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1)  INTRODUCTION 
This module is structured with the new and stimulating ways of developing speed typing, typing skills and it is also aimed to familiarizing the student with basic concepts related to computers and the application programmes. Student will be introduced the techniques of application programme software packages Microsoft Word, Microsoft Powerpoint, Microsoft Excel and Microsoft Access will be used.

2)  AIMS
In Executive Secretaryship, the emphasis is on increasing students’ understanding in typing using the correct finger and the concept of Microsoft office packages whereby the students apply the knowledge of computer literate  in creating business documents.

The module provides students with the opportunity to develop their skills and knowledge in the field of office document such as typing documents, creating graphs, calculation, slide show and  creating data,  and thus to prepare them for an executive secretary for their future industries.  

3)  LEARNING OUTCOMES
After completing their module, students will be able to:

· To use proper techniques to key accurately and mastered the computer keyboard

· Get acquainted with computer and communication systems

· Understand the ways information technology affects our lives

· Different application of compiler in our real-life

· Be able to define software and application software

· Be able to handle Mail Merge, Spreadsheets and able to do the presentation using Power Point

· Be able to copy type from printed text

· Be able to correct a document and display with correct paragraph layout and headings. Proofread, display documents such as advertisements, menu and others

· Overall subject will gain knowledge and skills on proficiency proof – reading, display skills and also the ability to type at approximately 30-40 wpm

· To apply total quality management concepts to document production.

4)
AUDIENCE AND PRE-REQUISITES
The module is intended for students in Semester 1 who have no prior 
knowledge o f the subject.
5)    OVERVIEW OF THE MODULE

This module emphasizes on business documents in the organization and firstly is to understand the concept related to computer application  by identify the features and the importance of each document by composing and designing each and every document for their organization.

Besides that, the student will differentiate each and every document and identifying the differences and the importance of the Microsoft Office. Furthermore, students will be capable of typing, creating slide shows, calculating, creating graphs and etc by using this software.

The inclusion of various activities, situational based discussions and examples in this module will guide and help the students to understand the necessity, importance and application of secretarial studies. 

The core aspects of the subject will be revolving around the following areas:

· Understand the concept related to Computer Application

· Identify the correct key for the right finger

· Be able to handle Mail Merge, Spreadsheets and able to do the presentation using Power Point

· Be able to copy type from printed text

· Be able to correct a document and display with correct paragraph layout and headings. Proofread, display documents such as advertisements, menu and others
· Overall subject will gain knowledge and skills on proficiency proof – reading, display skills and also the ability to type at approximately 30-40 wpm

· Use a Microsoft Office to create and design different direct literature 

· Apply the knowledge of typing in creating business documents

· Design and create documents creatively and attractively 

· Composing and designing skills

· To understand the usage, guidelines and reasons of designing notices and advertisements and other related documents

6)  INSTRUCTIONAL PLAN AND RESOURCES
The base source of material is Walmsley’s Commercial Typewriting with Text Production (11th edition) by Croft Betina (1996) – Longman Publishing
Other References
1. Universal Typing Student’s Book – Level 1 and 2 (3rd Edition) by E Mackay – Longmans ISBN: 0 273 02707 7

2. Professional Text Production with keyboarding  By M Cashing, K Dulmage and D Jone – Longmans : ISBN 0273613464

CLASS LEARNING SCHEDULE
	Week
	Lecture
	Tutorial / Activities

	1 
	Introduction to Alphabets ASDF; LKJ and G H

· Identify the parts of computer

· The necessity for good posture when using the keyboard and the correct operation of the computer keyboard, typing by touch and correct finger

· Microsoft Program – down Menus

· To type using correct finger of : asdf ;lkj  


	Chapter 1 and 2

Explaining and demonstrate the correct posture of sitting when  typing

Activity

To use on how to open the file, close the file, to set margins, header and footer, delete word, delete line, delete paragraph.

To save in drive A ( diskette) and thumb drive (F) and able to differentiate between save and save as, to make amendments

To type the correct finger  - asdf;lkj

To use typing tutor

Exercise 1,2, 3 and 4 – page 7 and 8

	2


	Introduction to alphabets E and I

· To be able to type the alphabets “E and I” on the keyboard


	Chapter 2

Explaining the correct key of E and I

Activity 

To use typing tutor

Exercise 5,6,7 and 8 – page 8 and 9

	3
	Introduction to the shift keys and  alphabets RTUYQP

To be able to type the alphabets “R T UY QP 
	Chapter 2

Explaining the correct key RTUYQP

Activity 

To use typing tutor

Exercise  9,10, 11, 12 and 13 page 10-13

	4
	Introduction of  new keys W O 

· To introduce the next two alphabets on the keyboard Q and P

· To  be able to type the alphabets W and O
	Chapter 2

Explaining the correct key W O Q P

Activity

To use typing tutor

Exercise 14,15,16,17 and 18 – page 13,14 and 15

	5
	Introduction of  new keys C V B N 

· To introduce alphabets on the keyboard CVBN

· To  be able to type the alphabets Z X M comma and full stop 
	Chapter 2

Explaining the correct key C V B N

And Z X M comma and full stop

Activity

To use typing tutor

Exercise 19,20,21,22,23,24,25,,26, 27 and 28 – page 15,16,17 and 18 

	6
	Speed building – On line Sentence Drills, Checking Accuracy and Error Clinic

· To increase the standard of accuracy and the typing speed

· To achieve speed in keyboarding, accuracy.
	Chapter 2

Explaining the importance of speed typing 

Activity

To use typing tutor

Exercise 18, 19,33-42 – page 21-23

	7
	Block paragraphs, hanging paragraphs, indented paragraphs in single, double line spacing and typist correction sign.

· To understand the differences between the various types if paragraphs and how to display them effectively

· To understand the differences between single line spacing and double line spacing format paragraph command. 

· To understand on how to copy and paste, cut and paste command

· To understand on how to click icon on the alignments list box and select.
	Chapter 2

Explaining the paragraphs style used and the line spacing and the importance of cut copy and paste

Activity – page 39

Exercise 66 – Hanging Paragraph with single line spacing

Exercise 67 – Blocked Style with double line spacing

Exercise 68 – indented paragraphs

Using space caps for the heading



	8
	Mid Term Examinations

Introduction to the figure row, signs and symbols

· To introduce underscore, typing measurements, weights and sums of money, open and full punctuation spacing and margins, combination signs, line – end division of words
	Chapter 1 -2

Chapter 2

Explaining the correct key to use figures and punctuations

Activity 

Exercise 43, 44,45,46,47,48,49,50 and 51 – page 25 and 26

	9
	Centering Headings, Displaying work / menus / invitations and using of space capitals

· Be able to do test in speed and proficiency

· Be familiar with subject headings which are frequently used in letters or documents and may be centered in one of two styles i.e. centred on the pace and centred on the writing line

· Be able to display menus

· Be able to display work using capitals which are used in headings for books and magazines etc
· Know how to display and invitation
	Chapter 4

Explaining the importance of centre heading and etc

Activity

Exercise 70 and 71, 73  and 74 –page 41-43

	10
	Control Drills

· Be able to do practice on the exercise drills, should not exceed then minutes at any one time

· Revision and proof – reading, typing from manuscript correction signs, revision and tabular work

· Be able to correct errors

· Be able to type from manuscript. Learn how to read through the whole of a manuscript to understand its subject and the handwriting

· To know about correction signs and how they are used as indications to the typist that changes are required when the final copy is being produced on the typewriter or word processor

· Be able to do revision. Practice typing assignments from past examination papers

· Be able to do a speed test and to aim for an accuracy of 3% errors only
	Chapter 4

Explaining the correction sign as in page 51

Activity 

Exercise 75-78 page 44-46

Chapter 4 

Activity 

Exercise 79- page 48

Exercise 83 – indented paragraphs – page 52

Exercise 84- hanging paragraphs – page 53

Exercise 85-blocked style – page 54

Exercise 144 – using tables with and without border – page 120



	11
	Introduction to Microsoft Excel

· To understand the usage of Microsoft Excel

· Introduction to the cell, data entry and data manipulation

· Identify how to widen the columns, rows and worksheet

· Intro to do spreadsheets

· Identify how to use auto sum and formula bar

· Creating tables  and multiple sheet

· To understand the sign of calculation for add, subtract, multiply and divide - formula

· To create chart – pie, line, and etc using the calculation being made


	Explaining the usage of Microsoft Excel Spreadsheet .

Describe a spreadsheet and suggest several potential application; explain how the rows and colums of a spreadsheet are identifies, and how its cells are labeled

Activity:

Open an excel workbook; insert and delete rows and columns of a worksheet; save and print and modified worksheet using margins

Identify excel workbook and worksheet.
Using page setup command to print a worksheet with or without gridlines and / or row and column headings; preview a worksheet before printing

Calculating the table and creating graphs- past year questions.

	12
	Introduction to Mail Merge

· To understand the differences between primary (main document ) and secondary files (data files)

· Insert table

· Spelling and grammar check

· insert word art, clip art, and shapes

· Insert text box

· A quick review of menu bars

· Typing letters
	Explaining on Mail merge, the importance and the how useful for secretaries

Activity 

Typing letter and getting data from Microsoft excel  or access

Typing letters from past year questions

	13
	Introduction to PowerPoint

· Introduction to Microsoft PowerPoint

· Features of Presentation

· Auto content wizard

· Templates

· Background colour and apply design

· Changing slide colour schemes

· How to insert Ms Word and Excel file in PowerPoint

· How to prepare presentation using Blank slides

· How to create slide shows using auto wizard

· How to create custom slide shows

· Applying custom animation and design

· Applying slide transition effect

· How to show slide automatically

· How to create an organization chart

 
	Describe the common user interface; and give several examples of how PowerPoint follows the sane conventions as other Office applications.

Start PowerPoint; open, modify and view an existing presentation

Describe the different ways to print presentation.

List the different views in PowerPoint; describe the unique features of each view.

Use the outline view to create and edit a presentation, display and hide text within the outline view.

Add a new slide to a presentation; explain how to change the clip art on the slide

Apply a design template to anew presentation; change the template in an existing presentation.

Use the Microsoft Clip Gallery to add and / or change the clip art on a slide

Add transition effects to the slides in a presentation; apply build effects to the builds and graphical objects in a specific slide.

Activity

Display attractive 3 slides  on Malaysian Food

Exercise from past year questions

	14
	Introduction to Access

· Database concept

· Database structure

· Using Ms Access

· The contents of a database

· Table preview

· Form preview

· Report preview

· How to create a database manually using MS- Access 

· Discuss Primary key concept


	Define the term’s fields, record, table and database.

Start Microsoft Access; describe the database window and the objects in an access database

Add, edit and delete records within a table; use the find command to locate a specific record.

Describe the record selector; explain when changes are saved to a table.

Explain the importance of data validation in table maintenance

Apply a filter (by from or by selection) to a table, sort a table on one or more fields.

Describe a relational database; identify the one-to-many relationships that exist within a database

Activity

Creating a data and report

Exercise from past year questions


7 ) ASSESSMENT REQUIREMENTS
7.1 AIM

The aim of the assessment is to identify formal practices and procedures for assessing and appraising the performance of participants concerning :

· The progression of participants through the program

· How well participants have met the program learning outcomes through the combination of the individual module learning outcomes

· The provision of feedback information to participants concerning their performance and how they adhered to the generic assessment criteria and the module – specific assessment criteria.

7.2 ASSESSMENT INTRUMENTS

Reference is to be made to the appendix for all assessment instruments.

LEARNING SUGGESTIONS AND GUIDELINES

Week 1 

Over the week of lecture and tutorial the focus will be to undertake the following:

Introduction to Alphabets ASDF; LKJ and G H

· Identify the parts of computer

· The necessity for good posture when using the keyboard and the correct operation of the computer keyboard, typing by touch and correct finger

· Microsoft Program – down Menus

· To type using correct finger of : asdf ;lkj  

Learning outcomes to be attained

· Identify the parts of computer

· The necessity for good posture when using the keyboard and the correct operation of the computer keyboard, typing by touch and correct finger

· Microsoft Program – down Menus

· To type using correct finger of : asdf ;lkj  

Readings and preparation to be undertaken:
Textbook :

Walmsley’s Commercial Typewriting with Text Production (11th edition) by Croft Betina (1996) – Longman Publishing ISBN : 0-582D-28693-X

Week 2

Over the week of lecture and tutorial the focus will be to undertake the following:

Introduction to alphabets E and I

· Creating an object using toolbook

· To be able to type the alphabets “E and I” on the keyboard

· Crop a picture

· Recolour a picture

· Send to back and bring front commands

Learning outcomes to be attained

· Creating an object using toolbook

· To be able to type the alphabets “E and I” on the keyboard

· Crop a picture

· Recolour a picture

· Send to back and bring front commands

Readings and preparation to be undertaken:
Textbook :

Walmsley’s Commercial Typewriting with Text Production (11th edition) by Croft Betina (1996) – Longman Publishing ISBN : 0-582D-28693-X

Week 3

Over the week of lecture and tutorial the focus will be to undertake the following:

Introduction to the shift keys and  alphabets RTUYQP

· To be able to type the alphabets “R T UY QP

· Working with columns

· Fancy 1st Letter effect

· Inserting graphics

Learning outcomes to be attained

· To be able to type the alphabets “R T UY QP

· Working with columns

· Fancy 1st Letter effect

· Inserting graphics

Readings and preparation to be undertaken:
Textbook :

Walmsley’s Commercial Typewriting with Text Production (11th edition) by Croft Betina (1996) – Longman Publishing ISBN : 0-582D-28693-X

Week 4

Over the week of lecture and tutorial the focus will be to undertake the following:

Introduction of  new keys W O 

· To introduce the next two alphabets on the keyboard Q and P

· To  be able to type the alphabets W and O

· Using Templates

· Working with Word Art

· Grouping and ungrouping objects

Learning outcomes to be attained

· To introduce the next two alphabets on the keyboard Q and P

· To  be able to type the alphabets W and O

· Using Templates

· Working with Word Art

· Grouping and ungrouping objects

Readings and preparation to be undertaken:
Textbook :
Walmsley’s Commercial Typewriting with Text Production (11th edition) by Croft Betina (1996) – Longman Publishing ISBN : 0-582D-28693-X

Week 5

Over the week of lecture and tutorial the focus will be to undertake the following:

Introduction of  new keys C V B N 

· To introduce alphabets on the keyboard CVBN

· To  be able to type the alphabets Z X M comma and full stop

Learning outcomes to be attained

· To introduce alphabets on the keyboard CVBN

· To  be able to type the alphabets Z X M comma and full stop

Readings and preparation to be undertaken:
Textbook :

Walmsley’s Commercial Typewriting with Text Production (11th edition) by Croft Betina (1996) – Longman Publishing ISBN: 0-582D-28693-X

Week 6

Over the week of lecture and tutorial the focus will be to undertake the following:

Speed building – On line Sentence Drills, Checking Accuracy and Error Clinic

· To increase the standard of accuracy and the typing speed

· To achieve speed in keyboarding, accuracy.

Learning outcomes to be attained

· To increase the standard of accuracy and the typing speed

· To achieve speed in keyboarding, accuracy.

Readings and preparation to be undertaken:
Textbook :

Walmsley’s Commercial Typewriting with Text Production (11th edition) by Croft Betina (1996) – Longman Publishing ISBN : 0-582D-28693-X

Week 7

Over the week of lecture and tutorial the focus will be to undertake the following:

Block paragraphs, hanging paragraphs, indented paragraphs in single, double line spacing and typist correction sign.

· To understand the differences between the various types if paragraphs and how to display them effectively

· To understand the differences between single line spacing and double line spacing format paragraph command. 

· To understand on how to copy and paste, cut and paste command

· To understand on how to click icon on the alignments list box and select.

Learning outcomes to be attained

Block paragraphs, hanging paragraphs, indented paragraphs in single, double line spacing and typist correction sign.

· To understand the differences between the various types if paragraphs and how to display them effectively

· To understand the differences between single line spacing and double line spacing format paragraph command. 

· To understand on how to copy and paste, cut and paste command

· To understand on how to click icon on the alignments list box and select.

Readings and preparation to be undertaken:
Textbook :

Walmsley’s Commercial Typewriting with Text Production (11th edition) by Croft Betina (1996) – Longman Publishing ISBN : 0-582D-28693-X

Week 8

Over the week of lecture and tutorial the focus will be to undertake the following:

Mid Term Examinations

AND

Introduction to the figure row, signs and symbols

· To introduce underscore, typing measurements, weights and sums of money, open and full punctuation spacing and margins, combination signs, line – end division of words

Learning outcomes to be attained

· To introduce underscore, typing measurements, weights and sums of money, open and full punctuation spacing and margins, combination signs, line – end division of words

Readings and preparation to be undertaken:
Textbook :

Walmsley’s Commercial Typewriting with Text Production (11th edition) by Croft Betina (1996) – Longman Publishing ISBN: 0-582D-28693-X

Week 9

Over the week of lecture and tutorial the focus will be to undertake the following:

Centering Headings, Displaying work / menus / invitations and using of space capitals

· Be able to do test in speed and proficiency

· Be familiar with subject headings which are frequently used in letters or documents and may be centered in one of two styles i.e. centred on the pace and centred on the writing line

· Be able to display menus

· Be able to display work using capitals which are used in headings for books and magazines etc

· Know how to display and invitation

Learning outcomes to be attained

· Be able to do test in speed and proficiency

· Be familiar with subject headings which are frequently used in letters or documents and may be centered in one of two styles i.e. centred on the pace and centred on the writing line

· Be able to display menus

· Be able to display work using capitals which are used in headings for books and magazines etc

· Know how to display and invitation

Readings and preparation to be undertaken:
Textbook :

Walmsley’s Commercial Typewriting with Text Production (11th edition) by Croft Betina (1996) – Longman Publishing ISBN: 0-582D-28693-X

Week 10

Over the week of lecture and tutorial the focus will be to undertake the following:

Control Drills

· Be able to do practice on the exercise drills, should not exceed then minutes at any one time

· Revision and proof – reading, typing from manuscript correction signs, revision and tabular work

· Be able to correct errors

· Be able to type from manuscript. Learn how to read through the whole of a manuscript to understand its subject and the handwriting

· To know about correction signs and how they are used as indications to the typist that changes are required when the final copy is being produced on the typewriter or word processor

· Be able to do revision. Practice typing assignments from past examination papers

· Be able to do a speed test and to aim for an accuracy of 3% errors only

Learning outcomes to be attained

· Be able to do practice on the exercise drills, should not exceed then minutes at any one time

· Revision and proof – reading, typing from manuscript correction signs, revision and tabular work

· Be able to correct errors

· Be able to type from manuscript. Learn how to read through the whole of a manuscript to understand its subject and the handwriting

· To know about correction signs and how they are used as indications to the typist that changes are required when the final copy is being produced on the typewriter or word processor

· Be able to do revision. Practice typing assignments from past examination papers

· Be able to do a speed test and to aim for an accuracy of 3% errors only

Readings and preparation to be undertaken:
Textbook :

Walmsley’s Commercial Typewriting with Text Production (11th edition) by Croft Betina (1996) – Longman Publishing ISBN : 0-582D-28693-X

Week 11

Over the week of lecture and tutorial the focus will be to undertake the following:

Introduction to Microsoft Excel

· To understand the usage of Microsoft Excel

· Introduction to the cell, data entry and data manipulation

· Identify how to widen the columns, rows and worksheet

· Intro to do spreadsheets

· Identify how to use auto sum and formula bar

· Creating tables  and multiple sheet

· To understand the sign of calculation for add, subtract, multiply and divide - formula

· To create chart – pie, line, and etc using the calculation being made

Learning outcomes to be attained

· To understand the usage of Microsoft Excel

· Introduction to the cell, data entry and data manipulation

· Identify how to widen the columns, rows and worksheet

· Intro to do spreadsheets

· Identify how to use auto sum and formula bar

· Creating tables  and multiple sheet

· To understand the sign of calculation for add, subtract, multiply and divide - formula

· To create chart – pie, line, and etc using the calculation being made

Readings and preparation to be undertaken:
Textbook :

Walmsley’s Commercial Typewriting with Text Production (11th edition) by Croft Betina (1996) – Longman Publishing ISBN: 0-582D-28693-X

Week 12

Over the week of lecture and tutorial the focus will be to undertake the following:

Introduction to Mail Merge
· To understand the differences between primary (main document ) and secondary files (data files)

· Insert table

· Spelling and grammar check

· insert word art, clip art, and shapes

· Insert text box

· A quick review of menu bars

· Typing letters

Learning outcomes to be attained

· To understand the differences between primary (main document ) and secondary files (data files)

· Insert table

· Spelling and grammar check

· insert word art, clip art, and shapes

· Insert text box

· A quick review of menu bars

· Typing letters

Readings and preparation to be undertaken:
Textbook :

Walmsley’s Commercial Typewriting with Text Production (11th edition) by Croft Betina (1996) – Longman Publishing ISBN : 0-582D-28693-X

Week 13

Over the week of lecture and tutorial the focus will be to undertake the following:

· Introduction to Microsoft PowerPoint

· Features of Presentation

· Auto content wizard / Templates

· Background colour and apply design / changing slide colours

· How to insert Ms Word and Excel file in PowerPoint

· How to prepare presentation using Blank slides

· How to create slide shows using auto wizard / and custom slide shows

· Applying custom animation and design

· Applying slide transition effect  
· How to show slide automatically

· How to create an organization chart

Learning outcomes to be attained

· Introduction to Microsoft PowerPoint

· Features of Presentation

· Auto content wizard / Templates

· Background colour and apply design

· Changing slide colour schemes

· How to insert Ms Word and Excel file in PowerPoint

· How to prepare presentation using Blank slides

· How to create slide shows using auto wizard / and custom slide shows

· Applying custom animation and design

· Applying slide transition effect

· How to show slide automatically

· How to create an organization chart

· Table preview / Form preview / Report preview

· How to create a database manually using MS- Access 

· Discuss Primary key concept

Readings and preparation to be undertaken:
Textbook :

Walmsley’s Commercial Typewriting with Text Production (11th edition) by Croft Betina (1996) – Longman Publishing ISBN: 0-582D-28693-X

Week 14

Over the week of lecture and tutorial the focus will be to undertake the following:

Introduction to Access

· Database concept

· Database structure

· Using Ms Access

· The contents of a database

· Table preview

· Form preview

· Report preview

· How to create a database manually using MS- Access 

· Discuss Primary key concept

Learning outcomes to be attained

· Database concept

· Database structure

· Using Ms Access

· The contents of a database

· Table preview

· Form preview

· Report preview

· How to create a database manually using MS- Access 

· Discuss Primary key concept

Readings and preparation to be undertaken:
Textbook :
Walmsley’s Commercial Typewriting with Text Production (11th edition) by Croft Betina (1996) – Longman Publishing ISBN
: 0-582D-28693-X

WEEK 15


FINAL EXAM
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