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PREFACE

Word processing has become an important skill for today’s office
worker, as well as for the consumer at home. Today’s office workers
use word processing to increase their productivity and the efficiency
of document preparation for business letters, memorandums, tables,
and reports. At home, consumers have discovered the convenience
and effectiveness of managing personal correspondence, reports,
and files on a word processor.

The traditional electric typewriter used in the office and at home
is being put on the shelf. Replacing it are higher-technology electronic
typewriters, microcomputers with word-processing software, stand-
alone word processors, and text-editing software on mainframe
computers. Document preparation is handled differently on a word
processor than on a standard electric typewriter. Different methods
and procedures are used for preparing letters, memos, tables, reports,
mailing labels, and business forms. These new procedures must
therefore be learned.

The purpose of this textbook is to provide the necessary practice
and guidelines needed in document preparation on a word processor.
This textbook is flexible enough to be used with an electronic type-
writer, microcomputer with word-processing software, standalone
word processor, or text-editing software on a mainframe computer.
Use this text to practice keyboarding and editing, as well as for
learning efficient methods for processing personal documents. The
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manufacturer’s manual of a word-processing system can be used for
specific instructions in conjunction with this textbook.

The exercises provided are authentic documents obtained from
a variety of private businesses and educational institutions. All exer-
cises have been handwritten for a more practical approach to doc-
ument input and production in an office and home situation.

Correspondence. Guidance is given for the most efficient methods
of producing business letters and memorandums. The revision of
letters and memorandums is stressed. Also included is practice in
keyboarding form letters, variables, and merging.

Tables. Instruction is given in the preparation of table format.
Emphasis is given to shortcut methods in setting tabs for columns,
using automatic decimal tabulation, revising tables, moving columns
and lines, and keyboarding correspondence with tables.

Reports. Preparing the format of a business report is stressed in
this section. Reports may be bound or unbound, single-spaced,
double-spaced, or space-and-a-half. Practice for revising a report is
given through the use of paragraph moves, page copying, repagin-
ating, automatic footers and headers, justification, superscripts, and
subscripts.

Business Forms and Mailing Labels. Procedures are given for creating
the format of a business form and keyboarding variables by using
tabs, stop codes, or merge codes. Practice is given for keyboarding,
storing, and printing mailing lists.
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Objectives

LETTER STYLES

KEYBOARD
LETTER STYLES

LESSON 1
BUSINESS LETTERS

After you have acquired the information in this lesson, you should
be able to

O describe letter styles

O define and keyboard blocked, modified-blocked and simplified
letter styles.

The letter formats used for most business correspondence are the
blocked, modified-blocked, and simplified styles. Most companies
with a word-processing environment standardize the format of a
letter and use only one style because the daily production speed of
correspondence is increased by doing this. Word-processing operators
usually share their workloads. Using one letter style provides con-
sistency in revising and playing out letters that may have been re-
corded by another word-processing operator.

All lines of a blocked-style letter begin at the left margin. The
blocked style is one of the most popular business correspondence
formats because it is very efficient to use a format that has no tab-
ular instructions to set or keyboard. (See Figure 1.1.)



The lines in a modified-blocked style letter begin at the left
margin. However, the date, complimentary close, writer’s name and
title are blocked beginning at the center of the paper. The first line
of a paragraph may be either blocked or indented. A word-processing
environment that uses a modified-blocked format would block the
paragraphs for more efficient keyboarding. When a modified-blocked
style letter is typed on a word processor, the preset tabs can be used
to move the printing device or cursor to the center of the line. (See
Figure 1.2.)

All lines in a simplified style letter begin at the left margin in a
blocked format. The simplified style letter, however, eliminates the
salutation and complimentary close. In a simplified-style letter, a
subject line is used in place of a salutation. The subject line is key-
boarded in all capital letters after the inside address. The subject line
is preceded by a triple-space and followed by a triple-space. The
writer’s name and title are keyboarded in all capital letters, and they
are placed four returns after the last line in the body of the letter.
(See Figure 1.3.)

June 25, 1981

Mr. Norman Richards
General Manager
Secretarial Temporaries
1511 Oakley Blvd., S.
Chicago, IL 60608

Dear Mr. Richards:

SUBJECT: Word Processing Survey

Enclosed is a copy of the results of the Word Processing

June 25, 1981

Survey conducted by the College of Secretarial Science. Secretarial Temporaries

1511 Oakley Blvd., S.

Six hundred questionnaires were mailed of which 32 percent Chicago, IL 60608

were returned. Although the return was not as high as

we had anticipated, we appreciate your help in this Attention Mr. Norman Richards

endeavor. We hope the results will be beneficial to you.

Thank you again.

Sincerely,

Gerald Meyers
Chairperson

GM:abc

Enclosure

Gentlemen:
Subject: Word Processing Survey

Enclosed is a copy of the results of the Word Processing
Survey conducted by the College of Secretarial Science.

Six hundred questionnaires were mailed of which 32 percent
were returned. Although the return was not as high as we
had anticipated, we appreciate your help in this endeavor.
We hope the results will be beneficial to you.

Thank you again.

Sincerely,

Gerald Meyers
Chairperson

GM:abc

FIGURE 1.1 Block-Style Letter

Enclosure

FIGURE 1.2 Modified-Blocked Style Letter

Lesson 1 / Business Letters



DIRECTIONS
FOR KEYBOARDING
LETTERS

June 25, 1981

Mr. Norman Richards
General Manager
Secretarial Temporaries
1511 oakley Blvd., S.
Chicago, IL 60608

SUBJECT: WORD PROCESSING SURVEY

Enclosed is a copy of the results of the Word Processing
Survey conducted by the College of Secretarial Science.
Six hundred questionnaires were mailed of which 32 percent
were returned. Although the return was not as high as we
had anticipated, we appreciate your help in this endeavor.

We hope the results will be beneficial to you.

GERALD MEYERS, CHAIRPERSON
GM:abc

Enclosure

FIGURE 1.3 Simplified-Style Letter

1. Use the preset or standard line length on your word processor. If
your word processor does not have a preset line, use a sixty-
space line.

Use the current date.
Keyboard typist’s initials at the end of each letter.
Proofread and correct errors.

. Print one copy.

. Store each letter on magnetic media (optional). List the names
and storage identification numbers of all stored letters.

Lesson 1 / Business Letters



EXERCISES Letter 1.1:
Use blocked style and Working Paper 1.1.

W, “Na oz2/%9

_atea.

T s PR e, g 2+ WM%
el Ao o : «7a—oc Sreed Lo contarel
e /‘*%ﬂ? “77‘7 Grierniboer ad FITE BT

4 Lesson 1 / Business Letters




Letter 1.2:
Use blocked style and Working Paper 1.2,
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Letter 1.3:
Use blocked style and Working Paper 1.3.
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Letter 1.4:
Use simplified style and Working Paper 1.4.
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Letter 1.5:
Use modified-blocked and Working Paper 1.5.
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Letter 1.6:
Use blocked style and Working Paper 1.6.
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