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         Topic Objectives:  Upon completion of this lesson the student will be able to:

         Learning Outcome #:

          ***(D-1) - Have knowledge to the use of word processing in ag/ag

                     business.

          ***(D-1) - Understand the concept of word processing and how it is

                     similar to and different from typing and writing.

              ***  - Practice the following skills: creating a document;

                     saving a document; merging information into an existing

                     document; creating a form letter and printing of that

                     letter; and editing of an existing document using the

                     following commands:

                         1.  delete,

                         2.  copy,

                         3.  move,

                         4.  paste, and

                         5.  spellcheck.

         ===========================================================

         Proper "form", punctuation, and grammar are important to

         any good paper and should not be ignored as the students

         develop their word processing skills.

         We are not attempting to teach "keyboarding" although

         typing skills will improve production and efficiency, but

         will not add to or detract from mastering basic functions.

         ===========================================================
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         Special Materials and Equipment: Computer lab.

         Evaluation: Quiz by instructor and products of student assignments.

===============================================================

                    *** INSTRUCTORS PLEASE NOTE ***

      Although this topic does reinforce one of the unit learning

      outcomes it should be considered for enrichment purposes only. The

      previous topics cover Learning Outcome D1 adequately.

      ===============================================================

TOPIC PRESENTATION:  WORD PROCESSING

A.  Word processing: is the electronic manipulation of words, grammar,

    punctuation and design of documentation.

B.  Introduction:

    1.  Writing is difficult for most people.

        a.  Few people write perfectly the first time.

        b.  If a typewriter or pen is used for writing, pages must be

            laboriously reworked when errors are discovered or changes made.

        c.  Word processing eliminates the need to retype information which

            does not need to be changed and makes finding and correcting

            errors much simpler and faster.

        d.  If you are not a whiz at English or typing, word processing can

            make writing easier.

            1)  Since it takes less time to correct your mistakes, you can

                spend more time improving your writing skills and your

                grammar.

          ____________________________________________________________

          ACTIVITY:

          Prepare a "document" of about 300 words in length.  Prepare

          another "document" of 30 words in length.  Have the students

          type both documents, print, and save to disk.
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          Now have students merge both documents by adding the smaller

          document to the middle of the longer document and print again

          and save.

          Ensure that tabs, margins and page length are as you have

          specified. Page 66 lines; wide left margin set at 10 spaces

          or 1"; right margin 70  or 1"; margin top and bottom 6 lines

          or 1".

          ____________________________________________________________

    2.  There is no easy way to teach or learn word processing.  You must

        use the commands again and again until they become a natural

        function of writing.

    3.  Since word processing software is extremely varied, each instructor

        must tailor the teaching to the materials at hand.
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