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The enduring legacy of the Gregg shorthand system extends beyond its traditional use in transcription. For decades, aspiring professionals relied on
materials like "Gregg College Keyboarding Document Processing for Windows: Lessons 1-60 for use with WordPerfect 800" to master keyboarding
skills and word processing proficiency. This comprehensive guide served as a cornerstone in developing practical document creation abilities,
integrating keyboarding techniques with the robust features of WordPerfect 800. This article delves into the features, benefits, and enduring
relevance of this classic text, exploring its application in a modern context and providing insights for anyone interested in learning or revisiting this
approach to document processing. Keywords: WordPerfect 800 tutorial, Gregg Keyboarding, Document Processing Software, Typing Skills, Office
Productivity Software.

Introduction: A Legacy of Skill Development

The "Gregg College Keyboarding Document Processing for Windows: Lessons 1-60 for use with WordPerfect 800" curriculum wasn't just about
typing faster; it was about building a foundation for efficient and professional document creation. This program meticulously structured lessons,
progressing from basic finger placement and keystrokes to complex document formatting, merge operations, and advanced WordPerfect 800
functionalities. Its focus on both speed and accuracy laid the groundwork for future success in various professional environments where efficient
document processing is crucial. The integration with WordPerfect 800, a powerful word processor popular in its time, provided a practical, hands-on
learning experience, unlike many theoretical keyboarding manuals.
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Benefits of the Gregg Approach: Beyond Just Typing

The Gregg method emphasized more than simply typing speed. Several key benefits emerged from its structured approach:

e Accuracy over Speed: Unlike some speed-focused typing programs, Gregg prioritized accuracy. Mastering accurate typing from the start
prevented the development of bad habits, leading to more efficient and error-free document creation in the long run.

e Comprehensive Skillset: The lessons weren't solely focused on typing; they incorporated elements of document formatting, editing, and the
specific features of WordPerfect 800. This holistic approach ensured students graduated with a complete understanding of document
processing.

e Structured Progression: The 60 lessons provided a carefully designed progression of skills, building upon previously learned concepts. This
structured approach made learning manageable and fostered a strong understanding of keyboarding fundamentals.

e WordPerfect 800 Proficiency: The curriculum specifically leveraged the capabilities of WordPerfect 800, a powerful word processor known
for its advanced features. Mastering this software simultaneously with keyboarding skills made graduates immediately employable.

Using the Gregg Curriculum and WordPerfect 800: A Practical Guide

The curriculum likely followed a systematic approach, starting with fundamental keyboarding techniques, such as proper hand posture and home
row positioning. Subsequent lessons would likely have introduced:

e Basic Keystrokes and Word Formation: Early lessons focused on mastering the keyboard layout, building speed and accuracy with simple
words and sentences.

e Paragraph Formatting and Editing: Students learned to apply formatting elements like bolding, italicizing, and underlining, alongside
efficient editing techniques.

e Advanced Features of WordPerfect 800: The course likely covered advanced functionalities of WordPerfect 800, including features like
macros, mail merge, and more advanced formatting options.

e Document Creation and Management: The later lessons probably focused on creating complex documents, managing files, and applying
the accumulated skills to real-world scenarios. This might have included creating letters, reports, and other business documents.
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WordPerfect 800 and Its Relevance Today

While WordPerfect 800 is no longer the dominant word processor, the skills learned using it remain highly transferable. The core principles of
keyboarding, document formatting, and efficient editing remain essential in today's digital landscape. The principles of accuracy and efficient
workflow taught using this program are timeless. The fundamental skills developed using this methodology are valuable irrespective of the specific
software used. Modern word processors like Microsoft Word or Google Docs share many similarities with WordPerfect 800, making the knowledge
acquired through this curriculum highly relevant even today.

Conclusion: Enduring Value in a Changing Landscape

"Gregg College Keyboarding Document Processing for Windows: Lessons 1-60 for use with WordPerfect 800" represented a comprehensive approach
to keyboarding and document processing. While the specific software is outdated, the foundational skills emphasized—accuracy, efficiency, and a
structured learning path—remain invaluable. The program's success lies in its holistic approach, providing not just typing speed but also practical
skills applicable to various document creation tasks. This legacy of structured learning and emphasis on accurate keyboarding continues to resonate
with those seeking efficient document processing skills.

Frequently Asked Questions (FAQs)

Q1: Is this curriculum still relevant in the age of touch typing and modern word processors?

A1: While the specific software (WordPerfect 800) is outdated, the core principles of accurate keyboarding and efficient document processing
remain highly relevant. The structured approach and emphasis on accuracy are valuable regardless of the word processing software used. The skills
learned are transferable to any modern word processor.

Q2: Where can I find a copy of "Gregg College Keyboarding Document Processing for Windows: Lessons 1-60 for use with WordPerfect
800"?

A2: Finding this specific curriculum might be challenging. Used bookstores, online auction sites, and archival collections specializing in educational
materials might be good places to start your search.

Q3: What are some modern alternatives to this curriculum?
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A3: Numerous online typing tutors and courses offer similar benefits. TypingClub, Typing.com, and Ratatype are examples of modern resources that
provide structured lessons and progress tracking. These often integrate with current word processors like Microsoft Word or Google Docs.

Q4: Can I learn touch typing without this specific curriculum?

A4: Absolutely! Many free and paid online resources teach touch typing effectively. The key is to find a method that prioritizes accuracy and follows
a structured progression.

Q5: What are the key advantages of learning keyboarding using a structured method like the Gregg approach?

A5: A structured approach helps establish good habits from the outset, preventing the development of inefficient or inaccurate typing techniques. It
allows for a gradual progression, building confidence and mastering the skills progressively.

Q6: Did the Gregg method incorporate any specific ergonomic principles?

A6: While the specifics aren't readily available without access to the curriculum itself, it's likely that the method emphasized proper posture and
hand placement, as these are fundamental aspects of comfortable and efficient typing.

Q7: Could this curriculum be adapted for use with other word processors?

A7: The keyboarding fundamentals are universally applicable. However, the sections dealing with specific WordPerfect 800 functions would need
significant adaptation or replacement with equivalent functions in the new software.

Q8: What makes the Gregg system different from other keyboarding methods?

A8: The specific differences would depend on the details of the curriculum, but likely emphasized accuracy over raw speed and incorporated a
comprehensive approach to document processing beyond mere typing. The integration with a specific word processing software (WordPerfect 800)
was also a key differentiating factor.

Mastering the Keys: A Deep Dive into Gregg College Keyboarding Document Processing
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for Windows (Lessons 1-60)

This manual provides a comprehensive analysis of the Gregg College Keyboarding Document Processing for Windows, encompassing lessons 1
through 60, specifically designed for use with WordPerfect 800. This classic program provided a significant leap in computer-aided writing
education, bridging the gap between traditional shorthand and the burgeoning realm of digital file creation. For those familiar with older typing
approaches, this system presented a revolutionary approach to mastering keyboard proficiency.

The syllabus strategically advances from fundamental finger exercises to advanced document structuring techniques. The initial lessons focus on
building a solid groundwork in proper finger placement technique, emphasizing accuracy and speed growth. This initial focus on precision is vital to
preventing the development of bad habits that can impede progress later on.

As students advance through the lessons, the complexity of the exercises grows gradually. Early lessons focus on repetitive practice to fix proper
finger placement and cadence. Gradually, these practice progress to more practical scenarios, incorporating word building, punctuation, and basic
formatting.

WordPerfect 800, the application utilized in these units, functions a pivotal function. Its intuitive interface (for the time), combined with its robust
features, provided students with a hands-on understanding of word processing programs. While old by today's standards, WordPerfect 800
introduced foundational concepts that remain pertinent in modern word processing software like Microsoft Word and Google Docs. Students
acquired essential skills such as generating and preserving documents, applying formatting tools, and managing files.

The course's focus extends beyond mere typing proficiency. It combines essential business communication skills, emphasizing proper letter
formatting, memo writing, report generation, and other relevant document types. This holistic strategy ensured that students cultivated not only
typing velocity and accuracy but also the skill to create professional-quality documents.

The sixty lessons provide a structured progression, ensuring that students build upon previously learned skills. Regular evaluations and exercises are
integrated throughout the coursework, reinforcing concepts and detecting areas needing further attention. This repetitive process is essential to the
completion of the program.

The advantages of completing this course are significant. Graduates possess better typing proficiencies, boosting productivity and capability in
various professional settings. The development of accurate and efficient typing skills translates to enhanced communication, resulting to more
effective professional interactions. Beyond practical application, the program cultivates discipline, patience, valuable traits applicable across many
aspects of life.
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Implementation Strategies: To maximize the gains of this training, consistent drill is crucial. Setting aside dedicated time for exercise each day,
even for short intervals, will yield considerable effects. Utilizing a range of practice materials beyond those provided in the manual can enhance
learning and sustain engagement. Regular self-assessment and identification of weak areas are critical to targeted improvement.

In conclusion, Gregg College Keyboarding Document Processing for Windows (Lessons 1-60) for use with WordPerfect 800 provided a
comprehensive and effective approach for mastering keyboarding and document processing proficiencies. While the software is obsolete, the
foundational principles remain applicable and the skills acquired remain highly valuable in today's digital world.

Frequently Asked Questions (FAQs):

1. Q: Can I use this course with modern word processing software? A: While the program uses WordPerfect 800, the fundamental keyboarding
and document processing proficiencies are transferable to any modern word processor.

2. Q: Is this course suitable for beginners? A: Yes, this course is designed to begin beginners to keyboarding and progressively raise in difficulty.

3. Q: How long does it take to complete the 60 modules? A: The duration required depends on the individual's prior experience, dedication, and
drill plan.

4. Q: Where can I find a copy of the Gregg College Keyboarding Document Processing materials? A: Finding physical copies might be
difficult due to the course's age. However, online archives or used manual retailers might provide copies.
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