CIS 700 / 701  Mastering WORD PROCESSSING,    PROF.  AUCIELLO

                    Moving to Visual Communication

I am hoping that you can navigate your way to Microsoft Office, then to Word,  and open a Blank document,  and start typing away on this lesson.    And when  you type, don’t press <Enter> at the end of the line, just keep typing away.  Say “Word Wrap” aloud,  and think about it.

This lesson uses Word to talk about Word.   Really,  it is about the power of modern word processors  (WP).  (fiIl in:  Name another WP _______  ).
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“Mr. A  are you trying to say that you are using some of your  highly-interactive,  ‘hands-on’, ‘accelerated-learning’,  ‘critical- thinking’,  ‘empowerment’  ‘smack’ on us?”   What do you think?   (Answer:  _______)

I need to do this for my students.   It is really true that in ‘the Beginning,  there [is] was the Word.” 
For without “Word”,  there is almost no genesis.    Word Processing is your entry level skill to the world of Information Technology [really you will be surprised just how powerful  Word is].     If you can’t  Word Process,  you can’t  cross the Digital Divide!  

Just now, as I am typing this,  at  6:30 am in K-305 on June 8,  2000,  I  notice that this powerful word processor (Word 97)  has tried to do some ‘thinking” for me:   Fot example,  it starts me off in a Font ((fill this in:   What does  ‘font’ mean?   Fill in:  ___ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ )    that I don’t like.  

 Word  applied some system defaults,  or a master template,  or style sheet and makes basic assumptions that I will like to use them.   I don’t.   So,   just now,  I am changing to a Arial. 12  point,  Bold.   You do the same thing,  click ‘Edit” – Select All – click Format -  Font – (select Arial or whatever, and point size),  then click ‘Default” and until you change this ‘template”,  this is your  ‘default’  font?

Quiz:   Explain ‘default’ :  ______________________________

Think about  ‘point size,  and monospaced versus proportional fonts,  like this:

Check it out:     For the line below,  select it,  and switch it to Courier New:

12345678901234567890123456789012345678901234567890123456789

check it out: is courier new a monospaced font?

(check out that each courier new character at size 12 takes up .10  (ten to an inch) space!

Is this the definition of mono-spaced?   ______    What does mono-spaced mean?    _________

Now,  with the mouse select and copy the ruler line, then  ‘paste’ it  below:

Point mouse at beginning of line, drag mouse over line by pressing left button,  (line should highlight),  click Edit – click Copy -  point cursor below this paragraph,  and  paste it!  (Edit – Paste).   You have just learned  a major WP skill!

12345678901234567890123456789012345678901234567890123456789

is Arial 12, a monospaced or proportional font?   Check out iiiii  vs OOO.

What do you like better,  monospaced or proportional?   __________

A word of advice on saving:   I save about every 5 minutes, because  I have been known to make mistakes.   Click  File-Save As.  Name the document  701word01.doc,  in the next 5 minutes, name it  701word02.doc.   This way, if you err,  you can retrieve the previous copy, and only lose 5 minutes of work.     I realize that this sounds ‘obsessive-compulsive’, but with computers,  you have to have ‘take no prisoners’,  make no assumptions, take no chances.  Everything has to be tied down.   Even better, is to save your work to a floppy disk that you lock away, because  every hard disk will fail eventually!    I realize that they have medication for this, but it is better to be  O-C  and  be a ‘smart power-user’ than lose all of your data!

Just now,  Rose Howard,  one of my beautiful,  sharp CIS 701 students came up to me, and pointed out a spelling mistake.   10 extra credit points for Rose!   Yes!   By all means,  if you are going to write Words, and you can’t spell,  let  WORD do it  for you.   (What does the icon say that will check your spelling with 1 click?   ______________)

Next, I note that Word gave me a left-justification default.   I want full justification.   What does  Justification mean?    _______________.  So follow me:  Edit-Select All,  click the Full Justification icon (symbol)  [Play with this.  “Hack” at it.  Try the different icons.  Figure them out.  Why not try all the icons?  Discover for a while.    It would be smart  -- right? --- to save before experimenting.    Do you agree?   ____

Right now. I am getting ready to insert an image:    Neither Rose nor Mauricio volunteer their digital photo (taken as a .bmp, then converted to .jpg  or  .gif),  so I am  jumping to the Web, and grabbing an image.

Take a 5 minute break …..

During the break,  I went to   http://auciello.tripod.com       and   under  CIS 701 Distance Education,   I found the picture of the   “The Fearful Student”,  I cut him, slapped him on the clipboard, then pasted him (allowing Word Wrap and put him where I wanted.   Later,  you will show me that you can paste an image, and “wrap words”  around it.

Thanks to our very good CIS chairman,  Prof.  Louis Hahne,  we have a HP Color Printer,   so we can take ‘this document ‘up a couple of notches’ in presentation quality.”

I  would like to share with you some of the Principles I developed with Prof.  P.  Chimiklis on Total Communication.    

PRINCIPLES OF  TOTAL COMMUNICATION
Auciello-Chimiklis



1


Rich Text (font style, size)  is better than plain text.   Text that is blocked, indented, formatted and justified is more effective than plain text.

2
 Color, used wisely,  gives more emphasis than black + white. 



3
Interactive (response by keyboard, conferencing by video) is better than passive.    Interactive >  Active > Passive.   So when students actually change a formula or write code (“programming the script”) and immediately see the results of their work, learning is occurring the optimal state [analysis and synthesis --  the top of the pyramid of Bloom’s Taxonomy – increasingly effective teaching/learning strategies)

4
Sound (music, voice, sound effects,  Midi, Wav files) becomes more effective when it is in Stereo, keyed to the theme, evocative and connotative,  able to create a mood without help from other media!

5
An embedded [flat] picture is still worth at least 1000 words.   Showing work of Art.  
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Salvatore Dali “Sacrament of the Last Supper!”

  Some works of Art can of themselves create an ‘environment’!

6
As cool,  as powerful in communicating,  in a different way is “motion “.    Scrolling Text (text scrolls by ….) and animated images (animated .gifs) can be rivet attention!



7
Music add to Motion / Graphics expands Comprehension and the Learning Bandwidth.

8
Full Motion (avi, mpeg) is more effective than animation.

Web Communication that is interactive, musical, visual, and in motion delivers information thru many senses across a wide band to the student and optimizes the learning experience.

Developed by Joseph Auciello (Professor CIS, LA Trade Tech College) and

 Dr.  P.  “Frosty”  Chimiklis,  Distance Education,  Victor Valley College.

©   Copyright 1999,  Joseph Auciello,  California Technical Training



Just “brainstorming with you”,  I am highlighting this paragraph with a yellow background by clicking the Highlight Icon which looks like (of course) a Highlighter Pen – what else?  

I like black on yellow, so I am going to keep it.  Next I need to teach you what how to work with the icons on the toolbars:
I just “grabbed” this whole screen with the “Print Scrn” button, and now I will paste it, then crop it below.  (This is an optional advanced 100 point skill).
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style                                    |  italics           full               borders

                                      bold     

Let me say this a lot of times,  I WANT YOU TO IDENTIFY AND NOTE EACH ICON.  About 150 of them.    An easy way to do this is to go to the Virtual Classroom and print out the above templates, then mark them up in pen, (and put in your notebook, of course).

Did I mention that I use the  “Undo” feature to cancel any errors that I make?    Figure out how to do this.

Of course, I am saving like mad,  about every couple of minutes.

Did I tell you that any quality document has Header and Page Numbers?

Repeat after me:  “Quality and Access are the Passwords to Crossing the Digital Divide.”

Page numbers is a Shaquille-Slam-Dunk – Well, not so easy.  I just went – ‘Help’ – Index – Page Numbers – Insert  and found out that I need to click “Insert” – Page Numbers.   So I just did it.                         










� EMBED Word.Picture.8  ���








[image: image4.png]Mi
T Fie Edt Vew Insert Fomat Tools Table Window Help

DEed SRY Sla- e HEORES BT 0w | Q)

BodyTet = ComicSansMs =10 +|| B Z U

osoft Word - 701word02

wlo]w ]

Fage 19 Sec 1 1915 (07 I Cols3 Ox

SStart | [§7 Microsoft Word 701 CORETT



_1021957501.doc
[image: image1.png]






