@ Adult & Career Education (ACED), Valdosta State University
Wt ACED 2000 Beginning Keyboarding—Exemption Exam Information

An ACED Exemption Exam is offered at the Valdosta Campus for current VSU students who have experiential
learning or previous coursework equivalent to the content taught in VSU’s course, ACED 2000 Beginning
Keyboarding.

Course Description

Development of basic touch keyboarding skills. This course provides an introduction to formatting letters,
research papers, and miscellaneous documents. Emphasis is placed on developing straight-copy speed and
accuracy.

Course Objectives
Upon completion of this course, the student will be able to:
1. Master the alphabetic keys using the touch system (eyes on copy, not on fingers) and using a smooth,
continuous stroking pattern.
Key the numbers and symbols with a moderate degree of proficiency.
Use the various operative parts of the computer.
Use basic word processing functions with proficiency.
Apply proofreaders’ marks and revise text.
Set up problems which are vertically and horizontally centered.
Key personal letters.
Key business letters, memos, and envelopes.
Review and improve basic language skills using a variety of practice materials including punctuation,
capitalization, spelling, and number usage.
10. Key reports in APA style including title page, text, and references.

©CeNoOORA~WD

Content of Exam

The ACED 2000 Beginning Keyboarding Exemption Exam consists of two parts, both taken at a computer in
the presence of a proctor: (1) a 3-minuted timed writing and (2) a timed production exam using the current
version of Microsoft Word. Total time allotted for the exam is 80 minutes.

1. TIMED WRITING (35 GWAM TO PASS). Two 3-minute timed writings will be administered to the
student. The student will submit the better of the two. Corrections are allowed during the timed writing.
The minimum score for passing is 35 gwam with a maximum of 5 errors. Current word processing
convention calls for ONE SPACE after punctuation at the end of a sentence. The software will count an
error if you key two spaces after punctuation at the end of a sentence. The student must pass the
timed writing to proceed.

2. TIMED PRODUCTION TEST (70% SPEED & ACCURACY TO PASS). A timed (40-minute limit)
production test over various documents (see course objectives above).

Study Guide

Although it is assumed that a student requesting this exemption exam has experiential learning or previous
coursework equivalent to the content taught in VSU’s course, it is recommended that the student review a
current beginning keyboarding textbook (usually Lessons 1-60), looking specifically at those sections related to
the course objectives listed above. A study guide for this exemption exam is available upon payment of the
exam fee.
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ACED 2000 Beginning Keyboarding Exemption Exam Study Guide

NOTE: This Study Guide illustrates some of the formatting guidelines taught in ACED 2000. It is in no
way inclusive of all knowledge you might be expected to know for the ACED 2000 Exemption Test. It
is recommended that you also study a Beginning Keyboarding textbook.

3-Minute Timed Writing: During the Exemption Exam, you will take a 3-minute timed writing, which
must be passed with at least 35 GWAM with no more than 5 errors. Current keyboarding convention
calls for ONE SPACE after punctuation at the end of each sentence, and the extra space will count as an
error if you key two spaces. Only TWO attempts will be allowed. This part of the Exemption Exam must
be passed to go on to the second part. See Skillbuilding Progressive Practice: Alphabet Drills for an
example of what you might practice. Please practice keying with only ONE SPACE after punctuation at
the end of each sentence.

Proofreader’s Marks: Copy will need to be rekeyed making corrections as noted by standard
proofreader’s marks on a rough draft. See Basic Proofreading Marks for examples.

Block Style Letter: All letters should be attractively placed on the page, beginning all lines at the
default left margins. Leave a 2” top margin (for a company letterhead) before keying the date, or
vertically center the letter after it is keyed. Include these letter parts: date, inside address, salutation,
body, complimentary close, sender’s name and title, reference initials and (when appropriate)
enclosure or copy notations. See Basic Parts of a Business Letter for an example. Practice by keying the
business letter and the personal business letter with proofreader’s marks that are provided. Format
them according to standard letter formats.

Memo: Use default side margins and a 2” top margin on the first page (and default 1” top margin on
subsequent pages). Use default tab settings for details following the headings to accommodate the
longest line in the heading block (SUBJECT:). Key the heading (generally TO:, FROM:, DATE:, SUBJECT:)
in all caps and bold. Leave one blank line between the parts of the heading and between the single-
spaced paragraphs of the memao. Include reference initials and enclosure or copy notations when
appropriate. See Basic Parts of a Memo for an example. Practice by keying the memo provided
according to standard memo format.

APA Academic Reports: APA (American Psychological Association) is recognized as the most popular
method of documentation for academic reports in the social science areas. Double space all lines and
leave a uniform one-inch margin at the top, bottom, and sides of all pages.

Each paragraph has a five-space paragraph indention. If there is a short quotation, incorporate it into
the text lines and place quotation marks around it. To document a quote within the body of the text,
indicate the author, year of publication, and the page number. If material is paraphrased, you don’t use
guotation marks, but you still document the source.

A list of references is keyed on a separate page. The word References is centered above the
alphabetized list. All entries are double spaced. The first line of each entry begins at the left margin.
The second and subsequent lines of the entry are indented five spaces (hanging indent). List the author
or authors’ last name first, followed by initials only, then followed by a period. Then list the year of
publication in parentheses followed by a period. See an APA reference (such as Purdue’s OWL Website)
for more information about specific formatting of different types of references, including electronic
references. See the OWL Purdue APA Sample report. Practice by keying the APA report provided
(including a title page) according to APA style.
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;:_Pfogressive Practice: Alphabet

This skillbuilding routine contains a series of 30-sccond timed writings that range from
16 wpm to 104 wpm. The first time you use these timed writings, take a 1-minute timed
writing with 3 or fewer errors on the Entry Timed Writing paragraph. Push moderately
for speed.

Select a passage that is 1 to 2 wpm higher than your Entry Timed Writing speed.
Then take up to six 30-second timed writings on the passage.

Your goal each time is to complete the passage within 30 seconds with no errors.
When you have achieved your goal, move on to the next passage and repeat the procedure.

~ Entry Timed Bev was very lucky when she found extra quality in the 11
Writing home she was buying. She quietly told the builder that she 23
' was extremely satisfied with the work done on her new home. 35
The builder said she can move into her new house next month. 47

e SR B e goR[eRgl Y DSOS | 2
16 wpm The author is the creator of a document.
'._1_8 wpm Open means to access a previously saved file.
H Zowpm A byte represents one character to every computer.
22 me Hard copy is usually text that is printed out on paper.
':_ 24 me Soft copy is text that is displayed on your computer
screen.
26 me Memory is that part of your word processor that stores your
! data.
28 me The menu is a list of choices used to guide a user through

a function. .

. 30 wpm A sheet feeder is a device that will insert sheets of paper
into a printer.

- 32 wpm An icon is a small picture that illustrates a function or
an object in software.

34 wpm Active icons on your desktop represent the programs that
- can be run on your computer.

. SB-2  SKILLBUILDING Progressive Practice: Alphabet
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36 wpm To execute means to perform an action specified by the user

. or also by a computer program.

_38 WwWpm Output is the result of a word processing cperation. It can
be either printed or magnetic form.

40 wpm Format refers to the physical features which affect the

' appearance and arrangement of your document.

42 Wpm A font is a type style of a particular size or kind that
includes letters, numbers, or punctuation marks.

44 wpm Ergonomics is the science of adapting working conditions or

- equipment to meet the physical needs of employees.

46 wpm Home position is the starting position of a document; it is
typically the upper left corner of the display monitor.

48 wpm The purpose of a virus checker is to find those programs
that may cause your computer to stop working as you want it
B

50 wpm An optical scanner is a device that can read text and enter

' it into a word processor without the need to type the data
again.

52 wpm Hardware refers to all the physical equipment you use while
computing, such as the display screen, keyboard, printer,
and scanner.

. 54 wpm A peripheral device is any piece of equipment that will
extend the capabilities of a computer system but is not
required for operation.

56 wpm A split screen displays two or more different images at the
same time; it can, for example, display two different pages
of a legal document.

- b8 wpm To defrag the computer means that you are reorganizing the
' files so that related files will be located in the same
general place on a hard drive.

60 wpim With the click of a mouse, one can use a button bar or a

toolbar for fast access to features that are frequently
applied when using a Windows program.

SKILLBUILDING Progressive Practice: Alphabet ~ SB-3




J. BASIC PROOFREADERS’ MARKS

Proofreaders’ marks are used to indicate changes or corrections to be made in a rough-
draft document that is being revised for final copy. Study the chart to learn what each

proofreaders’ mark means.

- Proofreaders’ Marks
7 Omit space
Vﬁ/\msert
= Capitalize
; Delete
E=1
A Insert space
when
—:‘3’— Change word
/ Use lowercase letter
N\ Transpose

SS Single-space

9§ New paragraph

Draft
data base
if hés{ggi‘ng,
A
Maple street
a -fmné"“"' draft
H
allready to
A
and #-you
N
our}’resident
theylal/Seé\
first line
second line

...touseit. { We can

Final copy
database

if he’s not going,
Maple Street

a draft

all ready to

and when you
our president
they see all

first line

second line

...touseit.
We can

.\ . ‘?
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D. BASIC PARTS OF A BUSINESS LETTER

Office Supplies
B Fipress

4412 Express St., Los Angeles, CA 90029
Tel: 555-523-4444 @ Fax: 555-523-4343
e-mail: customer_service@offic

15X

October 25, 20--
. Lax

Mr. Steve Zimmerly
Executive Assistant

Allied Insurance Company
855 North Vermont Avenue
Los Angeles, CA 90029 |
Dear Mr. Zimmerly:

12X

Thank you for your interest in our latest line of laser printers. You
you would be interested in a color printer if the price isin i

You will be receiving a catalog within the next
the information you requested. | would [

Sincerely,

Sylview Chaveg

Sylvia Chavez
Customer Support Representative

La2x

jkb =

Sexpress.com

/

e

ntioned that

FREEY

LETTERHEAD. Printed name, address, and tele-
phone number (and/or fax number and e-mail
address) of the company.

DATE LINE. Month, day, and year of the letter; type
2 inches from the top of the page.

INSIDE ADDRESS. Name and address of the party
to whom the letter is written; begin 4 lines belowy
the date.

SALUTATION. Opening greeting; type 2 lines
below the inside address.

STANDARD PUNCTUATION. A colon after the
salutation and a comma after the complimentary
closing.

BODY. Text or message of the letter: begin 2 lines
below the salutation.

COMPLIMENTARY CLOSING. Closing farewell;
type 2 lines below the body.

SIGNATURE. Handwritten signature of the writer.

WRITER’S IDENTIFICATION. Name, or title, or both
of the writer; begin 4 lines below the complimen-
tary closing.

REFERENCE INITIALS. Initials of the typist; type 2
lines below the writer's identification.

Unit 6 » Lesson 26
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. Since the wrirer of the lerrer us: ually
types the letter, do nor use reference

1. Type the leter on plain paper or per-
sonal stationery, not lecrerhead.

2. Include the writer’s return address in initials.
the letcer directly below the writer'’s 4. Spell-check, proofread, and preview
name in the closing lines. your document for spelling and format-
ting errors.

? Conespondence

14226

; Personal-Business Letter

j m Biock Style

i
£

=

June 4, 20-- | Mr. Randall Mitchell [ 5@6} Rosecrans Avenue | Topeka, KS 67284 |
Dear Mr. Mitchell:

9 Your presentation at the Sand Hills Country Club, “Steps for Succegful
Employment,” was one of the most enjoyable our members ha\j/g?bserved. I
especially enjoyed the question-and-answer session at the conclusion of your
wtende#m%resentation, and | receiveclimmorable comments from other attendees

as well.

9 Our professor has suggested that we take the information you gave us and prepare
a webs:te that focuses on the B)you mentioned in your speech. That way, many
of our classrpnates can take aé\vantage of your excellent advice when preparing for, @
@%ﬂ We have also found 5@#@;349&her sources to use on the world wnde web
that we plan to include yﬁ our Web site that will be posted by the 10th of next month.
9 This has been a very interesting assignment, thanks to the excelgnt information you
provided. The project has gwe%dents an incentive to construct their own Web
sites pertaining to job searches and interviewing techmques

9 Again, thank you for all yoﬁfgggg

Sincerely, | James Fetter | 3421 Carlisle Avenue | Topeka, KS 67209




Comrespondence
30-19

Business Letier in
Block Style

: o
| Progress and 4% 5K
| Proofreading !
! Check “’ |

| Documents designated %
as Proofreading Checks

| serve as a check of |
| your proofreading skill. .
i Your goal is to have

s zero typographical

; errors when the GDP

,x software first scores

? the document

i e e e et

Italicize the magazine
title.

o~

Awnil 3, 20— | 5. Robbie Holt | Stalf

[—’ - J; <= vl AL AT _’i-f’_“'f-g"f'.c',‘f_.,
e ’ =
f'—q = 494 72 bk COF
LA /2/.//' LT 2, w{f/f _/2/ e / O _/’Z} LLE '/ 7 o F 7 Lo AR el f\ [ ZE

P/fwgwgeéa/m PA 19107 f/ea/z, 7. Holt:

fabulows new laser printens fo. Health Cane Jncoyporated

mPfu&w@e@aﬁm Qmwmmhdfﬁen&ec&o{

T Several of ws at Health Care Jncoyporated here in Los
WW&WWMW%WM

thwﬁﬁ%wmuﬂ%mﬁk&/wm
schedule a demonstration soon® We are

ﬂmﬁw&mﬁy

T 0 hanse conelissodd o il o Bose ) poiser oo the

latest iosue of Office Technology. P«feaxwﬁeémm

anrange the demonastration, | would be mare than happy to

do so.
Sincenely, | Deffprey Keller | Staff Development Coordinata

[ ws | Encloswre

Unit 6 ® Lesson 30

TP LEYLELYLTLTLYLT LT LYLYLT LT LT LT LT LT LY

2 4™ 4™ 4™ 4™ 4

i 4™ 4™ |



i

Formatting

H. BASIC PARTS OF A MEMO

A memo is usually sent from one person to another in the same organization. E-mail
in recent years has replaced memos as an efficient means of interoffice communication
in many offices. However, memos are better suited for detailed messages of a more

formal nature.

15X —tab
MEMO TO: Robert Abrams, Executive Vice President |

872

FROM: Juan Montalvo, Director of Operations jinv
DATE: January 18, 20—
SUBJECT: New Corporate Site

12
As you can see from the attached letter, I've accepted two hids

construction of our new corporate site. The companies under consi
Livington Master Builders and ABC Allstar Contractors. izx

These two companies have been asked to submit all specifications for the new
site and a consideration bid by February 23. When all the bids are in and reviewed
by our team, [ will let you know. At that time, we will assemble the corporate
team and review each bid in detail.

Thank you for your patience and your faith in this project. | know it will be a great

success. J/ZX

woc
Attachment

L

s

J

U

Unit 6 ® Lesson 29

MEMO HEADINGS. Printed guide words typed in
bold (including the colon); pressTas after the colon
as needed to align the heading entries at the same
point; begin 2 inches from the top of the page.

MEMO TO HEADING. Name of recipient; if a title
is included, separate the name and title with a
comma.

FROM HEADING. Name of writer; if a title is
included, separate the name and title with a

comma; followed by handwritten initials of sender.

DATE HEADING. Month, day, and year the memo
was typed.

SUBJECT HEADING. Subject of the memo; if the
subject wraps to a second line, pressTae at the
start of the second line as needed to align the
second line at the same point as the first line.

BODY. Text or message of the memo; type 2 lines
below the subject heading.

REFERENCE INITIALS. Initials of the typist; type
2 lines below the body.

ATTACHMENT NOTATION. Indicates that some-
thing is attached; if used, type directly below the
reference initials.
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- Memo
e —

Underline the text to be
emphasized.

Italicize the book title.

Document Processing

MEMO TO: All Executive Assistants | FROM: Robbie Holt, Staff Development
Coordinator | DATE: March 25, 20-- | SUBJECT: Standardizing Document Formats

1l Last month we received our final shipment of new laser printers. The installation of
these printers in your offices marked the final phaseout of all ink-jet printers.

9] Because all of us can now use a variety of standardized fonts in our
correspondence, please note the following change: From now on., all titles in tables,
correspondence, and reports should be set in Calibri 14. This new formatting change
will help us to standardize our communications.

1 The latest edition of the book Quick Reference for the Automated Office has two
pages of helpful information on laser printers. I have attached my comments. Please
read these pages carefully, and we will discuss them at our next meeting.

urs | Attachment

Unit 6 ¢ Lesson 30




Running head: VARYING DEFINITIONS OF ONLINE COMMUNICATION 1
Green text boxes
contain explanations
The title of APA style
should guidelines.
summarize
the paper’s Blue boxes contain
main idea and directions for writing
identify the and citing in APA
variables style.
under
discussion
and the
relationship # Varying Definitions of Online Communication and
between
them. . . .
Their Effects on Relationship Research
The title
should be Elizabeth L. Angeli
centered on #
the page, The author’s . .
typed in 12- name and State University
point Times institution
New Roman should be
Font. It double-
should not be spaced and
bolded, centered.
underlined, or
italicized. Author Note
Elizabeth L. Angeli, Department of Psychology, State University.
Elizabeth Angeli is now at Department of English, Purdue University.
This research was supported in part by a grant from the Sample Grant
Program.

Correspondence concerning this article should be addressed to Elizabeth

Angeli, Department of English, Purdue University, West Lafayette, IN 55555.

Contact: author@boiler.edu

The author note should appear on printed articles and identifies each author’s
department and institution affiliation and any changes in affiliation, contains
acknowledgements and any financial support received, and provides contact
information. For more information, see the APA manual, 2.03, page 24-25.
Note: An author note is optional for students writing class papers, theses, and
dissertations..

An author note should appear as follows:

First paragraph: Complete departmental and institutional affiliation

Second paragraph: Changes in affiliation (if any)

Third paragraph: Acknowledgments, funding sources, special circumstances
Fourth paragraph: Contact information (mailing address and e-mail)

&

The running
head is a
shortened
version of the
paper’s full title,
and it is used to
help readers
identify the
titles for
published
articles (even if
your paper is
not intended for
publication, your
paper should
still have a
running head).

The running
head cannot
exceed 50
characters,
including spaces
and
punctuation.
The running
head’s title
should be in
capital letters.
The running
head should be
flush left, and
page numbers
should be flush
right. On the
title page, the
running head
should include
the words
“Running head.”
For pages
following the
title page,
repeat the
running head in
all caps without
“Running head.”




The
abstract is
a brief
summary of
the paper,
allowing
readers to
quickly
review the
main points
and
purpose of
the paper.

The
abstract
should be
between
150-250
words.
Abbre-
viations and
acronyms
used in the
paper
should be
defined in
the
abstract.

VARYING DEFINITIONS OF ONLINE COMMUNICATION 2

Abstract -

This paper explores four published articles that report on results from research conducted
on online (Internet) and offline (non-Internet) relationships and their relationship to
computer-mediated communication (CMC). The articles, however, vary in their
definitions and uses of CMC. Butler and Kraut (2002) suggest that face-to-face (FtF)
interactions are more effective than CMC, defined and used as “email,” in creating
feelings of closeness or intimacy. Other articles define CMC differently and, therefore,
offer different results. This paper examines Cummings, Butler, and Kraut’s (2002)
research in relation to three other research articles to suggest that all forms of CMC
should be studied in order to fully understand how CMC influences online and offline
relationships.

Keywords: computer-mediated communication, face-to-face communication

The word
“Abstract”
should be
centered
and typed
in 12 point
Times New
Roman. Do
not indent
the first
line of the
abstract
paragraph.
All other
paragraphs
in the paper
should be
indented.




The title
should be
centered on
the page,
typed in 12-
point Times
New Roman
Font. It
should not be
bolded,
underlined, or
italicized.

The introduc-
tion presents
the problem
that the
paper
addresses.
See the OWL
resources on
introduc-
tions:
http://owl.en
glish.purdue.e
du/owl/resou
rce/724/01/

In-text
citations
that are
direct
quotes
should
include the
author’s/
authors’
name/s,
the
publication
year, and
page
number/s.
If you are
para-
phrasing a
source,
APA
encourages
you to
include
page
numbers:
(Smith,
2009, p.
76).

VARYING DEFINITIONS OF ONLINE COMMUNICATION 3

Varying Definitions of Online Communication and

Their Effects on Relationship Research -

Numerous studies have been conducted on various facets of Internet relationships,
focusing on the levels of intimacy, closeness, different communication modalities, and
the frequency of use of computer-mediated communication (CMC). However,
contradictory results are suggested within this research mostly because only certain
aspects of CMC are investigated, for example, email only. Cummings, Butler, and Kraut
(2002) suggest that FtF interactions are more effective than CMC (read: email) in
creating feelings of closeness or intimacy, while other studies suggest the opposite. In
order to understand how both online (Internet) and offline (non-Internet) relationships are
affected by CMC, all forms of CMC should be studied. This paper examines Cummings
et al.’s research against other CMC research to propose that additional research be
conducted to better understand how online communication affects relationships.

In Cummings et al.’s (2002) summary article reviewing three empirical studies on
online social relationships, it was found that CMC, especially email, was less effective
than FtF contact in creating and maintaining close social relationships. Two of the three
reviewed studies focusing on communication in non-Internet and Internet relationships
mediated by FtF, phone, or email modalities found that the frequency of each modality’s
use was significantly linked to the strength of the particular relationship (Cummings et
al., 2002). The strength of the relationship was predicted best by FtF and phone
communication, as participants rated email as an inferior means of maintaining personal

relationships as compared to FtF and phone contacts (Cummings et al., 2002).

The title of
the paper is
centered
and not
bolded.

If an article
has three
to five
authors,
write out all
of the
authors’
names the
first time
they
appear.
Then use
the first
author’s
last name
followed by
“et al.”

APA
requires
you to
include the
publication
year
because
APA users
are
concerned
with the
date of the
article (the
more
current the
better).




VARYING DEFINITIONS OF ONLINE COMMUNICATION 4

Cummings et al. (2002) reviewed an additional study conducted in 1999 by the
HomeNet project. In this project, Kraut, Mukhopadhyay, Szczypula, Kiesler, and
Scherlis (1999) compared the value of using CMC and non-CMC to maintain
relationships with partners. They found that participants corresponded less frequently
with their Internet partner (5.2 times per month) than with their non-Internet partner (7.2
times per month) (as cited in Cummings et al., 2002). This difference does not seem
significant, as it is only two times less per month. However, in additional self-report
surveys, participants responded feeling more distant, or less intimate, towards their
Internet partner than their non-Internet partner. This finding may be attributed to
participants’ beliefs that email is an inferior mode of personal relationship
communication.

Intimacy is necessary in the creation and maintenance of relationships, as it is
defined as the sharing of a person’s innermost being with another person, i.e., self-

disclosure (Hu, Wood, Smith, & Westbrook, 2004). Relationships are facilitated by the -

reciprocal self-disclosing between partners, regardless of non-CMC or CMC. Cummings | 14 aig
readability
et al.’s (2002) reviewed results contradict other studies that research the connection in -
manuscrip
Lo . . drafts, APA
between intimacy and relationships through CMC. suggests
using two
spaces
after a
period
Messenger (IM) use and the degree of perceived intimacy among friends. The use of IM | throughout
your paper.

Hu et al. (2004) studied the relationship between the frequency of Instant

instead of email as a CMC modality was studied because IM supports a non-professional
environment favoring intimate exchanges (Hu et al., 2004). Their results suggest that a

positive relationship exists between the frequency of IM use and intimacy, demonstrating



VARYING DEFINITIONS OF ONLINE COMMUNICATION 5
that participants feel closer to their Internet partner as time progresses through this CMC
modality.

Similarly, Underwood and Findlay (2004) studied the effect of Internet
relationships on primary, specifically non-Internet relationships and the perceived
intimacy of both. In this study, self-disclosure, or intimacy, was measured in terms of
shared secrets through the discussion of personal problems. Participants reported a
significantly higher level of self-disclosure in their Internet relationship as compared to
their primary relationship. In contrast, the participants’ primary relationships were
reported as highly self-disclosed in the past, but the current level of disclosure was
perceived to be lower (Underwood & Findlay, 2004). This result suggests participants
turned to the Internet in order to fulfill the need for intimacy in their lives.

In further support of this finding, Tidwell and Walther (2002) hypothesized CMC
participants employ deeper self-disclosures than FtF participants in order to overcome the
limitations of CMC, e.g., the reliance on nonverbal cues. It was found that CMC partners
engaged in more frequent intimate questions and disclosures than FtF partners in order to
overcome the barriers of CMC. In their 2002 study, Tidwell and Walther measured the
perception of a relationship’s intimacy by the partner of each participant in both the CMC
and FtF conditions. The researchers found that the participants’ partners stated their
CMC partner was more effective in employing more intimate exchanges than their FtF
partner, and both participants and their partners rated their CMC relationship as more

intimate than their FtF relationship.
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VARYING DEFINITIONS OF ONLINE COMMUNICATION 6
Discussion

In 2002, Cummings et al. stated that the evidence from their research conflicted
with other data examining the effectiveness of online social relationships. This statement
is supported by the aforementioned discussion of other research. There may be a few
possible theoretical explanations for these discrepancies. First, one reviewed study by
Cummings et al. (2002) examined only email correspondence for their CMC modality.
Therefore, the study is limited to only one mode of communication among other
alternatives, e.g., IM as studied by Hu et al. (2004). Because of its many personalized
features, IM provides more personal CMC. For example, it is in real time without delay,
voice-chat and video features are available for many IM programs, and text boxes can be
personalized with the user’s picture, favorite colors and text, and a wide variety of
emoticons, e.g., ;). These options allow for both an increase in self-expression and the
ability to overcompensate for the barriers of CMC through customizable features, as
stated in Tidwell and Walther (2002). Self-disclosure and intimacy may result from IM’s
individualized features, which are not as personalized in email correspondence.

In addition to the limitations of email, Cummings et al. (2002) reviewed studies
that focused on international bank employees and college students. It is possible the
participants’ CMC through email was used primarily for business, professional, and
school matters and not for relationship creation or maintenance. In this case, personal
self-disclosure and intimacy levels are expected to be lower for non-relationship

interactions, as this communication is primarily between boss and employee or student
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and professor. Intimacy is not required, or even desired, for these professional
relationships.

Instead of professional correspondence, however, Cummings et al.’s (2002)
review of the HomeNet project focused on already established relationships and CMC’s
effect on relationship maintenance. The HomeNet researchers’ sole dependence on email
communication as CMC may have contributed to the lower levels of intimacy and
closeness among Internet relationships as compared to non-Internet relationships (as cited
in Cummings et al., 2002). The barriers of non-personal communication in email could
be a factor in this project, and this could lead to less intimacy among these Internet
partners. If alternate modalities of CMC were studied in both already established and
professional relationships, perhaps these results would have resembled those of the

previously mentioned research.

In order to gain a complete understanding of CMC’s true effect on both online
and offline relationships, it is necessary to conduct a study that examines all aspects of
CMC. This includes, but is not limited to, email, IM, voice-chat, video-chat, online
journals and diaries, online social groups with message boards, and chat rooms. The
effects on relationships of each modality may be different, and this is demonstrated by
the discrepancies in intimacy between email and IM correspondence. As each mode of
communication becomes more prevalent in individuals’ lives, it is important to examine

the impact of all modes of CMC on online and offline relationship formation,

maintenance, and even termination.

The
conclusion
restates
the
problem
the paper
addresses
and can
offer areas
for further
research.
See the
OWL
resource on
conclu-
sions:
http://owl.
english.pur
due.edu/ow
I/resource/
724/04/
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Title A Brief History of Computers
Byline Joshua T. Reynolds
—
= —> tab The first computer was probably the abacus, which was used about 5,000
e v
years ago in Asia Minor. As we know them today, computers were first used just
S—1 -
after the Second World War, around 1945, Since then, several computer
e | enhancements have occurred. The following paragraphs summarize the major
- developments that occurred.
et
M?'n Early Computers
) Heading
| Computers were first run by vacuum tubes. The first computer was called
the ENIAC, and it was used by the U.S. Census Bureau as well as by President
] Eisenhower's campaign to predict his presidential victory in 1952 (Burris, 2008). < Citakion
Suh heading Enhancement of speed <— |talic
e m—
Transistors were used after vacuum tubes to run computers. These
I
computers were known for their ability te accept instructions for a specific
— function that could be stored within the computer’s memory. After that computer
— generation, integrated circuits replaced the transistors. As a result, computers
=3 became smaller, faster, and more powerful (Diaz & Moore, 2009).
—
The Intel chip was responsible for most of the changes taking place in
ST
computers in the last 30 years. Computers were becoming faster and faster; and
S
‘ —
! T T e e e R
o

F. AUTHOR/YEAR CITATIONS

Any information based on other sources and used in a report must be documented or
cited. The author/year method of citation includes the source informarion in parentheses
at the appropriate point within the text. For more detailed information on APA citations,
refer to the illustration in this book or consult the current APA style guide.

G. WORD PROCESSING: HEADERS

GO TO Study Lesson 47 in your Word Manual, Complete all of the shaded steps while at your
SEond: Massnt computer. Then format the documents that follow.

Document Processing :
fReans =) Global Warming 3
| 47-15 ? A Brief History of Global Warming | April R. Baumgartner
{ Beportin APAStyle | 11 Earth’s climate constantly changes, and many scientists believe that the
temperature rises we see in this decade are a natural phenomenon that occurs every
# general S0 many years. Around 25,000 years ago, it is believed that earth was covered by
# general large areas of ice. And then, about 7,000 years ago, temperatures began to rise and

the “Ice Age” came to an end.
Second Ice Age
1l In the 14" century earth experienced the start of another Ice Age where much of
# general the land mass was covered by glaciers, mostly in three areas: Alaska, Iceland, and the
Scandinavian countries. By 1850, however, earth’s temperatures had warmed to the
point where the glaciers receded, uncovering millions of acres of fertile soil.

(continued on next page)
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# general

1l Jean Baptiste Joseph Fourier, a French mathematician, was the first scientist

to propose a theory of global warming. In 1824 he discovered that the earth’s
temperature was slowly rising. His theory was labeled the “greenhouse effect”
because carbon dioxide traps heat in the earth’s atmosphere.

9l Fourier’s theory was challenged by Milutin Milankovitch, who proposed that earth’s
changing temperatures were nothing more than a result of orbital changes of earth.
But again in the 1950s, G. S. Callendar supported Fourier’s greenhouse effect, and his
work led others to increase their research efforts into the concept of global warming.
Over 20 mathematical models have been used to analyze global temperatures, and
these findings support a belief that global warming is directly related to human
activity. It was at that time that scientists voiced their opinion that an increased level
of carbon dioxide emissions would trigger an outbreak of global warming.

4
WThe fear that carbon dioxide emisions were responsible for an increase irl\W
FAN

M
temperatures prompted the international cc/)\munity to propose the creation of the

kyoto protocol, an international agreement to fight global warming. Members oﬁ\%he

—
organization required countries to reduce their emission of greerbhouse gases.
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