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This curriculum guide was developed for a one-credit

course for students in high schools in Manitoba. The course is
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to develop a wide range of word processing techniques and to combine
their skills and knowledge in producing mailable documents. The focus
of the course is on developing marketable keyboarding and word
processing skills. The course is the final half-credit course in the
keyboarding and word processing series. The guide includes the
following components: (1) an employability skills profile; (2)
recommended program patterns for bu51ness education courses; (3)
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ADVANCED WORD PROCESSING 45S

This guide replaces, in part, the Typewriting 202 and 302 guides of 1982, and
becomes effective September, 1993. The contents have been developed as part of
the review of the Business Education cluster of courses which are affected by
computer technology.
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RECOMMENDED PROGRAM PATTERNS

This flowchart is meant to provide schools with a recommended sequence of studies
for the new Business Education courses. While the prerequisite to any course is at the
discretion of the school, the skill development as shown in the flowchart is
recommended. However, it is left to schools to schedule courses and to advise
students based upon the educational readiness of individual students.

Exploration of General Business 20G/25G*  Business Principles 30G Economics 40G
Business 10G/15G* Retailing 20S Shorthand and Law 40G
Transcription 30S Shorthand and
Promotions 30S Transcription 40S
Relations in Business 30S Management 40S
Marketing Practicum 40S
Introductory N / Automated
Keyboarding ] Word Office Seminar
I5G Processing 408 in Business
I / 30G 40S
Advanced \ /
Keyboarding /
25G Advanced
Word Processing
458
Computer Software Accounting
Applications Applications Principles
20G 30S 30G
Accounting
Systems
405

* Under development
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' RATIONALE

Advanced Word Processing 45S is the final half-credit course in the keyboarding/
word processing series. It is designed to provide students with mastery level
keyboarding skills, to develop a wide range of word processing techniques and to
combine their skills and knowledge in producing mailable documents. The focus of this
course is on developing marketable keyboarding and word processing skills. The
emphasis will be on refining and enhancing keyboarding skills and on the p-oduction
of mailable business documents that conform to vocational standards in quality and
quantitv. The student will develop proficiency in utilizing the special features inherent
in hardware and software associated with professional level word processing.

This course requires that each student have access to professional word processing
software and appropriate computing equipment. Students should have successfully
completed Word Processing 30G or should demonstrate an equivaient level of
competency. The following chart illustrates the normal progression of courses in
acquiring vocational competency in the keyboarding/word processing sequence

Introductory Advanced Word Processing Advanced
Keyboarding Keyboarding 30G Word Processing
‘ 165G 25G 45S
EVALUATION

Students should have successfully completed Word Processing 30G or equivalent
before enrolling in Advanced Word Processing 458S.

The term "mailable document” is used throughout this course. The criteria for a
mailable document are

No keyboarding or spelling errors
Composition, grammatical structure, and punctuation should be correct
. Format should conform to accepted standard

Emphasis for evaluation should be placed on proficiency in producing a wide variety
of mailable documents using the more advanced word processing functions available
on office standard software and hardware. Students should be able to keyboard at the
rate of 50 words a minute or more with a maximum of three errors in five minutes.

ADVANCED WORD PROCESSING 3




Guidelines for Evaluation

Keyboarding Skills Development 20%
Technique 5%
Accuracy/Speed 15%

Advanced Formatting 30%

Composition 25%

Production 25%

100%

TIME ALLOTMENTS

Advanced Word Processing 458 is a half-credit course that has been developed and
approved by Manitoba Education and Training for students aspiring to develop a high
level of competency in word processing required for direct entry into the world of
business or for further study at the post-secondary level. It represents 55-60 hours
of instruction.

The following guidelines for time allotments are recommended

UNITS HOURS

1. Review of Word Processing 5
2. Keyboarding Skills Development 15
3. Special Features 15
4. Mailable Production 25

60

ADVANCED WORD PROCESSING 4
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GOALS AND OBJECTIVES

Goals

° To have students use specia! features of the word processing software

] To provide students with advanced keyboarding skills

. To teach students advanced special features of the word processing software
[ J

To have students produce mailable business documents
Objectives

UNIT 1: REVIEW OF WORD PROCESSING

Word Processing Review

Students should be able to

demonstrate character, paragraph and document formats

move and copy text between documents

perform a mail merge with secondary files and from the keyboard
use the spell-checker and thesaurus

create and invoke macros
maintain files

UNIT 2: KEYBOARDING SKILLS DEVELOPMENT
Keystroking
Students should be able to

e demonstrate alphanumeric touch keyboarding with a speed of 50 wpm or more
with a maximum of three errors in five minutes

UNIT 3: SPECIAL FEATURES
Macros
Students should be able to

chain and nest macros
¢ replace or edit a macro

ADVANCED WORD PROCESSING 5




Automatic Generated Lists

Students should be able to

¢ identify text in a document to be included in a table of contents and generate the
table of contents
identify text in a document to be included in an index and generate the index
identify text in a document to create an outline

Sorting

Students should be able to

¢ sort text in columns, secondary files and paragraphs alphabetically or numerically

Selecting

Students should be able to

¢ select fields or records and then perform a sort

Document Conversion

Students should be able to
save a document as an ASCII DOS file

e retrieve an ASCII DOS file

¢ use the convert utility to retrieve other document formats

Line Drawing

Students should be able to

¢ create figures with the line draw feature

Graphics/Desktop Features

Students should be able to

create/edit graphics boxes in documents
e create/edit a figure in a graphics box

ADVANCED WORD PROCESSING 14 6




Styles
Students should be able to

e create, edit and insert a style into a document
e save styles in a separate document and retrieve a styles document

Math

Students should be able to

* use the math feature to calculate numbers
Master Documents

Students should be able to

e create, expand and condense a master document

UNIT 4: MAILABLE PRODUCTION
Mailable Business Documents
Students should be able to

analyze and diagnose errors in documents
¢ produce mailable documents utilizing the features listed in UNIT 3

ADVANCED WORD PROCESSING
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UNIT 1:

REVIEW OF WORD PROCESSING

GOAL: To have students use special features of the word processing
software.
OBJECTIVES METHODS

1.1

1.2

1.3

1.4

1.5

1.6

1.0 Word Processing Review

Students should be able to

demonstrate character,
paragraph and document
formats

move and copy text
between documents

perform a mail merge with
secondary files and from
the keyboard

use the spell-checker and
thesaurus

create and invoke macros

maintain files

ADVANCED WORD PROCESSING
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UNIT 2: KEYBOARDING SKILLS DEVELOPMENT .

GOAL: To provide students with advanced keyboarding skills.
OBJECTIVES METHODS

1.0 Keyboarding Skills Development
Students should be able to

1.1 demonstrate alphanumeric Use diagnostic/prescriptive techniques
touch keyboarding with a to improve the student’s keystroking
speed of 50 wpm or more performance.
with a maximum of three
errors in five minutes

ADVANCED WORD PROCESSING 12 ’




UNIT 3: SPECIAL FEATURES

Students should be able to
1.1 chain and nest macros

1.2 replace or edit a macro

GOAL: To teach students advanced special features of the word processing
software.
OBJECTIVES METHODS
1.0 Macros

Macros can be chained so that one
macro invokes another macro. This
means that a second macro will run
after the first macro is completed.
When a macro is nested, the macro
will be invoked at the location where
the macro was inserted — not at the
end as in chaining.

2.0 Automatic Generated Lists
Students should be able to

2.1 identify text in a document
to be included in a table of
contents and generate the
table of contents

2.2 identify text in a document
to be included in an index
and generate the index

2.3 identify text in a document
to create an outline

Headings, subheadings and reference
words may be marked and then
generated as outlines, tables of
contents or indexes.

3.0 Sorting
Students should be able to

3.1 sort text in columns,
secondary files and
paragraphs alphabetically or
numerically

Text may be sorted by line,
paragraphs or in secondary files. Text
may be sorted in ascending or
descending order.

ADVANCED WORD PROCESSING
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UNIT 3: SPECIAL FEATURES (CONT.)

OBJECTIVES

METHODS

4.0 Selecting

Students should be able to

4.1 select fields or records and

then perform a sort

5.0 Document Conversion
Students should be able to

5.1 save a document as an

ASCIl DOS file
5.2 retrieve an ASCII DOS file
5.3 use the convert utility to

retrieve other document
formats

The text in/out feature is designed for
saving and retrieving ASCI! files. Files
converted to ASCIl format contain
only characters, spaces, tabs, and
returns.

The convert utility for importing other
document formats transfers as many
of the formatting codes as possible.
However, some clean-up may be
necessary.

Database fiies, spreadsheet files and
other word processing files may be
utilized in this module.

6.0 Line Drawing
Students should be able to

6.1 create figures with the line

draw feature

Line draw allows you to draw boxes,
borders and graphs by using lines and
special characters.

ADVANCED WORD PROCESSING
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UNIT 3: SPECIAL FEATURES (CONT.)

OBJECTIVES

METHODS

7.0 Graphics/Desktop Features

Students should be able to

The graphics feature allows images
and pictures to be created from the
software being used or imported from
other sources supported by your
software.

7.1  create/edit graphics boxes
in documents
7.2 create/edit a figure in a
graphics box
8.0 Styles

Students should be able to

A style is a combination of stored
formats, codes, and text. A style can
be edited and all occurrences of that
style within the document are
automatically changed.

8.1 create, edit and insert a
style into a document
8.2 save styles in a separate
document and retrieve a
styles document.
9.0 Math

Students should be able to

9.1 use the math feature to

calculate numbers

10.0 Master Documents
Students should be able to
10.1 create, expand and

condense a master
document.

The master document is the governing
document that contains a list of
documents for a particular project,
such as a book or a large publication.

ADVANCED WORD PROCESSING
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UNIT 4: MAILABLE PRODUCTION

GOAL:  To have students produce mailable business dotuments.
OBJECTIVES "METHODS
1.0 Mailable Production

Students should be able to

1.1 analyze and diagnose errors
in documents;

1.2 produce mailable
documents utilizing the
features listed in UNIT 3

S —::——-A—=-

ADVANCED WORD PROCESSING 16




BIBLIOGRAPHY

Note: Refer to the current Manitoba Textbook Bureau Catalogue for additional texts
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Eisch, M. WordPerfect 5.0/5.1 — A Practical Approach. Nelson Canada Ltd., 1921.
Instructor’s Manual.
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Eisch, M. WordPerfect 5.0/5.1 — Tutorial and Applications (IBM version). Nelson .
Canada Ltd., 1991.
Instructor’s Manual.

Eisch, M. WordPerfect for the Macintosh: Tutorial and Applications. Nelson Canada,
1992. (Teacher’s Manual).

Layman, K. WordPerfect 5.0 — Made Easy. Prentice-Hall Canada Inc., 1990.
Instructor’s Resource Manual with Tests.

Salazar and Cassano. WordPerfect 5.1 — IBM PC — Quick Reference Guide. Copp
Clark Pitman Ltd., 1989.

Shelly, et al. Learning to Use WordPerfect 5.0/5.1. Nelson Canada Ltd., 1990.
Instructor’s Manual.

Stacy. WordPerfect for the Macintosh: Quick Start. Nelson Canada, 1992.

Sullivan, R. WordPerfect 5.0 — Advanced Features with Desktop Publishing. Nelson
Canada Ltd., 1990.

Thompson, M. WordPerfect — A Beginner’s Guide {(version 5.0 & 5.1). Addison
Wesley, 1990. ‘
Teacher’s Guide.

Using WordPerfect 5.1 — Special Editicn. Que Corporation, 1989.

Microsoft Word

Heslop and Angell. The First Book of Microsoft Word 5. Second edition. Maxwell
Macmillan Canada, 1990.

Holtz, M. Mastering Microsoft Word. Fourth edition. Firefly Books.

Layman and Hart. Microsoft Word 5 Made Easy. Prentice-Hall Canada Inc., 1991.
Instructor’s Resource Manual.

Morrison. Microsoft Word 4.0 — Macintosh — Easy Reference Guide. 1992.

Neibauer. The ABC'’s of Microsoft Word. Third edition. Firefly Books.

Singleton. Microsoft Word 5.0 — IBM PC — Quick Refe.unce Guide. Copp Clark
Pitman Ltd., 1990.
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Smith. Microsoft Word on the Macintosh. Nelson Canada, 1992. (Template Diskettes
and Teacher’s Manual.)

RESOURCES

For current materials that can be used in the business education classroom, obtain a
membership {$20) in the

Canadian Foundation for Economic Education

2 St. Clair Ave. West, Suite 501

Toronto, ON M4V 1L5

Curtin and Porter. Microcomputers — Software and Applications. Second edition.
Prentice-Hall Canada Inc., 1989.

Student Exercise Disk containing templates in WordPerfect, TWIN/1-2-3, and
dBase Ill plus.

Instructor’s Resource Manual, Test Item File — hard copy and/or floppy, Colour
Transparencies.

Keiko and Pitter. Using IBM Microcomputers. McGraw-Hill Ryerson, 1989.
WordPerfect 5.0, Lotus 1-2-3, dBase Il Plus and dBase V.

Kelley, R. The World of Computers. John Wiley & Sons Canada Ltd., 1991.
Student Workbook, Teacher’s Manual.

Metzelaar and Fox. Hands-on with MS-DOS, WordPerfect, dBase Ill Plus and Lotus
1-2-3. Addison-Wesley Publishers Ltd., 1988.
Text with student version of WordPerfact 5.1 and dBase |l Plus.

Sachs and Kronstadt. Discovering Microsoft Works for the IBM Personal Computer.
John Wiley & Sons Canada Ltd., 1989.

Order from Educational Technology Program, 1970 Ness Avenue Text and
diskette 5% " and 3%".

Teacher’s Manual with Transparencies.
Lab Manual and Projects (requires 384K and DOS 2.0 +).

Shelly, et al. Computer Concepts with Microcomputer Applications. Nelson Canada
Ltd., 1990.

Lotus Version (WordPerfect, Lotus, dBase 1l Plus).

Instructor’s Manual (includes Lesson Plans, Answers, Solutions), Test Bank
Booklet, Transparency Masters.
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Microsoft Works — Full Version — An integrated package containing word processing, .
data base management, spreadsheet with graphics and telecommunications.
Optional equipment: Microsoft mouse and Hayes compatible modem.
Available versions:

MS-DOS (requires DOS 2.0 or higher and 384K memory);
5% " diskette (requires two disk drives 360K each);

3% " diskette (requires one disk drive 720K); and
Macintosh version.

Order from Educational Technology Program, 1970 Ness Avenue
MS-DOS 5% " (version 2.0);

MS-DOS 3%." (version 2.0);

Macintosh 3%" (versicn 2.0);

MS-DOS 5% " French (version 1.05);

MS-DOS 3% " French {version 2.0);

Macintosh 3% " French {version 1.1).

WordPerfect — The Magazine. WordPerfect Publishing Corporation, 270 W. Center
Street, Orem, UT 84057.

A monthly publication availabie by subscription or at selected bookstores.
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