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Preface

Gregg College Keyboarding & Document Processing for
Windows, 8th Edition, is a multicomponent instructional
program designed to give the student and the instructor a
high degree of flexibility and a high degree of success in
meeting their respective goals. To facilitate the choice and
use of materials, the core components of this instructional
system are available in either a kit format or a book
format. Kevboarding for Windows, 4th Edition, is also
available for the development of touch-typing skills for
use in shorter computer keyboarding classes.

The Kit Format

Gregg College Keyboarding & Document Processing for
Windows, 8th Edition, provides a complete kit of
materials for both courses in the keyboarding curriculum
generally offered by colleges. Each kit, which is briefly
described below, contains a softcover textbook, a student
data disk for use with the correlated software instructional
program, and a student word processing manual.

Kit 1: Lessons 1-60. This kit provides the text, word
processing manual, and software for the first course.
Since this kit is designed for the beginning student, its
major objectives are to develop touch control of the
keyboard and proper typing techniques, build basic speed
and accuracy, and provide practice in applying those basic
skills to the formatting of letters. reports. tables. memos,
and other kinds of personal and business communications.

Kit 2: Lessons 61-120. This kit provides the text and
software for the second course. This course continues the
development of basic typing skills and emphasizes the
formatting of various kinds of business correspondence,
reports, tables, electronic forms, and desktop publishing
projects from unarranged and rough-draft sources.

The Book Format

For the convenience of those who wish to obtain the core
instructional materials in separate volumes, Gregg
College Keyboarding & Document Processing for
Windows, 8th Edition, offers a textbook for the first
course (Gregg College Kevboarding & Document
Processing for Windows, 8th Edition, Lessons 1-60),
for the second course (Gregg College Document
Processing for Windows, Sth Edition, Lessons 61-120),

for a two-semester course (Gregg College Keyboarding &
Document Processing for Windows, 8th Edition, Lessons
1-120), as well as for a third-semester course (Gregg
College Keyboarding & Document Processing for
Windows, 8th Edition, Lessons 121-180). In each
instance, the content of these textbooks is identical with
that of the corresponding textbooks in the kit format.

Supporting Materials

Gregg College Keyboarding & Document Processing for
Windows, 8th Edition, includes the following additional
components.

Instructional Materials. The special support
materials provided for the instructor can be used with
either the kits or the textbooks. Special instructor’s
editions of the textbooks (Lessons 1-60 and Lessons 61-
120) contain annotated student pages. Solution keys for
all of the formatting exercises in Lessons 1-180 are
contained in separate booklets for different word
processing programs used with this program. Separate
instructor’s notes booklets for different word processing
programs contain specific suggestions for teaching the
features of that program and contain lesson-by-lesson
tips. A separate Instructor’s Manual contains teaching and
grading suggestions for the entire program. Finally, test
booklets are available that contain masters of the
objective and alternate document processing tests for each
part.

Computer Software. IBM-compatible computer
software is available for the entire program. The computer
software provides a complete instructional system.
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[ntroduction

Goals: To type 29
wam/3'/5e; to format
simple reports.

%[
B

n INTRODUCTION

A. STARTING A LESSON

Each lesson begins with the goals for the
lesson. Read the goals carefully so that
you understand the purpose of your prac-
tice. In the example at the left. the goals

B. BUILDING STRAIGHT-COPY SKILL

Warmups: Beginning with Lesson 11,
each lesson starts with a warmup para-
graph that reviews alphabet, number, and
symbol keys. Type the warmup para-
graph twice.

Skillbuilding: The skillbuilding portion
of each lesson includes a variety of drills

for the lesson are to type 29 wam (words
a minute) on a 3-minute timing with no
more than 5 errors and to format simple
reports.

to build both speed and accuracy.
Instructions for completing the drills are
always provided beside each activity.

Additional ~ skillbuilding drills are
included in the back of the textbook.
These drills are used in various lessons
and are available for extra practice.

C. MEASURING STRAIGHT-COPY SKILL

Straight-copy skill is measured in wam
(words a minute). All timings are the
exact length needed to meet the speed
goal for the lesson. If you finish a timing
before time is up, you have automatically

reached your speed goal for the lesson.

Timings in Lessons 1-60 and Lessons
61-120 are of equal difficulty as mea-
sured by syllabic intensity (average num-
ber of syllables per word).

D. BUILDING FORMATTING AND DOCUMENT PROCESSING SKILL

Each new document format presented is
illustrated and explained. A formatting
reference manual is included in the front
of the textbook for quick reference.
Marginal notes are sometimes used to
remind you of special directions.
Symbols are used on sample docu-
ments and within document processing
activities to provide visual formatting
reminders. For example, 13 ds means
that you should set double spacing, then

press Enter 3 times.

All  word processing commands
needed to format documents are
explained and practiced in the word pro-
cessing manual. A special “GO TO™ icon
(shown at the left) in the textbook alerts
you to the need to refer to the manual.
The document processing icon is used in
the manual to remind you to complete
the appropriate document processing
exercises in the textbook.



E. CORRECTING ERRORS

As you learn to type., you will probably
make some errors. To correct an error,
press BACKSPACE (shown as «— on some
keyboards) to delete the incorrect charac-
ter. Then type the correct character.

If you notice an error on a different
line, use the up, down, left, or right

F. TYPING TECHNIQUE

Correct position at the keyboard enables
you to type with greater speed and accu-
racy and with less fatigue. When typing
for a long period, rest your eyes occa-
sionally by looking away from the
screen. Change position, walk around, or
stretch when your muscles feel tired.

If possible, adjust your workstation as
follows:

Chair. Adjust the height so that your
upper and lower legs form a 90-degree
angle and your lower back is supported
by the back of the chair.

arrows to move the insertion point imme-
diately to the left or right of the error.
Press BACKSPACE to delete a character to
the left of the insertion point or DEL to
delete a character to the right of the
insertion point.

Keyboard. Center your body opposite
the J key, and lean forward slightly. Keep
your forearms horizontal to the keyboard.

Screen. Position the monitor so that
the top of the screen is just below eye
level and about 18 to 26 inches away.

Text. Position your textbook or other
copy on either side of the monitor as
close to it vertically and horizontally as
possible to minimize head and eye move-
ment and to avoid neck strain.

HEAD ERECT
“TURNED TO FACE
~ THE BOOK

CELELTTERETET
84!i.'i‘illﬂl
= = T a

FINGERS C

“YOUR. FINGERTIPS ON THE
HOME KEYS: LEFT HAND ON

7A.5.D, AND F; RIGHT HAND ON

J,K,L, AND; (SEMICOLON).

INTRODUCTION n
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MAJOR PARTS OF A MICROCOMPUTER SYSTEM

Monitor

Display

Disk
e Screen Printer

Drive

—

Function
Keys

<-— Mouse
T Numeric Keypad
Keyboard
THE COMPUTER KEYBOARD
Escape Key Function Keys Backspace Key

Tab Key

Caps ﬂﬂﬂﬂﬂlﬂﬂnﬁlﬂuﬂ :

g o
Shift —— Pl g e o )
Key - i Space Bar < | Qx|

N

Alternate Keys
Numeric

Keypad

Enter Key  Arrow Keys
Control Keys

REFERENCE MANUAL Microcomputer System m



Business letter in block style

(open punctuation)

center page }

HiTech Construction Associates
4200 Cedar Avenus, Minneapolis, MN 55404-1838  612.555.9267

September 5, 19

t4x

Dear Ms. Hunter

nvelope, | am retur

. ey
in the workplace. | understand that this workshop will be applicable for both our «

day workshop for our en on climinatiy
and construction workers and that separate sessions will be held to accommodate all of
our workers.

12X

Human Resources Depariment

Business letter in simplified style

center pa

'

HiTech Construction Associates
4200 Cedar Avenue, Minneapolis, MN 55404-1839  612-555-9267

September 5. 19

+dx

WORKSHOP CONTRACT

13x

| am returning

igned contract to hiave your organization conduct a one-day workshop

evisions are satisfactory. please sign and retarn one copy of

We ook farward to this unique opportunity 1o enhance the health and w

14x
i 51
Johm & Memett
JOHN R MERRITT. DIRECTOR
HUMAN RESOLRCES DEPARTMENT

of our employees

12%

egal Department

REFERENCE MANUAL Correspondence

Business letter in modified-block styl

(standard punctuation)

r page ;

HiTech Construction Associates
4200 Cedar Avenue, Minnespolls, MN 55404-1839  §12-555-9267

tab to centerpoint Sept

Personal-business letter

(modified-block style; indented paragraphs;
standard punctuation)

J center vertically

tab to centerpoint January 3, 19
14

Mr Luis Fernandez, Manager

Arvon Industnes,
2 Claire

Toronto, Omario
CANADA

12X

Dear Mr Fernandez

§ 2%
As a former empfoyee and present stockholder of
planned sale of the Consumer Products Divisic

ndustries. | protest the
ing Manufacturing Company

1 am conger
overall corporate pr
Louisville and Paducah, w




Business letter on executive stationery

(T4” x 10%”; 1-inch side margins)

¥
"‘ center page 4
R
WELLINGTON INDUSTRIES
2 550 Thornail Street. Edison. NJ 08818 201-555-6000

Business letter formatted for a window envelope

()

.

6x+ ‘J WELLINGTON INDUSTRIES
ba N

550 Thornail Street, Edison, NJ 08818  201-555-8000

Business letter on half-page stationery

(547 x 84" 0.75-inch side margins)

v
» center page |
NDUSTRIES

"~ S50 Thaenail Strset. Edison. NJ OBE1E  201.555-8000

+6x

MEMO TO: Nancy Price. Executive Vice President

FROM

DATE

SUBJECT:  New Refinery

A

REFERENCE MANUAL Correspondence m



Two-page business letter

(page 1)
(N
T 200 South Main Street
J Sall Lake City, Utah 84101-8675
B6x+ / Phone 801-555-3997
BROADCASTI G“CJMFANY Fax 801-555-3099

May 3, 19

14X

Two-page business letter

(page 2)

METRO BROADCASTING COMPANY
14x
>) 7 21
Lleniee f. Hatlerson
Denmse | Watter

CGieneral Manager

SPECIAL CORRESPONDENCE FEATURES

FOREIGN ADDRESS. Type the name of a foreign
country in all capital letters on a line by itself.
SUBJECT LINE. If used, type a subject line in
upper- and lowercase letters below the salutation,
with 1 blank line above and below; the terms Re: or
In re: may also be used.

TABLE. Leave 1 blank line above and below a table.
MULTI-PAGE LETTERS. Type the first page on
letterhead stationery and the second page on match-
ing plain stationery. On the second page, type the
addressee’s name, page number, and date as a header,
blocked at the left margin. Leave 1 blank line after
the page-2 header.

ENUMERATION. Create an enumeration by using
the automatic numbering feature. Double-space a list
that is part of the body of a double-spaced document.
Single-space a list that is part of the body of a single-
spaced document, but leave 1 blank line above and
below the list.

COMPANY NAME IN CLOSING LINES. If
included, type the company name in all capital let-
ters below the complimentary closing, with 1 blank
line above and 3 blank lines below it.

m REFERENCE MANUAL Correspondence

REFERENCE INITIALS. Type only the typist’s
initials (not the signer’s) in lowercase letters a double
space below the writer’s name and/or title. (Optional:
You may also include the computer filename; for
example: urs/SMITH.LET).

ENCLOSURE NOTATION. Type an enclosure
notation a single space below the reference initials if
an item is enclosed with a letter. Use the term
“Attachment™ if an item is attached to a memo
instead of enclosed in an envelope. Examples:

3 Enclosures, Enclosure: Contract, Attachment.
DELIVERY NOTATION. Type a delivery notation a
single space below the enclosure notation. Examples:
By Certified Mail, By Fax, By Federal Express.
COPY NOTATION. Type a copy notation (¢:) a sin-
gle space below the delivery notation if someone
other than the addressee is to receive a copy of the
message.

POSTSCRIPT NOTATION. Type a postscript nota-
tion as the last item, preceded by 1 blank line. Indent
the first line of the postscript if the paragraphs in the
body are indented.



FORMATTING ENVELOPES

A standard large (No. 10) envelope is 9% by 4% inch-
es. A standard small (No. 6%) envelope is 6/ by 3%
inches. Although either address format shown below
is acceptable, the format shown for the large envelope
(all capital letters and no punctuation) is recommend-
ed by the U.S. Postal Service for mail that will be
sorted by an electronic scanning device.

Window envelopes are often used in a word pro-
cessing environment because of the difficulty of align-
ing envelopes correctly in some printers. A window
envelope requires no formatting, since the letter is for-
matted and folded so that the inside address is visible
through the window.

m HiTech Construction Associates
4200 Cedar Avenue, Minneapolis, MN 55404-1839

FOLDING LETTERS

To fold a letter for a large envelope:

1. Place the letter face up and fold up the bottom third.

2. Fold the top third down to 0.5 inch from the bottom
edge.

3. Insert the last crease into the envelope first, with
the flap facing up.

To fold a letter for a small envelope:

1. Place the letter face up and fold up the bottom half
to 0.5 inch from the top.

2. Fold the right third over to the left.

3. Fold the left third over to 0.5 inch from the right
edge.

4. Insert the last crease into the envelope first, with
the flap facing up.

To fold a letter for a window envelope:

1. Place the letter face down with the letterhead at
the top and fold the bottom third of the letter up.

2. Fold the top third down so that the address shows.

3. Insert the letter into the envelope so that the
address shows through the window.

MS JOAN R HUNTER
BOLWATER ASSOCIATES
ONE PARKLANDS DRIV Rager 1. Michaelson
DARIEN CT 06820-3214 901 East Benson, Apt. 3
Ft. Lauderdale, FL 33301
Mr. Joseph G. Jenshak
17032 Stewart Avenue
Augusta, GA 30004
[ ] \

A |

i .
o iy

REFERENCE MANUAL Correspondence m




THE FEASIBILITY OF INNHOUSE MANLFACTURING o
L4
OF NAIL-POLISH LACQUERS |
+2X%
INTRODUCTION

A S er
3 s
). O R =
12X
I FINDINGS
AL t Manufacturing Processe
B
Manulacturing Control
( ages and Disadvantage

CONCLUSIONS

X

Title page

Table of contents

CONSOLIDATION OF THE PARTS WAREHOUSES A1

SIOUN CITY AND CEDAR FALLS

CONTENTS

DEVELOPMENT ALTERN.

Young Family
Girowing Far

FINANUIAL ANALYSES
Land Development Costs
Structural Costs
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RISK ANALYSIS
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APPENDIX

Cash-Flow Tables

REFERENCES

Unbound report

(first page)

REFERENCE MANUAL Reports

PREPARING FORMAL REPORTS
'

HEADINGS

Side Headings.

Paragraph Headings. A parigra i dented

PAGE NUMBERING




Bibliography for unbound report

Unbound report with footnotes

(second page)

for the followimg reasons

* Contrary to popular behel. modular homes are penerally not less expensive than

'6)(

onventionally constructed homes

Zoning regulations and restrictive convenants often forbid the construction of modular

Homes especially in upseale areas
BIBLIOGRAPHY |
e of modular homes is the speed with which they can be ]

nd.“Ne

The big advant

Real Estate

Ashley. Benji

cunstruc Since the River Road deyelopment 14 not subject 1o time pressures, o

conventianal constriiction methods were evaluated as the most appropriate for this Barrett, R 1. Pl First Howme?" The Lang Iskand Herald; September

1993, pp. A3. Al6

1, Bullard Consulting Group, Nyack

Bullard Real Estare Repe

— - Bullard, Mary Hefen
ol Estate Qv New York. 1905

Benpummn | Ashley “New Salis Versus Resales App

al Rl Estan: Nonth G Fditom, Georyin Real Fstate Assoctation

and Rhonda Silver. “Restricting Covenants and the Law,” Journal
Vol. 24, No, 3. Fall 1992, pp. 81-87

acquct e Miller. e

Mlanta, ¢ Heydenb

Edinon, Georgia Real Estate

Miller, Jacqueline, Resudential Real Extare. Novth Geo

Association, Atlanta, Georgia. 1995

following rew
. Conteary to papular beliet, moduilar homes are wenerally not less expensive than

onventionally constructed homes
. Zoning regulations and restrictive converants often farbid the construction of modular

hormes espectally in upseale area

The big advantige of modular homes 1s the speed with which they can be constructed
Simce the River Road development is ot subject 1 time pressures. conventional construction
methods were evaluated as the most approprate for s submarket 7

Bergamin & Ashley, “New Sales Versus Resalés Apples to Oranges™ few
Quarterly. September 1995, p 143 %

fucqueline Milles, Residontial Real Estate: North Geora Edinon. Georgia Real Estate

Assoctation, Atlanta, Georgis, 1995, pp 216:224

Bound report Unbound report with endnotes
(third page)

Although

purchase their own hardware, others have taken the route of time-sharing or remote

processing whereby the costs of processing data can be shared with other users

an option for this submarket because of the numerous developments of this 1ype

TRAINING OPERATORS

that already exist or are under construction 1
Many firms negleet this important phase of designing a computer system. It is
Modular homes. which lve been partially constructed before heing J ’

and then

1o offer a one-week trau applications packag

ing course i

browght 10 the huiling sire. were likewise rejected because

{ S
11D expect proficiency from a worker." Traming must oceur over fime (o help those who
Contrary to popular behief, modular homes are generally not less
expens conventionally consiructed homes, Therr biggest
pensive than conventionally constructed homes. Their b will be using computers every day an the job,
sdvantage. instead is the speed with which they i be
constructed. Therr major disadvantage relates 10 the restrictions

MeGraw-Hll, Wes

often placed on them by municipal zoning ordinances
i Informution

11 DS

Sinee the River Road development is not subjeet 1o tme pressires, con
mens, The University of New Mexica Press, Albuguergue, New

entional cunstrisction methods were evaluated as the most appropriate for this
submarket

Most of the homes sold in Chestut | i ot least three bedrooms.

showr

Bt the Towest priee bracket most contain less than 1,600 square

TRAINING OPERATORS

t10S »

important phase of designing a computer system. 1t is not enough

Number of  Days Average
Selling Price Homes Listed 10 offer a one-week trainin ations package and then expect proficiency from a
Less than $90,000 s 14
$90.000-5109.000 81 worker." Training must occur over time to help those who will be using computers every day on
$110,000-5129,900 10
S130,000-51:40,906 ¥ & 2201 thedat.
Q
+1 08 I Neal Swanson. Informarion Management, Glencoe MeGraw-Hill, Westerville, Ohio, 1992,
Because several plannig experts hiave noted the impartance of overall pan
outside dumensions for firsi-time home buyers. the home plan selected for this 2 Christine L Seymour, “The Ins and Outs of Designing Your Computer System,” /nformation
Processing Trends, January 1991, p 23
submurket 18 only 37 feer wade, allowing 1t 1o e placed on s 67-foot-wide lot

3. Lee Bailey, Con r Sustems Management, The University of New Mexica Press,

c. New Mexic

Albuguerg 1992, p. 41

vith adeguate footage on hoth sides
Market research shows that smaller lots are more uppealing becuuse the

landscaping needs are mimmized - Reducg landscaping is a defmite advantage
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Bound report with author/year citations

a real estate agent from North Georgia Realty, provided a copy of selected reports
that are available only to real estate agents (Miller, 1995, p. 216), Statistics for the
Chestnut Log school district for those homes selling during the past vear are

shown in Table 2.

TABLE 2. CHESTNUT LOG HOME SALES
January Through December

Number of  Days Average

Selling Price Homes Listed  Square Feet

Less than $90,000 35 145 1571

$90.000-5109.000 29 81 1.917
$110,000-5129,999 7 105

$130,000-0r more 14 185

The data reflected in Table 2 are based on used homes. According 1o one

source, the typical residential community offers fewer new homes than resales,

new homes sell faster, and they average about 20 percent large
(Ashley, 1994, p. 143)
YOUNG FAMILY

Individuals in the young family submarket are making their first purchase of

a new home. This submarket represents households from a rental or used-home
arrangement. I the market, on the basis of current mortgage rates, these buyers
cannot afford more than $107,000 for a home, And, since family size is still small

(less than four), homes of approximately 2,000 square feet are considered ta be an

adequate size
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Commumication Skills Needed in International Business
International business plays an increasingly important role in the 1S economy.

and US. companies recognize that 1o be competitive nationally, they must be

competitive internationally, Reflecting this trend, dircet mvestment by US. priv
enterprises in foreign countries increased from $409 hillion in 1990 to $52 billion in

1994, an increase of 29 percent in four years (Connor 253), Today, more than 3,000

U.S. corporations have over 25,000 subsidiaries and affiliates in 125 foreign countries,

and more than 25,000 Amenican firms are engaged in intermational marketing (Newby

93, 205).

International business is highly dependent on communication. A« “ording to
Arnold LePoole, chict exccutive officer of Armsirand Industries. an international
supplier of automotive parts;

I a company canniot communicate with its forcign subsididries
customers. suppliers. and governments. it cannot achieve success
The sad fact is that most American managers ure ill-equipped to
communicate with their intermational counterparts, (143:144)
Because competent business communications skills are one of the most imp
tant components for success in international business affairs. u survey mstrument was

designed to explore the importance of, level of competence in, and methods of
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