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Five Keyboarding 
Components

1. New Key Introduction

2. Technique

3. Skillbuilding

4. Document Processing

5. Technology

Linked together by 
communication and 

assessment .

Linked together by 
communication and 

assessment .



Document Processing:
Mailability

What are the two most significant 
factors influencing the mailability of 
any document?

Â Format (document layout and appropriate 
use of word processing features )

Â Content (proofreading and language arts )



Document Processing: 
Format

What is the most effective way to 
teach formatting (both the document 
layout and appropriate use of word 
processing features)?



Document Processing: 
Format

What is the most effective way to 
teach formatting (both the document 
layout and appropriate use of word 
processing features)?

Â Reference Manual
Â Textbook
Â Word Manual
Â Practice exercises
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Use model documents in the 
Reference Manual and 

arranged documents in the 
textbook as the first step.

Click any callout button for 
detailed formatting steps.

Reference Manual



TextbookWord 2007
Work from

simple to complex :

. . . followed by unarranged 
documents in script or

rough draft.

Arranged documents 
with callouts . . .



Word 2007 Update Manual

Word 2007 Commands in GDP

ða compilation of Word 
2007 commands in the 
Word 2007 Manual to 

prepare you for the 
transition to Word 2007 .

Microsoftôs Word 2007 Guideð

Word 2003 to Word 2007 
interactive command 

reference guide.

http://gdpkeyboarding.com/Word07FilesZimmerly/Word_2007_Commands_in_GDP.doc
http://www.microsoft.com/downloads/details.aspx?FamilyId=9044790B-4E24-4277-B714-66D7B18D0AA1&displaylang=en


Practice exercises are directly correlated to the formatting 
and word processing features presented in the lesson. 

Word Manual and 
Practice Exercises

For example, in the practice 
exercise for Lesson 28, 
students are learning to 

create bulleted and numbered 
lists and format business 

reports with lists. 



Options Dialog Box

Eachpractice exercise is preceded by an 
MS Word Document Options  dialog box 

with options to create or edit.  

Students are always sure when they are 
creating or editing a practice exercise.



Enhanced Practice Exercises
When the practice exercise opens,
GDP automatically assigns a file name 
to ensure that the exercise is saved.

In this example, an unformatted business 
report opens automatically. Students make a 

clear connection between what they are 
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report) and what they will be typing in the 

document processing job that follows.

Word 2007


