬁall group
with the Apple have become friends and seem to enjoy the
interaction with each othér as they react as a whole with
the computer. It hecomeg a group‘project.

wOrklng.on the Apple can be a "cop-out"'for those few
students who really aren't eager to learn, however. It
sometimes has been necessary to insist they go back to gheir
book .

The ;tudents have had so much experience with prodrammed
disks they are suprised to find what sophisticated math it
can do without programmiﬁg. And I have also discovered that
although the Apple is a wonderful "number crunchér" it is, at
the same time, one stupid machine. ‘It does as I say, not as

I mean.




© was very pleased.

The computer has been used to show real-life calculations

that would be very tedious to do manually. One student took ...

out a 5-year contract on a $30,000 home at 10% and paid CC::j?{\\

$303.47 each mo;;L with the interest being deducted first

and the remainder going to the principal. We wer \59}§*t°

N

make up a single program and print out a chart showing the

payments and the balance remaining for his contract. He

/ ' , . - L]
I |feel Math and Business have the best potential for |
. ‘ ° ‘ .
continued computer usage in our ABE/GED program. I certainly '
wish to continue to develop bomputer usage in the math class.

¢

I've only scratched the surfaceﬁ%?




ADULT EDUCATION 310 MICROCOMPUTER
. USE IN THE ADULT LEARNING CENTER
LANGUAGE ARTS CLASSES

BY Willodean Clinkenbeard

-

Our Learning Centex 'is located in the Regional Vocational
Center ih Fort Wayne, Indiana. Six classrooms comprise the
division, and Subject areas are taught separately in these
respective facilities; Until last fall, only one Qf gur
Eeachers had been familiar with the operation of computers.

'éince the high school vocational computer program was  located
.immediately‘above our department, we wefe aware of fhe fascina-
tion of computers and of the extensive thrust by our school
system to promote computer education.

In the spring of 1983 our faculty'énd staff participated
in é half;day inservice which waé_ﬁeld in the computer rooms ~
above us. We Qere excited about the use of computers and how
we could make use of this deve1opment. Many of our adult’

;1ab employees enrclled in a brief summer school computer class

}.&bat taught a basic overview on miérocompﬁters. We were all
in a state of confusioh} ygt beirg so receptive to its use.
The news that we hqd actual computers in our departmenﬁ last
fall, upon our return to school, was a surprise and a delight.

The challenge lay ahead as we attempted to develop a
plan to best utilize two computers. Primarily they were

used in the math room and in the language arts room; however,
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the business teacher incorporated the use of the computer in |

her classroom, gnd the social studieé/:;acher pxigiewed some
software and shared its contents with his students.

' We each began to preQiew software and expériment'with'
these’materials in our subject'areas."bur teaching approach
is on an ininidual basis, which lends-itself to computer
instru&tion. Qur enrollment p;océdure is a continuous one; -
we receive students déily‘- each péssessing varied skills at
various leveis. Diagnose, instruct, drill, practice, and
evaluate are usual steps in our teaching method for the,%dult
student. Many students requird encouragemeht and motivation.
Some adult students who were "turhed.off" in a structured
classroom with traditional materials and methods of teaching
are eager to work on the computers.

STAFF. ACTIVITIES: My first activity after experimenting
with a computer in the department was, to éttend'an inservice
ih our building on computer litifacy.'lln October, I attendéd

Project Updaté - a workshop on Saturdays in Indianapolis, to

inform adult educators}about software choices and uses to make

of computers in our laboratories. The following weekend‘in_

' »
October three of our staff attended the Indiana Computer

Educators Conference at Ball State University. The conference

offered many sessions throughout the day. I chose those

relating to the teaching og language arts, record keeping for

185
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classes, and those assisting in decision about choices of

page 3

software.

Fort ﬁgyne Community Schools had scheduled numerous

inservice opportunities for the school year. On November 5,

I atténéed an all day Wbrkshqp oﬁ}pJgﬁuation of software. We
selected various disKs and programs to preview on a rotation
basis during the next few months. My choices incluaed those
on library and social stu&ies. Another activity involved a

vendor visiting our lab to demonstrate the share software

which was designed for adults, especially in the preparation ;QZZ
_ i

for obtaining a GED. The local inservice sessions after ‘\?ri'
. iy

. . s

school and on Saturdays which I attended iﬁfﬂ/: Introduction - .

. _ .

\( A

to Instruction on Computer Prograhs, Introduction to the Appie,
Evaluatibn of Software, Visi-Calc,vCard Reader,.Applé Writer, %
Design of Computer Programs and P;ogramming the Apple. Some ﬁ?\\*
of these sessions.met for five evenings in one series.

I attended the IU-PU‘cﬁrriculum lab several times to
preview disks from their coliection. Our own educétional N
computer center in our building was a tremendous source of 777
information, advice and direction. There we were able to .?'~‘;»
obtain numarous packets to examine and to try in our ¢lass-:; o
rooms. During the ISTA Teacher Conference I chose all the

sections that were related to teaching by or with computers?f‘

This spring I enrolled for an all day workshop at the IU

Conference on Computers. Emphasis on keeping classroom

| 186
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files and on using the computer for counseling appealed to
me as being applicable in my individual teaching assignment.
In addition to teaching the adult student, I also teach the
expec;ant teenager; child care and English materials geared
to this group are of interest to me.

Our recegt Adult Education Conference in Indianapolis
was an interesting activity which I shared. The different
representatives from all over the state shared their projects
and their methods for using the computer in the adult lab.

Other activities in computer use involved my purchasing
an Apple for personal u;e. but primarily for school use. The
materials are interesting and they require considerable pre-
view time which after school and weekends proved ;o be
inadequate. Purchasing thj‘Apple led to anothe; activity =~
joining the Apple Computer Club through IUPU. Monthly meet;ngs
present news informational releases, exchanges of ideas,
materials, experiences and demonstrations by computer businesses.

Recently I was invited'to participate in a four-~day
workshnp for advanced computer training in teaching writing.

I shall take part in this activity and make use of the skill
in our classroom both this summer and in the fall.

Other activities that I found helpful this past year
were thg informal visits and phone conversations with teachers
in both the same setting as mine as well as in different
classroom settings. The enthusiasm of a teacher who is

L]

resourceful with the use of classroom computers is stimulating
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‘and encouraging. Of course, there is one activity that is

(3

ongoing -~ the constant viewing of catalogs which arrive daily.
The evaluation techniques discussed in workshops prove extrcmély
helpful.

STUDENT UTILIZATION: 1In my classroom I used the computer
to teach computer literacy at first, just to let students try
the operation and experience the wonder. The very operating
of the keyboard was frightening to somé'because they couldn't
type. No one was compelled to use the computer. I demonstrated
the rqutine of operation and would explain wbat the particular
disk was designed to teach, and then either a student or mysely
would start the procesé. My room is composed of students pre-
aring for the GED and for.high school studenﬁs. ‘Both groups
could share in e same activity. 1In the expectant mother

program I used it t9 teach grammar and nutrition. MaterialSQZ ﬁ,¥

LR
CroL
S

on health maintenance were used for all groups.

Most of the time I used the ccmputer to instructigﬂ‘, to -

' ‘{Fﬁ-- 3

present language skills in a manner that would intrigue theg’
student a bit more than the workbook or textbook. Much of
the time individual students used the computer alone to re~
view some concept or skill which they lacked. However, when
the computer was very new to all of us, we did considerable

work as a volunteer group. I would explain what disks I had,

and the students gathered around the computer to watch the
operation. Usually two or three students would take turns

operating while & group decision would state the fesponae.
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We varied this procedure, but at all times students knew they
shared equally in the right to the computer. Many times students
attend class on an irregular schedule, soO these persohs usually
worked the computer alone or with one other student to try out
something he had missed.

Occasionally a student would ask to uée the computer when
he/she had previously assigned work to cover. Soon they
learned the reenforcement theory of covering a concept
in more than any One way. Sometimes students were inclined
to become noisy anq excited while operating‘the computer, but
these were few, and never became a constant interruption to
students studying in another manner.

After several students had learned to feel confident in ,
running the computer, ahd after they had gxperimented with é
single disk approach, I tried presenting an entire package of
material. An initial pretest was given by worksheet, the
disk run, and then another post-test completed. I found the
students liked the continuity in this method. Parts of speech
instructional material was quite adaptable to this method.

This year I did not leavevall materiﬁls on display for |
their selection, which I do want to try another year. Most of
my material was on a loan basis which I was responsible for to
return in a two-week period. I felt that all students treated
the'hardwafe and software carefully and that they were very
attentive in the care and use instruction periods.

RESULTS: I found in using the computer for tutorial and

for drill and practice that I s§12§9much time and energy by




raye 1A
not verbally repeating instructions. I know the students were
fascinated’by the interaction they had with the computer. They

seemed to enjo$,a dialogue with the computer. It allowed them

.to make mistakes and correct them without anyone else knowing

it. The ohe feature students like is to have a choice of
difficulty in £he vafious programs.. Most of them choose the
eagsier one to begin and fo,master._ There'is no need for false
pretense. Even.if'the material was remedial or simple, the
student who needed this.rule'or practice could use it with no
stigma attached. The fact that they were operating a piece—
of equipment, erase@ any significance.as to the level of text
used. | |

Students were aware of their need to interact in the

learning process. I found an interesting blend of ages work-

- ing together on the computer. My over 65 student fbund great

pleasure in joihing an 18 year old at the computer, both try-
ing to gain a skill. At first the older student would be
apprehensive about operating the,coméﬁter, but‘he/she was
eager to watch. Before long I noticed they would trade tasks
and both shared equally in operating and responding. Many
adult‘students expresséd amazement -that they coulé/éperate:
a computer like the one, their children had "run" at school.
Students learned the importance of reading instructions
carefully. In some instances the frame with the instyuctions
passed by and they realized they did not know what they were *
to do. Additionél time was wasted in starting over to get to

tha: particular frame again. Thefgnoever became upset over

]
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this and seemed to apprgciate the . patience which the computer
had too. | |

A conclusion was determined by the students that the study

of language arts need not be boring or useless. As we used the

, computer to clarify, teach, or drill we applied that concept

\

to some practical use in functioning effectively in our daily -

life.

Students learned that the computer could not read for iou;
so the interézlation of neéded“skillé waslevident.: They learned
that the input was necessary to_obtaib desired output. -

The best use of‘the computer for prob. .um studeﬁts that E

found, involved giving them hope and security about learning.

» -

It was a new avenue for learning that chellenged them and' LT

{o

accepted them. If the problem was behavior, I could eliminate

much need for attention and much waste of time by placing that

14

student on the computer with a clear understanding that an

evaluation of the material would be reqﬁested, or that a fqlloﬁ-

up performance such as é post~test would be required. 1In

every case they responded favorably. 1I especially/liked using -
- 1

the pretest and post-test method because the studen uldt.J |

clearly seg the scope of the material not known, and could see

AN
J

the amount which was later improved or mastered. .It helped

them set goals éndla definite plan of action. By using the
computer, the probiem\student has more control over his iearning
situation. = He becomes actively involved in the solution to his

present learning limitations.

191
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create their own tailored courseware.

page 9

[ad

PLANS: FOR THE FUTURE: In the future, I bélieve we will

have m?re compﬁter hardware and softwére available through
business, industry.'and publié dpnating ﬁo thelgchools.
especially when-positive résulgs are beginning to emerge.

I also see pqssibilities‘of ;oftware.being_interchangeable

on different computers. ‘The networking ana indexing of
inféfmation will'beéome available foi individuals and schools.

Even now there are numeroué disks in public domain, but in the

future the software will be the direct line of cammunication.

-

I see;more‘hook-up§~to one another by phohe line. I can see -

workshops and heetings conducted by sophisticated'techno{ogical

means instead of everyone traVélinq to one location.for a
@ 9 »

meeting of the minds. In the future RaX: more teachersvwili
‘ is will en;ble each

teacher to deliver specifics,tb § particular class. - In

general, ‘I believe we will all have a t;eméndous choice of

Y

teaching matqrials available aﬁ more reasonable'rates as the

- software compénies compete for the market of .adult education

sales. - ,

It will be more effective vo have computers readily(
W l \ ¢ .
available at all times. Classes must be available both day *
and night for the high school student and the adult student.’

Parents are willing to be involvéd in this movement of ‘compute

14

education, and the schools must be able to share in the process.
I plan to use the computer in my room to ingrease the

’students“ mastery of language arts by_planning aétivities

| __;:1_92. . .
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and' programs on the computer. I will hope to add t0~ou£ material
‘ ‘I' inventory, and hopefully we can héve.more computers made avail- .
able to us. Next year I will have a regular computer station

| ' . with a selqu;On of materials available to the s£uaent:,1 will.
still do diagnostic testing to;determine which materials afe'

"

best suiféd to the students need. I plan to have a lot of

choice material for students to use when basic work has been (
- . N N .

covered. . I plan to use students helping students since I do

not have the assistance of an aide. I hope to have coping

” .

' skills'and counseling disks available to our students. These
areas for adult students are vital, and materials are now

avallable.
‘ : e

v

is extremely varied, I hope to use the computer in setting up.

’

dood recdrd keeping - grade manager,' class lists,-requi;ement'

coverage, personal data cards, and statistical tallies to name
I will also use the computer to generate tés;s,‘to gracs
o P

v

t///them, to assign make up quk for students who are absent for

deliveties, to give remedial work, and to promote grill and

practice in content areas.
i . . , ' . ' ’
One new use for next year will be to motivate students to

i !

write with the help of the computer. Writing is a #eal weakness

]
.for many students.

? ;
« Whatever uses are chosen for the computer in classroom/’

instruction, I do feel the computer is permanent and not just
’ . T .

a fad.

-

Since I teach a variety of subjects and my student composite .



ADULT EDUCATION 310 PROJECT: Developing a Plan for using the Micro-
. b computer in the Adult Classroom .

5 Hrs. 1. Deyelop an 1n§%ruct1qpal plan for using tne Micro-
computer in our FWCS Adult Learning Center classes.
a. Evaluate and accumulate software materials
suitable ‘for use with the adults in our
courses. Keeping a reqord of any software
to be used and those that seem suitable.

b. Write goals, list possible areas of use,‘aﬁd x;\“/”*
write a student evaluation plan for such use. -

. .

~) Hrs. 2. Develop a recommended plan for ‘using the Micro-
comoputer as a classroom management tool.

a. List possible uses and suggest methods of
. implementing those procedures. '

. . b. Make a sample of such a pian or a part of
such a plan.

-
”
\

"se this sheet as a summary of hours worked. It is recognized that these

~asks WLll undoubtedly take longer than the hours listed_ above. This log
w1ll be used 1n support of our payroll procedures.- v
Date Hours Spent , Total
' From To
-
From TO
Y '
From . To
From ' To ‘ '
y, o s
. From Cati., To
From ' A To
From To
From To -
\t-l




‘ | COURSE DESCRIPTION--MICROCOMPUTER USE »

i . 12 WEEKé =~ THREE HOURS PER WEEK - 36 HOURS TOTAL

" ADULT EVENING COURSE

1. Computer commands necegsary to i:un software

2. Evaluation q‘{ software | " C IR

3. Initialize a disk .’ .

4. System commands i '
«+sRuUn, List, lLoad, Save, New, Rem, Delete, Home, Text, Flash, Inverse,

Normal;'End : ' A

5. Program Commands L .
... Print, Let, Goto, lnput, :orlﬂext, ;f-Then, Plot, " ‘Hlin, V1in, so0Sub

6. BASIC Ptogrammin95

7. Use of Visicalc o , , o oo N

\ ...Record keeping,. checkbook, lnventory. investment, ...’

8. Use of Apple Writer I: ' ' ' o . i
«e.WOXd Drocesscr # ' ‘

J. ' Other software sultapie IOr varicdis computers .

10, Understané, manage, and manipulate the computer and its peripheral eqpxbmgnt
. 'l:! i
. 1l. . Technical Computer ‘Jargon : . e . :
..Rom' Ram,... : ° ) i ' . . ~




SOFTWARE EVALUATED BY OUR ADULT LEARNING CENTER INSTRUCTORS.

Most of the software was available through .our own school
media library or within the city of Fort Wayne at 1.U.~- ~

“

Purdue Curriculum Laboratory.

Singer
MECC

MECC
MECC--

MECC -
MECC

MECC
MECC -
MECC
MECC
'MECC
" MECC

MECC
-MECC
MECC

MECC
MECC

MECC
MECC
MECC
MECC
MECC
MECC
MECC
MECC

Source

v o.

- Uses

DesCription
Parts of Speech

Intro to Computer

Files on Apple. .
Beginning Applesoft
Basic.

”

S

’

Rating

Excellent

;Excellent

Excellent
Excellent

Apple Special Featurquxcellent

Apple Assembly
Language '
Apple Demo

Elem. Lang Arts
Teacher Utilites .
Programmer's Aid

" 8pelling

Special Needs*< ¥
Spelliing:

Spelling

Guidance

School Utilities -
Projections
Teacher Utiljties
vol.s

English - Parts of

Speech

Health Maintenance
" . th VO 1 2

Nutrition

Nutrition vol 2°

Heatloss B N

Food Facts

Health Immunization
Grade Manager

: Good

"Excellent
Good _
Excellent
Excellent
Good
Good

- Good

* Good
Good
Good
Excellent -
Good
Good
Excellent_
Excellent
Fair , 4
Excellent
Good

Excellent




Source
MECC
“MECC
.MECC .
MECC
MECC
BLS/
MECC
MECC
Micro Power
Edu-Ware
" Spinmaker
Micro-Ed
Marc-Ed
Marc-Ed

Apple Comp. Inc.’

Micro Power & Light

Milliken Co.
Milliken Co.

Milliken Co.
Random House

Milliken Co.
Milliken Co.
Milliken Co.
DIM

DLM

Learning Co.
Learning Co.
DLM

DLM

 SVE

DLM
Tutorprogram

Milliken Co.
Sunburst
Sunburst

Sterling Swift

Description

Mouse in the Maze
Writing a Narrative

Rating

Excellent
Excellent

Guessing and Thinking Good

Loops _

. Data Handler
Lang. Arxts, GED.
Keyboard Skills

Language and Logic

Library Skills
Perception
Snooper Troops
‘Maps & Globes®
. United States
‘World

Apple Writer
Sentences

Manager Program

Fund. Punctuation

Practice
Pronouns
Punctuation

Sentence Patterns

"Alien Addition
Alligator Mix
Bumble games
Bumble:® Plot

Lang. Arts/Grammar
Lang. Study Skills
& Alphabetization
Sentence Combining

_Good

Excellent

Excellent
" Good i
Good
Good
Good
Fair
Good -
Good
Good
-Excellent

Good
Excellent
Good

Excellent
Excellent
Good

‘Excellent
Excellent
Excellent
poor

. poor
good-
poor

Demotition Division poor

Dragon Mix

poor

Guiness World Records excellent

+

to poor

Meteor Multiplication good

Percentage: a
review course’
Minum Mission
Survival Math
Explorer Metros

Fractions: %asic

Conqepts

good

Excellent
good
excellent
good

\-




® o S
.Source . ‘ Description Rating
3 Sterling Swift "Fractions: Addition Good
i r) ' . and Subtraction
, ‘Computer Solutions zardax : . Excellent
Apple Computers, Inc. Apple Writer II Good
Apple Computers, Inc. Screen writer, IT Excellent
Apple Computers;, Inc Executive Secretary Good . ;
Apple Computers, Inc Personal Secretary Good
* Artsci, Inc . Magic Window ‘ Excellént
' Datamost I Write-on " pPoor
Hayden. Software Pie Writer Good
Muse, Inc Super-text ' - Poor
Quark, Inc . Word Juggler ' Poor
Quark, Inc - . PFS - : ‘Excellent
Quark, Inc Bank Street Writer - Excellent
, MECC ' Elementary Geometry Excellent
' o (4 pisks)' . = Coe
MECC Mathematics, Vol 1 Poor
4 . MECC . . Mathematics, Vol 2 Excellent
. MECC . _ Oregon Trail . ~ Excellent
) MECC o Estimation . Poor '
MECC Computer Generated , Good h
, : , Math', - ;
- " MECC . Automotive Math Excellent
T, - MECC ™ ‘ Craphs Poor °
MECC " Algebra . Poor
/
.
/,f: ;
A ™
. 198
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