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COURSE GUIDE

Introduction

BED112 —Advanced Word Processing. This course is a 2-unit course designed to train
the learners on mastering of word processing and document display. The course
involves a lot of activities, which must be practiced if proficiency is to be gained.

What you will learn in this Course
You will be taught Business Documents, Display, Legal and Literary work.

Course Aims

There are eleven study units in the course and each unit has its’ expected learning
outcomes (objectives). You should read the expected learning outcomes of each unit
and bear them in mind as you go through the unit. In addition to the learning outcomes
of each unit, the overall aims of this course include:

I. To produce teachers who can teach word processing at secondary school and
practice the skill at industry level.

ii. To have well skilled teachers who can apply the knowledge of computer in
teaching and learning.

Course expected learning outcomes (objectives)

The expected learning outcomes of this course are:
a. to inculcate in learners appropriate word processing skills
b. to educate learners on how to create business documents

c. educate learners on how to implement keyboarding and word processing skills
in keeping business records.

Working through this Course

You have to work through all the study units in the course. There are three modules
and thirteen study units in all.






Course Materials

Major components of the course are:
1. Course Guide

2. Study Units
3. Textbooks

4. CDs
5. A Tutor

6. Assignments File
6. Presentation Schedule

Study Units
The breakdown of the three modules and thirteen study units are as follows:

Module 1 Business Documents
Unit 1 Letters
Unit 2 Memorandum

Unit 3 Tabulations
Unit 4 Mail Merging/e-mail

Unit 5 Speeches and Reports
Module 2 Display

Unit 1 Display
Unit 2 Document Enhancement

Unit 3 Multiple Columns on a Page/Multiple pages
Module 3 Legal/Literary Work

Unit 1 Legal Document

Unit 2 Literary Document

Unit 3 Skill Mastering



Textbooks and References

Every unit contains a list of references and further reading. Try to get some of the
textbooks and materials listed. The textbooks and materials are meant to deepen your
knowledge of the course.

Assignment File

In this file you will find all the details of the work you must submit to your tutor for
marking. The marks you obtain from these assignments will count towards the final
mark you obtain for this course. Further information on assignments will be found in
the Assignment File itself and later in this Course Guide in the section on assessment.



Presentation Schedule

The Presentation schedule included in your course materials gives you the important
dates for the completion of tutor-marked assignments and attending tutorials.
Remember that you are required to submit all your assignments by the due date. You
should guard against falling behind in your work.

Assessment

Your assessment will be based on tutor-marked assignments (TMAs) and a final
examination which you will write at the end of the course.

Tutor-Marked Assignment

Every unit contains assignments. You are advised to work through all the assignments
and submit them for assessment. Your tutor will assess the assignments and select
four; which will be marked and the best three will be selected which will constitute
the 30% of your final grade. The tutor-marked assignments may be presented to you
in a separate file. Just know that for every unit there are some tutor-marked
assignments for you. It is important you do them and submit for assessment.

Final Examination and Grading

At the end of the course, you will write a final examination which will constitute 70%
of your final grade. In the examination, which shall last for two hours, you will be
requested to answer three questions out of at least five questions.

Course Marking Scheme

This Table shows how the actual course marking is broken down.

Assessment Marks

Assignments Four assignments, best three marks of the
four count as 30% of course marks

Final Examination 70% of overall course marks

Total 100% of course marks

How to get the most from this course

In distance learning, the study units replace the university lecture. This is one of the
great advantages of distance learning; you can read and work through specially designed
study materials at your own pace, and at a time and place that suits you best. Think of
it as reading the lecture instead of listening to the lecturer. In the same way a lecturer

might give you some reading to do, the study units tell you when to read, and which are



your text materials or set books. You are provided exercises to do at appropriate points,
just as a lecturer might give you an in-class exercise. Each of the study units follows a
common format. The first item is an introduction to the subject matter of the unit and
how a particular unit is integrated with the other units and the course as a whole. Next
to this is a set of learning outcomes (objectives). These learning outcomes let you know
what you should be able to do by the time you complete the unit. These learning
outcomes are meant to guide your study. The moment a unit is finished, you must go
back and check whether you have achieved the expected learning outcomes. If this is
made a habit, then you will significantly improve your chances of passing the course.
The main body of the unit guides you through the required reading from other sources.
This will usually be either from your set books or from a reading section. The following
is a practical strategy for working through the course. If you run into any trouble,
telephone your tutor. Remember that your tutor’s job is to help you. When you need
assistance, do not hesitate to call and ask your tutor to provide it. In addition, do the

following:

1. Read this course guide thoroughly, it is your first assignment.

2. Organise a study schedule. Design a course overview to guide you through the
course. Note the time you are expected to spend on each unit and how the
assignments relate to the units. Important information, e.g. details of your
tutorials and the date of the first day of the semester is available from the study
centre. You need to gather all the information into one place, such as your diary
or a wall calendar. Whatever method you choose to use, you should decide on
and write in your own dates and schedule of work for each unit.

3. Once you have created your own study schedule, do everything to stay faithful to
it. The major reason that students fail is that they get behind with their course
work. If you get into difficulties with your schedule, please let your tutor know
before it is too late for help.

4. Turn to Unit 1 and read the introduction and the expected learning outcomes for

the unit.



5. Assemble the study materials. You will need your set books and the unit you are
studying at any point in time.

6. Work through the unit. As you work through the unit, you will know what sources
to consult for further information.

7. Keep in touch with your study centre. Up-to-date course information will be
continuously available there.

8. Well before the relevant due dates (about 4 weeks before due dates), keep in mind
that you will learn a lot by doing the assignment carefully. They have been
designed to help you meet the expected learning outcomes of the course and,
therefore, will help you pass the examination. Submit all assignments not later
than the due date.

9. Review the expected learning outcomes for each study unit to confirm that you
have achieved them. If you feel unsure about any of them, review the study
materials or consult your tutor.

10. When you are confident that you have achieved a unit’s learning outcomes, you
can start on the next unit. Proceed unit by unit through the course and try to pace
your study so that you keep yourself on schedule.

11. When you have submitted an assignment to your tutor for marking, do not wait
for its return before starting on the next unit. Keep to your schedule. When the
assignment is returned, pay particular attention to your tutor’s comments, both
on the tutor-marked assignment form and also the written comments on the
ordinary assignments.

12. After completing the last unit, review the course and prepare yourself for the
final examination. Check that you have achieved the unit learning outcomes
(listed at the beginning of each unit) and the course learning outcomes (listed in

the course guide).

Facilitators/Tutors and Tutorials

The dates, times and locations of these tutorials will be made available to you, together

with the name, telephone number and the address of your tutor. Each assignment will



be marked by your tutor. Pay close attention to the comments your tutor might make on
your assignments as these will help in your progress. Make sure that assignments reach

your tutor on or before the due date.

Your tutorials are important therefore try not to skip any. It is an opportunity to meet
your tutor and your fellow students. It is an opportunity to get the help of your tutor and

discuss any difficulties encountered in your reading.
Summary
This course would train you on the basics you require to become competent in word

processing.

Wish you the best of luck as you read through this course.
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MODULE 1

BUSINESS DOCUMENTS

This module would take you through the major documents that are used in the business
world. Documents are very vital in day-to-day business activities. It is only through
accurate documentation that any business can survive. Can you recollect the type of
document you have personally had contact with in the business world? Does your
recollection go with the documents listed in the units below? Whichever way, compare
with the units below as they are going to be the units that would be treated in this
module:

Unit 1 Letters

Unit 2 Memorandum

Unit 3 Tabulations

Unit 4 Mail Merging/e-mail
Unit 5 Speeches and Reports

UNIT 1: LETTERS

CONTENTS

1.0 Introduction

2.0 Learning Outcomes

3.0 Main Content

4.0 Conclusion

5.0 Summary

6.0 Tutor-Marked Assignment
7.0 References/Further Readings

1.0 INTRODUCTION

One major way written communications are expressed within and outside business is
through the use of letters. This was more pronounced before the advent of mobile
phones, whereby the only major ways people could communicate with their loved ones
at a distance is through letter writing, which has to be sent through the Post Office. Is
this strange to you? But today many people hardly write any other type of letter except
business letter because of its importance in business. Nothing has been able to replace
it. The only improvement which has come in the electronic form came to speed up the
delivery system. What is written and what is displayed is still very vital.



2.0 LEARNING OUTCOMES
At the end of this unit, you should be able to:

a. identity the various types of letters
b. type a simple business letter

3.0 MAIN CONTENT
There are different types of letters such as:

Business letters

Circular letters

Form letters

Personal letters
Personal/business letters

Business Letters

Some terms that are commonly used in business letters will be looked into. Such terms
as attention line, enclosure, confidential line, urgent, postscripts, care of, through,
catchwords, continuation, printed letter headed paper, photocopy and blind photo copy.

Parts of a business letter:

-

. Reference

. Special mark used in letters such as private, confidential, personal, urgent, registered,
by hand

. Date

. For the attention of

. Name and address of the addressee

. Salutation

. Subject heading

. Body of the letter

. Displayed matter

10. Complimentary close

11. Name of signatory

12. Enclosures

13. Postscripts

14. Photocopies/Circulation copies

15. Blind photocopies/blind circulation copies

N
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16. Continuation sheets
17. Signing letters



Reference: There are two forms of reference —our reference and your reference. These
are usually abbreviated as ‘Our Ref” and ‘Your Ref’. Reference is used when a written
contact has already existed between the writer and the addressee. The writer uses Our
Ref while the addressee would be referred as Your Ref. Where Our Ref and Your Ref
are already printed on the paper, the typist should make use of the ruler as a guide to
type in the references to align with the prints. If the references are not already printed
and you are to type on plain paper, leave one inch to the top margin and type the
reference. But if it is to be typed on a printed heading, turn up two single spaces and
type the references. You can type either of them first, though some schools of thought
may say type one first before the other. Type the reference at left margin and give one
clear space between Our Ref and Your Ref.

Special Marks: These are typed at the left margin with one or two clear spaces after
the last line of reference.

Date: Type at left margin if it is blocked style or type on the same line as the reference
to block at the right margin if indented style is used with one or two clear spaces after
the reference or special mark.

For the Attention of: Most business letters are addressed to the firm, but where the
writer of the letter wishes to reach a particular individual or person, the words, _FOR
THE ATTENTION OF... are typed on the left hand margin. Give one or two clear
spaces between the last line of typing and ’For the Attention of...” When the words
’FOR THE ATTENTION OF’ are used the salutation becomes plural e.g. Dear sirs. The
wording is also typed on the envelope one or two clear spaces above the name and
address.

Name and Address of Addressee Type in single line spacing at the left margin with
one or two clear spaces after "For the attention of’, reference or special mark.

Salutation: Type at the left margin with one or two clear spaces after the last line of
address. Where the salutation is to be written in ink, leave enough space.

Subject Heading: For blocked style, it is typed at the left margin and centered if it is
indented. Type in capital letters or type in capital letters and bold without underscore.
Underscore when initial capitals are used.

Body of the Letter: Leave one or two clear spaces after the heading. se blocked
paragraph if you are using blocked style, and indented paragraph if you are using
indented style. Use single line spacing.



Displayed Matter: When you are using blocked style line of all displayed matters, start
at the left hand margin with one clear space before and after the matter. If the display is
in column, leave appropriate space between columns. If it is indented style, center the
display matter on the typing line. If it is an inset with quotation, use single line spacing
and you may reduce the font size or italicize for emphasis. Once it is inset, it must be
typed as an inset even when you are using blocked style. However where a specific
instruction is given, follow the instruction.

Complimentary Close: Typed at the left margin if blocked style is used and from the
midpoint of typing line if indented style is used. When the salutation reads Sir(s),
Madam, the end would be *Yours faithfully” which may be followed by a company’s
name but when the salutation is Dear Mr...., Dear Miss...,etc, the end would read
Y ours sincerely’.

Name of Signatory: In business letters, male persons do not append the word Mr.’
before and after their names. But for women/ladies they have to append "Miss’,’Mrs.’,
or ’Ms’ before their names or after in brackets.

Enclosures: Most business letters usually go with one enclosure or the

Other, i.e. enclosing extra document such as ‘quotation list’ in the envelope containing
the letter. In this case the enclosure would have been referred in the content of the letter.
After the last line of typing, leave one clear space and type Enc if it is one enclosure
and Encs if it is more than one. Some companies prefer to use the abbreviation ’Att’
when the word ’attach’ is used in the body of the letter. When the attachment is in the
singular form, type the number of attachment e.g. Att 4. Enclosure is typed at the left
margin be it blocked or indented style.

Postscripts: Postscripts are typed at the foot of the letter. Postscripts are used either
because the writer forgot some important point(s) he wanted to make or for the
purpose of emphasis. Postscripts are typed one or two clear spaces after the last line
of typing and they are typed in single line spacing. Use paragraph heading. Type the
abbreviation PS, leave two character spaces and type the content. If you are using
closed or full punctuation, put a full stop after the S.



Photocopies/Circulation Copies: Business letters are usually duplicated for reference
purposes and at the same time one or more persons may need to have the same
information communicated to the addressee. In this regard, copies need to be sent to the
persons in question. After all typing, at the foot of the letter, type "PC’ or ’cc’ and type
the name of the persons one after the other e.g.

PC: Chairman, Registrar, Bursar, File

At the end of typing, print a copy and make photocopies for the number. Photocopy is
recommended because it is cheaper than reprinting from the computer. But where the
additional copies are printed directly from the computer, use ’CP’ instead of "PC’. °’CP’
means _computer print’. Type at the left margin. Underline or tick the side of the name
for whom copy is intended. E.g.

cc: Chairman cc: Chairman
Registrar Registrar
Bursar Bursar
File File

cc: Chairman cc: Chairman
Registrar Registrar
Bursar Bursar
File File

Blind Photocopies/Blind Circulation Copies: At times the writer may not want the
addressee to know that the content of the letter has been sent to some other persons. In this
case the PC or CP will not appear on the original copy. After typing the letter, copy and
paste on another page and then type PC OR CP on the copied page. This now implies that
two original copies will be printed from the machine. The copy without the copied names
is sent to the addressee and the second copy containing the copied names is photocopied
but the original of this copy is kept as the file copy and the photocopies are sent out. If
the above is typed as blind photocopies it would appear thus:

bpc: Chairman
Registrar
Bursar
File



Continuation Sheets: Sometimes a letter may run into a second sheet. When this
happens, you should follow the following steps of typing:

1. Use plain sheet of the same size, quality and colour as the previous page.

2. Type the name of addressee, page number and date starting from the fourth line from
the top. In blocked style all details are typed on the left margin in the following
order —page number, date, name of addressee but in indented, the addressee’s
name is typed at the left margin, the page number is centred on the typing line
and the date ends at the right margin, give two clear spaces and continue the body
of the letter.

3. Do not take only the complimentary close and the name of the writer to the
continuation sheet at least take two lines or a paragraph to the continuation sheet.

4. Do not type the words _CONTINUED’ or PTO’ at the foot of the letter. This is
seldom used in letters.

5. You may use catchword i.e. the first word in the continuation page typed at the foot
of the preceding page.

6. You must not use page number as catchword.

Signing Letter: Sometimes an employee may be required to write and sign a letter on
behalf of his employer. When this happens, the name of the company is typed
immediately after the complimentary close e.g.

Yours faithfully

CARRET & CO LTD
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4%-June 2019+

The-Managing Director,
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Continuation sheet in blocked style
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Continuation sheet in blocked style



Continuation sheet with indented style

Note the position of the date in indented style, it aligns with right hand
margin.

Circular Letters

These are letters of the same contents but sent to different persons. Type the format
and save in the computer. Provide space for the addressee's address. On request fill
the space for addressee's address to meet with individual need, print and send.

SPREINGFORTH SCHOOL-OF EDUCATION »

ADEGBOLA-AVENUE+
o
TIKEJA-TLAGOS.
M
+
........................ +
5L
__________________ #
M
Dear . ... o
+
Invitation to'Parents: Teachers' Association'(PTA)~
+
First* and' foremost,® we* want' to* appreciate’ vour* great* contribution’
towards: our just’ concluded' Inter House' Sport' competition, * through-
which-the'school was able-to'make-a-furtherimpactin-thesociety.+
o
Asvouknow there'is‘a‘tradition‘in‘the‘school‘forteachers‘and parents:
to'meet-at-the end of everv-term to-discuss ‘the welfare of our- children -
On- this* note* we* therefore' request” vour® presence’ on® behalf* of* vour-
childward: ... ... to attend: the' forth' coming * meeting:
scheduletocholdon'... ... ... in*the-usual‘venue .+
+
Thank voufor vour cooperation._+
+
Y ours-sincerely,+
+

UsunobunT-0.«
Headof Schooly




The dotted spaces are to be filled with matching information which will vary from
person to person. As earlier mentioned, this type of circular letter would be better
achieved if mail merge is used because it is going to several persons of about 100 and
above.

Form Letters

These are letters designed in the form of a form. Though it is a letter, there are spaces
left out to be filled for individual persons e.g. admission letters contain the same
wordings except for the course of study, level, and name. Spaces are left out to be filled
at the point of need. A copy could be typed, printed and photocopied and fill the spaces
with pen at the time of distribution or the form letter is typed and saved in the computer
and the necessary information are filled in the computer at the time of requirement
before printing out. The method to be used depends on the house style available.

Personal Letters

Personal letters contain the following parts:
1. Writer’s address
2. Date
3. Addressee’s address
4. Salutation
5. Subject heading
6. Body of the letter



7. Complimentary close
8. Writer’s name



It is not all personal letters that have subject headings such as letters to friends or
relatives. Personal letters that have subject headings are those with business tune, like a
letter of permission to visit a particular firm or company. Writers of personal letters
write for themselves, they are not writing on behalf of firm. Most of these types of
letters do not have printed heading. Therefore, the writer is expected to type his/her own
address. If it is blocked style, type the writer’s address at the left margin, leave one clear
space and type date, leave another one clear space and type the addressee’s address,
leave one clear space and type salutation. After this, every other thing remain the same
as discussed in business letter. See examples below:

W ricer'a adde s
Writer'd addeeaa
Darz
Dawz
Addreaee 3 addres
Addrramer 3 addoea
Zalurancd
Salwsasdd
Zukyect baadiag (ifagy)
Tuloypace badidg (ifay]
R AR R
B AR LA LR A R R LR AR
AR R AR RN R AR RN AR AR AR R AR R R AR AR R R AR RARE
R R R R R AR e
EEREEE
E e R R AR R
e A AL LR AR R LR R R AR R
AR R AR RN R AR RN AR AR R R AR R R AR AR AR AR EARE
e R R R R AR
B R R e e
¥olra adcemly ol Adcamly
Qizeafya 4.9 Qpeafya & 0

Personal letter in blocked style Personal letter in indented style



Note: personal letters end with —yours sincerely inmost times. However if it is a
personal business letter it could end with yours faithfully, e.g. a letter of complaint
from a student to the school authority. The difference between personal business
letter and personal letter is that personal business letter is used when writing to an
unknown firm or person while personal letter is used when writing to somebody
known to you unofficially.

Another important aspect of letter writing is when you are sending a letter through
somebody e.g. a student whose name is omitted in the matriculation list of Lagos
State University, Anthony Village Campus though legitimately admitted writes a
letter of complaint to the registrar through the head of department. Such a letter will
take the following format. Let’s assume that the student is in Economics department
and his name is Osemene Okoruwa.

Departmerit of Economics
Faoultyrof Social Scimices
Lagos Smte Thirercty
Axghooy - Village Campoos
Lagos
5% hane 2003
To: The Regidrar
Lagpe State Uhirercty
Andharer - Vilhge Camgpus
Lagps
Throngghe The Head of Departmett
Faoalky of Social Sciamnces
Lagps Stae Uharersty
Ardharey— Vilbee Campus
Lagms

RE: OMISSION OF NAME

The aspect | want to draw your attention to is the address of both the writer and the
addressee. The letter is taking the upward form of communication, therefore it is
passing through the head of department to the registrar. In this type of letter, the
address of both addressees would be required. These are typed distinctly for
clarification. Some schools of thought feel that ‘Through’ should be typed first



before the ‘To’. Others say no, it has to be ‘To’ before ‘Through’. There is no hard
and fast rule to hold to this, therefore a house style could be adopted or follow a
desired style. Every other thing follows the style of typing a business letter.

4.0 CONCLUSION

Always remember the different types of letters that are used in the business world
and you should be able to know what type of letter and style that are needed at a time.
It is also important to note that the most commonly used style internationally is
blocked style, therefore try to adhere to it.

5.0 SUMMARY

There are different types of letters —business, circular, form, personal and
personal/business. Each of these letters has its peculiarities in format or layout which
need to be learnt and practiced.

6.0 TUTOR-MARKED ASSIGNMENT

Type the following letter. Use A4 portrait size of paper and type in block style.

eﬁear

Thank you ﬁr - your Jetter ?flo az:y 2007 about the above account.

— " D chnview?ft/{éﬁcttﬁatyou kave made an
affft'cavion to extend your crodit, J should fike  you tomake arrangement te Feve— met‘t’nj a have

with wus sometime tfun'nj the course ?f the next menth.

S

TTTT—— We fook. féru’an[ to seeing you

at the earfiest opportunity.

-— J am sure you are aware ?f't/z'é fiwt that our interest rates could be  going up in the near
future. TJo should fike to , point out that it would be adiisable to take into consideration the fenjtlf ?f

time  you will reguz're torepay the amount you wisk to borrow.

%ur& .n'ncere{y,



Ts. adidross the fetter so Mo
Ofui{'yz’ Akande ?f“Centraf
Gontrof Jower, @Jim Hito 12

LJM using tofay sdate .



6.1 Guide on Tutor-marked Assignment

a. Take note of the instruction; type the letter in block style, even though the
manuscript is in indented style.

b. Read the whole unit again before you attempt the assignment, especially the
section on ‘parts of a business letter’.

c. Take special note of the transpositions you are expected to make.

d. When you finish the assignment, read it to yourself and see whether it makes
grammatical and content sense.

7.0 REFERENCES/FURTHER READINGS

1. Amoor, S.S. (2020). Office Secretarial Standard Practices.
Zaria: ABU Press.

2. Sani, A. (2018). Entrepreneurship in Business Education.
Zaria: Concept+Designs & Prints.

3. Insley, R. (2016). Business Letters and Memos. 2" Ed.
New York: Kendall Hunt Publishing.

4. Taylor, S. (2015). Model Business Letters, Emails and other Business
Documents. 7" Ed. London: Prentice Hall.

5. Canavor, N. (2016). Business Writing Today. 2" Ed.
Singapore: SAGE Publications, Inc.

6. Sani, A. (2015). Executive Office Practice and Procedures.
Zaria: Jerry Press
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1.0 INTRODUCTION

Memorandum is the most commonly used format of written communication within an
organisation. Most times it is referred to as memo. Just as there are peculiarities in
presenting letters so also there are peculiarities in the presentation of memos. Some
people have the view that memos are only sent from the superior downwards; there is
no hard and fast rule that suggests this. Memo can be used by either parties, it is just a
means of conveying information from one person to the other. One thing that should be
noted in writing, be it letters or memos, is that the words should be friendly.

2.0 LEARNING OUTCOMES

At the end of this unit, you should be able to:
i. identify memos;
ii. differentiate between memos and letters;
iii. type different types of memos.

3.0 MAIN CONTENT

The abbreviation ‘memo’ is commonly used for the word “memorandum”. The word
‘memoranda’ is the plural form of memorandum. Where the abbreviation memo is not
used; the full singular form memorandum is used. It is used in sending messages within
an organization either within branches or from head office to branch office.



The layout of the headings varies. There are two major styles of typing - blocked or
indented.

1 B Rt O LI 1 BRI Rt O LI
T Froe . Ref.
FRaM To. DOare .
OosTE Zubecr Headidg
SUEIECT HEADIMNG %
AAAAAAL AL AL AL AL SIS LA AL LA
EEEE S EEEEEEE RS SR
)
7L
Br4C Enc.
Blocked Indented

Some organizations have the headings printed on desired paper. Where this is available,
set the left margin to align with the beginning of the print and fill the necessary
information required. To have proper alignment, make use of the ruler on the screen.
You could also take physical measurement of the paper you are going to print on after
typing to ensure accurate alignment. Where there is no printed headed paper, use the
usual papers for typing letters - A4 portrait or A5 portrait or landscape. Leave one inch
at top margin, one inch at left margin, % an inch to the right and bottom margins. On
the other hand you could make all the margins equal at one inch each. Be consistent
with the space given after each heading. You also need to be consistent with the style
of punctuation - either open or closed punctuation. The style is the same with that of
letters. See below:

MEMORANDUM MEMORANDUM
FROM: FEF: FROM BEF
TO: TO DATE
Sbject Hewdmg Subject Heading
+5200000000000000000000000000000 WYinmn

Indented style with closed punctuation Indented style with open punctuation

It is not compulsory that From, To, Ref and Date be typed in capital letters;
they could be typed in initial capitals but not lower case all through.



Sometimes you may have to type a long memo which may run into another sheet. This
will be the continuation of the first page. See below on how continuation sheet should
be laid out.

The name 2 Date
2 of recipient

TBate ‘#_j

—?he name of recipient XXXXLL XA XX XXX XXX XX
X2 XX XX X XX X X0 X 0K X XX X XXX XXX
~ AXAXAXXAXXXLXXLLXALLXLT XXX XXX
3 clear spaces XEXXLXXXXXXXXAX XXX XA XXAXXXLX XXXAXAXAXXXXXX
AXXAXXXLXXXAXAXXAXLXXLXLXXLXX
XXXXLXAXXXXXXAXXXXLAXLLAX

One clear space

One clear space

continuation sheet in blocked continuation sheet 1n indented
style style

Things to Note

Memos do not have salutation and complimentary close. The sender’s identity is already
disclosed at the heading — ‘From’, but for the purpose of fraudulent act it is advised that
you type the name of the person four or five clear spaces after the last line of typing if
it is his/her designation that is typed at the ‘From’ row; leave the space for signature

e.g.

From: Dean (School of Education)

This shows that the memo is coming from the Dean of the School of Education but has
not shown who the Dean is. Therefore, the name of the Dean needs to be shown at the
bottom because anybody could claim the Deanship and come up with a memo that
could disorganize the organization. This is why staff only considers a memo to be
authentic only and only when the name and signature of the writer appears on it and
not just the designation alone. The end of the memo after the four or five spaces will
appear thus:

M

Professor K. O. Akande



This then shows that the writer is Professor K. O. Akande and he is the Dean, School
of Education. This will make the recipient value the memo. This may not have been
necessary were it not for the fact that some writers could impersonate actual senders.
But where the name has already formed part of the heading, leave four or five spaces
and type signature to create space for the writer to sign. It is not compulsory that the
word ‘signature’ must be typed all the time, but the writer needs to sign. E.g:

From: Professor K. O. Akande

The close of the memo will now appear thus:

M M

Or

Signature

Catchword

You may equally use catchword if need be, but do not use the next page number as
catchword e.g. if the first word in the next page is ‘message’, you type the word
‘message’ at the foot of the page at the right corner. This will enable the reader to know
what the first word in the next page is as he/she is turning over the paper. See the
following example:



MEMORANDUM

TO FROM
SUBJECT DATE
LSS0 4008080088080 8808008080068 880 4404

FES S S 400 808008000088 0800808008 00040880 4404
LSS S 400 8.00.5.08.0.6.8.0.0.0 5.4

Imessage

Spacing

Spacing is another vital aspect of typing memos and letters. In typing of letters, use
single line spacing and one and a half at the most where a short letter is involved but
not more than that. Use single line spacing to type long memos, one and half or double
line at the most.

SELF-ASSESSMENT EXERCISE

Type the following

MEMORANDUM-

+

From~ -+ SalesManager - + + To: -+ All-Staff

Subject: -+ Awuction-Saler - + +  Date:+ 19th-August 2019+

+

This- is to- notify- all' members: of* staff of management- is- decision: to- sell- the-
unusedvehicles in'the'organization'to-interested-members -Interested-members:
should see-the'Sales-Manager-tomorrow —20th-August -2019-for-details «

Fpaf,

+

Mr.-AjaguP.-C.«




4.0 CONCLUSION

How did you fair in your practice? | hope you were able to tackle all the problems.
You would have observed some differences between letters and memos. Memos do
not have:

Salutation e.g. Dear Sir
Complimentary Close e.g. Yours faithfully

Addressees’ address, rather the To and From is used

It is also important to note that there is no hard and fast rule that ‘To’ must come first
before ‘From’; any one can be typed first, it all depends on choice.

NOTE: Intyping ofletiers or memoranda, be consistent with the space you give
between he adings or paragraphs. It makes your work more appreciable.

5.0 SUMMARY

Memos are mostly used to convey written information within an organisation. The
two basic ways of presenting memaos are blocked and indented styles. There is a
need for consistency in the punctuation method; it is either closed or open. So also
there are different formats of presentation.

6.0 TUTOR-MARKED ASSIGNMENT

Type the following memo using today’s date and type using open punctuation.

OFFSCE FUMIGATION

by /3 ?ﬁce  premises would bo ft'anigatef this wookend - 3aturd¢'zy zg,ﬁa';gujuat, 2019 axmu:nfcgl 25" pr%uju&t,
z019. *ou are advised to Es@ away odible items ﬁam the gﬁce untifthe ﬁ«.mijatt'on is over.

Should: you find the office not habitable on %ndb}/ —~26M;Z4Ju&t, 2019, report to the Maintenance Office



{:} C:) gsfea-re %te:

The memeo 15 coming ﬁo:m JZ;;. Gare/ Wajie —?f;af qf
ézz:u'ntenance ﬂgut.

fs  going to all. a‘tgﬁ"in the organization.

6.1 Guide on Tutor-marked Assignment

a. Take note of the instruction; for example, you are to use the date on
which you are typing the memo.

b. Read the whole unit again before you attempt the assignment.
c. Take special note of the transpositions you are expected to make.

d. When you finish the assignment, read it to yourself and see whether it makes
grammatical and content sense.

7.0 REFERENCES/FURTHER READINGS

1. Amoor, S.S. (2020). Office Secretarial Standard Practices.
Zaria: ABU Press.

2. Sani, A. (2018). Entrepreneurship in Business Education.
Zaria: Concept+Designs & Prints.

3. Insley, R. (2016). Business Letters and Memos. 2" Ed.
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1.0 INTRODUCTION

So far we have been talking on how straight texts are typed. There are times we put
our texts or figures in columns and rows; it is this form of arrangement that is
classified as tabulation. Texts and figures are typed in tabular form for easy



understanding; it is a way of summarizing information. This unit will introduce you to
different types of tabulations that are commonly used in business.

2.0 LEARNING OUTCOMES

At the end of this unit, you should be able to:

a. ldentify the different forms of tabulation
b. Type simple tabular texts
c. Type simple texts and figures in a tabular form.

3.0 MAIN CONTENT

Types of Tabular Work

The following are the different ways texts and figures could be presented in a tabular
form:

Column of words

Column of words with horizontal headings (blocked and centred) Tabulation with
ruling

Tabulation with vertical and oblique headings Tabulation with multiple line heading
Tabulation with sub-divided headings

Column of Words

Set the tab. You can set the tab by clicking on the ruler directly to mark the various
points each column will start:

g'"""1"""'2"""'3"""'4"""'5'?2:'

In the following ruler, you would observe an L ‘shape’ mark on the ruler that is an
indication of where each tab would begin.




But before this is done, determine the number of spaces to leave in-between columns.
Use the longest line in each column to determine the number of character spaces
required. Let assume we have the following to type:

Ade Omosun Omowumi
Akhbue Samson Akpan
Omoyebagbhe Dada lyabo

To determine the space to leave between the first, second and third column, | have to
locate the longest word in the first column, this is ‘Omoyebagbe’, ’Omosun and
Samson’ in the second column and ‘Omowumi’ in the third column. Then choose the
space to leave between these columns, say 5. Take the cursor to the ruler and click the
points you want the tab stops. Type the words and use tab key to move from the end of
one word to the beginning of the other.

Nowtry'typing-the'example'above. Follow the'illustration'given. .




Column of Words with Horizontal headings (blocked and centered or Indented
Style)

NAME STATE
Omoyebagbe Edo
Akpan Cross River Blocked Style
Omowumi Ondo
Adeboye Ondo
Name State
Omoyebagbe Edo
Akpan Cross River Indented Style
Omowumi Ondo
Adeboye Ondo

In the blocked style, the heading starts at the same point with the text while in the
indented style, the heading is centered on the longest word. The blocked style is most
the preferred.

Note: At the end of typing, centralize your typed document vertically and
horizontally on paper. To achieve this click on ‘page set up’, from the dialog box
click on vertical or horizontal. In some computers from the dialog box, click on
‘layout’ and select as desired. \Where it is not available, adjust manually by using
the enter key and the space bar to move text and objects.

Tyvpe the'examples:abovewithColumn-of Words and Horizontal*
headings.

Tabulation with ruling

Use the table on the menu bar. Tables are collections of information organized in rows
and columns. Tables might contain numbers, text, or combinations of both. Each row
and column intersection is called a cell. A cell is the value at a table’s row and
column intersection.

To create a new table, perform these steps:
1. Select Table, Inset, and Table. Word displays Table dialog box.

2. Specify the number of columns and rows your table will need, you can change these
values later if your table needs change.



3. Enter a column width, or leave the column width field set to Auto if you want Word

to guess the table’s width. You can change a table’s column width at any time
(even after you enter date).

4. When creating your first table, press Enter, once you get used to creating tables,

you can click the AutoFormat button to select from a list of pre-defined table
formats.

5. Click OK (or press Enter) to close the dialog box. Word creates your table and
outlines the table’s cells in a grid format.

Follow the following stages:

Stage one - click Table Stage two —click insert table

f Table -; ﬁindqw gelp

[ Insert L4 } D Table... l
Delete y |

|
1M Table AutoFormat... |
Convert 'S I

<«



Stage three —Select the number of rows and columns as desired before you

Table size
Mumber of columnns: Ia 5‘
Murnber of rows: |2 E”
AukaFik behavior

(% Fixed column width; Iﬁ.utn E"

" AutoFit to contents
" AukoFit to window

Table style: Table Grid AutoFormat. .. I

™ Remember dimensions for new tables

| O I Cancel

click ok.




Use your mouse to adjust the size of a row or column’s width by clicking and
dragging one of the table’s four edges in or out. You can also expand or shrink
individual columns and rows by dragging their edges.

Whenyouw clickonthe lineyou
wish-toradjust,-you-will‘find this:
line-before youdrag.+

+

To move around the table, do any of the following:

Press this To move the table’s cursor here
Tab The next cell
Shift + tab The previous cell

Alt + Page up The column’s top cell



Alt + page down The column’s bottom cell
Alt + Home The current row’s first cell

Alt + End The current row’s last cell

Tabulation with vertical and oblique headings
1. Create the table

2. Type the heading

NAME COUNTRY

3. Highlight the heading

COUNTEY

4. Click format, click text direction and it will appear thus:
Format | Tools Table Window
A Font... |
1 Paragraph..
'E Bullets and tumbering. ..
Borders and Shading...
58 Columns..,

Tabs... l

U Text Drection...

] Change Case...

Background >
Theme...

<

Frames >
AutoFormat. .,

SQyles and Formatting. ..

Revesl Formatting. ..

)? 55} I}'.\



Text Direction - Table Cell

Qrientation -

Texk

Al

Preview

The quick brown
Fox jumps owver

the lazy dog.

2
K | Cancel

A click on text direction will produce
the following box:



Click on any of the desired text direction and click ok.

These are headings in the vertical form.

MAME
COUNTRY

To center within the box, highlight the text and click on the short cut ‘center’ in the
menu bar.

It is difficult to type diagonal heading with word. This is more achieved with Excel
package.

Can | have an example of a diagonal heading? Yes. Here is an example:




Tabulation with multiple line heading

Sometimes headings run into two or more lines. Such headings should be typed in
single line spacing. E.g.

NIGERIAN UNIVERSITY

DEPARTMENTS
Blocked style

NIGERIAN UNIVERSITY

DEPARTMENTS

Indented style



Tabulation with sub divided headings

1. Click table

2. Click insert table

3. Adjust the table

4. Place the cursor on the cell to be divided and click Split cells

5. From the dialog box, select the number of rows and columns and click ok
E.g.

Cells can equally be merged. Highlight the cells to be merged, click on Table, click
merge cell

-TgI:nIe i_E_-.-'inu:In:nw Help

Insert F

Delete 2

J|ﬂ:_':l Merge Cells
1B solit Cells. .
s

Table AutoFormat... E

Converk F i
1

Table Properties. ..

bt
W




SELF-ASSESSMENT EXERCISE

Type the following:

INTERNATIONAL AIR TRANSPORTATION STATISTICS

Category

Passengers Carried (_000)
Passengers/km (million) ......
Cargo Tonnes/km (_000) ......

Freight Tonnes

2016

127.0
405.0

2017

106.3
447.0
5,4717.2
790.7

2018

35.0
140.0
5,628.0
834.0



4.0 CONCLUSION

Remember the rules guiding the typing of tabular work; there are different ways of
presenting headings — horizontal, vertical and diagonal. Also text or figures could be
typed in tabular form, by using the ruler to set the tabs and the tab key to move the
cursor to the typing lines.

5.0 SUMMARY

Texts and figures that may look clumsy in normal typing may be presented in a
tabular form for clarity purposes. Therefore, tabular work could be presented in any of
the following ways:

Column of words

Column of words with horizontal headings (blocked and centred) Tabulation with
ruling

Tabulation with vertical and oblique headings Tabulation with multiple line heading
Tabulation with sub-divided headings

6.0 TUTOR-MARKED ASSIGNMENT
a. Type the following on separate A4 paper:

249.4 257.0 266.2 277.7
276.8 285.4 2949 307.3
146.0 1498 158.0 166.3
164.1 1710 176.0 180.4
67.1 74.0 89.4 995

128.0 130.2 1314 1&.7



b. OSS DOMESTIC PRODUCT

ACTIVITY SECTION 2014 2015 2016 2017 2018
1. Agriculture (Crop Production).......... 30.13 14.45 34.12 36.09 44.65
2. Livestock ......ooooviiiiiiii 512 434 66.52 56.89 55.70

C: Fishing ..., 4534 56.23 66.51 55.78 23.01
3.
4, Crude Petroleum .......................... 0.27 407 188 12.07 23.08
5. Mining and Quarrying ................... 3445 56.34 4523 10.34 25.80
6. Manufacturing ...................ooeeal. 23.88 34.66 77.34 66.68 88.23
7. Foresting .............coooviiiiiiin. . 22.23 2434 4434 3323 2211
8. Utilities .....oovveiiiii i, 0.67 055 0.89 034 0.99
0. Building and Construction ............. 2477 4529 56.45 66.45 76.23
10. Transport .......ccoovviiiiiiiiiiiiininn, 55.23 67.33 4566 56.23 44.01

Total  (GDP) .oovviniiiiiiiiiiiie

Sum the totals.

c. Repeat (b) above and put every row and column in a ruled format

6.1 Guide on Tutor-marked Assignment

a. Take note of the instruction; for example, you are to use A4 paper and

you are to use separate sheets for each section (a,b,c).

b. Read the whole unit again before you attempt the assignment.

c. Take special note of the transpositions you are expected to make.

d. When you finish the assignment, read it to yourself and see whether it makes

grammatical and content sense.




7.0 REFERENCES/FURTHER READINGS

1. Amoor, S.S. (2020). Office Secretarial Standard Practices.
Zaria: ABU Press.

2. Sani, A. (2018). Entrepreneurship in Business Education.
Zaria: Concept+Designs & Prints.

3. Insley, R. (2016). Business Letters and Memos. 2" Ed.
New York: Kendall Hunt Publishing.

4. Taylor, S. (2015). Model Business Letters, Emails and other Business
Documents. 7" Ed. London: Prentice Hall.

5. Canavor, N. (2016). Business Writing Today. 2" Ed.
Singapore: SAGE Publications, Inc.

6. Sani, A. (2015). Executive Office Practice and Procedures.
Zaria: Jerry Press

UNIT 4 MAIL MERGING/E-MAIL

CONTENTS

1.0 Introduction

2.0 Learning Outcomes

3.0 Main Content

4.0 Conclusion

5.0 Summary

6.0 Tutor-Marked Assignment
7.0 References/Further Readings

1.0 INTRODUCTION

Mail merging is a new technology that has been found very useful when sending
documents of same content with little variations, may be names, addressed to a large



group of people. Instead of having to type each document in the number of places, a
single instruction could be used to produce the documents at a time.

e-mail is an electronic mail; this is also a new technology that has made the sending of
mail very fast without having to pass through the post office. This unit will put you
through how to achieve this.

2.0 LEARNING OUTCOMES

At the end of this unit, you should be able to:

a. mail merge simple documents
b. send e-mail.

3.0 MAIN CONTENT
Mail Merging

Mail merging is the process of sending documents of same content to different group
of persons. There are tools and procedures to be followed in achieving this. First and
foremost, we are going to study the tools before it is applied in the merging process.



Mail Merging Tools
Where would you get the tools? Use the following process to get it:

Click on Tools in the menu bar. From the dropped down menu, click on
Letters and Mailings, and click on Mail Merge Wizard.

| Tools | Table Window Help
¥ Speling and Grammar... F7 v Times New Roman ~ 12
Language » miE @m q 100
:[ Letters and Mailings bl Mail Merge Wizard... J
| Tools on the Web... k Show Mail Merge Toolbar
i Customize. .. =] Envelopes and Labels. ..
J Options... o Letter Wizard...

A click on Mail Merge Wizard will show the following on the right hand side of the
window:



< Mail Merge -

Select document type

what type of document are you
working on?

‘@ Letters
E-mail messages
C Envelopes
 Labels
' Directory

Letters

Send letters to a group of people.
You can personalize the letter that
each person receives,

Click Next to continue,
Step 1 of 6

2 Next: Starting document



The first part expects you to select the document type you wish to work on. You have
letters, e-mail messages, envelopes, labels and Directory. There is a small circle at the
beginning of each of these; a click on any of the circles indicates the one selected. In
the example above, you will notice that there is a dot in the preceding circle to Letters
that indicate that the document you wish to work on is a letter.

Underneath shows further instructions on the highlighted document type; further
down shows the steps to take, where you have _click next to continue’

Click, Mext ko continue.
Step 1 of 6

g Mexk: Starting document

Now click
g Mext: Starking document

the message on the right hand side of the screen will show this:



4 * Mail Merge -

Select starting doosment

Hiowt e ool vt B Sk Lp your
lettars?

® Lg# the current document
Start from & template
Start From existing document
Use the current docurnent

Start from the document: shown
heere and use the Mad Merge vizard
by s rescipssnk information.

Step 2 of 6
g Meok: Select recipients
& Previous: Selsct dooument bype




Read the new instructions. Under ‘Select starting document’ there are options, click
on the desired option. There are three of those options —
® |Jse the current document
Start from a template

Start From existing document

A click on the first one, which is ‘use the current document’, means you have a
document already on the screen. A click on start from a template means you want to
choose from the existing templates to work with and the last ‘start from existing
document’ means you want to use a file that is already saved. A click on any of the three
will give you a further directive on what to do.

A click on step 3 will show the following information:



Select recipients
® Use an existing kst
Select from Outlook contacts
Type a new list

Use an existing list

Use names and addresses from a
file or a database.

@) Browse...

—r
g £ €

Step 3of 6
5 Next: Write your letter
€ Previous: Starting document




If ‘use an existing list’ selected, it means you would have typed and saved the list you
want to use. In this case, click on ‘Browse’ and select the saved document file. If ‘Select
from Outlook contacts’ is selected; it will give you an opportunity to make appropriate
selection. The last part is ‘Type a new list’. When this is clicked; it will give a directory
giving you an opportunity to type the desired list. Continue in this way until you get to
step 6 which is the last step.

To have a good depth of understanding on what we are discussing, let’s use the
following illustration. Suppose you have the following letter to send to a group of
applicants

Insert Merge Field

Inserk:

(™ Address Fislds (* Database Fislds
Fizlds: k
Position b
Dake_
Venue
Tirne

=]
Match Fields. .. I Insert | Cancel |




After insertion, it will appear thus:

Diear «Dears

We write to congratulate you as one of the successful candidates that have been short
listed for the position of «Positions . The date of interwview 15 schedule as follows:

Date: wDate_»
WVenue: Venuen
Time: «Timexn

Please endeavour te keep to time,

Yeours Sincerely,

Manager

Where you have the inverted commas indicate the positions where the information
under those headings would be inserted.



Step 5

A click on step 5 will automatically insert the information in the desired places as

shown below:

q"'*"""‘

Diear Mr dah

Wie write to congratulate you ag one of the successful candidates that have been short
lested for the position of Marketing Manager . The date of interview 15 schedules as

follows:

Drage: 13k April, 2007

Venue: Conference Boom 1, Marketing Department
Tume: 900 am

Fleage endeavour to keep to ime

Tours Sincerely,

Manager
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Fake changes




The letter in the above box is the letter going to the first recipient, Mr Udoh. To get
the letters going to the other recipients, click on the right directional arrow after
recipient 1 as shown in the above box. See the extract

Reciplent: 1

m Find a recipient...

oo

Do Bire Adebeye

fillowrs

Ty 1 Agrdl, 2007

Vense Conference Boom 2. Markstmg Depasimens
Thms 10000 & m
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Diear bds Choonowa

We write to congrabulate you as one of the successfol candidates that bave been short
listed for the pontion of Marketing Marager  The date of interview iz seheduls ag

fxBows

Drate 1ath April. 2007

Wernus Comfrrence Eoom 3. Barketing Department
Tume: 1100 s

Fleass endeavoar to keep to tame

Youry Simcerely,

Manager
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Diwar Mr Danyuma

We write o congratulate you ax one of the succeeeful candidates that have bean chort
ligted for the position of Computer Analysr . The dae of isterview i3 schecule a3

foll cme

Duaze 13th Apnl, 2007

Wenue Coaference Rosm 1. Conguter Depantment
Time 500 am

Flease endeavour to keep to time

Yours Sincerely,

Munager

Mgt . OO @A HE »-L-A-=SEFER .

ows iy ke chanige wour necipent
= H
o Edi oot b,

e b #eipmsnd

wation you Faren Frmbd

e v v bt chek heeat
Teiwsry ol Can Gt e mesesd
Itters, or et irdvicusl istfers I
Pt e

o lnsl: Cormglote the rearge

=l Step S alL

"

@

L il Praions: Wrils wour lellier

Drewr B Falany

We wmite te congratalate you ar ene of the successful candsdaters that have Eson shart
lizsted For the position of Tamputer Analyst . The date of ineernaw iz schedale az

Falli e

Drate 13ah Agaril, 2007

Venus Conference Boom 2, Comgputer Department
Tema B000 & s

Please esdeavour to keep ts ime

Tours Sumcerely,
Masager
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@ 0 Mall Mergo v x

Preview your letters

Dear Mr Adegboyega

We write to congratulate you as one of the successful candsdates that have been short
listed for the position of Computer Analyst The date of interview 15 schedule as

follows

Date 13th Apnl, 2007

Venue Conferente Room 3, Computer Depastment
Time 11.00am

Please endeavour to keep to tune

Yours Sincerely.

Manager

| J
sotwe- \ NOCHACE@ - L-A-==204.

“le

<

One of the merged letters &5
previewad here. To preview
ancthar letter, cick oom of the
Followrg!

cc | Packict: & E
aﬁdarw...
Make changes
:MMMWIW

o €3t recpunt it
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‘When you have firshed
SevIeNg your lethers, cick et
Then you can prrd the s ged
Jetters or odt ndhvidud letters o
204 persony comments.

Step Sol &
& Next: Complete the merge
& Previous; Wrke your lether

Dear Mr Osezele

We write to congratulate you as one of the successful candsdates that have been short
listed for the position of Protocal Officer  The date of meerview 12 scheduls as follows:

Date 15th Apnl, 2007
Venue Room 6, Protocol Unit
Time 900am

Please endeavour 1o keep to time

Yours Sincerely,

Manager

| |
aotwesr . A JOBMACED > L-A-==E0g.

¢ Mail Merge v x
—

Preview your letters
O of the marged letters &

previewed here, To preview
andcther letter , cick one of the
Following:
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Make changes
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When you heve freted

- SepSol b

& Neat: Cormplete the meege
@& Provious: Write your letter

Go through the list of recipients’ information and the letters presented above for each
recipient, you will discover that information has been slotted in the appropriate places.

In step 5, you can edit the list of recipients or delete the unwanted. You can also find

recipient. All these information are provided on the right hand side on the screen

while working except if you close with the close button.




Step 6

€ % Mail Merge v X

Complete the merge

Maid Merge is ready to produce
your letters,

To personalize your letters, click
"Edit Individual Letters." This wil
open a new document with your
merged letters. To make changes
to all the letters, switch back to the
original document.,

Merge

R FPrint...

T Edit individual letters. .

Step 6 of 6

4 Previous: Preview your letters

Click on ‘Edit individual letters...” if you want all the letters to run on without haven
to click one by one, and click on ‘Print’ if you want all the letters printed.

There are short cuts tools in the menu bar once you launch on the mail merge wizard.
See below:

Makop - show~ | E» B> O - - {a- | D | @
IF1R) B | msert wordreld~ |[S2] 2 83 &) | 10 ¢

Electronic mail (e-mail)



This section would only give a briefing on how an electronic mail, which is usually

referred to as e-mail, is used. An e-mail can not be used without the availability of the
internet. First the internet has to be launched, select the e- mail tool. Open an account
if you do not have one. It is not compulsory that you do it alone; you may be assisted.

But if you already have an e-mail box, open your box and follow the instructions
either to check your mail or compose your mail.



There are pertinent things that need to be noted, such as:

The format of typing. It is necessary to present our e-mail in the appropriate
format. It should be noted that these mail are sometimes printed out, and even
when they are not printed the format in which a document is presented does
enhance the understanding of such document.

The attached document must at all times be presented in the final format the
document should appear.

Where a continuity of a communication is required for reference purpose, do not
delete the information received when making a reply. Let the communication run
on.

Always remember to log off from your mail box when you are through with
checking your mail.

Do some practice as you connect to the internet.
4.0 CONCLUSION

Before you mail merge, get what you want to write and the different information that
Is going to the different recipients, and remember to follow the mail merge wizard
steps.

In working on an e-mail, always present in the appropriate format so as to be
appealing to the reader.

5.0 SUMMARY

Mail merge is the process of sending document of same content to different group of
persons. To achieve a successful mail merge, first type the field in a tabular form and
save in a desired destination; then click on the mail merge wizard and follow the steps
therein. There are six steps in the mail merge wizard; each step is followed with
instruction, which need to be followed in order to achieve the desired goal.

Electronic mail (e-mail), which has been used to solve the problems encountered with
the use of NIPOST.






6.0 TUTOR-MARKED ASSIGNMENT

Please send admission letters to the following people, using the format below:

S/IN  Name/Address Department Course

1. lyabode Adeboye Vocational & Technical Edu. B.Sc.Ed. Bus. Edu.
No 13 Ikorodu Rd
Ojota

2. lyakubu Ajorin Social Science B.Sc. Econs

No 7 Aigbokhan St.
Opoji Rd. Ekpoma.

3. David Mathew Sciences B.Sc. Compt. Sc.
No 67 ljaye-Ogba
4, Maria Okokobiko Arts B.A. English Lang.

P.O.Box 1456
Kaduna

5. Ilobekeme Omoyebaria  Sciences B.Sc. Mathematics
P.M.B. 267
Abuja

6. Edith Igue Vocational & Technical Edu B.Sc.Ed. Buiding Tec
P.O.Box 568
Ikeja

7. lyobosa Osanyende Sciences B.Sc. Zoology
P.O.Box 55
lorin

8. Utiemute Kebena Arts B.A. History
P. O.Box 77
Damaturu

9. Kelvin Okoro Social Sciences B.Sc. Marketing
P.O. Box 675
Aba

10. Durojaye Amure Vocational & Technical Edu. B.Sc.Ed. Home Econs

P.O. Box 33, Mushin —Lagos

Address

Dear ....



We write to congratulate you on your success at the interview you attended in our
institution on Monday 12 August, 2019. As a follow up of the interview, you have
been offered admission in the department of ...... to study ......

Should you accept the offer, kindly forward a letter of acceptance addressed to the
Registrar not later than two weeks from the date of receipt.

Yours faithfully,

Akudo, P.S. (Mrs)
Registrar

6.1 Guide on Tutor-marked Assignment
a. Take note of the instruction.
b. Read the whole unit again before you attempt the assignment.

c¢. When you finish the assignment, read it to yourself and see whether it makes
grammatical and content sense.

7.0 REFERENCES/FURTHER READINGS

1. Amoor, S.S. (2020). Office Secretarial Standard Practices.
Zaria: ABU Press.

2. Sani, A. (2018). Entrepreneurship in Business Education.
Zaria: Concept+Designs & Prints.

3. Insley, R. (2016). Business Letters and Memos. 2" Ed.
New York: Kendall Hunt Publishing.

4. Taylor, S. (2015). Model Business Letters, Emails and other Business
Documents. 7" Ed. London: Prentice Hall.

5. Canavor, N. (2016). Business Writing Today. 2" Ed.
Singapore: SAGE Publications, Inc.

6. Sani, A. (2015). Executive Office Practice and Procedures.
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UNIT 5 SPEECHES AND REPORTS
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1.0 INTRODUCTION

Apart from the various topics we have discussed in the previous units, there are still
other vital topics that need to be discussed which include Speeches and Reports. We
make speeches and give reports on a daily basis. This is done either through oral or
written medium. This unit will lay emphasis on the written pattern by introducing you
to how speeches and reports should be presented in printed form.

Pick copies of typed speeches and reports. Go through them and make your
observations in the presentation. Discuss your observations with your facilitator or
colleagues. Note your points and critique after reading through the Main Content of
this unit.

2.0 LEARNING OUTCOMES
At the end of this unit, you should be able to:

a. identify the difference between speeches and report
b. type speeches and reports.

3.0 MAIN CONTENT

Speeches

There are rules guiding the typing of speeches, for typed speeches to be made easy to
read and be understood. This section is not intended to teach us how to write a speech

but it is designed to teach us how to present our speeches in a typed format to the
audience.






Paper Size
Use A4 Portrait size of paper.
Line Spacing

Use double line spacing; you may however use a minimum one and half line spacing
but not single line spacing. Where you wish to type in single line spacing, either you
choose a font type that is bigger than the normal font types like Times New Romans or
Arial or use the normal font type and increase the font size from the normal font size of
12 to 14. The purpose of this is to ensure that reading would be made easy for the
readers. Everyone has different sighting level, therefore the speech should be prepared
in such a way that the readers would not have to strain their eyes so much before they
can read, especially the person making the speech.

Margin

You may set equal margins at one inch or top and left margins one inch, right and
bottom margins half an inch. Bold or italicize or underscore words that need emphasis.

Emphasis and Font Size

If the speech is to be read, find out if the reader may want to have some pauses,
gesticulations, etc. Should there be any, leave wider side margins for reminders. If it is
to be printed on transparencies, use font size 14 or more and type in such a way that
each transparency carries a whole idea. Same may be applicable when preparing slides;
the size of the audience should be considered as well; that would be part of the
consideration on the font size to use. When a large number of audience is to be reached,
use higher font size for perfect sighting wherever the audience is seated.

Continuation Sheet

Should there be a continuation sheet, you may use catchword but not the next page
number as catchword. Let the numbering of the pages start from the second page. Apart
from the page numbering at the footer, you may also let the name of the person making
the speech be there or the title of the speech to appear at the foot of all the pages except
the first page because it already carries the title.



SELF-ASSESSMENT EXERCISE 1

From what you have learnt so far on speeches, critique the speeches you read at the
introduction of this unit and discuss with your colleagues and facilitator.

SELF-ASSESSMENT EXERCISE 2
Type the following with appropriate display:

It gives me great pleasure to send my goodwill message to the Governing Council,
Senate, Staff and Students of the National Open University of Nigeria (NOUN) on the
occasion of the Grand Opening and formal commissioning of its headquarters in Lagos
by the President of the Federal Republic of Nigeria. Nigeria, with a population of about
200 million cannot but place emphasis on a lot of social and economic services that
promote good governance, equity, equality, social justice, alleviate poverty and
eliminate illiteracy. It is in this regard that the government has put premium on reforms
within the public sector as a sure road to fulfilling its commitment to improve the lot of
all Nigerians no matter who they are, where they are and what they do.

As desirable and brilliant as they are, none of the reforms in all other sectors will
blossom without a solid reform in the education sector as a basis for driving the total
development of the nation. It is in this regard that, on assumption of office as the
Minister of Education, my team and | vigorously embarked on a wide range of reforms
in the education sector. These reforms not only cut across the various levels of
education (basic, secondary and tertiary) they also target several other specific niches
which will underscore government's commitment to enhancing access to educational
opportunities in Nigeria of today and of several decades to come. A distinguishing
feature of these reforms is the private public partnership initiative which invites a
comprehensive community-wide involvement in the stakes that have such profound
effect in the lives of all Nigerians. At the tertiary level, we have restructured the
regulatory mechanisms and agencies to further pursue quality, created some city
universities and merged colleges of education and polytechnics with Federal
Government Universities within their neighbourhood. Government is now on the path
of creating some special universities to further meet the demands of Nigeria for higher
education in a country where we can only boast of less than 2 percent participatory rate
in higher education.



The foresight of the Federal Government in setting up NOUN in 2003 is a strong
message to the whole world that Nigeria has put its trust on mass higher education in
order to find answer to the realization of the Millennium Development Goals,
Education for All and the eradication of illiteracy. With the humble strides already
made by NOUN, which are situated within the current climate of educational reforms,
| have no doubt that skeptics and critics of the ongoing reforms will have reason to
accept that the future of the entity called Nigeria is greater and far more important than
short sighted individual and sectional interests. Nigeria deserves and Nigerians are right
in demanding for an emancipatory path towards liberation from the shackles of
ignorance. | am therefore very proud that NOUN, as a major player in this regard, has
come of age and should begin to blossom. | wish to congratulate Nigeria for this
revolutionary step in its fulfillment of its pact with Nigerians on the use of non-
conventional innovative way of taking education to the people no mater their
circumstances.

Long live the Federal Republic of Nigeria.
Report
In typing a report, note the following:

Paper Size

Use A4 portrait paper size. However, when there is a need to make diagrammatic
illustrations landscape could be used.

Line Spacing/Paragraph Heading

Use single line spacing and at the most one and half line spacing and preferably blocked
style of paragraph and shoulder headings. Major headings should be typed in capital
headings and either bold or underscore and not the two at the same time. The sub-
headings could be typed in initial capitals, bolded or underscored. But whereby there is
a house style format, such house style may be adopted.

SELF-ASSESSMENT EXERCISE 3

Type a copy of the following report with appropriate line spacing

Foreign Exchange Monitoring



The CBN carried out the routine examination of foreign exchange operations of 23
commercial and merchant banks and 15 special investigations of foreign exchange
related transactions on banks. Also, spot checks were carried out on banks to determine
how CBN intervention sales were utilized by them. The result revealed that there was
an astronomical increase in the demand for Business Travel Allowance (BTA)/Personal
Travel Allowance (PTA) following the removal of ceilings by the Federal Government.
Consequently, those banks that demanded for and allocated unreasonable amounts of
foreign exchange in respect of BTA/PTA to their customers were asked to refund the
excess to the CBN. Also, 3 banks were banned from participating in the forex
transactions for various infractions on the regulations, ranging from collection of
unauthorised charges from customers to failure to repatriate to the CBN interest earned
on FEM accounts accruing to the Bank. Fourteen banks paid a total of 1.4 million Naira
as penalties for various infractions of foreign exchange regulations.

4.0 CONCLUSION

In the typing of speeches and reports, use appropriate line spacing and format
considering the audience in question. Use A4 portrait size of paper and set out the
paragraphs and headings orderly to make the reading and understanding easy.

5.0 SUMMARY

This unit is not designed to teach you how to write speeches and reports. Rather, it is
designed to teach you how speeches and reports should be presented in a typed format,
though some of the things to be learnt could enhance writing of speeches and reports.
The pertinent things to consider in presentation of speeches and reports include the type
of paper size to be used, line spacing, heading and paragraph formatting. The purpose
of all these is to make reading and understanding easy.

6.0 TUTOR-MARKED ASSIGNMENT

Type the following with appropriate corrections and style of display:

Fam very pleasedto sendthis goodwillmessage to the Governing Gouncil, Senate, Staff and Students of the National
Open University of Nigeria en this Fistoric occasion of the formal Grand Opening and Gommissioning of the
University by the President and Gemmander in Ghief of the Frmed Ferces of Nigeria, Chief Ofusegun Obasange,
GGFR,
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6.1 Guide on Tutor-marked Assignment
a. Take note of the instruction.

b. Read the whole unit again before you attempt the assignment.



c. Take special note of the transpositions you are expected to make.

d. When you finish the assignment, read it to yourself and see whether it
makes grammatical and content sense.
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MODULE 2 DISPLAY

The uniqueness of every typed or printed document is the display manner. The way
and manner a document is displayed determines how well such document would
appeal to the readers. Display is not carried out in the same way in all documents;
the type of document to be typed determines the kind of display that should be used.
The Units under this module are:

Unit 1 Display
Unit 2 Document Enhancement
Unit 3 Multiple Columns on a Page/Multiple Pages

UNIT 1 DISPLAY

CONTENTS

1.0 Introduction

2.0 Learning Outcome

3.0 Main Content

4.0 Conclusion

5.0 Summary

6.0 Tutor-Marked Assignment
7.0 References/Further Readings

1.0 INTRODUCTION

As earlier mentioned in the introduction, there are different types of display. The
kind of document to be typed determines the type of display that should be used in
that document. In this unit, the following documents would be discussed:

Draft

Centering —Horizontal and Vertical Inset matters

Elision (omission of a letter), Ellipsis (omission of words)
Form Layout

Menu

Itineraries Logo

Numbering/Bullets

Boarders

Notice of meeting

Allocating space

Leader dots/The tabs dialog box options (Tap stop position, left, center,
right, decimal, leader —none).

Folded Leaflet



Invoices

Special characters (symbols)

Curriculum vitae

Fractions (sloping and vulgar)

Tear-off portion

Enumeration (Arabic, Decimal and Roman Chart (Flow, organization)
Balance sheet

Bibliography/References

2.0 LEARNING OUTCOME
At the end of this unit, you should be able to:

apply appropriate display in the typing of simple documents of various
kinds.

3.0 MAIN CONTENT

Draft

There are two types of draft. A draft may be typed to see the exact way the
document would look at the end of typing or for amendment. If a draft is typed for
the purpose of the former, use the exact line spacing and display. But where a draft
is typed for amendment, use double or two and half or treble line spacing in typing.
The purpose is for the writer to have sufficient space for corrections. Always type
the word ‘DRAFT’ on top of every draft you are typing.

A draft of any document could be typed. Being a draft does not mean it should not
follow the document format; the format of the document is maintained but
provision is made for corrections.

Centering —Horizontal and Vertical

Documents are more appreciated when they are well displayed on the paper. There
are two basic ways documents are centered on paper; it is either horizontal or
vertical e.g.

Vertical Herizontal



To achieve this in Microsoft word, there is no automatic centering tool that can
be used. Rather, use the physical eyes in gauge the centering. This could be
further ascertained by using the print preview.



It is easier to achieve centering in other packages, like Microsoft Excel. Let’s see
the difference of what occurs in the following procedure between Microsoft
words and excel:

1. Click on file

E3 Microsoft Excel - Book1

Edit “iew Insert Format  Tools Data  Wndow Help

&l Document1 - Microsoft Word
| Ele | Edit  wiew Insert Format Tools Table window  Help
<M MNormal

2. From the drop down menu, click on page set up



il Document1 - Microsoft Word

g O WO

File | Edk  Wiew Insert

Save

Save @s...

Save as Web Page...
Search...

Wearsions. ..

wieh Page Previsw

Page Setup. ..

Ed Microsoft Excel

(g

Print Previews
Print...

Send To
FPropartias

Book1

B e | Ede  wmw  Ireert  Formast  Tools  [Dars  Window
0 Mew. .. Crri
= Dpan CEH+O
Close
% B save Chri45
3 Save s
; _ﬁ Save as Web Page. ..
B Save Workspace, ..
7 |®mj Search.
g Web Page Preview
10 | Page Setup...
1 Prink Area »
12
13 [&  Prink Preview
14 | &%  print... Chrl+P
15
16 Sond To "
17 Properties







3. You will find horizontal and vertical centering under margins in some
software and like earlier said it is not available in Microsoft word.
Compare the excel and word below:

Page Setup

Mrgine:

Top: i" % Bottom: 17 E
Left: 125 i Right: 3

Gutter: E| Gutter position: |Left

Ff

E-,mtru; Landgcaps

Ww [ormal -l
Pagwiw

Apply to: e
Defauk... | of | cawe

Microsoft Word



Page Setup @

Page l Header Footer I Sheet |
Top: Header: Print... I
|1 E‘ |0.5 E‘
Print Preview I
Options... l
Left: Right:
|0.7S E‘ |0.7S E‘
Bottom: Footer:
|1 E‘ |0.5 5‘
Center on page
I Horizontally I~ vertically
l OK I Cancel I

Microsoft Excel

You will observe that there is provision for automatic centering in Microsoft Excel
which is not available in Microsoft Word.

4. The document will automatically center horizontally and vertically when the box
is selected. But whereby you want only one of them, click as desired.

Inset matters



Inset matters are typed in single line spacing at the center of the document. You
may reduce the font size from the size used in typing the other parts of the
document, and at the same time italicize the inset if it is a text. Any quotation that
goes beyond three lines should be typed as an inset.

If the body of the document is typed in single line spacing, give one clear space
before and after the inset. If it is typed in one and half line spacing, give 2 clear
spaces by simply pressing the Enter key twice. If it is typed in double line spacing,
give three clear spaces; all you need to do is to press the Enter key twice.

The styles of typing (blocked or indented) do not have any effect on the typing of
inset matter.

SELF-ASSESSMENT EXERCISE 1

Type the following text.

To develop behavioural objectives a learning task must be broken down into
smaller components through analysis into specific measurable tasks. The learning
success may be measured by tests developed to measure each objective.

The advent of behavioural objectives can be traced back to the Elder Sophists of
ancient Greece, Cicero, Herbart and Spencer, but Franklin Bobbitt developed the
modern concept of behavioural objectives in the early 1900s (Saettler in Mergel
1998).

The behavioural objectives are stated to elicit a desired behaviour from the topic in
question. Well stated behavioural objectives give further guide to the producer. The
producer at each stage in the production process would always ask the questions
_Would the learner achieve the desired behaviour through this process? What
method would make the learners attain the desired behaviour? The producer
considers the set objectives each time a new idea is to be incorporated into the
process of production. Further to this, Bloom emphasised the need.

Bloom’s Taxonomy of Learning —in 1956 Bloom and his colleagues began the
development of a taxonomy in the cognitive, attitudinal (affective) and
psychomotor domains.

By the late 1960’s, most teachers were writing and using behavioural objectives.
There were, of course, people who questioned the breaking down of subject
material into small parts, believing that it would lead away from an understanding
of the ‘whole’ (Saettler in Mergel 1998).



A well stated behavioural objective would serve as a guide throughout the process
of designing an instruction.

Elision (omission of a letter), Ellipsis (omission of words)

Elision means omission of a letter(s) in a word e.g. won't for would not, can't for
cannot. In typewriting, such abbreviations of words are not allowed in formal
documents. They must be typed in full.

Ellipsis means omission of word(s). The omission may be at the beginning, middle
or end. It is usually represented by three dots (...) to show that something is
missing. It is typed as four dots (....) if the ellipsis ends a sentence, the fourth dot
is the normal full stop typed at the end of a sentence.

SELF-ASSESSMENT EXERCISE 2
Type the following words in full:

1. Haven’t
11. can’t

111. wouldn’t
1v. aren’t

Form Layout
In designing a form, the following should be noted:

Know the purpose of the form.
Have accurate knowledge of the content.
Choose a particular layout that is explicit.

When these facts are known then mind:

The line spacing. Use one and half or double line spacing to create space for
writing. The space created must not be too wide or too narrow for writing.
Use the ‘line’ in the ‘Draw Tool’ to rule the lines be it dots or straight lines.
With this you can easily fill the spaces with the use of computer without
much difficulty.

Present information in an unambiguous manner.
You may use ruled lines or dotted lines.



Where information is to be typed in with the use of the machine, the
designed form may be saved in the machine to be retrieved and worked on
when need be. All that needs to be done is to take the cursor to the space
provided. And when the form is already in the hard copy, use the manual
ruler to measure the hard copy form and then use the computer ruler to gauge
the line of typing so that when it is printed on the form after typing, it will
fall into the appropriate space provided for the information.

The space between the typed text and the beginning of the space created
should be at least 2 clear spaces and at most 4 clear spaces e.g. the space
between ‘NAME’ and the beginning of the line in the example below.

Name: OMOSUN AGBON

OMOSUN AGBON

SELF - ASSESSMENT EXERCISE 3
Type the following

InsuranceRenewal Forme«

o
Name: . ¥
Address> . ¥
CarModel=. ... ¢
Number: . .
PolicyNumber: ... ... .. e

Fully'Comprehensive:+ YES + + NO«
Thirdparty: - + YES+ -+ NOw«

a)




b. Get a hard copy form, and use the personal computer to fill in the required
information.

Menu

Sometimes we may need to have display of menu. In doing this, take note of
the following:

1. Type in either blocked or indented style.
2. Type in single line spacing.

3. Choose a desired font and font size.

4. Give equal spacing between courses.

5. Use appreciable emphasis.

MENU e 4
Soup of the Day MENU
Melon Soup of the Day
Qghong
Vegetable Melon
Edinkatkor Qghono
Bangs Vegetable
Stew Edinkaikor

Bangs

QooQgon Stew
Food of the Day oooloog
Eha Food of the Day
Amala
Pounded Yam Ehs
Fufia Amaly
Rice Pounded Yam
sEmovita Fufu

Rice
Semayita
Blocked style
ooo0o00
Indented Style

You can make your typing look more attractive by inserting pictures from Clip Art
and filling the background and fonts with colours. We will talk more on this later.



Itineraries

There are two types of itineraries —appointment itineraries and travel itineraries. An
itinerary is prepared to serve as a guide to an employer or a boss. An appointment
itineraries contain a day's schedule. While travel itineraries contain travel
appointment. These are typed in columns. The heading may be typed as shoulder
or side heading. Give two clear spaces between the heading and the column. The
headings may be typed in capitals and bold.

Logo

This is a symbol or trademark of an organization. You can insert pictures from Clip
Art or use drawing tools to create it, example:

& Enh‘%.
%%Qqq\.f

The best software to create logo is desktop publishing tools.

Numbering/Bullets

Numbers and Bullets are used for emphasis or itemization. The style of display
determines the position of the numbering or bullets. When you are using a blocked
style, let the numbering be blocked as well and when you are using an indented
style, indent the numbering, e.g



203000300 3 300 X0 X0 X XA XXX AN XK
I I A R N NI KRN
IXXAXAXNLAXAALX

A XA NN XX XN XXX XXX
XXX XXX N AN A XN N AR XXX XA AAAX

IRXALXLNLXLXL

EX XL E XL XXX TIXA XL XL EXALL XXX
EEF SRR R E SRS
IXXAAXXXXXNAAAAA AN

Blocked Style

A XA AT AAL L XN L AL A XL AX
00 N I A K N NN NN
IXXAXXML XL AAALIANE

PG e e B b 4
XXX XN XL XN XANXA KX

B ey
EX XX AN NNL

*  rENXXAALAXALXAALALALAA
EEES SRS R EEERE SR

* HrnaKEAEIXEIXAXXAAXXAX
IXAXXXEL XKLL

RN AL AN L XA LA AXN
I N AN AN NN AL N XL L AN LA N
AR RN N NN N XN NN N NNNX
IXAAXAXLAAALX

Indented Style




There are two types of numbering, page numbering and numbering within the
body of a document. What we have above is the numbering within the body of a
document. Take note of the following when numbering within a document:

1. The space given between the text and itemization. When the body of the
text is typed in single line spacing, give one clear space before and after
itemization. If the line spacing is set in one and half or double line
spacing, press the space bar twice before and after the itemization.

2. Be consistent with the space given.

3. When there is a sub outline number, choose an appropriate outline.

To insert Numbering/bullets do the following:

&l Document1 - Microsoft Word

File Edit  View 1r.sertif@| Tools Table ‘Window Help
1. Click on Format.

2. From the drop down menu, click on Bullet and Numbering.
Farmat | [aul-_s__TgbIE: Siindow
A Font...
=7 Paragraph...
i|5:— Bullets and Mumbering. .. |

hange Case...




Bullets and Humbering

- =] L)
MNone . o "
" 5 = s
*_ 'l-:'! } - —_—
ik . e i g @ .
+* . » £
| [ o] coca |

1. From the dialog box click the desired option —Bullet, Numbered, Outline
numbered and List Styles.



Bullets and Mumbering

Bulleted | Mumbered * Dutline Mumbered * List Styles

13 1. &
& 1.1. ¥
Mone ;
il 144 .
Article |, Headin 1 Heading 1 |. Heading 1 1.0
Zection 1.01 H 1.1 Heading 2 A Heading 2 1.1
(&) Heading 2 1.1.1 Heading 2 1. Headine 111

Ik | Cancel

Dialog box of outline numbered




Bullets and Mumbering

Bulleted ] Hurmbered ] Cwtline Mumnbered

Lisk skyles: List Presview:

[T - | add.. |
1/1.101.1.1
1iali

Article | Section

Showe:  |All stvles L]

(% Restart numbering T T

K | Zancel

Dialog box of List Styles



4. Click the desired square and click O.K.

Bullets and Mumbering

Bulleted | Mumbered - Dutline Mumbered List Styles
1 1. L]
] 1.1. kS
MNone j
il 1144 .
Article |. Headin 1 Heading 1 |. Heading 1 1.0
Zection 1.01 H 1.1 Heading 2 A Heading 2 1.1
(&) Heading 3 1.1.1 Heading 3 1. Heading 144

Dialog box of outline numbered




Bullets and Mumbering

Bulleted ] Hurmbered ] Cwtline Mumnbered

Lisk skyles: List Presview:

ot |

PR
1/alfi

Article | Section

2

Showe:  |All stvles LJ

Zancel

Dialog box of List Styles

5. Click the desired square and click O.K.




If it is page numbering, it is not advisable to start numbering from the first
page if it is an official document. Let the numbering start from the second
page. But the second page has to read page two e.g.

page 1 page 2

To insert a page number, do the following:

1. Click Insert.

&l Document1 - Microsoft Word

File Edit Wiew Format  Tools  Table  Window  Help

/1

2. From the drop down menu, click Page Numbers.

Insert | Format Tools T

Break...
. Page Numbers...

AutoText »

Symbol...



Page Numbers

Position: Preview

‘Bottom of page (Fooker)

alignrment;
|Right -

I+ showe nurmber on first page

Format...

% L1

Cancel |

3. From the dialog box, follow the instruction and choose as desired.

What do | do when | want to clear my page numbers?

Use the header and footer. Click on header and footer and select the
number and press the delete key.

Murnber:
tobe-
deleted.
= FORRPEIRORIO G oo s s same 25 Brevioys
] s
: o
Boarders

Sometimes we need to make our documents look attractive therefore create a boarder
around our typed document. To create boarders, do the following:

Click on Format.



&l Document - Microsoft Word

File Edit  Yiew msart Tools  Table ‘Window  Help

i

| Formar | Tooks  Table  window
Eork...

A
E’ﬁ Paragraph...
| =

/ Borders and Shadng... |
B Coumns... 1

Tabs...

Change Casa...

Background »
Theme..,

Frames »
Styles and Formatting...
Reyeal Formatting. ..

?E©

D

From the drop down menu, click on Borders and Shading



Borders and Shading @

Borders  Page Border | Shading |
Setting: Style: Preview
- Click on diagram below or use
None :| buttons to apply borders
ﬁ P _:_l ; 3
. Shad SRR i
! " Color: :] - -
— | Automatic LI
== Width: m =
=3 | Vipt ———— v| | Applyto:
. Sustom Art |Whole document L]
= B |
Show Toobar | Horizontal Line... | [k ] caxel |

From the dialog box click on boarders or page borders or shading.

If you want the border to be on a page, click page border so that you can use the
Art design to enhance your document.

Follow the instructions in the dialog box and apply to your document.

Notice of meeting

In formal meetings, notices are sent to those to attend the meeting. The notice should
contain the agenda, date, time and venue of the meeting. You may type notice of
meeting in blocked or indented style with open or closed punctuation. In formal notice
of meeting, the chairman’s agenda is sometimes typed differently from others so as to
create space for side comment(s). See the following examples:



Hawe of Compary

Irroductory passgraph Mame of Company

Agenda

Irbroductony paragraph

1. oo onnooionlIon o0t 100000
IO O SOnn0ln0Nn0000000t

Agenda

IR S e e e

1 1
T e s e et

2 2
Iyvabade Ajorm
Secretary

General Agenda Chatrman’ s Agenda

Give appropriate spacing between paragraphs.
SELF-ASSESSMENT EXERCISE 4
Type the following:

Taxonomic Analysis of Learning Behaviours

Bloom’s Taxonomy of Learning —in 1956 Bloom and his colleagues began the
development of a taxonomy in the cognitive, attitudinal (affective) and
psychomotor domains. Many people are familiar with Bloom’s Cognitive
taxonomy:

- knowledge

- comprehension
- application

- analysis

- synthesis

- evaluation

Gagne’s Taxonomy of Learning — Robert Gagne developed his taxonomy of
learning in 1972. Gagne’s taxonomy comprised of five categories:
- verbal information

- intellectual skill
- cognitive strategy
- attitude



- motor skill

Gagne’s and Brigg’s Model
- Action
- Object
- Situation
- Tools and Constraints
- Capability to be Learned




Allocating space

There are times we need to leave space within the document either for photographs,
thumb print or for some other purposes. To have appropriate allocation of space, first
determine the purpose for leaving that space, then determine the amount of space that
needs to be left. With the use of the ruler on the screen take the desired measurement.
Click on the square or text box in the drawing tool to draw the required space. When
you use the text box, you can easily type within the box, but when you use the square
box it will not accept text. To type text within it, take the cursor to the box and click
the right button on the mouse, from the displayed menu click on _add text' and type as
desired. Let’s view the following examples:

= a[@]= 4

Deaw [y agoshapes™ S WL IONG 4 ¢ QIE - L-A-=SE=E0W.
Page 1 Sec 1 i1 e 1® 1 Colt English (U5 [

/ \

Text Box

A: click’ on' this* can' not
immediately: giver vou' an-
access* to add text except' vou
right'click toraddtext.«

+




See example: click on the rectangle and draw in the desired space and put your mouse
in the box and right click, there will be a dropped down menu, in the dropped down
menu select ‘Add Text’, once that is down, a cursor will immediately appear in the
rectangular box. See the second box below.



B &7 o<

Ut
Copy
Paste

Add Text

P

Grouping

Order

Set dutoshape Defaulks
Formak AukoShape. .,
Hyperlink. ..




SELF-ASSESSMENT EXERCISE 5
Type the following:

Personal Data Form

+
+

Attachedyourrecent
passport.

I\E: 11 s (R

AArESS: et

Nextof Kin: ...,
State the relationship

AAAress Of NEXE OF KIN: e



Leader dots/The tabs dialog box options (Tap stop position, left, center,
right, decimal, leader —none)

Leader dots are basically used to guide the eyes from one item to the other. To type
leader dots with the aid of already formatted dots, Click on Format, click on
paragraph, click on tab option, from the dialog box select as desired. But when you
want to type it manually do the following:

Two dots with tab spaces in-between ..

This is the simplest and it is recommended for use except for speC|aI mstructlon
Where by an item goes more than a line, let the leader dots go with the last line.
Leave at least two character spaces before the leader dots.

SELF-ASSESSMENT EXERCISE 6
Type a copy of the following:

Module 1
Page
Keywords & Concepts in Multimedia
Unit 1 Definition of Terms .. . . 1-7
Unit 2 Importance of Multimedia Systems o 8-11
Unit 3 Teachers’ Expectations in the Use of

Multimedia .. . . . . 12 -14
Unit 4

Students’ Expectations in the use of

Multimedia .. . . . . 15-17
Unit 5

Multimedia Technology in the Classroom 18 -20
Module 2

Multimedia Production

Unit 1 Introduction to Multimedia Production ..
Unite 2 Tools Required in Multimedia Production ..
Unit 3 Production Procedure ..

Unit 4 Multimedia Delivery .. :

Unit 5 Productions & Solutions in Multlmedla

Folded Leaflet

The nature of the document to be typed on a folded leaflet determines the kind of
display that may be used. To have an accurate typing on the right side of a folded



leaflet, test run your print if you are not used to the side of paper that is printed when
fed into the printer. The purpose of this is to enable you mark out the page numbers,
especially on the reverse side.

Determine the size of paper required and into how many folds. It is most appropriate
to use ‘Columns’ under ‘Format’. You will see more of this later. One important thing
to note is that though the prints will go into one paper, the typing may not be done on
one page on the screen. Let’s consider the following:

front page back page
(The side fremng you when folding) (Feverse side of fiort page)

Let us assume that the above is an A4 paper folded into two equal parts, making four
pages. After folding, the back page will be numbers 4 and 1 while the front page will

be numbers 2 and 3. It will appear thus:

front page back page

When typing on the screens do the following:

1. From page set up, select A4 Landscape.



2. From Format, click on ‘Columns; and select 2 from the dialog box.

3. Ensure you type the information on the right page using the physical guide that you
have on paper.

Folded Leaflet

The nature of the document to be typed on a folded leaflet determines the kind of display
that may be used. To have an accurate typing on the right side of a folded leaflet, test
run your print if you are not used to the side of paper that is printed when fed into the
printer. The purpose of this is to enable you mark out the page numbers, especially on
the reverse side.

Determine the size of paper required and into how many folds. It is most appropriate to
use ‘Columns’ under ‘Format’. You will see more of this later. One important thing to
note is that though the prints will go into one paper, the typing may not be done on one
page on the screen. Let’s consider the following:

front page back page

[The side faring you when folding) [Feverse side of fiont page]

Let us assume that the above is an A4 paper folded into two equal parts, making four
pages. After folding, the back page will be numbers 4 and 1 while the front page will
be numbers 2 and 3. It will appear thus:



tront page back page

When typing on the screens do the following:
4. From page set up, select A4 Landscape.

5. From Format, click on ‘Columns; and select 2 from the dialog box.

6. Ensure you type the information on the right page using the physical guide that you
have on paper.



4. When you are through with the first two pages, take the cursor to the next page on
the screen and type the next two pages.

5. At the time of printing, do not send the two pages for print at once. If you do that the
pages will print on separate sheets. Remember you want the four pages to be on
one sheet. Therefore, send the pages for print one after the other. Send the first
page. At the end of print, turn the reverse side of the paper and re-insert it into
the printer. While doing this, be conscious of the matching pages, then send the
second page for print.

The same is applicable if you are to fold A4 landscape paper into three folds as
it appears thus:

2 3 4 5 f 1
front page back page

We will discuss more on multiple columns on a page in a subsequent unit.

SELF-ASSESSMENT EXERCISE 7
Type a four-page leaflet using the following information:
Front Page

A profile
National Open University of Nigeria

Inside Page One

Justification for Open and Distance Education in Nigeria

In Nigeria, the adoption and deployment of open and distance education delivery systems is just on several
grounds. These include:



Provision of Education for all and Promotion of Lifelong Learning



Filling the gap created by the closure of Outreach/Satellite Campuses
Cost effectiveness

Improved economic of
scale

Bullettheseay

‘pointse Flexibility of delivery system

Maximum utilisation of academic personnel
On the job teacher training

Poverty eradication

Vocational and life long education
Provision of non-formal education
Reaching the 'unreached'.

Inside Page Two

B.Sc. Ed
LetB.A-Edy
Be-attheside:
of B.Sc+
1. Integrated Science
2. Biology
3. Physics
4. Chemistry
5. Mathematics
6. Agricultural Science
7. Information Technology for Teachers

8. Vocational Technical Education
9. Business Studies

B.A. Ed

1. Early Childhood Education
2. Primary Education

3 .French

4 .English

Invoices

Type in single line spacing and apply the rule of typing tabulation which we have
discussed in one of the previous units.



SELF-ASSESSMENT EXERCISE 8
Get a copy of an invoice from a supplier and type, using the format learnt.
Special Characters (Symbols)

There are some characters or symbols that you may not find on the keyboard. For such
characters or symbols click on ‘Insert” on the menu bar and from the drop down menu,
click on ‘Symbol’, from the dialog box, choose as desired. If the symbol desired is not
on the displayed box, scroll the button on the ‘font’ box within the displayed dialog
box. Put the cursor in the point you want the symbol. After clicking on the symbol click
insert and then close to come out of the environment



Insert | Farmat  Toals

Break. ..

i Page Mumbers. ..,
AutoText 3

Symbols I Special Characters ]

Font: [(normal text) | ﬂ
|77 YR I A I » /2 Aj
A|AJA|AJA|E|CIE|E|E|E|T|I|I|I|P
N[O|O|O|0|0|x|o|U|U|U|U|Y|P|B|a
éﬁﬁﬁéa&gééééliiiéﬂ
Recenthy used symbols:
Yl—=| V| €L ¥|O|®|TML(£|<|>]+[x]|0
VULGAR FRACTION ONE HALF  Character code: [00BD from: |Unicade (hex) Bl
AutoComect,.. | Shortcut Key... | Shortcut key: Ak+0189

Insert Cancel




Curriculum Vitae

Mixed display is allowed in typing curriculum vitae. You may use both indented and
blocked styles. Shoulder or side heading can be used. Whichever style used, the
information must be displayed in such a way that there would not be any conflict of
information by the reader. Appropriate spacing is equally required. The words
‘Curriculum Vitae’ must be typed at the top in capital and bold letters. Word Arts can
also be used. (We will talk more about Word Arts later).

Fractions (Sloping and Vulgar)

Most fractions may be found under ‘symbol’, but fractions like slopping and vulgar
may not be there. Therefore, they could be typed manually, as follows

618 These are slopping fractions. To type the fivst one is quite easy, type & then

345 slash and the final figure 8. For the second part, there is a whole radber,
leawe ome clear space between the whole number and the fraction,

& + 4 Thas 15 avulzar fraction. Type in smgle Ine spacimg.  Let the plus
17 > and rinus signs be typed to align with the first part of'the figures e.g.
2
B = o2 plus goes with 6 on the same line, after typing, make the plus signa
15 9 subgenpt and morsasze the font size, The whole mavber 2 15 typed in the same
way, type 2 to align with ¥ and make 2 subscript and mersase the font size



In addition to this, Equation Editor can also be used in typing higher scientific
symbols. To get equation editor click on Tools -

@il Document! - Microsoft Word
Eile Edit Wiew [nsert  Format Table ‘Window Help

from the dropped down menu, click on customize; a dropped down menu will appear.
From the dropped down menu click on Insert, then Equation Editor. Left click on the
Equation Editor without releasing your hand and move it to Standard Tool Bar in the
menu bar. Click on it and work with the tools.



Customize

Tookars  Commands IQonnsl

To add a command to a toolbar: select a category and drag the
command out of this dislog box to & toolbar.

Categories: Commangs:
(38 Insert Excel Spreadsheet -l
flt char
4‘ WordArt...
Equation EdRor =4
(EZl  voice Comenent _:l




SELF-ASSESSMENT EXERCISE 9

Type the following:

i, 6+ 9
8 10
1
8 12 - 3
65 22
ii.3 4 x 6 7
5 9

Tear-off portion

Sometimes, documents are designed in such a way that some parts may be detached
for an onward transmission. There should be demarcation between the text and the
detached part. Use broken or straight lines to show the line of demarcation. Click on
the line in the Drawing tool at the bottom of the screen. If it does not appear on the
screen click on View in the menu bar and click on Toolbars; then appears a dropped
down menu, from the dropped down menu click on Drawing and it will automatically
appear on the screen. View the selection of the Drawing tool below:

Select this
=6(m3
Oraw~ [ Agoshapes~ N\ W JOE AL 2@ - ZL-A-=ZE0@.
Page 1 Sec 1 11 a 1" tn1 Coi Engish(U.s &

and rule a straight line, should you want to make it a broken line, click on the rule line
and select desired option from the _dash style' from the drawing tool. E.g.



You will observe two small circles at the edges that show that the line is highlighted.
If it is not highlighted, you can not effect the broken lines, so click on it and make
sure it is highlighted and then click on the following tool and make adequate selection



ow~ [y agoshpes \ NCOOEH LA TRAE - ZL-A -=SFES0g.

Page 1 Sec 1 1 A31" In12 Coll EnPRA 1 <
.w_m‘h_w’g

4444444444444444

Enumeration (Arabic, Decimal and Roman)

Note the following:

Alignment of numbers is automatic.

You may put the numbering in brackets or end them with a full stop. You may
use letters in place of numbers.

Distinguish subdivisions of enumerated items by applying say:

4.1

4.2



4.3

Should there be further subdivision of the above, follow this:

4.1.1.
4.1.2.
4.1.3.

You may or may not leave space between enumerated items. However, leave space
before and after enumeration.

You may use any of these punctuations before enumeration —colon (:), which is
commonly used, full stop (.), a colon and dash (:-), which is seldom used today, it is
regarded as old fashioned. In all, the sense of writing determines the punctuation to
use.

Be consistent with the style of spacing, display and punctuation.
You may use the already formatted enumeration. To achieve this, click on
‘Format’, click on ‘Bullets and Numbering’, from the dialog box click on

‘numbered’ or ‘outline numbered’, click on the desired option and click O.K. You
may refresh your memory with the discussion on pagination.

SELF-ASSESSMENT EXERCISE 10

Type a copy of the following:



Sales!"Sales!!"Sales!!!.

H
Thefollowing houses are-available‘forsale‘at' Magodo 'Phase'II.'[keja-Lagos.«

Fully-detached 4 -bedroom*duplex-+

Semi-detached 4-bedroom-duplex-+

Fully-detached 3 ‘bedroom bungalow:+

Semi-detached 3 bedroom-bungalow+

Fully*detached 2 ‘bedroom *bungalow:+

Semi-detached 2 ‘bedroom-bungalow-+

2-bedroom-terrace+
+
Interested members should fill the space provided: below. - Detach and mail- o the-concerned address +

Chart (Flow, organization)

Charts differ from organization to organization. Whichever way it goes, the
same tools are required for typing. Use the text box, the square shape, the oval
shape, Auto Shapes, Draw, lines with variations and colours all from the
Drawing tool. If the Drawing tool is not already displayed on the screen, click
on ‘View’. From the dropped down menu click on ‘Toolbars' and then click on
‘Drawing’, which will automatically appear on the screen then pick as desired.

SELF-ASSESSMENT EXERCISE 11

Type the following:

Audio typing | 1 typing from dictation which has previously been
recorded

Yyy



Term to be Class to which the Points which

defined term belongs differentiate the term
from other terms in

the same class

Balance sheet

Most financial statements are typed in rows and columns and the contents are
usually very many, because of the volume of the contents. Note:

A4 landscape is often used.

Use tab to align the column. Use
single line spacing.

Centre the text vertically and horizontally on paper. The
volume of work determines the margins to be left.

More voluminous contents should be typed with Excel package.

SELF-ASSESSMENT EXERCISE 12

Get a copy of a balance sheet from any accounting proceedings and type, using the
format taught.

Bibliography/References

These are lists of books, journals, magazines or newspaper articles included at the
end of thesis, project or reports. Type the reference in alphabetical order, with the
name of the author first, the year of publication in bracket, the title of the text, the
place of publication and the publish.

The first or second line of reference may be indented. Use single line spacing and
give one clear space in-between reference.

In Nigeria, this is the most commonly used format and it is called APA (American
Psychological Association).

SELF-ASSESSMENT EXERCISE 13



Type a copy of the following on A4 paper:

Usha V. R, Director (2003). Commonwealth Educational Media Centre for Asia
(CEMCA). New Delhi.

C:\Documents and Settings\User\Desktop\Technology - Wikipedia, the free encyclopedia.htm.

Ailen, M. Prince (1987). Walmsley’s Commercial Typewriting. London:

Pitman Publishing Ltd.

Archie, Drummond and Anne, Cole-Mogford (1989). Applied Typing. 5 ed.
Maidenhead — Berkshire England: McGraw-Hill Book Company (UK) Ltd.

4.0 CONCLUSION

From all the discussions, you will observe that each document has its peculiarity in
display. But in all, certain things are vital such as the line spacing, paragraphing, font
type, font size, sizes of paper and centering. Try to recall all that we have learnt in this
unit.

5.0 SUMMARY

Display is a way of making our document attractive and presentable to our readers. Any
document that is lacking a good display may mislead the readers’ understanding and
may equally discourage the readers from reading. It is therefore important that we
display our documents in a very attractive and self-explained manner. There are
different tools that are provided in the computer to assist in achieving these skills such
as the use of Drawing Tools, Standard and Formatting tools.

6.0 TUTOR-MARKED ASSIGNMENT
Type a copy of the following references with appropriate display.

1. Connolly, Peter (ed.) 1999. Approaches to the Study of Religion
Cassell, London and New York.

2. Goring, Rosemary (ed.) 1992. Dictionary of Beliefs and Religions Wordsworth
Reference, Ware, Herefordshire.

3. Hopfe, Lewis M. 1994. Religions of the World (6th Edition), Macmillan College
Publishing Company, New York/Maxwell Macmillan Canada, Toronto.



4. Matthews, Warren. 1998. World Religions. West Publishing Company, New York,
Los Angeles & San Francisco.

5. Nigosian, S.A. 1994. World Faiths. (2nd Edition), St. Martin’s Press, New York.

6. Onibere, Oseovo. 1981. Rudimentary Study of Religion. Olasode Press, lle-Ife,
Nigeria.

7. Waardenburg, Jacques. 1999. Classical Approaches to the Study of Religion: Aims,
Methods and Theories of Research. Walter de Gruyter, Berlin & New York

6.1 Guide on Tutor-marked Assignment

a. Take note of the instruction; for example, you can use any display that is
appropriate

b. Read the whole unit again before you attempt the assignment, especially
the self-assessment exercises

c¢. When you finish the assignment, read it to yourself and see whether it makes
grammatical and content sense.

7.0 REFERENCES/FURTHER READINGS
1. Amoor, S.S. (2020). Office Secretarial Standard Practices.
Zaria: ABU Press.

2. Sani, A. (2018). Entrepreneurship in Business Education.
Zaria: Concept+Designs & Prints.

3. Insley, R. (2016). Business Letters and Memos. 2" Ed.
New York: Kendall Hunt Publishing.

4. Taylor, S. (2015). Model Business Letters, Emails and other Business
Documents. 7" Ed. London: Prentice Hall.

5. Canavor, N. (2016). Business Writing Today. 2" Ed.
Singapore: SAGE Publications, Inc.



6. Sani, A. (2015). Executive Office Practice and Procedures.
Zaria: Jerry Press
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1.0 INTRODUCTION

So far we have discussed the normal way of presenting different types of documents.
Apart from these different forms, the documents could be improved upon either by
making them more attractive or use some enhancing tools to make them more explicit.
This unit will discuss the various ways these could be achieved.

2.0 LEARNING OUTCOMES
At the end of this unit, you should be able to:

a. Present documents in different forms

b. Use different enhancing tools appropriately.
3.0 MAIN CONTENT

Drawing Tools

Drawing tools are tools provided in Microsoft word to make your document look great
or to make it more explicit. How can | achieve this? See the following:

Ensure that Drawing Tools appear on the screen. What do | do if it does not appear?

Click on view:



il Document! - Microsoft Word

File gd Insert Format  Tools Table Window  Help

after clicking on it the following dropped down menu will appear:



You will* notice,: there are* two*
tvpes of dropped' down* menu - In-
the: first* one vou: will* see' the
toolbars - A' click' on- it* shows® the
second dropped' down® menu;- if*
vou' look' through* the dropped:
down menu- some* items* are
highlighted while* others are* not.-
The highlighted-items- are- the only*
onesthatwill-appear-on-the'screen.-
Drawing® 1s* among* those: not
highlighted - so* make Drawing:
appear: on* the screen_ ' click: on
Drawing to-highlight-it* and-it* will
immediately appear- usuallv- at* the
bottom® of the' screen See' the
following-example:+

+

o




Wiew | Insert  Fomat  Tooks Table Window Hep

El Normal 4 Normal
5 weblayout ERY v-o- @
Bl et tovou D -0 - B8

[E outline

W1l

Task Pane :
Toobars v[v] = |
[ Header and Footer Formatting

- AutoText
Control Toolbox
Database
Drawing
Forms

Mail Merge
Outlining
Picture

Reviewing
Tables and Borders
Yisual Basic
Web
Web Tools
Word Count
Wordart

What can | achieve with the Drawing Tools?
Now let’s see what we can achieve with each icon:

a click on any of these tools will produce a tool box with the inscription, create your
drawing here:

oo b [ agess N\ NOCH MG HE - L-A-=S=E00.



:,.‘.-‘.-.-f"'.a‘.-‘ ...... o e o e G

Create your drawing here.

s

click inside the box and drag the mouse and the shape will be attained e.g.



click on the attained shape. Without releasing your hand, move it to the desired position.
You can also draw directly in the desired position you wish the diagram to be without
first drawing it in the box.



You will observe that there are small dots around the circle shape in the tool box while
the square does not have. This means the circle is highlighted and the square is not, you
can only have more effect on the highlighted one. The shape has to be highlighted any
time you need to carry out more effect on it. To add text in a shape like rectangular or
oval, right click and select add text from the dropped down menu e.g.

Cut

Fe

Copy
Paste

B i

Add Text

Grouping »
Order »
Set AutoShape Defaults
Format AutoShape...

(o]

a click on Add Text will now make the shape appear thus:

N A
“ “

S S

N
N
b
%
%\.



with this you can type in any text of your choice.
To delete any shape, click on it and press the delete key.
Practice this on your computer following the explanations.

How did you find the practice? Fair. That is a very good beginning. Practice more of
it and you will acquire the mastering you need.

This is a text box. Click and type within the box e.g.
T | ks i
. -

O

Draw -

a click on the scroll button and will produce:

Order k
Fuotate or Fig  »

E Text Wrapping » [

v 44— ‘

Draw = | L2  AutoShape

This sign*shows there are'still ‘more*
items."Click-onit'torshow all the
items+




The full will appear thus:

|
{ﬁ i
ol
Order »
# Grid...
hudge »
align or Distribute >
Rotate or Flip >
] Text wrapping »
i
=<
Change AutoShape »
|Draw~ |15 Autoshapes ¥ N\



Let’s have some practice from the dropped menu above, let’s pick the first tool —
Group. Use this tool when you want to make several shapes as one e.g. Let’s draw
rectangular and oval shapes with connecting arrows:

Should you need to move it to another environment, you need to click on it and
move. But in this case because they are not grouped, if you click on it they will not
all be highlighted at a time, it means you will only be able to move them one by one
and that becomes more cumbersome because it calls for another arrangement. Now
let’s click on it

¥

you will observe that it is only one shape that is highlighted. Now let’s group and see
what will happen.



To group, click on this shape - 5 (Pick Tool) among the Drawing Tools and use it
to draw a rectangle around all the shapes. Once this is down, you will achieve:

I e

with this all the shapes are highlighted at once. Now click on the scroll button on
Draw and click on group

E GEroup
Crder 3
arid. ..
Mudge 3
align or Distribuke 3
Rotate or Flip 3
Text Wrapping F [
Change Aukoshape 3
Set AutoShape Defaults L
Draw 'l [ | AutoShapes = .

Compare the Group in this dropped down menu and the one in the preceding one. You
will observe that the Group in this last dropped down menu is highlighted whereas the
other is not. This is because you have used the pick tool to select all items.



Note, after selecting with the pick tool, you may not be able to get back to your
normal text typing, so you have to re-click on the pick tool and continue the normal
text.

Another interesting part is the AutoShape Tools

Autoshapes =

a click on it will show the following dropped down menu

l 5% Lines N
z‘gT Connectors >
L@ Basic Shapes >
% Block Arrows >
_>c, Flowchart >
% Stars and Banners »
'1_@ Callouts >

! ﬁ More AutoShapes...

iAgtoShapes hd

to the right of every item in the dropped down menu, there are arrows. A click on any
of the items, a dropped down menu will appear, click the desired shape and click on
the part of the document where you want the shape to appear, click and drag the
mouse to print in the shape e.g.

You can always enhance your shapes by adding text. To add text, right click and click
on Add Text from the dropped down menu. You can fill in colours or change the
colour of the text to any other desired colour by clicking on any of these tools:



You should always highlight the shape or text before clicking on the said tools e.g.



To highlight a shape, just click on it and you will observe the dots around it, and
then click on the fill tool and it will appear thus:

Mo Fill
EEEEEEER
EENEEEEENR
EEEEEEER
BRI EEEEN
EEOCDOC0EEC

Mare Fill Colars, .,

Fill EFfects. ..

-&-,[

select any colour so desired and the shape will appear thus:

click any part of the document apart from the shape to remove the dots. When this is
done, the shape will appear thus:



If it is a text, highlight the text thus:

Always remember to practice on your computer

T ] ]
select the font colour == and click on desired colour from the
dropped down menu,

[ | Automatic

| Mare Colors, .. l
{

A

the text will then appear thus:
Always remember to practice on your computer

If you do not highlight before clicking on any of the tools it will appear blank:



[N

The straight line shape can be enhanced. Draw a straight line and highlight
o Q0

click on any of the following tools:

I

to achieve desired lines and arrows and select as desired e.g. let’s select the broken
lines, a click on it will appear thus:

++++++++++++++++



The text box can be enhanced with any of the following tools:
Nae

How?

Click on the text box and draw the box

click on the said tools and select a desired shape

Or




the text box will then appear thus:

GO o d G’O 0 d_
Student ~“tudent

Note: The appearance is dependent on the selected style or pattern.

You can also make the line of the text box bigger by selecting from the

line options = . As usual highlight the text box and click on the line option to select
desired line e.g.



14 pt
14 pt

34 pt

1pt
114 pt
214 pt
3|:It I
414 pk
G pt I

Spk
414 pt
414 pt
& pt

More Lines. ..

rn




Depending on the selected line, the box may appear thus:

Good
Student

Did you follow the explanations? compare with what you have comfortable with your
practice.

Now try to practice each of them and just learnt. Do this until you are



The other tools left are:
4 <0

4l This is shortcut to insert WordArt. A click on it will show the following box:

WordArt Gallery

Select a Wordart style:

W@G@”M"Wow worda,, Iw WordAr! ,:. s
- . B
Vorebizt (WordArt [WordArt {70742+ |Wordiet | 2

¥ kIt W‘ WordAn worf Qrt \\Urd‘-\[( | \\
wordaet [WorAve |Hardhet (Wit (ool | 2 w
st B [ [ | 1




MANAGING DOCUMENTS AND CUSTOMIZING WORD

The highlights on this session include:
What document properties are
Where to locate and change a document's properties How to
request the spell and grammar checker
Why you need to proof documents manually despite Word proofing tools.
How to customize Word to behave the way you want.

Document Properties

A property is information related to a particular document. To get property dialog box,
select File/properties. On the properties dialog box, you find:

General —Contains the document's file information, including the date and time you
created, last modified, and last accessed the document.

Summary — Tracks a document title, author (your name by default), keywords, and
comment notes.

Statistics —Tracks the document's numeric statistics, such as character, word and page
counts, and total amount of editing time consumed for the document.

Contents —Describe the parts of your document, such as the header, body and footer.
Custom —Keeps track of information you want in the order you specify.

Some properties are available elsewhere in Word. For example, you can find a
document's statistics, such as word and paragraph counts, by selecting Tools/Word
count.

4.0 CONCLUSION

As you type, look for ways to make your presentation more appreciable and to the
understanding of the reader(s). Avoid ambiguity in display and the type of artistic
forms selected for the text. Enhancement of document could be done while the work is



going on or when the job has been completed. Any method is acceptable; it all
depends on the one you find more suitable.

5.0 SUMMARY

Enhancement of documents is the process through which Microsoft tools like Draw,
AutoShape, WordArt etc are used to make our documents more presentable. It is also
important for us to know that the enhancement should not be too much, for too much
of it may make it lose its beauty. Therefore you should mind how these tools are used
when you want to make your documents presentable and understandable.

6.0 TUTOR-MARKED ASSIGNMENT

Draw the following shapes:

OFFICE' ENVIRONMENT







Guide on Tutor-marked Assignment
a. Take note of the instruction; you are to draw the shapes
b. Read the whole unit again before you attempt the assignment.

¢. When you finish the assignment, read it to yourself and see whether it makes
grammatical and content sense.

7.0 REFERENCES/FURTHER READINGS

1. Amoor, S.S. (2020). Office Secretarial Standard Practices.
Zaria: ABU Press.

2. Sani, A. (2018). Entrepreneurship in Business Education.
Zaria: Concept+Designs & Prints.

3. Insley, R. (2016). Business Letters and Memos. 2" Ed.
New York: Kendall Hunt Publishing.

4. Taylor, S. (2015). Model Business Letters, Emails and other Business
Documents. 71" Ed. London: Prentice Hall.



5. Canavor, N. (2016). Business Writing Today. 2" Ed.
Singapore: SAGE Publications, Inc.

6. Sani, A. (2015). Executive Office Practice and Procedures.
Zaria: Jerry Press
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1.0 INTRODUCTION

Another important aspect of display is the use of Multiple Columns in our documents.
This form is required especially in the typing of magazines, dailies and literary work.
This unit is designed to take you through creation and utilization of multiple columns.
Study the presentation carefully and do the exercises.

2.0 LEARNING OUTCOMES
At the end of this unit, you should be able to:
a. Identify multiple column documents

b. Create multiple column documents
c. Integrate multiple column documents

3.0 MAIN CONTENT



When you want to create newspaper-style columns, such as those that appear in
newsletters and brochures, configure Word to format your text with multiple columns.
You can assign multiple columns to all or to only a selected part of your document.

Generally, you may type your document's text before breaking the document into
multiple columns or set the columns before typing.

Follow the following steps, if you want to set multiple columns:
1. Select the text you want to convert to multiple columns

Practical Disadvantages of Multimedia

umation, and
not

TTr111L~ simple tex ’t f
od quality comput

section of its intended users » o
machines. For thr re , Col develope uld think very

ated into

out 1ts po r:nhi] thr:}
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2. Select Format/Columns to display the columns dialog box



Fgrmatil Tools Table Window
Font...
Paragraph..,

i >

Bullets and Numbering...
Borders and Shading...

Columns. .. P
Tabs...

Drop Cap...

Change Case,,.
Background >

|RE

Theme...
Frames »
AutoFormat. ..

Styles and Formatting...

g N

Reyeal Formatting. ..

Click the preset column. Format and enter the number of columns you want to produce.

Columns

Presets | oK l
% gg §§§ g% %g Cancel ]
One Two  Three  Left Right

Mumber of columns: Iﬂ 5: r

Width and spacing - Preview

Col #:  Width: Spacing:
TH | —
| =i =
I = | =
Apply ko |Whole document _VJ r

Study the dialog box, and follow the instruction to select appropriate style that you
desire and click OK. Now let’s apply it. Remember we have already highlighted a text
ready to be made into columns, from the preset in the dialog box above, select two *and
the text will appear thus:



Practical Disadvantages of Multimedia

Multimedia requires high-end computer systems. Sound, images, animation, and especially
video, constitute large amounts of data, which slow down, or may not even fit in a low-end
computer. It involves the culture of transforming technology skills to a simplified manner to
enhance learning. Unlike simple text files created in word processing multimedia packages
require good quality computers. A major disadvantage of writing multimedia courseware is
that it may not be accessible to a large section of its intended users if they do not have access
to multimedia-cap able machines. For this reason, courseware developers should think very
carefully about the type of multimedia elements that need to be incorporated into applications
and include only those that have significant value.

You must search and use sufficient time to understand its systems or networks. While
proponents of this new technology are very enthusiastic about its potential, they often leave the
financial and technical issues unattended. Development costs in multimedia are very high and
the process of developing effective multimedia takes time. Time spent on developing the
multimedia package requires money so that the true cost of an interactive programme mounts
with each delay.



This can also be presented in three columns, and it will appear thus:

Practical Disadvantages of Multimedia

Multimedia requires high-end computer systems. Sound, images, animation, and
especially video, constitute large amounts of data, which slow down, or may not
even fit ina low-end computer. It involves the culture of transforming technology
skills to a simplified manner to enhance learning. Unlike simple text files created
in word processing multimedia packages require good quality computers. A
major disadvantage of writing multimedia courseware is that it may not be
accessible to a large section of its intended users if they do not have access to
multimedia-cap able machines. For this reason, courseware developers should
think very carefully about the type of multimedia elements that need to be
incorporated into applications and include only those tat have significant value.
You must search and use sufficient time to understand its systems or networks.
While proponents of this new technology are very enthusiastic about its potential,
they often leave the financial and technical issues unattended. Development costs
in multimedia are very high and the process of developing effective multimedia
takes time. Time spent on developing the multimedia package requires money so
that the true cost of an interactive programme mounts with each delay.

Apart from the sample in the presets in the dialog box, you could select any number of
columns desired by choosing the desired number from the _number of columns’ box
within the dialog box. Therefore, you can select one, two, three, four, five, six, etc.

4.0 CONCLUSION

Remember that to achieve the desired pattern, there are two things that could be done;
either you type the text before formatting it to the desired columns or set to desired
columns before typing. The last style is better when you are to type all the text in the
pages. However, if it is just a part of the whole text that is required to be put into
columns, highlight just that part before formatting into columns. In that instance, it will
only affect the selected part.

5.0 SUMMARY

Putting text into columns is a kind of display, which is mostly used in newspapers,
magazines and literary works. Columns can be created within a text or for the whole
text. To create columns, click on format; from the dropped down menu, click on column
and from the dialog box, select as desired, following the instructions in the dialog box.



6.0 TUTOR-MARKED ASSIGNMENT
Type the following text in three columns:

Column one

The society is dynamic in nature and therefore it is subject to change. The advancement
in technology especially in the use of personal computers in almost every area of life
calls for the need in keyboarding and word processing skills. Computers have been
found useful in almost all fields — Engineering, Architecture, Surveying, Medicine,
Artistic Work, Education etc. Gone are those days whereby keyboarding was only
associated with typists or secretaries. It is not enough to finger the keyboard or to mere
know how to use the mouse to bring out data from the computer.

Column two

The programmers that programmed the packages that are commonly used today,
followed typewriting techniques which cover (1) word processing (text), this includes
letters, speeches, memoranda, etc; (2) Display (3) Tabulation. They tried as much as
possible to programme the skills in typewriting so as to make typewriting more
enjoyable and meaningful. The fact remains that the use of personal computer has not
come to send typewriting into extinction; rather it has come to enhance it. It should be
noted that although the programmers followed typewriting styles, one still needs to
learn the skills so as to be able to appreciate the new machine more.

Column three

This material is prepared to give you an _on hand’ practical experience in keyboarding
and word processing, which is the term that has taken over _typewriting’ because of the
change in the use of machine and the expanse in the function of the machine. Today, it
IS important that everyone becomes proficient in keyboarding and word processing
irrespective of the field of specialization, more importantly in the business world.

6.1 Guide on Tutor-marked Assignment

a. Take note of the instruction; you are to type the assignment
in three columns.



b. Read the whole unit again before you attempt the assignment.

c. When you finish the assignment, read it to yourself and see
whether it makes grammatical and content sense.

7.0 REFERENCES/FURTHER READINGS

1. Amoor, S.S. (2020). Office Secretarial Standard Practices.
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MODULE 3 LEGAL/LITERACY WORK AND SKILL
MASTERING

This is the last module in this course. It will take you through how legal work and
literary work are typed. In addition, a lot of exercises will be provided for your practice
to help you gain the desired proficiency that is required in Word Processing. The
exercises will take you through all that you have learnt in Word Processing. In this
module emphasis will be on how these documents are to be presented. All that is
required to achieve such presentations have been learnt therefore less emphasis will be
given to that. To achieve this, this unit is subdivided into the following units:

Unit 1 Legal Document
Unit 2 Literary Document
Unit 3 Skill Mastering

UNIT 1 LEGAL DOCUMENT
CONTENTS

1.0 Introduction

2.0 Learning Outcomes

3.0 Main Content

4.0 Conclusion

5.0 Summary

6.0 Tutor-Marked Assignment
7.0 References/Further Readings

1.0 INTRODUCTION

Every document has its own peculiarity in display mode. This is the reason why this
document is selected. This unit will teach you how legal documents are typed. This may
lead to questions such as: does it mean legal documents are not presented in the same
way as other texts we have learnt? What make the display pattern different? Try to
answer these questions at the end of this unit.

2.0 LEARNING OUTCOMES



At the end of this unit, you should be able to:

I. identify legal documents; and
ii. type legal documents.



3.0 MAIN CONTENT

Agreement Will
In typing any of the above, do the following: Type in double line spacing

Type the attestation in single line spacing
Left margin one and half inch, right margin half an inch Short lines must be filled
with broken lines

4.0 CONCLUSION

Go through the presentations and ensure you answer all the exercises. At the end of
each exercise check your progress by comparing your answers with the presentation.
Note the mistakes and try your hands on them once more.

5.0 SUMMARY

Legal documents are not just like any other documents. There are peculiarities in writing
and typing them, this is why time is spent to teach you how such documents are typed.
The areas that are mostly given attention to are the line spacing, attestation, the margins
and short lines.

6.0 TUTOR-MARKED ASSIGNMENT
HIGH COURT OF LAGOS STATE (CIVIL PROCEDURE) RULES
FORM 1

General Form of Writ of Summons (0. 3, r. 3)

(Here put the letter and number (see note (a) following this form).

In the High Court of Lagos State

TR 1 =T Judicial
Division
Between:
A B . o Claimant
And

O et Defendant



ToCD.of ceviiiiiiiii inthe ..........oooviiiiin

You are hereby commanded that within forty-two days after the service of this writ on you. inclusive of
the day of such service you do cause an appearance to be entered for you in an action at the suit A.B. and
take notice that in default of your so doing the claimant may proceed therein, and judgment may be given
in your absence.

DATEDthis.................. davof................... 2. ...

Memorandum to be subscribed on the writ.

N.B:

This writ is to be served within three calendar months from the date thereof, or. if renewed, within three
calendar months from the date of the last renewal, including the dav of such date, and not afterwards.

Forms of Writs of Summons, etc - continued

The defendant may enter appearance personally or by Legal Practitioner either by handing in the
appropriate forms, duly completed, at the Registry of the High Court to the Judicial Division in which
the action is brought or by sending them to the Registry by registered post.

Endorsements to be made on the writ before issue thereof-

The claimant's claim is for. €tC. (1) ..ovouviiiiiiiiic e e

This writ was issued by (1 H.. of ..................... whose address for service (c) is

....................................................................................................... (mention the city, town or
district and also the name of the street and number of the house of the claimant's residence, if any)

Endorsement to be made on copy of writ of forthwith after service.

This writ was served DY Me at ..........cccveveiieiiiisine e on the defendant (here

(Signed)



(Address)

Note:

(a) Heading and Title — it the action is for administration the writ must be headed "Ir. the matter of the list ate
of ... ... .. deceased.

"If it is a debenture holder's action the writ must be headed in the matter of the company, and in a probate
action. li the Estate of A.B., deceased. "A writ of summons claiming administration of a trust or
settlement may be instituted "In the matter of the (Trust or settlement)'

(b) Endorsement of Claim - If the claimant sues, or defendant is sued, in a representative capacity, the
endorsement must state in what capacity the claimant sued or the defendant is sued. Sec 0.4.r.2. li the
claim is for a debt or liquidated demand only, the Endorsement, even though not special, must strictly
comply with the
provisions of
0. 4.r. 4, including a claim for four days' costs.

(c) Address for service — see 0. 4. r. 6. The address must be within the jurisdiction.
the jurisdiction.

(d) Address of Claimant - In the case of a company in liquidation the

claimant'saddress should run " . .. ... claimants,
who are a company in liquidation . The liquidate or is (name of liquidator), of (address of liquidator)"

In the case of a foreign corporation within the meaning of part 10 of the Companies and Allied Matters
Act the claimants' address should run thus;

. claimants, who are a foreign corporation within the meaning of the Companies and Allied Matters Act.
The registered name and address of the person to be served are (here add registered name and address)".

(e) Endorsement of Service - See 0. 7. r. 13.

(f) Probate Actions — In these actions the endorsement of claim must show the nature of the claimant's
interest, under Which he claims (0.
4. r. 3); and the alleged interest of the defendant.
Before the writ is issued the following certificate must be

indorsed on it:
The Registry. High Court of Lagos State

(Signature of Registrar)



6.1 Guide on Tutor-marked Assignment
a. Take note of the instruction.
b. Read the whole unit again before you attempt the assignment.

¢. When you finish the assignment, read it to yourself and see
whether it makes grammatical and content sense.
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7.0 References/Further Readings

1.0 INTRODUCTION

As mentioned in unit 1, different documents require different formats. Again, literary
documents are not usually typed like other documents; they have their peculiarities.

2.0 LEARNING OUTCOMES

At the end of this unit, you should be able to type literary documents.
3.0 MAIN CONTENT

LITERARY WORK:

Reports

Stories

Poetry

Plays

Theses and scripts

To type any of these do the following:
Use A4 paper.
The first page is not usually numbered.

For chapter heading, use capitals.
The first page of a chapter may be in the form of dropped heading.

The chapter heading is typed two single spaces below the chapter number.

You may set equal margins at one inch. Should you want to leave a binding
margin, set left margin at one and half inch and one inch on the top, right and
bottom margins.

The line spacing varies, it depends on the type of matter to be typed.

4.0 CONCLUSION



Note that there are variations in the type of display and styles used in the typing of
different literary work. But one basic thing that may be noted is that literary works are
usually typed in single line spacing.

5.0 SUMMARY

Literary works cover reports, stories, poetry, play theses and scripts. One most
important thing is the ability to identify the type of literary work you are to type, that
would help inform the type of style and display that would be needed.

The use of elision is allowed in literary works e.g. I’ve, He’s etc.

6.0 TUTOR-MARKED ASSIGNMENT

Type the following as it is:

He all my grief has taken, and all my sorrows borne;

In temptation He’s my strong and mighty tower;

I’ve all for him forsaken, I’ve all my idols torn,

From my hear-and now He keeps me by His power

Though all the world forsaken me, and Satan tempt me score,
Through Jesus I shall safely reach The goal.

He’s the —Lily of the Valley, —the —Bright and Morning Starl;
He’s the fairest of ten thousand to my soul!

6.1 Guide on Tutor-marked Assignment

a. Take note of the instruction; you are to type the assignment
in three columns.

b. Read the whole unit again before you attempt the assignment.

¢. When you finish the assignment, read it to yourself and see
whether it makes grammatical and content sense.

7.0 REFERENCES/FURTHER READINGS

1. Amoor, S.S. (2020). Office Secretarial Standard Practices.



Zaria: ABU Press.
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UNIT 3 SKILL MASTERING

CONTENTS

1.0 Introduction

2.0 Learning Outcomes

3.0 Main Content

4.0 Conclusion

5.0 Summary

6.0 Tutor-Marked Assignment
7.0 References/Further Readings

1.0 INTRODUCTION

This unit is designed to refresh all we have learnt in Introduction to keyboarding and
word processing and Advanced Word processing. You should practice all the tasks and
ensure a good mastery. Where there is doubt of what to do, go back to where such task
was taught in the text and refresh your memory and then go back to the task and answer
the question.

2.0 LEARNING OUTCOMES



At the end of this unit, you should be able to:

a. Type any form of texts with appropriate display
b. Type numbers with appropriate display.

3.0 MAIN CONTENT

Task 1

Type the following with appropriate display.
264 words at 33 w.p.m. for 8 minutes

We understand that you will be leaving this country shortly to take a job overseas and
we thought that your friends and family might like an up-to-date photograph of you
before you leave. We can supply large prints and we should be pleased to arrange a
sitting at short notice at you convenience.

May we mention that we also offer a service for business men which is both efficient
and complete in every way. We will be pleased to show you numerous pictures which
show clearly the eye-catching style presented by our photographers. We enclose a list
of firms that employ us and for whom we have produced many advertisements for
industrial magazines.

Transfer Travel, our branch in High Street, can help you in a number of ways to solve
your travel and transport queries. In these days when time seems to be the most
important commaodity of all, you can depend on Transfer Travel to deal with all your
arrangements. Just telephone Sean Gallapher and he will use both his own and his
staff’s time in dealing with the hundred and one irritating little things that crop up, but
which are so easily overcome by the expert who has made the whole subject his own
intimate profession. Should you wish to do business with a country with which you
are not in touch, our agents will be pleased to help you with advice and contacts.

(S11.27)
Task 2
Type the following text in 5 minutes.
Proofreading is a skill and like any skill it must be practiced. If you are to become
efficient at spotting errors of all kinds, it is necessary to undergo training in the art of
proofreading. To be effective, a proof reader needs to be able to spell and punctuate
correctly, and to know the basic rules of grammar, as well as acceptable typewriting
display and layout.



It is not a question of just reading through a completed piece of typescript in case a
typing error may have been overlooked; it is often necessary to ask the help of a
colleague to go through the copy and make certain that figures are correct, that nothing
has been omitted, or that unreadable handwriting has been deciphered correctly.

It may be that you are an audio-typist and that you have to listen to a recording on a
transcribing machine. You will need to take great care when proofreading and, in order
to check certain details, it may be necessary for you to play part of the recording again.

If the transcription is from shorthand notes, it is a good plan to check the transcript very
closely with the notes to make certain that nothing has been omitted. Keep one finger
following the shorthand notes with a finger of the other hand following each word on
the typed copy. Take particular care with words that sound alike but are spelt differently
— homophones, e.g., check and cheque; aloud and allowed. If you have any doubt as to
which spelling is required, check the meaning of the word in a dictionary.



If you are proofreading from VDU, it may be helpful to use the cursor to guide the
eye across the screen, and to vary the density of the brightness on the screen.

Make sure that you have used the correct stationery; type accurately any labels or
envelopes required, and attach any enclosure before the documents are placed for
signature.

Task 3

Type the table the following table on A4 paper.

FROM SUPPLIERS

1 ENCLOSING PRODUCT | catalogues, price lists,
INFORMATION Samples
2 DELIVERY INFORMATION |advice notes, dispatch notes,
consignment notes
3 REQUESTING PAYMENT bills, invoices, statements
4 ACKNOWLEDGING Receipts
PAYMENT

FROM CUSTOMERS

5 REQUESTING PRODUCT |requesting catalogues, price
INFORMATION quotations
6 ORDERING order forms, purchase orders
7 ENCLOSING PAYMENT cheques, money orders
8 QUERIES/COMPLAINTS concerning  quality, orders,
delivery dates

FROM POTENTIAL EMPLOYEES

job
9 REQUESTING applications
EMPLOYMENT

FROM GOVERNMENT DEPARTMENTS

10 REQUESTING FINANCIAL |tax forms, demands
INFORMATION/PAYMENTS







Task 4
Type the following:

General Form of Originating Summons (O. 3, r. 8)

In the High Court of Lagos State |

N ENE ettt Judicial Division

(If the question to be determined arises in the administration of an estate or a trust entitle it: In the matter of
the estate or trust.)

Between:
1 T OSSPSR Judicial
Division
Between
A B Claimant
and
CD.and E.F ... . Defendants
Lot o o) PRSP PRPRPRS

................................................................................ within
forty-two days after service of this summons on him, inclusive of the day of such service, cause an
appearance to be entered for him to this summons which is issued upon the applicationof . ............

oL e, who claims to

be (state the nature of the claim), for the determination of the following questions: (State the questions).

DATEDthe...........coii i Day Of...cveveeeceeeere e

This summOons was taken OUL BY.........cccoiviveiiiiiicere e s Legal Practitioners for the

210101V SRt 1 T-1 1 11T R



Task 5

Type the following:

Originating Summons under (O. 3, r. 8 (1))
NO. e OF 20

In the High Court of Lagos State

INTNE oo Judicial Division
In the matter of A.B. a Legal Practitioner (Re Taxation of costs, etc.) (or as may
be). Let AB.of ..o attend the Court, (or Chief
registrar's Office) HIGH COURT LAGOS,onthe .............oooiiiiiiii, day of
.................................... 20 e . At 9 O'clock in the forenoon (on
the hearing of an application on the part Of ... ).

(State relief sought). (If for leave to endorse award under the Arbitration Law, ap. Add, "And
that the respondent do pay the costs of this application to be taxed."

DATED the .....cccovvvvvivieeedayof o 20
This sSummons was taken OULt DY ........o.iiuiiii e

Note:

It will not be necessary for you to enter an appearance in the HHGH COURT REGISTRY, but
if you do not attend either in person or by your Legal Practitioner, at the time and place above
mentioned (or at the time mentioned in the endorsement thereon), such order will be made and
proceedings taken as the Judge may think just and expedient.



Task 6

Type the following:

Form of ex parte Originating Summons (O. 3, r. 8(1))

In the High Court of Lagos State

In the matter of A.B. an infant (or, as may be). Let all parties concerned attend, before the
Judge or (Chief Registrar's Office). High Court, Lagos State, at the time specified in the margin
hereof, on the hearing of an application on the part of the above named A.B.. an infant, by C.D.
his next friend, that etc.

This sUMMONS Was taken OUL DY .......ccuviiiiicecie st of

applicant



Task 7
Type the following:

Letter Forwarding Request for Substituted Service (0. 8, r. 3(d))

The Chief Judge of Lagos State presents his compliments to the Minister of Foreign Affairs
and encloses herewith a writ of summons in the case of

anorderof the ... At Judicial
Division of the High Court of Lagos State (which is also enclosed) giving leave to make a
request that the said writ may be served by substituted service on the
defendant..........cccooveiieiencii Al in the (name of country).

The Chief Judge requests that the said writ and order may be forwarded to the proper
authority in (name of country) with the request that the same may be transmitted by post
addressed to the defendant at (the last known place of abode or the place of business) of the
said defendant, or there delivered in such manner as may be consistent with the usage or
practice of the courts of (name of country) for service of legal process where personal service
cannot be effected; and with the further request that the same may be officially certified to
the oo, Judicial Division of the High Court of Lagos
State, or declared upon oath, or otherwise, in such manner as is consistent with the practice of
the courts of the (name of country) in proving service of legal process.

Task 8
Type a copy of your curricular vitae.

Task 9

Write an application letter for the post of Administrative manager to Kevin & Co
Industrial Chemicals, No 77 Olakuko, Ajangbadi.

Task 10

Type the following:

%mem and docormenTs

WM& wre sowch an essenTonl. &oﬂyﬂan&nf 1 The business worll Tt all and sectilveres
WW%&M%M wiTh The %M Mm/ﬂ&/a@ow *Ma/,



3%4/&?%& ma//fw% WW@ meesT erserre THAT a PloTece 12 send To Al TETT0A To
Atlendd, %Wv'n% The »47, AT, Tome, and. /é&w o// The m&%u% /P érnﬁfé z}z Teme
whichh va&W %% The noTice ﬂMoMm/%@& m&ﬂft/nﬁ 2 bl 2 SToTed 10 The
ozﬁmfﬂ/wn 5 2ebes 02 condTileidron. faf/ annwal, %m%ﬂ/ m&a’fft/r% s W%

T %-on/& clorr ﬁé% and seven Toﬁéu/ﬂ‘m; clorve Wﬁ@ an o@%&%y m&%fmﬁ

Cov lyondon is o 5T of Toms of bessiness To bo disconssod AT a mecling. Wiz locl by Tie scceclony, in conguncTion
wiTHh The chatsrmanr, M*M/Wﬂ}( wiTHh The noTrce Q/%m&fwydo W%M/vm/@éﬂﬁm@% MM%
fove Time To Thint aboed The mollcrs To be discussed, ﬂm«mmé}g %W o be bbbl cnTil The m&ofp’nﬂ, frerce
The WM/’W a)/% nofece,

.‘_
@/fm The m&af”iyy, %Wa/% Wﬂ' pﬁ&f/fo//% Wm/%¢ The chateman }WVﬂ/%éfpa
mW W’aﬂ/’ﬁbn cnd AssToiboiTion To The members,

PlineTes, which ate an accntile, concise and clows WM%%W%WM%JWM/
WWM%/%/MW @M&wﬁmm%ﬂw/mnm/mf&/ﬂﬂw %V&d%
éW 2 o///ammmmfwﬂﬂ‘mm dence 7%7/7&914;& ﬂWWvM@M@&/WM wwm&%ﬁf/

(Adapted from an article by
Ken Fisher, Typing in Block', Memo/

2000, August 1980. in Daviies S &
West R. 1982)



T is The secelony, 5 cesponsibilily To crsmee Thall suilable accommodedion s o ) liable for Tie mecling, and
To e To fand all The popers and documends which be soguised for 7. Dowving e medling The

chaisman will Toke The oms in Tie oedor in which Thoy, appeos on Tho agonde, B iz saponsitle foe Hhe
condunt of mecting and fiss decisions mudt be acoepled by all Tic members presend. K somTimes fios The
cabling voTe, 1o o 10T wsed To make a decivion whon The vites for ' and againd? o moTion are cymally

4.0 CONCLUSION

Do all the exercises and discuss your answers in group. Explain to your group how
you achieved the display given to you to work and state the rules guiding such

display.

During your discussion, listen to one another. Do not argue just because you want to
argue. Rather, listen and have your argument(s) based on stated facts.

5.0 SUMMARY

This unit is a revision of all other units. A good practice of it would enhance a good
mastery of all that you have been taught. When there is doubt on what is to be done,
consult the text and revise the instructions concerning that particular task then go back

to the task you are working on.



6.0 TUTOR-MARKED ASSIGNMENT
Present the following in appropriate format.

1.

Way-to-Learning.

+
Practiceras'many-times-as*
possiblew

+

Donot'berdiscouraged:
when'vouare-faced-with-
difficulties. - The-
difficulties-are-part-of*
learning +

M






6.1 Guide on Tutor-marked Assignment

a. Take note of the instruction; you are to type the assignment
in three columns.

b. Read the whole unit again before you attempt the assignment.

c¢. When you finish the assignment, read it to yourself and see
whether it makes grammatical and content sense.
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