COURSE DESCRIPTION

Program Commercial Practice
Course Title Typewriting and Word Processing
Course Code 2149 Semester 1&11
Type of Course Lab Contact Hours 30 + 45
Teac(lI\-i:n_;__;j:::;h)eme 0:0:2:0/0:0:3:0 Credits 1.5
CIE Marks 60 ESE Marks 40

Introduction

Typewriting and Word Processing equips students with essential computer and typing skills required to prepare professional documents. It
improves typing speed and accuracy, supports effective document creation, editing, formatting, and printing, and enables the efficient use
of word processing tools. These skills are essential for academic work, office tasks, and technical documentation in today’s digital

environment.

Course Objectives

1| To understand the parts of a typewriter and keyboard familiarisation.

2 | To develop the ability to type documents with good speed and accuracy.

documents.

To enable students to understand word processing terminologies, concepts, and utilities, and to use its tools to create and print

To develop efficiency in preparing professional-quality documents for academic and office use.

To create, format and edit professional documents including text formatting styles and layout.

To develop typing speed and efficiency using writer functions effectively.

To develop skills in applying various features in document preparation.

0| N|lo|luvu | >

To apply document management techniques, print and secure documents for academic personal and professional use.

Course Pre-requisite

Topic

Course code

Course Title

Semester

Fundamental knowledge of computers.

Secondary Education

Course Outcome

co Course Outcome Blooms Taxonomy Level

CO1 | Identify the parts of the typewriter and familiarise the keyboard. Apply

CO2 | Develop typing speed with proper punctuation and syllabification Apply

CO3 | Apply file management in Open Office Writer, including document formatting. Apply

CO4 | Utilize formatting wizards for document formatting and printing. Apply

CO5 | Use Open Office Writer tools to enhance workflow and add extended formatting Apply

CO6 | Develop document formatting skills and typing speed through practice. Apply

CO7 | Utilize the functions of tables and mail merge. Apply

CO8 | Construct index, bibliography and keyboard shortcuts for writer Apply

C0-PO mapping

COURSE ARTICULATION MATRIX
PROGRAM OUTCOMES
Course Outcomes
PO1 PO2 PO3 PO4 PO5 PO6 PO7 PO8 PO9 PO10 PO11
Cco1l 3 - - - - - - - - -
C02 3 - - - - - - - - -
Cco3 3 2 2 - - - - - - -
Co4 3 2 2 - - - - - - -
CO5 3 - - - - - 3 - - -
CO6 3 - - - - - 3 - - -
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Co7 3 - - 2 - - - 3 - - 2
cos 3 - - 2 - - - 3 - - 2
Total 24 4 4 4 - - - 12 - - 4
Correlation Level 3 2 2 2 - - - 3 - - 2
Legends: 1 - Low; 2 - Medium; 3 - High; No Correlation - “-”
Teaching and Assessment Scheme
) Examination Scheme
Teaching Scheme/Week |  ge|f.jearning Total Credits )
Theory Practical
(SS)/Week Hours/Semester C Total
L T P S CIE ESE Total CIE ESE Total
0 0 2/3 0 1/1.5 30/45 1.5 60 40 100 100

L: Lecture (One unit is of one-hour duration with one credit), T: Tutorial (One unit is of one-hour duration with one credit), P: Practical (One
unit is of one-hour duration with 0.5 credit), S: Project (One unit is of one-hour duration with 0.5 credit) SS: Self-Learning, CIE: Continuous
Internal Evaluation, ESE: End Semester Examination

Detailed Syllabus

Expt Experiment name Practical Outcome Mapped CO Taxonomy Instructional
No. Level Hours
Module |
1 Parts of typewriter/computer Identify visible parts of typewriter/computer Cco1 Apply 1
Use touch system
Implement correct sitting posture
2 Keyboard mastery Apply home keys COo1 Apply 3
Develop fingering practice
3 Fingering exercise Develop practice in all rows of keyboard Co1 Apply 3
Module Il
; Identify correct finger positions and practice
4 Speed practice passages @20 wpm Co2 Apply 3
5 Usg punctuation & syllabification in | Use of punctuation wr_nl_eltyplng B co2 Apply 4
typing Expose better word division and syllabification
Module Il
) Create document, open existing, saving,
6 Apply file management closing, password protection o3 Apply 2
7 Utilise working with text Apply formatting, redoing, undoing COo3 Apply 2
8 Construct formatted document Use bullets and numbering, find and replace CO3 Apply 2
9 Attain speed @25 wpm Construct passages @25 wpm COo3 Apply 2
Module IV
Perform basic document operations Acquire the skill to use spell check, word
10 using Open Office Writer cqm_pl_etmn, ar_1d thesaurus Co4 Apply 1
Diminish spelling and grammar errors
Exercise AutoText & line numbering features.
. . . . Employ Drop cap, auto correct and special
1 Apply various f_ormattlng options in characters. coa4 Apply 2
OpenOffice Writer. . )
Use word count in characters and words in
selection.
Provide better formatting for reports and
12 Print the document articles. CO4 Apply 1
Apply printing of document
13 Develop skill of typing @ 30 WPM. Attain typing speed at 30 WPM with good Co4 Apply 2
accuracy
14 Open ended experiments, Prepare brochures, posters and multi-column coa4 Apply 2
reports.
Module V
15 Apply speed @30WPM Construct passages @30 wpm CO5 Apply 4
Apply footnotes, endnotes, insert and delete
16 Insert footnote endnote comment comments CO5 Apply 2
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17 Track changes in document Use track changes to record, accept and reject Cos Apply 2
changes.
. Apply margins, orientation, Page size, page
18 Apply formatting pages breaks, page colours borders and columns 05 Apply 3
Module VI
19 Construct header and footer Employ header and footer, page number Co6 Apply 3
20 Working with styles and shapes Apply styles, shapes CO6 Apply 2
) . . Change image size rotate, align, crop move
21 Apply images and its formatting text wrapping. Co6 Apply 2
22 Develop speed Attain speed @ 35 wpm CO6 Apply 4
Module VI
Prepare table, rows and columns and its
23 Table and its formatting formatting. Co7 Apply 3
Apply table properties, merge, split, delete
24 Working with templates E;z;c(;clce to Organise, save and set as default co7 Apply 2
25 Working with mail merge Construct qddress daFabase, registering data co7 Apply 3
source, Mail merge wizard - envelop, labels.
26 Develop typing speed Attain speed @40 wpm Co7 Apply 4
Module VIII
27 Create table of contents dDemonstrate table of contents for a cos Apply 2
ocument.
28 Construct alphabetical index Draw an alphabetical index cos Apply 1
29 Utilise bibliographical database Construct bibliographical database Co8 Apply 2
30 Working with master documents gcqwre SRR el TR 5 D &) 1R Co8 Apply 1
ocument
31 Working with fields and create Assign date, time, agthor, page number. cos Apply 1
macro Construct macro, edit record
32 Keyboard shortcuts Apply keyboard shortcuts for macro keyboards Cco8 Apply 1
33 Develop speed @40 wpm Attain speed practice @40 wpm Co8 Apply 3

Open-ended experiment

Objective:
To encourage creativity, innovation, and application of knowledge by allowing students to design and perform an experiment beyond the
prescribed list, using the concepts learned during the course.

Description:
At the end of the laboratory course, each student (or group of students) shall undertake one open-ended experiment. In this activity,

students are expected to conceive, design, and implement an experiment of their own choice related to the course outcomes. The aim is to
apply theoretical knowledge and laboratory skills to a new or practical problem not explicitly covered in the regular experiments.

Students may choose to:

Modify or extend an existing experiment to explore additional parameters or behaviors.
Integrate multiple concepts from the syllabus into a combined application.

Design a mini-setup or prototype to demonstrate a principle or solve a simple engineering problem.
Perform a comparative study or performance analysis of a circuit/system/component.

Student Activities for Self-Learning

Week Self-Learning description Hours
Module |
1 [Take a print and map the visible parts of the typewriter/computer and display in the class. 1
2 Daily practice of middle row keys for correct fingering and file the document 1
3 | Type Ato Z and reverse repeatedly and file the document 1
4 [ Type common words and short sentences from the fingering book @10 wpm and file the document. 1
Module Il
5 | Repeating patterns like asdf ;lkj for 5 - 10 for muscle memory and file the document. 1
6 | Practice typing left-hand keys and right-hand keys separately and keep on record. 1
Diploma Curriculum Revision 2026 2149 Page #3



7 Time(j practice (5-10 minutes) to build speed gradually using the speed book with proper punctuations and syllabification 1
and file the document.
8 | Preparation for Lab exam 1
Module Il
9 | Prepare a document, apply password protection save and present in the class. 1
10 Open and edit an existing document with cut, copy, paste, find and replace and undo and redo changes and print the 1
document.

11 |Create a poster on Digital Safety and generate a copy. 1
12 | Practice online typing games @25wpm and make a print. 1
Module IV
13 |[Type an editorial passage from any journals using touch method @30wpm and submit. 1
14 Design a newspaper frontpage.using intro paragraph with drop cap, auto text bullets/numbering and various text and page 1

formatting tools and save the file and.
15 | Preparation for Lab exam 1
Module V
16 [ Type editorials of any newspapers for 10 minutes per session and file the document 1.5
17 |Create a document on Digital Literacy and demonstrate the footnote, end note and comment and take a copy. 1.5
18 Prepgre a notice f(_)r PTA meeting, edit c_hanges like insg¢ aline abogt the meet_ing, delete a sentence, change font, correct 15
spelling and submit the document showing both the original and revised text with tracked changes.
19 Crefate an article on Al using custom margins orientation, page size, columns, page break, colour, borders and display on the 15
notice board.
Module VI
20 Prepalre a Women'’s Day report with formatted headings, header/footer, page numbers, shapes, and proper text formatting 15
submit a hardcopy.

21 | Download an image and add 3D effects, border. 1.5
22 | Prepare for the lab exam 1.5
Module VII
23 Create a rgsult analysis tak?le of your friends in the last semester exam by inserting rows and columns merging splitting cells 15

and applying table properties and take printout
24 | Create a template on fundamentals of business and customize text formatting and layout and present. 1.5
25 | Create a birthday invitation of your sibling using mail merge and extract a copy of it and submit. 1.5
26 | Generate envelopes and labels for the college day using mail merge wizard and distribute among students. 1.5
27 | Create a macro to apply the same formatting to all paragraphs in a document 1.5
ModuleVII
28 | Construct an alphabetical index and bibliography for an English chapter you have studied earlier and submit. 1.5
29 Perform \{arious ta;ks in Writer using only keyboard shortcuts: move and select texﬁ, cut/copy/paste, undo/redo, format text 15
(bold, italic, underline, alignment), and save and close the document and take a print.
30 | Prepare for the lab exam 1.5
Total Self-Learning hours 37.5
Learning Resources
TEXT BOOK
'\SI(I).. Title Author Publication
1 OpenOffice Writer. Svhr\i/?l:lez:r N. Cain and Riley Quantum
2 OpenOffice.org Eﬁggyﬁl‘nelf;g’tg?sry Leete & Wiley
REFERENCE
I\Slcl).. Title Author Publication
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1 English Typewriting speed book Bhagwan Associates Bhagwan Associates
2 English Typewriting Fingering book Sanjay Associates Sanjay Associates
3 English Typewriting speed book Kala Publications Kala Publications
4 How to Use Open Office Writer. Kerie Hinchliffe Amazon Kindle
5 Getting started with Open Office Writer Remy Lentzner Remylent
WEB RESOURCES
h?g. URL Modules Covered
1 https://www.openoffice.org/support/books.html I-IvV
2 https://en.wikibooks.org/wiki/OpenOffice.org/Writer 1-Iv
3 OpenOffice 4.1 user guides "
4 https://wiki.openoffice.org/wiki/Documentation/O003_User_Guides/Getting_Started/Working_with_text VI
5 | https://wiki.openoffice.org/wiki/Documentation/0003_User_Guides/Writer_Guide/Mail_Merge_Wizard Vil
6 https://wiki.services.openoffice.org/wiki/Documentation/AO04_User_Guides/Getting_Started/Getting_Started_with_Writer/Adding_Tables_Spreadsheets_and_Charts Vil
7 https://wiki.openoffice.org/wiki/Documentation/OOoAuthors_User_Manual/Writer_Guide/Creating_Tables_of Contents%2C_Indexes%2C_and_Bibliographies Vil
8 https://wiki.openoffice.org/wiki/Documentation/O003_User_Guides/Writer_Guide/Keyboard_Shortcuts Vil
Major Equipment/Instruments/Components required for a batch of 30 students
Sl. No. Particulars Specifications Quantity
1 Computer(in the absence of sufficient Intel Core i5/AMD Ryzen 5, 16GB RAM (8GB minimum), and a 512GB 30
computers Typewriters can be used) SSD, running Windows with a 24-inch Full HD monitor
2 Printer Epson WiFi All in one Ink tank colour printer 1
3 Internet Access 64 Mbps (Minimum)
Major Software required for a batch of 30 students
SI. No. Particulars Specifications Quantity
1 Open Office Writer 30
Assessment Methodology - Lab
CE CAlL CA2 OEE ESE
Mode Attendance . Practical test Practical test y
Contlnupus (first half of (second half of Open gnded Practical
evaluation . . experiment
experiments) experiments)
Duration 3 hours 3 hours 3 hours
Exam mark 50 40 40 50 40
Converted to 30 15 15 10
Marks 5 30 15 10 40
Total marks 60 40
Tentative schedule [ End of semester Every lab slot 7th week 14th week 15th week
Scheme of Evaluation - Practical (Continuous Internal Evaluation)
SI. No. Criteria Description Marks
1 Preparation & Punctuality Attendancel, timely mamtenance_ of pract|cal record, pre-lab preparation, 10
understanding of experiment objectives and theory.
2 Typing Skill & Speed Development Keyboard accuracy, attainment of prescribed typing speed (30-40 WPM), proper 10
finger placement and posture.
. . Correct application of page setup, headers & footers, tables, styles, templates,
3 Document Preparation & Formatting images, mail merge, TOC, bibliography, macros and other formatting features. >
Accuracy, Output Quality & Accuracy of typing, error-free document preparation, neat formatting, completion
4 e S . ) X 10
Productivity within stipulated time and quality of final output.
5 Viva Voce / Concept Understanding CIarlty of word processing concepts, docu_ment ma)nagement features, formatting 10
techniques, keyboard shortcuts and practical applications
6 Record Maintenance & Laboratory Completion of practical record, proper file management, safe use of computer 5
Discipline resources, discipline and work ethics.
Total 50
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Scheme of Evaluation - Practical Test & End Semester Evaluation

Category Things to evaluate Marks
Write-up / Procedure (before experiment) Aim, stepwise procedure. 10
Experiment Setup & Execution Handling of software for document creation. Accuracy of execution. 10
Observation & Result / Output Formatting, speed and accuracy, use of advanced features & final output 8
Viva Voce Conceptual understanding of experiment. Related theoretical knowledge. 8
Record Completion & neatness of practical record. Proper certification by faculty. 4
Total 40
Scheme of Evaluation - Open-ended experiment
Category Things to evaluate Marks
- Assesses how creative, innovative, and relevant the chosen experiment is to the
Originality and Relevance of the Idea course objectives. 10
Clarity of Objectives and Experimental Plan Evaluates how clearly the student defines Fhe aim, scope, and systematic plan of 10
the experiment.
Correctness of Execution and Data Recording Checks the accuracy, safety, and.neatness in performlng the experiment and 10
recording observations.
Analysis, Interpretation, and Presentation of Measures the student’s ability to analyze data, interpret outcomes, and present 10
Results results logically.
Teamwork and Innovation Demonstrated Judges the level of collaboration, |n|t|§t|ve, and creativity shown during the 10
experiment.
Total 50
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