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Introduction
The aim of this unit is to introduce you to the alphanumeric keyboard and to provide you with basic keyboard skills.

Outcomes

1.
Demonstrate good working practices.

2.
Produce text using an alphanumeric keyboard.

Outcome 1

Demonstrate good working practices.

Requirements

(a) A tidy workstation is maintained at all times.
(b) Operating and safety procedures are followed at all times and any faults in equipment are reported to the appropriate person.
(c) All work is filed according to organisational procedures.

Outcome 2

Produce text using an alphanumeric keyboard.

Requirements

(a) Location and use of alphanumeric keyboard are correct.

(b) Instructions are followed accurately.
(c) All data are checked for accuracy and error-free copy is achieved.

Assessment

Outcome 1

You will be observed by your teacher/tutor using a computer.

Outcome 2

You will key in two paragraphs of error-free text. 

How will I learn?

To help you understand the information that you need to pass this unit, ask your teacher/tutor for the PowerPoint presentation that goes along with this unit.

The presentation is split into the two outcomes. This is supported by activities and exercises in this workbook that you can work through to improve your skills. Each time you finish an activity or exercise, remember to print it. Your teacher/tutor may mark it or they may ask you to give it to a classmate for peer marking. You may be asked to mark a classmate’s work. This is a good way to learn and will help you to improve your own skills. 

Outcome 1

This outcome will explain how you can show that you use good working practices when operating a computer.

So let’s get started. This workbook should be used along with the PowerPoint presentation. If you do not know how to see this, ask your teacher/tutor. You should use the following checklist to keep a record of the sections of the presentation you have read and the activities you have completed in Outcome 1.

	Section 
	Date show viewed
	Date activity completed

	Guidance for students
	
	

	Outcome 1

Demonstrating good working practices
	
	

	Introduction and what you have to do
	
	

	Tidy workstation
	
	

	Activity 1
	
	

	Activity 2
	
	

	Operating and safety procedures
	
	

	Activity 1
	
	

	Filing
	
	

	Activity 1
	
	


Now read the first three sections – 

· Guidance for students

Outcome 1

· Introduction and what you need to do

· Tidy workstation

then come back to this booklet to do the activities below.

You can check your answers for each activity with the solutions in Appendix 1 at the end of this workbook.

Tidy workstation – Activity 1

Remember the picture of the untidy workstation in the presentation – what a mess!  Look at the picture below and list five improvements that could help to make the work station tidier and better for the operator to use.
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1.
______________________________________________________
2.
______________________________________________________
3
______________________________________________________
4.
______________________________________________________
5.
______________________________________________________
Remember to complete the grid on page 6.
Tidy workstation – Activity 2

Name the parts of a computer.
Write the correct part number next to the computer parts listed below.
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Parts of a computer 
Keyboard
Monitor
Mouse

Hard drive
Monitor controls

Remember to complete the grid on page 6.
Now read the next section of the PowerPoint presentation, Operating and safety procedures, and then complete the following activity.

Operating and safety procedures – Activity 1
Multiple-choice questions

1.
Computer operators have been complaining about sore backs when using the computer systems. Choose a possible cause.

(a) No cable management system

(b) Their desks are not tidy

(c) No blinds on the window

(d) Poor positioning of chairs at workstations
2.
Some staff members are unaware of what they must do to help their own health and safety. Choose ONE option.

(a) Get their eyes tested at work

(b) Make full use of the VDU adjustments

(c) Check the first-aid box

(d) Put the lights out in the office

3.
Computer operators have been complaining about headaches when using the computer system. Choose a possible cause.

(a) Their desks are not tidy

(b) Too much talking in the office

(c) Problems with operators’ eyesight

(d) Their chairs are not adjustable

4.
A computer operator is trying to log on, but the keyboard is not working. Choose TWO actions that should be taken by the operator. 

(a) Switch the computer off

(b) Check to see if the keyboard is plugged into the computer

(c) Put paper into the printer

(d) If the operator cannot sort the problem, they should report the fault

5.
Computer operators should never leave their computers unattended while logged on – why?  Choose ONE option.

(a) The computer may go on fire

(b) Someone could interfere with their files

(c) The keyboard may get stuck

(d) The screen-saver may not work

6.
The height of the monitor should be set as follows. Chose ONE option.

(a) The bottom of the screen should be in line with your eyes

(b) The top of the screen should be in line with your eyes

(c) The controls should be at the top

(d) The screen-saver must be on

Remember to complete the grid on page 6.
It’s now time to read the final section of Outcome 1, Filing, then come back and do this activity. 

Filing – Activity 1
Read the passage below and fill in the blanks using the word bank.

In any filing system, documents are stored so that _________________ can be provided when required.

Paper-based documents can be stored in _______________________.

A filing system must be __________ and ___________ to use. 
Documents and workbooks should be filed ______________________.

For security purposes, all __________________ documents should be retained in ______________________cabinets. 
Electronic files can be stored on a ________________ or a _________________. Every electronic file must be given an _________ name, so it can be identified.

When storing CD ROMs, you should never ___________ one disk label on top of another, or place disks near a ______________ source.

Word bank

USB-Drive
filing cabinets
easy
appropriate
stick
quick
lockable
CD
after use

magnetic
up-to-date information
confidential

Remember to complete the grid on page 6.
How you will be assessed for Outcome 1

Your teacher/tutor will use the following checklist to observe you using the computer. This will be an ongoing observation, so please make sure that you operate the machine properly at all times.

Outcome 1 – Students should demonstrate the following:

	
	Initials
	Date

	Keep the workstation tidy.
	
	

	Follow the correct operating procedures for starting and using a word-processing package.
	
	

	Follow the correct security procedures for starting the equipment.
	
	

	Follow the correct security procedures for using the equipment.
	
	

	Follow the correct security procedures for closing down the equipment.
	
	

	Ensure that the seat is in the correct position.
	
	

	Ensure that the VDU controls are at the correct setting.
	
	

	Care for and maintain their machine.
	
	

	File documents in the correct place on the machine, CD or USB drive.
	
	

	File hard copies of documents in the correct place.
	
	

	Report faults in equipment.
	
	


Outcome 2
This outcome deals with the practical subject of typing or ‘keying in’. You will learn how to use Microsoft Word and some rules about how to present your work in a proper way.

The PowerPoint presentation will give you details and information on:

· what you need to do

· know your keyboard

· getting started

· laying out your work

· checking your work

· common house styles
Each section has quite a bit of information in it and it may help you remember if you complete the activities in this workbook.

You should use the following checklist to keep a record of the sections of the presentation you have read and the activities you have completed in Outcome 2.

	Section 
	Date show viewed
	Date activity completed

	What you need to do
	
	

	Know your keyboard
	
	

	Activity 1
	
	

	Getting started
	
	

	Activity 1
	
	

	Activity 2
	
	

	Laying out your work
	
	

	Activity 1
	
	

	Checking your work
	
	

	Activity 1
	
	

	Activity 2
	
	

	Common house styles
	
	

	Activity 1
	
	

	Activity 2
	
	

	Further practice

	Exercise 4
	
	

	Exercise 5
	
	

	Exercise 6
	
	

	Exercise 7
	
	

	Exercise 8
	
	

	Exercise 9
	
	

	Exercise 10
	
	


Now read the first two sections of the PowerPoint presentation in Outcome 2, What you need to do and Know your keyboard.
You can check your answers for each activity with the solutions in Appendix 1 at the end of this workbook.

Know your keyboard – Activity 1

Complete the missing words. All of the missing words can be found in the PowerPoint presentation.

The home keys are:

	Left hand
	
	
	
	


	Right hand
	
	
	
	


When typing you should keep your _________________ close to your body and your ____________ and ________________ level.
Remember to complete the grid on page 15.
Now read the next sections of the PowerPoint presentation in Outcome 2, Getting started.

Getting started – Activity 1

· Open Microsoft Word and type your name.

· Set the page margins (left and right only) to 2.54 cm

· Check that the paper size is A4

Getting started – Activity 2

Do the keying exercise below.

Exercise 1

Instructions – 

1. Create a new Word document and save it as exercise 1.
2. Type in the paragraph below.
3. Type your name at the end of the paragraph.
4. Use margins of 2.54 cm.
5. Check that the paper size is A4.
6. Check your work and print out one accurate copy.
Today’s society demands much more than it used to. Our environment is now extremely important and the way things look and feel are also considered important. The design of our homes, offices and the furniture and materials we use all contribute to our lives in some way. 
Remember to complete the grid on page 15.
Now read the next sections of the PowerPoint presentation in Outcome 2, Laying out your work.

Laying out your work – Activity 1
Do the keying exercise below.

Exercise 2

Instructions
1. Create a new Word document and save it as exercise 2.
2. Put your name, date and filename in the footer.
3. Use Times New Roman font, size 12.
4. Type in the sentences below in double line spacing.
5. Use margins of 2.54 cm.
6. Check your work and print out one accurate copy.
Saving documents is very important.

A document is the name given to a piece of work.

Text is the name given to the words you have typed in your document.

Deleting means removing a letter or word from a document.

Inserting means adding a letter or word to a document.

Deleting and inserting is called editing your document.

Remember that it is very easy to edit with a word processor.

Documents always look better without any errors.

It is a poor word-processor operator who does not correct mistakes.

There is no excuse for errors in a word-processed document.

Remember to complete the grid on page 15.
Now read the next sections of the PowerPoint presentation in Outcome 2, Checking your work.

Checking your work – Activity 1

Do the proof-reading exercise below.

Exercise 1

Read the two passages below. The top passage is correct but the second has several errors, which you should mark.
Some forms of meeting (such as statutory meetings) are more elaborate and formal than others and consequently more time consuming. If, for instance, the meeting is to be an Annual General Meeting many formalities have to be observed. Other meetings such as departmental meetings can be more informal as the number of members can be kept to a minimum, the amount of paperwork reduced and the order of business made more flexible.

[image: image1.png]Learning
+Teaching
Scotland





Some forms of meeting (such as statutory meetings are more elaborate and formal than others and consequently more time consuming. If, for instance the meeting is to be an Annual General meeting many formalities have to be observed. Other meetings such as departmental meetings can be more informal as the number of members can be kept to a min, the amount of paperwork reduced and the order of business made more flexible.
Checking your work – Activity 2

Do the keying exercise below.

Exercise 3

Instructions
1. Create a new Word document and save it as exercise 3.
2. Put your name, date and filename in the footer.
3. Use Arial font, size 14.
4. Type in the sentences below in 1.5 line spacing.
5. Use margins of 3.75 cm.
6. Proof-read your work and print out one accurate copy.
A word processor has a cursor which is the flashing line you can see.

You can delete an error immediately by pressing the backspace key.

You can use the mouse or the directional keys to move the cursor.

The word processor will decide when to take a new line.

The feature mentioned above is called ‘word-wrap’ or ‘wrap-around’.
It is necessary to save your document so that you can edit it later.

When you save your document you must give it a unique name.

You can embolden or underscore text very easily.

Embolden means to make darker or heavier.

Please remember to proof-read your work very carefully.

Remember to complete the grid on page 15.
Now read the last section of the PowerPoint presentation in Outcome 2, Common house styles.
Common house styles – Activity 1

Complete the sentences below. All of the missing words can be found in the PowerPoint presentation.

Punctuation
You must leave _____ space before you start the next sentence.

Figures and words
Numbers from _____ to _____ must be typed in words.

At the beginning of a sentence a number is always typed as a _______.

Money
The __________ sign and the __________ sign must never be used in the same amount of money.

Measurements and weight
A ___________ is always left between the number and the unit of measurement.

Time
Time may be typed using the ____ hour clock or the _____ hour clock – you must ________ one style within each document.

Percentages
These may be typed by using _______ or in words.

Dashes and hyphens
A _________ is used to mark a break in a sentence.

A _________ is used to join words together.

Common house styles – Activity 2

Do the proof-reading exercise below.

Read the two passages below. The top passage is correct but the second has several errors, which you should mark.
If you wish to take advantage of this special offer, go along to your local swimming baths and pick up a leaflet. They will be able to tell you exactly when lessons will be held. Come and join us!  We have special classes for youngsters as well as those of more mature years. You can even opt to have individual lessons at very little extra cost.


If you wish to take advantage, of this special offer,  go along to your local swimming baths and pick up a leaflet. They will be able to tell you the exact time when lessons will be held. Come and join us !  We have special classses for youngters as well as those off more mature years. You can even opt to have individual lessons at very little etxra cost.

Remember to complete the grid on page 15.
Further keying-in exercises

Now that you have finished reading the presentation, do these final exercises. When you have finished, your teacher/lecturer will give your work to a classmate to peer assess it. You will have to peer assess someone else’s work. Check it for accuracy. Tell the person what they have done well. Tell them how you think they could improve their work. Use the Peer Assessment checklist page at the end of this workbook (Appendix 2) to help you when you are looking at your classmate’s work. Spend some time talking to the person whose work you have assessed to explain what you have put on the checklist page.

When you have got your piece of work back, make the improvements your classmate has recommended and then give it to your teacher/tutor.

Exercise 4

1. Create a new Word document and save it as exercise 4.
2. Put your name, date and filename in the footer.
3. Use Comic Sans font, size 14.
4. Type in the paragraphs below in single line spacing.
5. Use margins of 2.54 cm.
6. Proof-read your work and print out one accurate copy.
When using the telephone be clear and precise and remember that you cannot use facial expressions or gestures to help to show your meaning.

Before making a call, write a list of points you want to discuss. When you make the call, say who you are and who you wish to speak to. Keep paper and pen by the telephone to take messages for other people, or to make a note of points as they arise during the conversation. Most important of all – be polite to the person at the other end of the telephone, you represent your firm.

Remember, happy customers are good for business, and without them you would be out of a job!

Exercise 5

1. Create a new Word document and save it as exercise 5.
2. Put your name, date and filename in the footer.
3. Use Courier New font, size 16.
4. Type in the paragraphs below in single line spacing.
5. Use margins of 3.75 cm.
6. Proof read your work and print out one accurate copy.
There are over 200 word-processing packages on the market – some of them are aimed just at the home user but more are aimed at the business user.

They all offer the user the ability to input, save, retrieve and print text, and the text editing functions of delete and insert. The ability to move blocks of text, copy blocks of text and delete blocks of text are also standard features. Other standard features include altering margins, line spacing, centering and indenting paragraphs.

An important point to note about using your word processor is that you should use everything you need – but not everything you can.

Exercise 6

1. Create a new Word document and save it as exercise 6.
2. Put your name, date and filename in the footer.
3. Use Times New Roman font, size 12.
4. Type in the paragraphs below in 1.5 line spacing.
5. Use margins of 2.54 cm.
6. Proof-read your work and print out one accurate copy.
7. Underline the VIEWDATA/VIDEOTEXT heading.
Viewdata/Videotext
Viewdata gives the public access to a large information database, using a television set as a terminal, existing communication lines and very simple low-speed communications technology. The viewdata concept has been extended to private databases, still retaining the concept of inexpensive equipment and simple methods to provide quick and easy access to information.

Viewdata involves storing text and graphic information in colour on a computer. Prestel was the first commercial viewdata service in the world. A viewdata-based bulletin display can replace the notice board, freeing the internal mail system from circulars, etc. For certain people the viewdata terminal will provide access to databases for specific trade or professional information held on external systems.

Exercise 7

1. Create a new Word document and save it as exercise 7.
2. Put your name, date and filename in the footer.
3. Use Arial font, size 14.
4. Type in the paragraphs below in single line spacing.
5. Use margins of 2.54 cm (right margin) and 3.75 cm (left margin).
6. Proof-read your work and print out one accurate copy.
7. Make the heading bold.
The memorandum
Taking a memorandum or indeed writing it yourself may appear to many to be a routine task. But the smooth running of any organisation depends a great deal upon the smooth internal communication of information. This can be traced back to the memo.

The memo serves a purpose in any organisation. It may simply be a short communication between two people. It may convey information from the top level of the organisation to the bottom or vice versa. Could this information not be passed on in person or by telephone?  Would this not save time and effort?

Putting the message in print is more likely to get an immediate action or reply and acts as a permanent record or reference.

Exercise 8

1. Create a new Word document and save it as exercise 8.
2. Put your name, date and filename in the footer.
3. Use Comic Sans font, size 14.
4. Type in the paragraphs below in 1.5 line spacing.
5. Use margins of 2.54 cm (left margin) and 5 cm (right margin).
6. Proof-read your work and print out one accurate copy.
Printers
Dot matrix printers form characters using dots. Dot matrix characters are printed out at approximately 100 characters per second.

Daisy wheel printers are impact printers and give a high-quality finish but are extremely noisy. The daisy wheel type characters are arranged in a petal formation, hence their name, and print out at approximately 55 characters per second.

Ink jet printers spray ink onto the paper. Ink jet printers give a high-quality print finish and print out at approximately 85 characters per second.

Laser printers are relatively new to the market. They are quieter than daisy wheel printers, give an extremely high-quality print and print a whole page at a time.

Exercise 9

1. Create a new Word document and save it as exercise 9.
2. Put your name, date and filename in the footer.
3. Use Arial font, size 14.
4. Type in the paragraphs below in single line spacing.
5. Use margins of 2.54 cm.
6. Proof-read your work and print out one accurate copy.
The main lesson from the manager, from the experience of companies that have experimented with job enlargement or job enrichment, and from studies of social scientists, is the need to consider how people react to different types of jobs.

The aim should be to try and design jobs that encourage people to be productive. There are no easy answers to how to do this, but we know something about the nature of jobs that are likely to be satisfying to their holders. These guides to job design for the more routine jobs can be summarised in three points:
The job should be a distinct stage in the work process so that the worker or workers can see a result.
The speed of the job should depend on the people doing it, so that workers can vary their pace.

The job should contain some challenge some element of skill or judgement.

It may be possible to include these elements in individual jobs, but where it is not, it may be possible to provide them for a small group.

Exercise 10

1. Create a new Word document, save it as exercise 10.
2. Put your name, date and filename in the footer.
3. Use Comic Sans font, size 12.
4. Type in the text below in single line spacing.
5. Use margins of 2.54 cm.
6. Proof-read your work and print out one accurate copy.
Treetops Video Services
Why not take this opportunity to join the Treetops Video Club?  You will be very glad you did.

We are offering a 10% reduction for 3 months if you join the Treetops Video Club before 5.00 pm on Friday.

Just look at what we offer our customers:

We believe that we offer the widest range of video titles in the area.

We always have approximately 3000 video films in stock – more than enough to ensure that you always have the widest choice.

Our new Video Express service will take all the bother out of renting films.

We regularly send all Club members a list of new titles, with our recommendations for films that we believe you would find worth hiring.

Our Video Express delivery service allows you to telephone us on our new express line and let us know which particular film or films you want to hire. Within a few seconds our motor-bike courier will be on his way to your home with your selection. 
If you are not a member, joining is quick and easy – and you will be amazed at our range of films.

How you will be assessed for Outcome 2

You need to key in two paragraphs of error-free text. Remember to proof-read your work before you hand it to your teacher/tutor.

Now ask your teacher/tutor for the assessment – good luck.

Appendix 1

Activities answer sheet

Answers to Tidy workstation –Activity 1

Possible answers could include:

· File loose papers in the filing cabinet

· Put calculator in drawer

· Clear papers on computer into plastic folder next to monitor

· Remove cardigan from chair

· Clear out under desk to give leg room

You may have suggested others that will help.

Answers to Tidy workstation – Activity 2

1. Keyboard

2. Hard drive

3. Monitor

4. Mouse

5. Monitor controls

Answers to Operating and safety procedures – Activity 1
1 d; 2 b; 3 c; 4 b and d; 5 b; 6 b

Answers to Filing – Activity 1
In any filing system, documents are stored so that up-to-date information can be provided when required.

Paper-based documents can be stored in filing cabinets.

A filing system must be quick and easy to use. 
Documents and workbooks should be filed after use.

For security purposes, all confidential documents should be retained in lockable cabinets. 
Electronic files can be stored on a CD or a USB-Drive. Every electronic file must be given an appropriate name, so it can be identified.

When storing CD ROMs, you should never stick one disk label on top of another, or place disks near a magnetic source.

Answers to Know your keyboard – Activity 1
Left hand is 
A S D F

Right hand is
J K L ;

When typing you should keep your elbows close to your body and your wrists and forearms level.

Answers to Checking your work – Activity 1
Did you find all five errors? The changes have been made in bold.

Some forms of meeting (such as statutory meetings) are more elaborate and formal than others and consequently more time consuming. If, for instance, the meeting is to be an Annual General Meeting many formalities have to be observed. Other meetings such as departmental meetings can be more informal as the number of members can be kept to a minimum, the amount of paperwork reduced and the order of business made more flexible.
Answers to Common house styles – Activity 1

Punctuation

You must leave one space before you start the next sentence.

Figures/words

Numbers from one to ten must be typed in words.

At the beginning of a sentence a number is always typed as a word.

Money

The pound sign and the pence sign must never be used in the same amount of money.

Measurements/weight

A space is always left between the number and the unit of measurement.

Time

Time may be typed using the 12 hour clock or the 24 hour clock – you must keep one style within each document.

Percentages

These may be typed by using % or in words.

Dashes/hyphens

A dash is used to mark a break in a sentence.

A hyphen is used to join words together.

Answers to Common house styles – Activity 2

Did you find all nine errors? The changes have been made in bold.

The deletions were: 
· comma after advantage

· extra space before go

· the before exact

· space after us and before !
If you wish to take advantage of this special offer, go along to your local swimming baths and pick up a leaflet. They will be able to tell you exactly when lessons will be held. Come and join us!  We have special classes for youngsters as well as those of more mature years. You can even opt to have individual lessons at very little extra cost.

Appendix 2

Peer assessment checklist

	Is the work accurate?  Look at the following and tick the box
	Yes
	No

	Spelling
	
	

	Words (check for missed words or extra words)
	
	

	Punctuation
	
	

	Grammar
	
	

	Use of house styles (numbers, money, time, etc.)
	
	

	Spacing
	
	

	Layout (font, footer, etc.)
	
	


Here is what I think you did well and what you could do to improve.

	Star

	Star

	Wish


Assessor name ______________________________
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