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ELECTRONIC KEYBOARDING APPLICATIONS

Learning to key is of little value unless one applies it in
preparing a useful document--a letter, a report, and so on. Three
basic kinds of software are available to assist those with keying
skill in applying that skill electronically.

Word Processing Software

Word processing-software is specifically designed to assist in
the document preparation needs of individuals or businesses. Word
processing software permits the user to “create, edit, format,
store, and print documents.”

This software has special features such as automatic center-
ing and wordwrap that reduce time and effort. It also permits
easy error correction, format and sequence changes, and insertion
of variables “on screen” before a copy is printed. These features

increase efficiency by eliminating document rekeying.
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