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Preface |

Keyboarding is a key to the future. With the unparalleled
explosion of electronic technology, keyboarding skills are
rapidly becoming life skills—skills needed to survive and
succeed in personal and professional life.

Keyboarding skills are also marketable skills. Developing
such skills involves a mastery of the knowledge and skills
associated with keyboarding, formatting, and document pro-
cessing. In today’s electronic offices, keyboarding skills are
used to process information ranging from simple electronic
messages to professional looking reports prepared with
desktop publishing software. To reflect the changes brought
about by electronic technology, both in the office and in the
classroom, we have changed the title of this new edition to
Houghton Mifflin Information Processing: Keyboarding, Format-
ting, and Applications Mastery.

Regardless of what our students’ ultimate career objec-
tives may be, the keyboarding skills we teach today will help
them open the doors to success tomorrow.

OBJECTIVES

This new edition of Houghton Mifflin Information Processing
continues to offer a comprehensive instructional program—
one that trains fast, accurate, and competent keyboard users
of typewriters and information processing equipment. Criti-
cal personal and vocational objectives of this edition are:

+ To develop mastery-level information-age keyboarding,
formatting, and processing knowledges and skills.

+ To develop decision-making skills, time-management
skills, language-arts/communication skills, and positive
work attitudes.

+ To familiarize learners with critical information-age of-
fice procedures, terminologies, and technologies.

COMPONENTS

A complete package of instructional materials is available
to help learners master those objectives. The package in-
cludes first-year, second-year, and combined student text-
books; teacher’s annotated editions of both the first- and
second-year textbooks; teacher’s reference guide; teacher’s
resource materials; a workbook for each semester; a test
package for each semester; and ancillary simulations, drill
materials, cassettes, and disks.

FEATURES

The second edition promotes mastery-level keyboarding,
formatting, and processing knowledges and skills through a
variety of special features.

Skill-Building Program. Intensive technique development
through technique timings, speed-building drills, and accu-
racy practices is the basis of the skill-building program, ena-
bling learners to develop speed and accuracy.

Simplified Instructions. Directions for completing each ac-
tivity and explanations of formats and procedures are pre-
sented in simple, easy-to-read language that is enhanced by
the liberal use of color. Simple-to-complex presentations and

realistic cycles of learning set the stage for the mastery-level
philosophy followed throughout the textbook.

Realistic Work Assignments. A variety of handwritten,
rough-draft, unarranged, and incomplete copy gives learners
wide experience in dealing with different kinds of source
documents and in planning their work routines.

Processing Skills. A production approach is advocated
early in the first year and is intensified throughout the sec-
ond year. Project Previews, Production Previews, timed
Applications, Production Projects, and simulations foster a
production approach. These activities provide intensive
practice on frequently used formats and prepare learners to
do quality work under the pressure of time.

Communication Skills. The unique Language Arts activi-
ties help learners to master critical capitalization, punctua-
tion, grammar, and related language skills. Proper spelling
of frequently misspelled words is also emphasized. Key-
board Composition activities give students practice in com-
posing in a carefully sequenced, confidence-building way.

Decision-Making Skills. ~ Activities are structured to give
learners increasing responsibility for the details of their
work. The sequence is show, tell, and remind to help students
remember. Initially, learners work from completely formatted
copy in Project Previews. The next few applications are ac-
companied by complete instructions. In later applications,
detailed instructions are replaced by reminders called ““cues”
and “checkpoints.” Finally, learners are expected to remem-
ber the format—or to look it up in Need to Knows. A simple-
to-complex philosophy is inherent to these activities.

The Electronic Office. All lessons and vocabulary accom-
modate the equipment, terminology, and procedures of to-
day’s electronic office. Specific instructions, where needed,
are provided for electronic typewriters, microcomputers, and
electric typewriters.

Simulations. Unique in-text simulations are provided in
the student textbook to give practice in on-the-job situations.
A first-year simulation offers a culminating activity to allow
students to demonstrate their mastery of basic keyboarding
and formatting skills. Second-year simulations expose learn-
ers to the terminology and procedures for various office set-
tings, such as legal, medical, and government. A unique,
optional desktop publishing simulation is also provided in an
optional workbook.

Testing Program. The Measuring Mastery lessons in the
textbook can be used for informal or formal evaluation of
learner progress. Longer tests in the separate test booklets
contain alternate timed writings, applications, and objective
questions—all designed to check learner progress and com-
prehension of basic concepts and formats.

ACKNOWLEDGMENTS

Many different people helped with this second edition.
Above all, the students and teachers who used the first edi-
tion deserve special mention for their willingness to try an
innovative textbook and for their support, encouragement,
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A

Abbreviations, postal, A9
Addition sign, space with,
74
Addresses
business titles in, 199
inside (see Inside ad-
dresses)
mailing, 102
originator’s, 80
return, 80, 103
state abbreviations in, 80,
103
Alignment
with aligning scale, 288
of decimals in columns,
131, 267, 275
with guide words, 294
of numbers in columns,
128, 267, 275
with printed copy, 288
Ampersand, space with, 74
Apostrophe, 301, 305, 315
space with, 46
Application letters, 253
Appositives, commas with,
201
Arabic numerals, in outlines,
189
Articles
titles of, 146
Asterisk, space with, 74
At symbol (@), space with,
74

Attachment notation to
memo, 282

Attention line in letters, 202,
A8

Author-date format for refer-
ences, 151, 156, 159, 226

Automatic
centering, 115, 125
indent, 185
return, 36 (see also Word

Wrap)

underscore, 49

Backspace key, 44
Bell cue, and end-of-line
decisions, 36
Bibliographies, 242
Block-format letters, 80, 94,
196, 299
modified, 301
Block headings in tables, 272
Body
in business letters, 94, 204
of memo, 282, 287
in personal business let-
ters, 80

of report, 144, 225, 228
of table, 128

Book chapters, titles of, 146

Book titles, underscoring,
150

Business forms (see Forms;
see also names of forms)

Business letters (see Letters)

Business reports, 140-164,
224-248, (see also Reports;
parts of reports)

Business titles, 89, 92, 94,
199

C

Capitalization
days/months, 101
holidays, 101
initial cap, 107, 230
of proper names, 107, 274
of proper nouns, 60
of school courses, 274
Carrier/cursor, 5
Center point of paper, 227
Centering
automatic, 115, 125
columns, 125-126
headings, 117
horizontal, 112-113, 115,
125-126, 265

letters, 199

over text line, 227

tables, 125-126, 128, 265,
287

vertical, 119

Cents symbol, space with,
74

Closing lines (see also Com-

plimentary close)

in business letter, 94, 210,
301

in personal business letter,
80, 83

Colons, space with, 43, 58

Column headings in tables
blocked format, 272

Columns, 121 (see also Ta-

bles)
in forms, 294-295
Commands
ALL CAPS, 47
embedded, 49
page length, 147
Commas
with appositives, 201
in direct address, 212
after introductory words
or phrases, 284

in numbers, 58

in parenthetical expres-
sions, 207

in series, 183, 185

Complimentary close, 80, 83,
94, 196, 207, 301 (see also
Closing lines)

Composition techniques,
303-304

Compound words, dividing,
97

Computer memory, 53, 86,
87, 90

Continuing pages for re-
ports, 147, 149, 225, 228

Copy notations, 210, A8

Correcting errors, 53, All

Correspondence (see Letters;
Memorandums)

Courtesy titles, 80, 89, 92

Cover letter, 107

D

Dashes, space with, 47
Date line, 80, 94, 199
Dates
dividing at end of line, 97
month/year, 101
Decimals
aligning, 131, 267, 275
space with, 58
Default line spacing, 8
Default margins, 35
Default tabs, 35
Degree sign, constructed,
263
Delete, 44, 56, 87
Diagonal key in constructing
fractions, 72
Disks
loading, 4
program, 4
student, 4
Division sign, constructed,
263
Dollar sign
in invoices, 294
in purchase orders, 294
in tables, 276, 278

E

Electronic messages, 291
Ellipses, constructed, 263
Employment, 249-254
Enclosure notations, 94, 196
Endnotes, 156, 240

“ End-of-line decisions, 36

Enumerations (see Lists)
Envelopes

OCR format, 103, 197, 299
Equal sign, space with, 74
Errors (see also Correcting

errors)
counting, 41
identifying misstrokes, 37,

Exclamation, space with, 74
Express cursor movement,
141

F

Feet and inches symbols,
constructed, 263

viii



Figures (see Numbers)
File names, 4, 84
Footnotes, 156, A10
Forms, 281-297 (see also
names of forms)
columns in, 294-295
guide words on, 282, 294
printed copy on, 288
printed memo, 288
ruled, 293
Fractions
keyboard, 7
“made,”” 72

G

Guide words
on forms, 294
on memos, 282, 288
GWAM (gross words a min-
ute), 30, 50

H

Handling notations, 308, A8
Headings
centering, 117
column (see Column head-
ings in tables)
formatting, 117
in purchase orders, 294
side, in reports, 230
Home-key position, 4-5, 9
Home keys, 4
Horizontal centering, 112—
113, 115
of columns, 125-126
of headings, 117
of table body, 128, 265
Hyphens, space with, 46

Inches and feet symbols,
constructed, 263

Indent
automatic, 185
temporary, 154

Initial caps, 107, 230

Insert, 56

Inside address
formatting, 89, 97, 212
on letters, 80, 89, 97, 202
number of lines from date,

80

Interoffice memorandums
(see Memorandums)

Introductory words or
phrases, commas after,
284

Invoices, 294-295

K

Key line in columns, 125-
126

Key line in tables, 125-126,
265
Keyboard fractions, 74
Keyboard symbols, 74
Keyboarding position, 3
Keyboarding techniques
carrier/cursor return, 5-6,
9
correcting errors, 53
eyes on copy, 10-11
keying without pauses, 11,
15

shift keys, 18, 25

space bar, 5

steps to begin a lesson, 2—
3, 7-8

steps to end a lesson, 7,
11

tab keys, 34-35

top row reaches, 74

using bell cue, 36

L

Leftbound reports, 224-248
(see also Reports)
Letter placement table, 199,
A8
Letterhead, 94
Letters, 80-110, 195-217,
298-322 (see also parts of
letters)
application, 253
assembling enclosures for,
All
attention line in, 202, A8
block format, 80, 94, 196,
299
business, 94, 195, 299
centering, 199
dates in, 80, 94
folding, A1l
folding for window enve-
lopes, All
with enclosures, 94, 196
modified-block format, 301
personal business, 80
postscripts, 210, A8
return address in, 80, 103
simplified, A8
subject line in, 204, A8
tables in, 315
Line end zone, 36
Line-space key/lever, 8
Lists, 182-194
aligning numbers in, 187
carryover lines in, 185
formatting, 183

M

Magazine articles, titles of,
146

Magazine titles, underscor-
ing, 150

Mailing address on enve-
lopes, 102-103, 197, 299

Mailing notations, 308, A8
Margin release key, 36
Margins, setting, 8-9, 126
Memorandums, 281-297,
A9
format, 282
guide words in, 282, 288
on printed form, 288
tables in, 287
Minus sign, constructed, 263
Minutes, constructed, 263
Mixed punctuation, 203, 207,
301
Modified-block format let-
ters, 301
Multiplication sign, con-
structed, 263

N

Newspaper titles, underscor-
ing, 150
Notations, special, 308
Nouns
capitalization of, 51, 60,
107
possessives of, 301, 305,
315
Number symbol, 74
Numbers, 58, 253, 256-263
(see also Decimals; Frac-
tions)
in addresses, 253
aligning in columns, 128,
187, 267, 275
at beginning of sentence,
257
dividing at end of line, 97
to express time, punctua-
tion with, 58
for money, 260
as street names, 253
subscript, 236
superscript, 232

(o)

OCR format (see also Enve-
lopes)
on purchase orders, 294—
295
on sales invoices, 294-295
Open punctuation, 80, 196,
203, 207, 301
Originator of business letter,
80, 94, 301
Originator’s address, 80, 94
Originator’s title, 94, 301
Qutlines, 182-194
formatting, 189

P

Page layouts, 142

Paper insertion, 3—4

Paper, number of lines on,
119

Paragraph indention, 35, 154




Parentheses, spacing with,
69-70
Parenthetical expressions,
commas with, 207
Percent sign, space with, 66
Periods
aligning in numbered lists,
187, 189
space with, 21
Personal business letters, 80
(see also Letters)
Personal references, 250
Plays, titles of, 150
Plus sign, space with, 74
Poems, titles of, 146
Possessives
joint ownership, 315
separate ownership, 307
of nouns, 301, 305
Postal abbreviations, A9
Postscripts, 210, A8
Printed memo forms, 288
Printing documents, 90
Production work, 199-214
Proofreader’s marks, 99, 102,
104, A1l
Proofreading, 41, 53, 62,
162, 213, All
Punctuation (see specific
marks of punctuation)
Purchase orders, 294-295

Q

Question marks, space with,
43

Quotation marks, 146, 157
space with, 52
for titles, 146

Quotations
direct, 157
long, 154
in reports, 151

R

Reference initials, 94, 196,
282
References, 151 (see also Bib-
liographies; Endnotes;
Footnotes)
author-date format, 151,
156, 226
Reference page, 159
References, personal, 250
Reports, 140-164, 224-248,
A9-A10
assembling, 162, 247
author-date references,
151, 156, 226, A10
bibliography in, 242, A10
body of, 144, 225, 228
continuing pages, 147,
149, 225, 228
endnotes in, 156, 240, A10
footnotes in, 156

leftbound, 228
side headings in, 230
table of contents, 245
title page, 161, 246, A10
unbound, 144, 147, 149,
225
Resumes, 250
Retrieving stored docu-
ments, 87
Return address, 80, 103
Return/Enter key, 5
Roman numerals, in out-
lines, 187, 189
Ruled lines, keying on, 293
Ruler/format line, 121, 126

S

Sales invoices, 294-295
Salutation, 80, 92, 196, 203
School courses, capitalizing,
274
Scrolling, 6, 51
Seconds, constructed, 263
Semicolons, in series, 185
Separate cover notations,
308, A8
Shift lock key, 47
Side headings, in reports,
230
Signature lines (see Closing
lines)
Space bar, 5
Spacing (see also specific
marks of punctuation)
between columns, 269
with numbers, 58, 72
with punctuation, 21, 43,
46-47, 52, 58
before and after symbols,
74
Spacing, vertical, 119
double, 8, 119
single, 8, 119
triple, 119
quadruple, 119
Special notations, 308
Stationery, letterhead, 94
Street names, numbers as,
253
Storing documents, 7, 84, 86
Subject line, in letters, 204,
A8
Subscript, constructed, 236
Subtitles, in tables, 271
Superscript, constructed, 232
Syllables, dividing words, 94
Symbols
constructed, 263
spacing before and after,
74, 263

T

Tab keys
clearing, 35
setting, 34-35

Tab stops for columns, 121,
265, 267, 275, 294-295
Table of contents, 245
Tables, 128-135, 264-280
column headings in
block format, 272
columns in
aligning decimals in,
131, 267, 275
aligning numbers in,
128, 187, 267, 275
determining width of,
125, 265, 269
dollar signs in, 276, 278
horizontal centering of
body, 128, 265
key line in, 125-126, 265
within letters, 315
within memos, 287
subtitles in, 271
vertical centering, 128, 265
Time, 58
Title page, 161, 246
Titles
business, 89, 92, 94, 199
centering, 117, 227
courtesy, 80, 89, 92
formatting, 117
originator’s, 80, 94
and quotation marks, 146
underscoring, 150

U

Unbound reports, 140-164,
225
Underscoring, 49
automatic, 49
of book and magazine ti-
tles, 150

\'

Vertical centering, 119
of columns, 128, 265
Vertical spacing, 119

w

Word division, 94, 97

~Word scales, 22, 30, 50

Word wrap, 36 (see also Au-
tomatic return)

Z

Zero, data processing/mili-
tary, constructed, 263
Zip Code, 80, 89, 103, 197

ZIP-Plus, 80, 102, 197



Special Index

Accuracy Practice

55, 61, 65, 79, 89, 99, 104,

111, 120, 125, 131, 136, 140,
150, 156, 162, 177, 184, 191,
198, 207, 214, 222, 227, 235,
242, 246, 257, 262, 265, 272,
277, 288, 292, 301, 307, 314

Speed Practice

Progressive Speed Lines
53, 67, 86, 118, 146, 195,
219, 232, 260, 276

Speed Paragraphs 59, 71,
127, 179, 211, 244, 268, 281,
298, 312

Speed Sentences 93, 102,
116, 133, 138, 154, 161, 174,
180, 182, 204, 220, 224, 238,
252, 267, 286, 305, 317

Specialized Drills

Adjacent Reaches (Accu-
racy) 83, 91, 96, 106, 114,
120, 122, 129, 143, 148, 152,
158, 170, 186, 188, 193, 200,
209, 216, 229, 237, 239, 244,
247, 270, 274, 279, 283, 290,
303, 310, 319, 330

Balanced Hand (Speed) 83,
91, 96, 106, 114, 120, 122,
129, 143, 148, 152, 158, 170,
186, 188, 193, 200, 209, 216,
229, 237, 239, 244, 247, 270,
274, 279, 283, 290, 303, 310,
319, 330

Number/Symbol 83, 91, 96,
106, 114, 120, 122, 129, 143,
148, 152, 158, 170, 186, 188,
193, 200, 209, 216, 229, 237,
239, 244, 247, 270, 274, 279,
283, 290, 303, 310, 319, 330
Response Patterns (Chain-
ing) 85, 93, 101, 116, 118,
127, 133, 138, 146, 154, 160,
174, 178, 180, 182, 195, 204,
211, 218, 220, 224, 231, 238,
252, 266, 268, 276, 286, 292,
294, 298, 305, 312, 317

Goal Writings

1" 33

2' 35,37, 39, 40, 45

3" 50, 54, 55, 62, 64, 67, 72,
75, 76, 83, 91, 97, 107,

114, 121, 123, 130, 135,
139, 143, 148, 153, 158,
164, 170

5 109, 175, 176, 178, 187,
189, 193, 201, 209, 216,
219, 222, 230, 237, 240,
248, 250, 259, 270, 274,
280, 284, 290, 296, 303,
310, 319, 321, 331

Comparison Copy

Straight 137, 180, 221, 257,
261

Rough Draft 137, 181
Handwritten 221
Statistical 180, 257, 261

Rough-Draft Copy (See
also Comparison Copy)

Practice Exercises 100, 102,
105, 137, 179, 181
Applications 100, 105, 118,
120, 124, 128, 134, 135, 142,
145, 167, 169, 172, 186, 188,
194, 206, 211, 215, 231, 241,
266, 269, 275, 277, 280, 287,
309, 314, 322, 325, 326, 329,
230

Handwritten Copy (See
also Comparison Copy)

Practice Exercises 37, 39,
41, 44, 47, 49, 52, 54, 55, 58,
62, 68, 71, 73, 76, 137, 139,
179, 218, 221, 222, 223, 230
Applications 85, 95, 98,
108, 110, 113, 115, 118, 122,
127, 130, 134, 135, 137, 166,
168, 169, 171, 172, 192, 203,
213, 214, 229, 243, 254, 268,
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325, 326, 328, 329, 330

Applications

Centered Applications 113,
115, 118, 120, 126, 167, 172,
324

Columns/Tables 122, 124,
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167, 169, 171, 266, 268, 269,
271, 273, 275, 277, 279, 280,
329, 330, 332

Letters/Envelopes 82, 84,
88, 90, 93, 95, 98, 100, 104,
105, 107, 110, 166, 169, 171,
172, 197, 200, 203, 206, 208,
210, 211, 213, 214, 215, 216,
217, 300, 302, 304, 306, 309,
311, 313, 316, 318, 320, 322,
324, 325, 328, 331

Lists 184, 186, 188, 194
Outlines 190, 192, 194, 325,
326, 332

Business Forms 289, 293,
295, 297

Employment Documents
252, 254

Memos 283, 285, 287, 289,
291, 297, 329, 330, 331
Reports 145, 147, 149, 151,
153, 155-156, 158, 160, 162,
163, 164, 167, 170, 229, 231,
233, 236, 238, 239, 241, 243,
245, 247, 248, 326, 333

Project Previews/Reviews
Production Previews

81, 95, 117, 121, 132, 145,
149, 155, 160, 183, 185, 190,
196, 197, 202, 205, 225, 226,
228, 241, 243, 245, 257, 265,
267, 271, 278, 282, 289, 291,
299, 302

Keyboard Composition

62, 64, 66, 67, 70, 73, 83, 91,
106, 112, 123, 129, 138, 139,
147, 153, 161, 177, 186, 191,
198, 204, 215, 220, 221, 223,
236, 238, 244, 253, 259, 262,
270, 276, 286, 292, 304, 312,
320

Language Arts

Capitalization 51, 60, 101,
107, 117, 274, 278
Composing (See Keyboard
Composition)

Numbers 253, 257, 260
Punctuation 146, 150, 157,
159, 183, 185, 201, 207, 212,
284, 294, 301, 305, 307, 315
Underscore 49, 150

Word Division 94, 97, 117
Grammar 124, 133, 137,
138, 141, 221, 223, 227, 232,
239

Production Timings

81, 83, 100, 116, 157, 161,
187, 191, 205, 208, 213, 272,
282, 306, 308, 313, 317
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16, 23, 30, 56, 86, 89, 92,
109, 114, 119, 123, 141, 144,
149, 153, 157, 163, 175, 178,
179, 181, 192, 226, 237, 247,
253, 279, 286, 310, 317

Measuring Mastery

76, 109, 135, 164, 170, 193,
216, 247, 279, 296, 321, 330

Keys Introduced

A.cisisans 4
Bisssssss 32
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R........ 18
G eeimio v v v s 4
i 12
Wios wo e s 20
V.o.o.o..... 34
W sssssas 20
Xossesveis 32
YWivsveonsn 32
Lok v o3 33435 34
) 63
2 57
3 ..iiinua 57
Others

4. 57
S 65
6o 65
VA 59
8 60
9 i, 60
[N 63
el 48
T e s 46
.......... 43
e 4
e 25
.......... 20
2, 43
[viin.. 70
e 46
£ s o 5o v 49
Tooonenn. 66
Yo 60
- 70
S 63
e 74
Voo, 74
Vaeooinn. 74
@........ 74
P 74
& 74
PR 74
o, 74
= 74

Arrow keys, 51

Backspace key,
Caps lock key,

44
47

Correction/cancel key, 53
Cursor movement keys, 44,

51, 141

Decimal tab, 131
Return/Enter key, 5

Shift keys, 18,

Shift lock key,
Space bar, 5
Symbols, 74
Tab, 34-35

25
47

Ten-key numeric
keyboard, A12-A17




“The electronic office is here! With its electronic type-
writers, microcomputers, scanners, and facsimile
equipment, the electronic office is a fascinating place in
which to work. Please come and join in a tour of our
electronic office.

“First, we will stop at our communications center.
As you'll see when we arrive, we use both electronic
typewriters and microcomputers. You may be sur-
prised that the two look so much alike—they both
have keyboards and display screens. They also per-
form many of the same functions.

“Here we are. This is Kay Davis. She’s using an
electronic typewriter. Kay, tell us what you are doing

now.

“I'm proofreading a letter that I keyed. The letter is
stored in memory, so I can display the letter on the
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screen and edit the copy before printing it. I will delete
words and change the order of paragraphs with just a
few keyboard commands.

“] have electronically cut and pasted paragraphs
from old letters to create this new letter. My electronic
typewriter uses microchips and stores a library of let-
ters and paragraphs in its memory. I can merge old
paragraphs in endless combinations to create new let-
ters. Since I am going to send this letter to 50 people, I
will merge the letter with a list of customers” names
and addresses that is also stored in memory. My type-
writer will address and print a letter for each customer.
To do this, I key the letter once, and my typewriter
prints the letter 50 times! This typewriter prints at a
rate of about 50 characters per second, so it should not
take long to print these.




“Electronic typewriters are sold with many optional
features, or capabilities. One capability that my type-
writer has is a 90,000-word spelling checker. The spell-
ing checker scans the text for misspelled words and
highlights letter combinations like ‘thos’ that it does
not recognize as a word. Then if I need to, Ilook up the
words in a dictionary for the correct spelling. How-
ever, if I key ‘send’ for ‘bend,” that error won’t be high-
lighted because they both are recognized as words.
The spelling checker scans for spelling, not for sense.

“My electronic typewriter also has disk-drive capa-
bility. That way, it can use the same floppy disks as
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microcomputers do. That means that 'm able to use
information created on our microcomputers. I can elec-
tronically store more of the files that I create.

1 also use some great software packages on my
typewriter. My favorite is the one that loads frequently
used forms in memory and then displays them on the
screen. I fill in the blanks on the forms as they appear
on the screen.”

“Thanks, Kay. I'll let you get back to work now.
Next, you will meet Maria. She'll tell you more about
our microcomputers and what they can do.”

“Hi! I'm Maria. I'm creating some graphics on my
microcomputer for a management report. My micro-
computer is equipped for desktop publishing, which
means that a variety of type styles and graphics can be
produced, just as you would expect to see in a pub-
lished report. The microcomputer makes it possible for
me to create graphics and select the type styles that I
want. I can print them with a laser printer.
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“Let me show you. I use a hand-held device called a
‘mouse’ to create drawings on the screen. To illustrate
this year’s sales, I used a symbol directory to create a
pie chart. Using the on-screen menu, I can make the
chart bigger or smaller or duplicate it as many times as
I wish. I can print it in a variety of colors, too.

“Sometimes 1 use my microcomputer just for word
processing jobs. Last week, Kay and I had to draft 20
different reports to send to about 100 people. We
worked together, creating a variety of reports, and
then electronically shared and merged what we had
written. We're able to share information because our
office equipment is integrated, which means that each
electronic typewriter and microcomputer is linked to a
network that allows files to be shared and exchanged.
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On my laser printer, we printed the reports that con-
tained graphs. We could print the other reports on ei-
ther my printer or her electronic typewriter.

“Other departments use microcomputers for other
purposes. For example, our payroll clerk keeps a data-
base of all employee data to prepare paychecks that are
automatically calculated with all deductions itemized.

“Our accountants use microcomputers to track the
company’s earnings, expenses, and spending. Our
software programs prepare spreadsheets listing and
summarizing all these activities. Then, our executives
use the spreadsheets to plan the company’s future.
The executives display the spreadsheets on their mi-
crocomputers. By using .different figures on the
spreadsheets, they can see how profits would improve
if components of our business were changed. For ex-
ample, they can project how raising prices, reducing

Xiv

expenses, or hiring more people affect short-term and
long-term profitability. They can get the results of a
‘what if’ question in seconds without performing
hours of calculations.

“Excuse me, I have some electronic mail. The mes-
sage flashing on my screen tells me I have mail in my
mailbox. To get my mail, I just key a few commands
and the message comes on my screen. This message is
from Ms. Rubin, our vice president in Los Angeles.
She wants to meet with me on Friday.

“I can check my electronic appointment calendar on
my microcomputer. The screen is divided into sections
for the days of the week, just like a calendar. I key my
appointments so I can keep track of them. Yes, I am
free then. Now I'll key a message to Ms. Rubin, and I'll

,ask Kay Davis if she wants to join us. Kay’s electronic

typewriter receives electronic mail, also. Ms. Rubin
and Kay will receive my message on their screens, just
as I received theirs.”

“Thanks, Maria. Now we shall tour the Research
Department. Some of the more high-tech components
of our electronic office are used in the Research De-
partment. To enter that department, we will use an
electronic voice recognition system. It operates
through our network of microcomputers and a main-
frame computer. When I state my name, the computer
digitizes my voice and compares the voice pattern with
the pattern on file. This security is necessary to protect
research from competitors.



“And here we are. This is Thomas Alvarez.
Thomas, could you show us the electronic equipment
that you use in your department?”

““We have many things going on at the moment. As
we walk around, I will show you what everybody is
doing. Lee is sending photos of test results to our Paris
office. The machine that does the sending is called a
fax; that’s short for ‘facsimile’. First Lee feeds the docu-
ment to be sent into the fax. Then, he dials the tele-
phone number of our fax unit in Paris. The photo is
electronically sent over telephone lines. We use the fax
instead of electronic mail when we need an exact re-
production of something that cannot be sent by elec-
tronic mail, such as a photo, a blueprint, or a contract
with signatures.

iy

“Here you see Lisa using a scanner to copy 300
pages of statistics. Instead of Lisa having to key all
those numbers, the scanner reads the numbers and
feeds them into the computer. Then they can be
printed on either a printer connected to a microcom-
puter or on an electronic typewriter. Both the fax and
the scanner work on Optical Character Recognition
(OCR) technology, similar to product code readers that
are used in grocery stores.

“In that conference room, some of our executives
are having a videoconference with our vice president
in Chicago. Videoconferencing allows people in differ-
ent cities to see and hear each other and exchange
ideas, just as they would if they were sitting around a
conference table. But with videoconferencing, they do
not have to travel, which saves a lot of time and air-
plane fare.”

“When the new technology has been sufficiently
developed, we will be able to send voices, videos, and
data over telephone lines, all at the same time. Now
we send them separately, using an expensive satellite
relay for our video.

“This concludes our tour of the Research Depart-
ment and our electronic office. I think you will enjoy
working in an electronic office, too.”
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About Your Equipment

Electronic Typewriter

Printwheel Page-End Indicator

Aligning Scale Carrier Sound/Anti-Glare Shield

Paper Guide

Copy Control Lever Paper Support

Platen (Cylinder) Paper Release/Paper Bail Lever

Platen Knob Paper Bail

Position Indicator Platen Knob

Margin/Pitch Scale Backspace Key

Pitch Indicator Backspace Correction Key

Margin Indicators Reverse Index Key

Index Key

Display
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Tab Clear
SR

Margin Release Key

Line-Space Selector

Pitch Selector
Function Keys

Tab Key

Aligning Scale helps locate the text
line when reinserting paper.

Backspace Correction %ey ackspaces
and removes an incorrect character.

Backspace Key moves the carrier to
the left (backward) one space at a
time without deleting characters.

Carrier is the movable unit containing
the printwheel and ribbon carrier.

Copy Control Lever moves the platen
forward or backward to adjust for
paper thickness.

Display shows keyed text for checking
accuracy.

Enter/Return Key enters information
into memory and/or returns the car-
rier to the left margin and moves the
paper up to a new line.

Function Keys are those keys other
than the alpha/numeric keys that
allow the user to perform special
functions such as auto centering.

Index Key moves the paper up with-
out returning the carrier to the be-
gtinning of a line.

Left Shift Key is used to capitalize let-
ters keyed with the right hand.

Line-Space Selector controls the space
between lines of text.

Left Shift Key Sipace Bas

Shift Lock Key
Right Shift Key

Margin Indicators are adjustable tabs
on the margin scale that can be posi-
tioned to show where current mar-
gins are set.

Margin/Pitch Scale indicates horizon-
tal spaces, the position of the car-
rier, and the pitches available. It
may also show the position of the
margin sets. =

Margin Release Key allows the carrier
to move beyond the margin stops.

Margin Set Keys set the margins to
control the beginning and ending of
lines.

Page-End Indicator shows the lines/
inches left on a standard 8% X
11-inch sheet of paper.

Paper Bail holds the paper against the
platen.

Paper Guide guides the paper into the
machine so it is consistently in the
same position.

Paper Release/Paper Bail Lever frees
the paper for removing or straight-
ening.

Paper éuppor‘t supports the paper for
reviewing.

Pitch Indicator shows the pitch that
has been selected.

Special Function Keys

Tab Set

Enter/Return Key

Pitch Selector allows the user to
choose a pitch from those available.

Platen (Cylinder) is the large roller
around which the paper turns.

Platen Knobs are used to turn the
platen by hand.

Position Indicator shows the position

_ of the carrier on a line.

Printwheel is a circular disk contain-
ing all the keyboard characters.

Reverse Index Key moves the paper
down without returning the carrier
to the beginning of a line.

Right Shift Key is used to capitalize
letters keyed with the left hand.
Shift Lock is used to key all capital let-

ters.

Sound/Anti-Glare Shield reduces noise
and adjusts for glare.

Space Bar spaces the carrier forward
one space at a time.

Special Function Keys are those keys
that do not produce a letter, num-
ber, or special symbol.

Tab Clear clears, or removes, tab
stops.

Tab |Fey moves the carrier directly to a
tab stop.

Tab Set sets, or puts in, tab stops.



Microcomputer

Monitor

Menu

Prompt \

.

\ T Type the number

Function Keys

Tab Key
1
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Cursor

Disk Drive

Backspace Key
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Ten-Key Numeric
Keyboard (Pad)
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Caps Lock Key ) \Qi- \“ﬁ\ Ten-Key Enter/Return
Left Shift Key ———— Delete Key
Keyboard / / \ \ Insert Key
Alternate Key Space Bar Right Shift Key Control Key Enter/Return Key Cursor Movement Keys

Alt (Alternate Key) is used with other
function keys to access software

Etlons

Backspace Key moves the cursor to
the left (backward) one space at a
time. On some equipment, the
backspace key may delete charac-
ters.

Caps Lock Key is used to key all capital
letters.

Control Key is usually used with other
keys to perform specific functions
such as temporary indent.

Cursor is a lighted indicator on the dis-
play screen that shows a user’s exact
position within a document.

Cursor Movement Keys allow the cur-
sor to be moved up, down, left, or
right within text.

Delete Key is used to delete text.

Disk (Diskette/Floppy Disk) is the
most common storage medium used
with microcomputers. Disks are
usually made of thin plastic, mag-

netically coated. Disks are protected

by a jacket with openings to allow
the disk drive to read or write infor-
mation.

Disk Drive is the component of a mi-
crocomputer system that reads and
writes data on a disk.

Enter/Return Key is used to enter in-
formation into a microcomputer or
to return the cursor to the beginning
of a new line.

Function Keys are those keys other
than the alpha/numeric keys that
allow the user to perform special
functions such as auto centering.

Insert Key allows the user to insert
text without deleting previously
keyed text.

Keyboard is a device similar to a tyﬁ e-
writer keyboard containing alpha
betic, numeric, and special function
keys.

Left Shift Key is used to capitalize let-
ters keyed with the right hand.

Menu is a list of options available in a
software program.

Monitor is an electronic screen that
displays data. The monitor may also
be called a CRT (Cathode Ray Tube)
or a VDT (Video Display Terminal).
Monitors can be color or mono-
chrome (one color).

Numeric Lock is used to activate the
numeric keypad.

Prompt is a line displayed on the moni-
tor to request specific input from the
user.

Right Shift Key is used to capitalize
letters keyed with the left hand.

Space Bar spaces the cursor forward
one space at a time.

Tab Key moves the cursor directly to a
tab sto

Ten-Key Enter/Retum is used to enter
numeric data from the ten-key nu-
meric pad.

Ten-Key Numeric Keyboard (Pad) is a
set of keys that resembles a calcula-
tor and is used to enter numeric
data.




About Your Equipment

Paper Guide

Copy Control Lever

Element Typewriter

Platen (Cylinder)

Card Holder Paper Bail
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Paper Centering Scale

Line-Space Lever

/

/

Paper Release Lever

Dual-Pitch Lever \7@ N
|

/

Half-Backspace Lever

Platen Knob

Variable Line Spacer

ror B
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Line Finder

Platen Knob

{7 Carrier
—— Aligning Scale

Type Element //‘

|__— Margin/Pitch Scale

Position Indicator — |

Pitch Identification
Margin Sets

Margin Release Key
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L — Backspace Key

—— Index Key
[—— Express Backspace Key

[~ On/Off Control

Tab Key

Tab Clear/Set

Shift Lock

Aligning Scale helps locate the text
line when reinserting paper.

Backspace Key moves the carrier to
the left (backward) one space at a
time.

Card Holder holds cards and enve-
lopes against the platen.

Carrier is the movable unit containing
the element and ribbon carrier.

Carrier Return Key returns the carrier
to the left margin and moves the
paper up to a new line.

Copy Control Lever moves the platen
forward or backward to adjust for
paper thickness.

Correcting Key backspaces to the error
and moves the lift-off tape into posi-
tion to make a correction.

Dual-Pitch Lever (special models only)
resets spacing for 10 pitch or 12
pitch.

Express Backspace Key moves the car-
rier rapidly to the left without spac-
ing the paper up.

Half-Backspace Lever moves the car-
rier to the left a half space at a time.

Left Shift Key

Right Shift Key

Carrier Return Key

Space Bar

Correcting Key

Index Key moves the paper up with-
out returning the carrier to the be-
%nning of a line.

Left Shift Key is used to capitalize let-
ters keyed with the right hand.

Line Find%r allows for keying above or
below a line and then returning to
the same line.

Line-Space Lever controls the amount
of space between lines of text.

Margin/Pitch Scale indicates horizon-
tal spaces, the position of the car-
rier, and the position of margin sets.

Margin Release Key allows the carrier
to move beyond the margin stops.

Margin Sets control the beginning and
ending of lines.

On/Off Control turns the electric

ower on and off.

Paper Bail holds the paper against the
platen.

Paper Centering Scale centers the
paper on the platen.

Paper Guide guides the paper into the
machine so it is consistently in the
same position.

Paper Release Lever frees the paper
for straightening or removing.

Pitch Indicator shows the pitch that
has been selected.

Platen (Cylinder) is the large roller
around which the paper turns.

Platen Knobs are used to turn the
platen by hand.

Position Indicator indicates position
of the type element on a line.

Right Shi¥t Key is used to capitalize
letters keyed with the left hand.

Shift Lock is used to key all capital let-
ters.

Space Bar spaces the carrier forward
one space at a time.

Tab Clear/Set clears and sets tab stops.

Tab Key moves the carrier directly to a
tab stop.

Type Element is the ball-shaped de-
vice containing all the keyboard
characters.

Variable Line Spacer is used to perma-
nently change the text line.



Learn About Software

Disks

A disk is a magnetic storage device. Disks are sealed in
a protective jacket. Through holes in the jacket, the
disk drive “reads” information from or “writes” infor-
mation to the disk. Never insert or remove a disk while
the red “in use”” light of the disk drive is on.

Disks must be handled with care to avoid damaging

information stored on them. To avoid damage, follow

these guidelines:

Hold the disk by the corner. Do
not touch the exposed recording
surface of the disk.

Do not bend or fold the disk.

Do not expose the disk to ex-
treme heat or cold. Never store
the disk in direct sunlight.

Store disks in their protective
sleeves in an upright position
away from liquids, dust, smoke,
and ashes.

Do not store disks near x-ray
devices and magnetic fields such
as telephones, dictation equip-
ment, magnets, monitors, and
other electronic equipment.

About Your Equipment

If it is necessary to write on a disk
label, use only a felt tip pen. Do
riot use ballpoints, pencils, or
paper clips.

Menus

The menu lists the options that are available on a soft-
ware program. When the microcomputer is operating
and a program disk has been inserted properly, a
menu will appear on the display screen. A prompt will
also appear. The prompt tells you how to choose a
menu option.

Learn About Pitch (Type) and Paper Size
Pitch (Type) Size

Size of type, or pitch, is the number of horizontal
spaces/characters to an inch. Most printwheels and




About Your Equipment

elements are either 10 pitch (10 characters to a horizon-
tal inch) or 12 pitch (12 characters to a horizontal inch).
Some equipment also has 15 pitch (15 characters to a
horizontal inch) and proportional spacing (a kind of
pitch where the spacing for each character varies).
More advanced software programs and printers may
allow you to print in still other sizes. Notice the differ-
ence in the major pitch sizes shown in the type sam-
ples that follow.

This is a sample of 10-pitch type.
This is a sample of 12-pitch type.

This is a sample of 15-pitch type.

Paper Size

Standard-size paper is 8%2 inches wide by 11 inches
long (21.59 cm X 27.94 cm). With 10 pitch, there are 85
horizontal spaces across the page (82 inches X 10
spaces = 85). With 12 pitch, there are 102 spaces across
the page (82 inches X 12 spaces = 102). With 15 pitch,
there are 127 spaces across the page.

The center point of the paper for 10 pitch is half the
number of spaces in the line, or 42'2. Drop the half,
and use 42 as the center point. For 12 pitch, the center
point is 51. For 15 pitch, the center point is 63.
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m Microcomputers

With software, the center is found by dividing the
number of spaces/columns displayed on the screen by
2. If 80 spaces (columns) are displayed, the center
point is 40.

Standard vertical line spacing is 6 line spaces to 1
vertical inch. Therefore, a sheet of paper 11 inches long
(27.94 cm) has 66 lines (11 inches X 6 lines = 66).

Determine the Pitch of Your Equipment

|£| V Electronic Typewriters/Typewriters

Multi-pitch typewriters can print in either 10 pitch, 12
pitch, or 15 pitch. When using a multi-pitch type-
writer, always check to see if the printwheel or ele-
ment is 10, 12, or 15 pitch. Set the pitch selector to
correspond to the pitch marked on the printwheel or
element. Be sure yours is set correctly.

Multi-pitch typewriters also have 10-, 12-, and 15-
pitch margin scales. Be sure to use the proper scale to
set the margins for the pitch you are using.

If you are not using a multi-pitch typewriter, align
the left edge of the paper with zero on the margin/
pitch scale. If the right edge of the paper ends at 85,
you have a 10-pitch typewriter (82 inches X 10
spaces = 85). If the right edge ends at 102, you have a

“12-pitch typewriter (8'2 inches X 12 spaces = 102).

If your margin scale does not start at zero, key a line
of characters and measure off 1 inch. Count the num-
ber of characters in the 1-inch space to determine
whether you have a 10- or a 12-pitch typewriter.

12-pitch has
12 characters in
1 inch

10-pitch has
10 characters in
1 inch

JJ33333333



