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QA 2210 - WORD PROCESSING |

Woed Processing:  Progressive Applications by Grismere Wiley
WoedPerfect 5.1 Instant Reference hy Gree Harvey and K. Y.
MNalsom

Pitman Office Handbook. 2d ed, by Pat Smith snd Pamela Havs
Eilis

OaL020, Keyboarding Level 11 or approximately 40 wards a
minute [yping speed and/or relevant work sxperience

Uses the features of WordPerfect 5.0 to produce documents
nvolving  editing, Tormatting, print enhancements. conteéring,
moving, copying, 4peller, hesders, Touters,  (g0lnoles. page
numbering, and others as lime allows.

The student shall successfully perform funcllons of the ward
processing  soliware - WordPerfeot $.1. The wudent will b
required o apply the basic knowledpe and appiications of the
word processing equipment by campleting praclical exerciges and
AsSIEnmMeEnts.

Assienments 1
Tests 40
Production Final %

may be completed within ¢loss ome, Soedents wre responsible for
outside af clazs. LATE OR MISSED ASSIGNMENTS WILL BE

PENALIZED BY GRADE POINT DEDUCTIONS.
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