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CHAFTER 1

INTRODUCTION

Education today is taking many shapes and forms with
the increasing use of computers in the classroom. To be
considered an educated person today, one must not only be
acguainted with computers, but also with what they can
accomplish and how they can advance the cause of all
humanity as well.,

Frnowledge reguired to become computer literate
involves understanding the capabilities and limitation of
the various machines or hardware that make up a modern
conputer systemid being familiar with some of the more
comman uses of applications of computers in today®s
socletys and understanding the analysis, design, and
program preparation procedures necesssary to produce written
programs of Lnstructions and use of §o¥twaren It also
involves being aware of how an individual or organization
may be attected by present and futwre computer
applicantions.

There is a school of thought that believes that the
computer will eventually replace the teacher as the
preterred method of educating tomorrow’s children. This is

an exploratory study which seeks to establish the



plausibility of such an occurance.

STATEMENT OF THE PROBLEH
The problem of this study was to determine whether the
computer is as effective as a teacher in the classroom
environment. To answer this problem the researcher will
compare the performance of students (enrolled in Business
Computer Applications) who are taught Word Processing by
teacher—lecture and assistance method with the performance

of students taught by a tutorial-computer software method.

HYFOTHESES
There is a significant difference in the performance
of Business Computer fApplication students who are taught
Word Frocessing by packaged tutorial software and Business
Computer Application students who are taught Word
Frocessing by teacher-assisted method as measwred by a Word

Frocessing Unit Test.

BACKGROUND AND SIGNIFICANCE
Whenrn discussing computers, one might guickly think of
a dichotomy, one of hardware and software. Hardware refers
to the computer itself and its peripheral divices (dishk,
drives, printers, etc.)i software refers to the programs or

instructions which are entered into the computer to make 1t



pertorm specific tasks.

The computer is merely a tool, & vehicle, to enable
teachers to sxplore ways of doing things that were not
possible before its arrival in the classroom. The
researcher perceives it as an aid to instruction. The
individual classroom teacher knows best what will work in
the classroom environment.

Speed and acowracy are not divorced from the
capabilities of the computer®s attributes. The compubter
accepts data, processes it according to specific
instrucions, and provides the results of rnew information.
Aside from being fast and accurate the computer has the
ability to move large quantities of data and store it. The
computer is also capable of performing many varied tasks by
having the instructions changed.

With the many advantages that allows this piece of
equipment to excite the minds of our students, it does not
exlst without its limitations. This writer will be among
the first to admit that the computer is of interest to
students, however, it is not a social entity. It can not
learn from its own mistakes. faind as far as the
student /computer relationship is concerned, it is
non-axistant becauwse the computer does not provide
emcotional support which provides a student with positive

feedback. Computers can be a problem when they are used as



a substitute for a living being, whether teacher or parent.

n

There is just no substitute for human encounter (3, p. 523,

4

Students, teachers, and administrators need to know that
computers can not think and are incapable of engaging in
other human activities such as feeling, caring. believing,
regretting, imagining, crying, forgiving., or loving.

Computers are seen as models of how to think (4, pp.
TE2-74), however there is value in teacher related
activities that are interwoven with thinking, such as
desire, intuition, and imagination. There are limitations
of the computer which teachers should explain to students.
Computers must not be placed on a pedestal-—owning a
computer will not assure a child the key to a successful
life. The key is to create an educational environment with
a teacher or trainer as a monitor, in which students can
perceive valuable only as technology.

Bellman stated, the computer needs evervthing spelled
out precisely., numerically, and logically. The human mind,
tor reasons we do not understand at all, can deal with
vagueness and ambiguity and thus can cope with every
conpler system. He further states that., the computer also
can not deal with contradictions. The human mind can——with
no difficulty whatsoever (1, p. 30). Many have coined the
computer as a "timesaving' machine, however the computer

does lack knowledge concerning its capabilities.



To sum the computer up in a few words, it is a “dumb”
machine capable of performing operations as requested by

its user.

LIMITATIONS OF THE STUDY

According to Martellaro, there are more computers in
the classsroom than ever before and the petential is there
te make the classroom a more imaginative and challenging
learing enviromnment with computers 4, p. 27). Although
this study will not be concerned with the fact that some
teachers teel threatened by computers. 1t has been reported
that some teachers feel the computer will eventually
replace them. Others feel that computers dehumanize
education because the student is interacting with a machine
and not with other students (2, p. 28).

The asccessible subjects in the study were intact
groups assigned to the researcher’s first and second period
classes. Therefore, there was no opportunity to randomly

select subjects.

BASIC ASSUMPTIONS
This research study assumes that as an instructional
aid, the computer is challenging established tradition of
what constitutes "teaching” in the classroom environment.

Additionally it presumes that the computer can not replace



the human element a teacher represents in the classroom.
The two groups have equal ability because the students
are enrolled in the gensral studies tract and have no prior
computer experience. These classes are specifically
designed for students at the entry level of computer

slkills.

FROCEDURES

Subjects for this study were two intact groups from
Gloucester High School. Both groups were classiftied as
general studies, thus having equivalent ability levels.
Une of the prerequisites for the participants in the study
Wwas no prior computer experience.

The same teacher taught both groups, but used
different teaching approaches with the two groups. The
control group was taugbht by the traditional method and the
experimental group was taught by the computer. A post-test
was administered to both groups in order to determine the

ouwtcomes of their performance.

DEFINITION OF TERMS
The following terms are used throughout this study.
They are listed and deftined to aid the readers’

comprehension of this project.

1. Hardware — the computer.



2. Word Processing - is the use of the computers to
create, view, edit, store, retrieve, and print text
material.

Ze boftware {couwrseware) — prepared program of a
particular application.

4. Diskette — flexible rotating disk.

S Disk Drive —~ small box into which a diskette is
inserted.

6. Keyboard - used to key in data from sowrce documents.

7. PFrinter -~ prints information as instructed to by the
computer.

3. Monitor — displayvs messages or data keved in on the
keyboard.

. AppleWriter Commands ~ special codes used sto operate
work processing progeam.,

10, Fowering up -~ procedure used to turn the computer power
©OF
11. Master Disk — a disk which holds & particular program

of instructions.

132, Imitializing — process of cutting sectors onto the
disk.

1%, Program — a list of instructions that tells the
computer to perform a given tashk.

14. BCA — Business Computer Application: a course taught
at Glouwcester High School.

15, Teacher—-lecture — class taught by the teacher (control
group’ .

16, Tutorial —computer — class taught by computer with the
help from software (experimental group).
SUMMARY

The pwpose of this study was to determine whether the



computer is as effective as & teacher in the classroom. A
conparison will be made of the performance of students
taught a word processing unit by the teacher with the
pertormance of students taught by tutorial -computer
software. Sufficient background information supported by
the other sections covered in this chapter indicated that
this investigation would be valuable and the results could
make & contribution to an already existing body of

kriowledge in this area.
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CHARTER 11

REVIEW OF RELATED LITERATURE

INTRODUCTION

Teachers have a number of concerns about computers
being used in the classroom. The initial reaction for
many teachers has been the fear that a machine could
replace them in the learning place. Very often this
fear emanates from the mistaken belief that computers
are, in some way, intelligent and capable of doing
anything at the touch of a button. However, after a
brief edxperience with the computer in the classroom it
igs & disappointing fact to learn that careful program
instructions must be spelled out to get i1t to pertorm
the most simple tasks. /A review of the related
literature revealed that computers are used in almost
every facet of school operations. There are advantages
as well as disadvantages relative to their use. A
number of researchers have documented the advantages

and disadvantages of this new technology.

The Use of Computers in the School
Even though there is now at least one

microcomputer in every school, it is a far ory from the
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day when they will take over the teachers’ jobs (1, p.
8. Using the computer as a teaching aid will not
replace the traditional role of the teacher. The
computer is to be seen as a teaching and learning
resource just like any other. In this review, the
emphasis will be placed on the relationship the
computer plays in the classroom as reported by various
sources in the field.

An article written by B. F. Skinmer in the March,
1987 edition of Education Digest reported the invention
and use of a "teaching machine' as early as 19326, This
was over 950 years ago. The reason for the invention of
the teaching machine was to restore two important
features of personal instruction. There existed the
need for a tool that would satisty these two goals:
(1) provide immediate evaluation simultanecusly and &)
provide for progression at an individualized pace (10,
p. 13). For we realize that what is done
simul taneously by every number of a large group can not
be evaluated immediately, and what is taught to a large
group can not be precisely what each student is ready

just at that moment to learn.

Instructional Aid

It should be noted that in all of the souwces
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examined, noneg advocated exclusive use of the computer
and the eventual elimination of the teacher. Jorde
asserted that the computer™s role in the schools was
that of an instructional aid or device (8, p. 3&). The
computer then should be viewed by educators as a tool
which helps teachers manage instruction more
etfficiently and effectively. This position was also
supported by Campbell (1984), Bundy (1968), Dunlap and
Descamps (1985), as well as Uhlig (1982).

As an instructional aid, the computer 1s
challenging established traditions of what constitutes
teaching in the classroom environment (&, p. 37). Many
believe the computer provides a new kind of interactive
medium that helps teachers manage instruction in more
individualized wavs——thus facilitating students’
learning of important concepts (6, p. 3I8).

As an instructional device, the microcomputer
would be used for specific subject tutorials and for
drill and practice. According the Uhlig, because the
heart of such a program is the software, the most
important quality of computer literacy for teachers is
to be intelligent consumers or evaluwators of software
{11, p. 10%9). Thies implies that a teacher should be

able to operate the hardware and run the software.
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Tutorial Aid

One of the most promising uses of the computer is
the role it can play as a tutor for the student. In
this mode the computer introduces new concepts, totally
new material, or extensions of previous lessons (7, p.
EhH) . Tutorials have many potential uses, however, a
plan for a teacher to monitor and support students in
these cowses should be developed to ensure the success

of such a program (7, p. 37).

Record Keeping Ald
Another excellent use of computers in the
classroom was suggested by Uhlig. He suggested that
the time teachers spend keeping records could be
alleviated with the computer, thereby increasing the
amount of time available for instruction and the

management and planning of learning (11, p. 109).

Disadvantages of Computer Use
Among the cowces who did not sing the praises of
the computer was G. N. Getman. His article entitled
"Optometric Proﬁlems Caused by Computers in the
Classroom," pointed out eve problems associated with
classroom computer use. From 30 to &0 percent of

children in the usual elementary school are not able to
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focus eyves and attend well encugh to succeed without

2 treme stress and/or visuwal adaptations. Study after
study, according to Getman’s article, now shows an
increase in nearsightedness among fAmerican school
children. Also noted was the fact that many adults who
have already experienced such visual deteriorations are
gquitting or demanding a change in job assignment (35, p.
SH).

Jorde wrote of the growing concerns for physical
and psychological consegquences of prolonged computer
use. Hee warns that:

Stress reactions to interaction with
electronic media over an extended period
of time, such as blurry vision and eye
strain, fatigue, headaches, and
muscul oskeletal aches and pains, are
seriouws and need to be understood more
fully (7, p. 38).

Advantages of the Computer

The speed with which the computer has been plugged
into almost every aspect of American lite is
unprecedented in the history of technological
development. As Luehrmann states:

Computing plavys such a crucial role in
everyday life and in the technological
future of this nation that the general
public™s ignorance of the subject
constitutes & national crisis.

The ability to use computers is as basic
and necessary to a person’s formal

gducation as reading, writing, and
arithmetic. As jobs become increasingly
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criented toward the wse of intormation,
society demands and rewards individuals
who know how to use information systems
(8, p. 9.

Computer literacy is fast becoming a basic

#

survival skill in ow society. Winkly and Mathews
define computer literacy as "whatever a person needs to
know about and be able to do with computer in order to
function competently in ow society” (12, p. 3I14).
Since the school is the main institution for the
disseminaion of information, it is necessary to include
computer literacy as a regular part of that curriculum.
Computers can perform tirelessly and patiently for
long hows. Mistakes made by students in a classroom
setting cam be removed at the press of a key. Text can
be manipulated and edited to produce a perftect copy.
But what the computer can not do very well is:
=48 replace teachers as caring human beings whose
professional knowledge and experience enables them
to matoch students® learning experiences to their
neads, abilities and interest.

3w make decisions for itseld without being given
precise instructions on what to do (&, p. 11).

It is noteworthy that research indicates that CAL,
not computers alone, had significant and positive
effects on achievement of students. Morgan (1977}
introduced the CAI approach to fow arithmetic

operations in nine elementary schools in Rockville,



Maryland., The evaluation of the program was conducted
by comparing the performance of students with four
schools using a traditional approach. All students
were given a pre—test and post-test developed
gspecially for the investigation. The test results
showed that in each grade level, students using the CAI
program made signiticantly greater improvements than

did students in the traditional approach (9, p. 13,

Summary

The literature tends to suggest that the computer
should never be used as a substitute for the teacher in
the classroom. Consequently, the combination of the
teacher and the computer can result in a certain
synerglisem that can focus and expand the imagination of
students.

Many studies were found that projected the
significance of computer assisted learning which
prompted this writer to conduct a similar experimental
research project that would seek to make some
distinction between the pedagogical and techrnological
issues surrounding this very critical aspect of

teaching and learning.

16



10.

11.

17

BIBLIGGRAFHY

Blease, Derek Evaluating Educational Software, Crom Helm,
LTD., 1986.

Bundy, Robert F., "Computer-—-fAssisted Instruction--Where Are
We?" The Education Digest, (Septemter, 1968).

Campbell, Lloyd F., "On the Horizon: A Computer in Every
Classroom." Education,!” (Spring, 1984).

Descamps, Jorge and Dunlap, William P., "Change: Computer
Applications Inm A College of Education.”" Education,!
{Bpring, 198%5).

Getman, G. M., "Optometric FProblems Caused by Computers in
the Classroom." The Education Digest,! (December,
1983).

Goodson, Bobby and Lathrop, Ann, "Courseware in the
Classroom: Selecting, Organizing, and Using
Educational Software," Addison-Wesley Publishing
Company, Inc., 1983,

Jorde, Faula, "Microcomputers and the Fro-Innovation Bias,"
Educational Digest, (February, 1987).

Luehrmann, A., "Computer Illiteracy——A National Crisis and
a Solution For It," BYTE, (1980) 5 (7).

Morgan, Catherine E., "Evaluation of Computer Assisted
Instruction, " Montgomery County Fublic Schools, (March,
1977 .

Skinner, B. F., "Programmed Instruction Revisited," The
Education Digest', (March, 1987).

thlig, George E.., "Electronic Education: Dimensions and
Directions," Education, Winter, 1282).

Winkle, L. W., and Mathews, W. M., "Computer Equity Comes
of Age," Phi_Delta Kappan., (1982), &3 (5.



CHAFTER 111

METHODS AND FROCEDURES

INTRODUCTION
This chapter will outline the proceduwres followed
in conducting the study. Relevant information
concerning the population will be reported. An
adequate description of the instrument used to collect
the data will be provided. And Ffinally an objective
and logical analysis of the data as it relates to the

hypothesis will be presented.

FOFULATION
This study will involve two groups of students
enrolled in Business Computer Applications at
Gloucester High School during the 198487 school year.
There was a total of 47 students ervolled in the two

groups.  One group will be taught & unit in word

18

processing using a teacher—-lecture approach. The other

student group will be taught the same word processing
wrnit using the tutorial-computer software approach.

There were 26 in the control group and 21 in the

experimental group. The groups comprised of two intact

classes. Both groups were classified as general
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studies students, thus, having equivalent ability
levels. One of the prerequisites for the participants

in the study was no prior computer experience.

INSTRUMENT

In order to conduct this comparison and
demonstrate whether the teacher is more effective in
classroom education, both groups will use the same
computer systems provided by Gloucester County School
Board (Apple Ile)i the cowseware Applewriter,
published by Faul Lutus, Apple Computer, Inc. Each
student will have a mini-disk to store this document on
for future use. Both groups will prepare a printed
copy of a simple report. This report is pre—-printed
with special instructions (Appendix &Y. Only one group
will be engaged in a series of lectuwes concerning the
word processing unit. The post—-test evaluated the
subject’s performance and to what extent they had
comprehended the material presented. The instrument
was developed by Paul Lutus and used in two studies.
The reliability coefficients of the instrument for
these two studies were .86 and .93 respectively. It
consisted of a basic objecive test format with three
parts. A copy of the test is found in Appendix D.

Following the post-experiment testing, the
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difference in group means will be determined by use of
the t-test.

Each group will participate in a written test at
the end of the unit. The teacher—lecture student group
will use the computer as a teaching aid while the
tutorial computer group will rely solely on
instructions from the cowseware dpplewriter in

completing the report.

FROCEDURES

In teaching group one, (tutorial-lecture) the
teacher will use the master disk (Applewriter) to
review the powering up procedure. Also through the use
of the master disk, students will follow a
demonstration for initializing a blank disk. The
teacher will use the chalkboard to define Applewriter
comnands needed to execute the program. A
demonstration of these commands using the computer as a
teaching aid will be illustrated after the chalkboard
presentation.

Group two will complete the above assignment
without the benefit of teacher-lectwe or
demonstrations. Each student in this group will be
taught throuwgh the use of the courseware approach. At

no time will the teacher interact with the students in



this group.
The students will be administered the Word
Frocessing Test atter completion of the unit. The

tests will be scored and data organized +or analysis.

DATA ANALYSIS
The means and standard deviations will be
calculated for each group’s performance on the
post—test. In order to determine if there is a
significant difference in the performance of both

groups, a t-test will be used.

SLIMMARY

The subjects in this study are two intact groups
of students who enrolled in Business Computer
fApplications general studies at Gloucester High School.
Two treatments were used in teaching & word processing
unit. One group was taught traditionally by the
teacher and the other group was taught using only the
computer software. A post-test was administered to
measure the performance and comprehension of both
groups. The t-test will be used to determine the

significance of both methods.

21
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CHAFTER IV

FIMDINGS

ITNTRODUCTION

It is generally accepted that the purpose of all
gsparimental research investigators is to generalize
their findings and make transters to other subjects and
other situations. He is not interested in limiting his
conclusions to only the particular groups used as his
subjects. He would like to be able to conclude that
such a +finding would be reproducible in other settings.
In this particular experiment, the findings are quite
revealing and justified the effort and energy expended
to complete it.

The purpose of this study was to compare the
pertormance of students enrclled in Business Computer
Applications who were taught a unit in word processing
by teacher—lecture and assistance with the performance
of students taught by the tutorial software approach.
Forty-seven students were enrolled in the Rusiness
Computer Applications course at the time of this
experiment. All students were given the same
information on a handout to carry out this task. Group

one (teacher—-lecture method) consisted of 26 students
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and group two (tutorial-computer software method)
consisted of 21 students.

Group one, with teacher-lectuwre and assistance,
were engaged in class lectures and demonstrations of
all Applewriter commands used in completing the WF
assignment. Group two engaged in the same process of
study except the lecture sections were not delivered.
The teacher only answered gquestions when students could
not continue the learning process without an
gxplanation of a particular procedure. The findings of
the experiment are as follows (using the assignment
WORD FROCESSING: A SIMPLE REFORTY: Each group was
able to complete the assignment with little difficulty,
however group two reguired more teacher assistance than
group one for postioning the paper in the printer,
setting margins through the use of the print/program
command menu, and explanations of commands to be used.
(see Appendix &)

The hypothesis was addressed by calculating the
mean scores of the student’s Word FProcessing Test and
using the t-test to determine if there was a
gigniticant difference in the two means.

The hypothesis stated that there is & significant
difference in the performance of Business Computer

Application students who are taught Word Frocessing by
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packaged tutorial software and Business Computer

Applicaion students who

teacher—assisted method as measured by

JbBroup 1

Teacher
N, = Z&
X, = 59.88
5, = 18.6%4
SX- = 18.634 26
i
= .65
(4,916 |

G- m/riE.EEEW + 24,1671 ) =
.

t o= 59.88 -~ 50.95 = 8,93

6. 103 10w

Without a total N = 47 we
curve values of 1.645 (5
percent level!
diffterence. The calculated t ratio =

e

percent level)

are tauwght Word Processing by

a post-test.

JBroup 2
Tutorial

N m

ol
™ )
i

3§
f»

6%, = 22.53 21
e 4,914
Jr§§jh895 P pe:

will use the normal

eer

and 2.33 (1

to determine the significance of the

1.458 does not

exceed 1.645 nor 2,33, Therefore, we can assume that
the observed difference between the means is not
significant at either the 3% level nor the 14 level of

significance.
failing to reject the claim
no difference between

there is

instruction, based upon

{(null hypothesis)

Therefore one would seem justified in

that

the two methods of

the sample data.
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SUMMARY
The hypothesis for this study stated that there
would be a significant difference in the performance of
the two groups. However, the results indicated that
the performance of the two student groups was not

significantly different.
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CHAFTER V

SUMMARY

Two intact groups of Business Computer Application
students from Gloucester High School were used to
determine the effects of word processing wnits taught
by the teacher verses the computer. At the end of the
experiment a post-test was administered to assess the
performance and comprehension of the groups.

The means, standard deviations, and differences in
the means for both control and experimental groups were
computed in order to test the bhypothesis. The t-test
was used to test the significance of difference between
the means obtained for te control and experimental

groups.

CONCLUSIOMS
Fesults of this study showed there was no
difference in the performance of the two student groups
based upon the teaching methods used. The test scores
and the results of the t-test indicated that the
students in group one who were taught a Word FProcessing
unit with teacher assistance experienced no significant

difference from the students who only used tutorial
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aoftware. Therefore, we fail to reject the null
hypothesis. The means of the two groups are not
significantly different. Consequently these results
indicate that the performance of the two student groups
o the Word Processing Test was not significantly
difterent.

One factor which might have made a considerable
distinction would have been the use of a pre—test in
computer knowledge and/or ability. Another factor
taken inteo consideration might have been the amount of
time students took to complete the program. One
wonders what difference may have been found had sex
been taken into account. Ferhaps the use of an
experimental design which allowed for the use of
randomly selected subjects that were subjected to
pre-test as well as post-test might have served to draw
another set of conclusions.

Students are known to learn at different rates.
Some students are financially able to purchase a home
computer system which would afford them greater
gxperience. There are also students who are
mainstreamed with various handicaps and learning
disabilities. All these variables may have been
factors as to why some students scored as they did on

the test. Time did not permit the researcher an
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opportunity to investigate the atorementioned points.
It remains for further research which would include
these and other variables to supply answers and even
MOre reasons.

The teacher is an important element in the
educational process. As far as the futuwre of the
computer in the educational setting-—-this writer, along
with others in this field are of the opinion that this
teaching tool is here to stay. A strong point to be
gmphasized is that the human element presented by the
teacher should not be replaced in the classroom by a
machine. However, the computer, used as a teaching
tool will become a part of ow curriculums just as they

have become a part of ow society.

RECOMMENDAT IONS

Tt must be reiterated here that this study served

Pl

only as exploratory research. In order to confirm or
praovide more conclusive data, a contirmatory research
study must be completed in order for the results to be
moyre generalizable. Based upon the findings,
observations, and subsequent conclusions of this study,

the researcher submits the following other

recommendatons:

1. This study should be repeated using representative



samples from ancother school in order to determine
if the euxperimental method is more or less
etftective at ancother locale.

RBased upon observations by the researcher, the
experimental group seemed to exhibit greater
interest than the control group. Theretfore, the
study should be moditied to see if significant

29

changes in motivation, attitwde, and interest occur

during the experimental period.
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ASSIGNMENT: _TYPE A _SIMFLE REFORT 33

1. Describe the format for a report.

2. Explain how to calculate margin settings.

3. Explain how to set up AFFLE WRITER for printing a report.
4. Explain how to enter, save, and print a report.

REFORT_FORM
By setting up a report as suggested in this assignment, you will have
a document that looks professional and easy to read. Reports that
look professional improve your image in the eyes of the reader,
whether the reader is a teacher or your employer. A report represents
the person who prepares it.

MARGINS

The space between the edge of the paper and the printed words is known
as a margin. Therefore, a report has a left margin, a right margin, a
top margin, and a bottom margin. The left margin setting should be
the number of characters in one inch (10 or 12). For the right margin
setting, subtract the number of characters in an inch from the number
of columns available across the page. At 10 CFI, subtract 10 from 85,
which gives a margin setting of 75. At 12 CPI, subtract 12 from 102,
which gives a margin setting of 90.

The top margin of the first page of a report is usually 1.5 inches at
10 CPI. Multiply 1.5 times & (the number of lines in an inch) to get
a margin of 9@ lines, with printing beginning on Line 10. At 12 CFI,
the top margin of the first page is usually 2 inches. Multiply 2
times & to get a margin of 12 lines, with printing beginning on Line
1Z. For convenience when adding additional pages to a report, it is
recommended that the top margin be set to one inch. Then press RETURN

either three times of six times to get the desired first page margin.

The bottom margin should be 1 inch, which is & blank lines. When text
requires less than a full page, however, the bottom margin will be
larger. '

SFACING

The number of blank lines between lines of print is known as the line

interval., After the heading of a report, there are two blank lines

(a line interval of two). Other lines have a line interval of one:
that is, there is one blank line between each pair of printed lines.

FRINTER_LINES _

Most printers print six lines per inch. Therefore, if you are
printing on standard 11 inch paper, you would suspect that the maximum
number of printed lines on a page is 66 (&6 lines times 11 inches).
With AppleWriter, this may or may not be true. If you want to, you

can specify a mawimum number of printed lines less than the physical
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length of the paper. For this lesson, however, yvou should specify bH6
perint lines per page.

HEADRING

The heading of & report is its title. It tells what the report is
about. The heading, in wppercase letters, is centered on the first
line below the top margin.

JUSTIFICATION
Justitication refers to how lines of text are positioned on the page.
AFFLE WRITER gives vou the cholce of fowr kinds of justification.
Center justification places each lineg of text in the horirontal center
of the page, resulting in both left and right ragged (uneven) edge
Lett justification starts all lines svenly ab the left margin and
leaves the right margin ragged. Right justification snds all lines
evenly abt the right margin, resulting in a ragged ledt margin., Fill
justification inserts extra spaces between words so that all lines
shart evenly at the left margin and end svenly the right margin.,
Im this assignment, the heading is center justified: all other lines
o arg left justifisd,

CONTROLLING APPLE WRITERTS PRINMT_FORMAT

There are two methods of controlling AFPLE WRITER's print format. =3
vou learned in the introduction of the unikt, one of these is the use
of the Print/Program Commands Menu., The other is the use of
tewt-embedded print commands,

NG THE PRINT/E

Qe

NDS_MENU
Im this assignment, you will use the Frint/Frogram Commands Menow to
set the margins and the line spacing. FRemeber that this menud is
selected by entering Control-F. When the print/programt propt appears
at the bottom of the screen, enter a guestion mark to display the
format options. Then esnter the new values., Here are the values to
anter for a report, for both 10 OFD and 12 CRIZ

Command 0 COFPI 12 P

LM {left Margi 1z
M (Right Margin) 75 9
™ {(Top Margin) &
BM (Bottom Margin &
FlhL, (Frinted Lines) &b faéy
LT (Lime Interval) 8 0

-
Py
P

x{"}

ot

O~

mmember that once the settings have been made, they may be saved on
the diskette for future use. To do this, enter Control-G to display
the ddditional Funchtions Menuw., Then select Option 4 (Bave

Frint/Frogram Yalue File) and enter a file name under which the values
will be stored.

TEXT-EMEEDDRED FRINT_COMMANDS
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Arty print commands that may be entered with the PrintiPrng“m Emmmandw
Mernu may also be placed in vowr text. Print commands that
your tert are called embedded print commands. AFPLE NHITEh
jime printing hv wsing the valuss from the FPrint/Frogram Value File.
Then whenever it finds a value embedded in the text, it changes to the
enbedded value. Thih feature makes 1t 5y T hﬁwe a two—-inch bop
margin on the first page and a one-inch top margin on other pages.

2 1 x’,.r [

print command to be embedded in the text is entered on a separate
lime, with a RETURM bobth befors and after the line. Enter a period,
then th@ two~-letter command abbreviation and the setting. Heres are
two e SOd tells the cmmputmr to center justify the following
iP“Lu “11“ the computer to align the following text at left

When vou ernter bthe b

ey

gyt For this assigrment, you will SOME
t-smbedded print commands.  The heading will be center justified,
while the other lines will be left justifisd. Here is how the first
several lines vow snter should ook, (RETURNY 1e used to show vouw
whsre to press RETURN,

(RETURRN? S top margin s set
{RETURN these RETURNS will make
(RETURMY top margin on first page
LJ IRETURN? Center justify heading
ELECTROMIC TYPESETTING (RETURM)  Heading in uppercase letlters
L {(RETURRKN) Left justify rest of text
{RETURRM) Firet and second blank lines
(RETURR atter heading
Set line interval to 1 for remalnder
o report

UNDERL INING

Another test-embedded command that can be used causes texlt Lo be
tuw1ur11rww1 when it is printed. Text to be underlined is marked by a
arae slash NY alt the beginning and end. Fut the sl Mo where the
spaces betwesen words normally go. Fors example, the line THENFIRET
WORDSNT HAVE UNDERLIMED will be printed as THE FIRST WORDS I HAVE
URMDERL INED.,

Remembert  Onoce wnderlining starts, it will continuie until the
reverse slash s found to end it. Therefore, i€ vou forget to ine
the second reverse slash, uderlining will continue until the end u¥
vour  docuwment

STHRENT EXERCISE

Im this computer sxrercise, yvou will enter a one-page repori,
and print it in the correct format.

1. Erter the report following these divections. Llse
Cext-smbedded print commands for centering the heading, setlbing up
laft justification, and sstbting the line interval. D™ 4 forgst o
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for wndserli When you have =

ot yor diskelbts

L thes :
report, save vour

sy

2. Belect the Print/ Frogram Commands Menw and enter the values
given in thit grment to set up the foreat for printing & report.
Then mm}mrf Option 4 from the Addd I Functions Menu, and @ the

Frinmt Frogram values in a File nam 9“ RLFU” FORMAT.,

Teo Frint the report.  Subeit vouwr disk with vow report.

ELECTRONIC TYFESETTING
By (YOUR NAME
Frobalb Ly development since the invention of moveablse tvpe has
had s much impact on the printing industry as hi electronic
tvpesetting. It is a technology that has made itself fellt from the
smallest neighborbood printshop to the largest corporate giant.
The sarlier electronic typesetiters (o rmmvm<@ra» as they are
al led) reoguired tF 11 text be enteread on yvhoards. In
other words, it mattered not whether an authmr =T cmmg“med a document
waing penocil and papsr, tvpewriter, or word prooesor., 4 the
material, the text had to be re =l oy bhe btypesetier™s own !wvh:ard"
€ ol Lopments, however, led first to a unit capable of
text over a phone line from & computer or word processor.
were developed to resd the floppy dis produced by a
2 of computers and word proc are directly.  Since dire
! muth %aﬁi than communicating over a phone lins, the
to the composer much more guickly,
lhw dellﬂ of text is complete, the s oused by the
or101n1+|nq wUrd ladnlod: o for underlining, bold prtnt rigg, and s
% dulﬂﬁz ically branslated to the codes reguired internally by the

ot

f
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WORD FROCESSINGXAXRXFEXXXXAKAKXXXBUSINESS COMPUTER AFPFLICATIDNS
INSTRUCTOR: J. V. SMITH

Obiectives for the Lnit:  (The student shail lesrns -a . . L)

1. creat=, logad, arnd szave x file

2. correct mistakes

E. deliete and retrisve characters or entirs paagrapns
4. search the disk’™s catalog for file names

S. 1nsert text

®t arcund

Mumt
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Amsiornment:  PRODUDING & BLOCE STYLE LETTER
Imstructor: Your Name.l

Objectives: 1. ITdentify the parts of a busine letter.

2. Describe open punctuation.

S Describe the procedure for producing a block
styvle busimsss letter with open punctuation.

L

ter Style

There are a number of different styles of busimness letters, but
the block stvle letter is perhaps the most frequently used. It
can be entered guickly because all parts of the letter begin on
the left margin. There is no need to set different tabs or
indentions.

The +ollowing paragraphs describe the procedure for sntering a
block stvile letter with AFPFLE WRITER. After vou enter the date,
press RETURM once for each line space to be left between the
dateline and the letter address. Freszs RETURN once atter each
line of the letter address. Fress RETURN again to enter a blank
line both betore and atter the salutation. In the example letter,
open punctuation is used. This means that no punctuation is
entered atter the salutation or the complimentary close.

Enter the body of a letter in the same way that you enter a
reports that is press RETURN only at the end of each paragraph.

Fress RETURN after each of the lines in the complimentary close,
tvped name, tvped title, and reference initials. Also, leave a
Rlank line before and atter the reference initials.

setting_the Frint Format Yalues

A% is the case with other documents, the format of a letter is
determined by using the Frint/Frogram Commands menu. The top
margin can be controlled in one of two wavys. One way is to
vertically position the letterhead paper at the poirnt where the
date is to be printed. Imn thig case, THM {(top margin? on the
Frint/Frogram Commands menw is set to O {(zero). Note: I+ TH 1=
set to ©, the first line of yvouwr letter may be indented one space.
This cannot be avoided. Another way of controlling the top maragin
is to align the top edge of the letterhead paper with the top edge
of the print head. In this case, T must be =et to sgqual the
number of blank lines required to print the date on the desired
lirme.

The left and riuht margins are set as desired. Most businesses
uwase a standard &-inch-wide line. To wuse a &-inch line, set LM
{left margim? to 12 and RM {(right margin: to 72. The position of
the firm’ s name on theilir letterhesad paper sometimes determines
what the left and right margins should be. The line interval (L1
should be set to 0 (zerc) since business letters are usually
single-spaced. The blank lines reguired in a letter are entered
by pressing RETURM, as explairned above. PFrint Mode (FM) is

=




Block

qustify LJF for
sl rnes 2 3 and right justifiec Het SF

{smingl ged to 1 fonedr 14 single-s im used. When you
set S5F to 1 and snter Control-F and then NP, vouw will be prompted
with INSERT SHE F e FRETURRN. Ingert and align the letterhesad
page et RE

wsual ly 5 Cmes

1. Enter the following letter in block style with open
punctuation. Each F) in the copy indicates that a new paragraph
should be started at that point.

Maroch 0, 1984 Mr-. Charles E. Cobbins, Manager fidvertising
MicroChips Manutactw ing, Inc. 42@25 El Camino Real San Jose,
A FEIRR-9778 Daar Mr. Cobbins Thank yvou For vour inguiry
about owr advertising services. In addition to being known for
exciting television commercials, we also have a print advertising
department which specializes in fouwr-color process,
computer—generated graphics, multiple type fonts, and writers who
produce some of the most creative copy in the business. (F) 1 am
inviting vou to meet with members of our staff on April 27 at Fr00
& . Im this meeting vyou will have the opportunity to discuss
your next fall’s advertising campailgn. {(Fy 1 look forward to
hearing from yvou soon to contirm this appointment. Flease call it
I can answesr any questions. Sincerely Lisa Y. Cruz Vice
Fresident, Marketing

2. Use the Following information for setting the print format
valuss! Set the top margin for 2 inches, and =set the side margins
using & 70-space line.

Z. SBave the letter to vow disk.

4. Frinmnt the letter.

S On the back of vour letter, writer the print format values
that vou used on the bottom of the letter.
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QUIZ: APFLE WRITER Ile

Instructor: J. V. Sesiih 7 Name 51
M1 FILE

[Ll DESIGNATOR

CF1 DISK OFERATING SYSTEM
[Tl MASTER DISK

[G1 PROMFT

[s1 DATAL INE

(D1l OFEN AFPLE

N3] DELETE KEY

[wWl ———— ———-

ol ARROW

[B1] WORD WRAFAROUND

fEJ DELIMITER

£x1 s

el p

Lyl f

? k

Fill in the blanks:

1. One of the most important rules about Apple Writer  is never save
documents to your .

”~

2. The row of letters and numbers across the top of the editing
screen 1s called the .

7. The __ _ and delete or retrieve

8. To delete or retrieve words, type ___________ and ______ .
9. To delete or retrieve paragraphs, type __________ and __ - .
10, The first character in the dataline is a/an

11. To save a file, type ' .

12. TJo get to the DOS Command Menu, type .

13. DOS means .

15. To exit the system, type .
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16, and are pressed to set tabs.

17. and will take the user to the beginning or the

end of a document.

18. . will split the screen.
19, __ obtains the glossary memory.
200 o v 15 a message given by the computer to remind you

that some action is expected.

Short Answer:

21. Define Word_ Frocessing as defined in the teut:

22. The printers in our classroom have 10 CFI. What does CFlI mean?

23. What are the margins for a 60-space line, if the paper has 8%
horizontal spaces?

24. When the line_interval (LI) is set at O, what kind of spacing does

the printer use?

-~

285. When the TM is set at 12, how many inches will be in the top margin

26. When using the text—-embedded command .CJ., what will the printer do
with all lines of type?

With .FJ7?

With .LJ7

27. Describe the procedure for producing a block style business letter
with open punctuation. (This should include how to set the margins, what
the LI should be, how to save the letter, how to print the letter, whether
vou use .LJ, .FJ, what is open punctuation., etc. You may draw an example

with your description. Flease write each fact on a separate line.)}
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FNSRHETR CobHEET FOR
WORD PR ING UNIT TEST

MASTER DIGK
WORD WRAFGROUND

CONTROL.

COMTROL. Lo (RAME OF THE FILE
DELETE KEY

OFEN AFFLE AND ARROW KEY

COMTROL ¥

<

COMTROL, X

ARROW

CONTROL. &0 FILE NapE

CONTROL. O

DIGE OFERAGTING SYSTEM

CONTROL F AND QUESTION MAREK
CONTROL. @3 K

CONTROL T aND &

CONTROL. AND B

CONTROL. ¥

CONTROL G

FAROMET

USE OF & COMPUTER TO CREATE, VIEW, EDIT,

FRINT TEAT MATEIAL.

UHARACTERS PER ITNOH

STORE

1

53

RETRIEVE

£
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i LM o= 10 AND KM o= 73

LN ZERO SRADING OR BIMNGLE SFACING
ESe TWO INCH TOR MakGIN (3

Eéra o Ld WILL CENTER ALL LINED

BETWEEM WORDE S0 THAT LINES
EVEN AMD LINES ENDING AT THE RIGHT

LEJOWILL ADD EXTRA SPACED
BEGIMMING AT THE LEFT Will BE
WILL BE EVEN.

Whd WILL TYFE ALL LINES EVEN AT THE LEFT MARGIR.

27, DESCRIBE THE PROCEDURE FOR PRODUCTHNG & BLOCK STYLE BUGIRNESS
LETTER
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