Handout A302-02

Writing 1

Prepare for your career now.  If you select a career field which interests you now, you can continue to study and ready yourself for your future work.

Getting a desired kind of job simply does not just happen by accident.  Every person must make a plan for his future.  The courses that you take while you are in school will have an impact on the kind of job for which you will be qualified.  You must work hard and strive to achieve the skills that will be necessary for your chosen career so that you can enjoy the world of work and have a very wonderful, successful life.

Writing 2

Learning to key rapidly is probably one of the most exciting things you can do.  When you build your keying rate to at least your handwriting speed, you will find that your new skill will be very valuable to you.

If you learn to key 70 or 75 gross words a minute, you will see that keyboarding can be fun.  An ability such as keyboarding should be highly developed if it is to be of the best advantage to you.

If you can key at least three times faster than you write, you will have much more time to work on your other projects.  After you become a pro on the computer keyboard, you can find ways of earning money with your newly acquired skill.

Writing 3

Are you trying to eat a healthy diet by eating a lot of fish and chicken?  Chicken and fish are recommended as part of a healthy diet because of their generally lower fat content.  If you are burned out on fish and chicken, you have some alternatives.  There are cuts of beef, other seafood, lamb, pork, and veal which are comparably low in fat.

Whatever your choice for lean protein, portion control is very important.  Most of us need no more than three to six ounces of animal protein each day.  For most meats, a three ounce serving is equivalent in size to a deck of playing cards.

Always choose lean meats.  One standard guide for meal planning defines lean meat as those meats having no more than three grams of fat per ounce.  If you aren't sure which cuts of meat to choose, simply look for meats labeled as 90 to 100 percent fat free because they generally contain three grams of fat per ounce.
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Writing 4

Technology has made it extremely easy for us to perform certain document preparation tasks that had to be done manually in the past.  One function that is standard on most modern word processors is the ability to generate a table of contents automatically upon completion of keying the word processing document.

This task is usually performed by highlighting and marking entries that one wishes to have entered in the table of contents as the document is being keyed.  Then upon final completion of the document, a menu allows you to compile the contents at the touch of a mouse button.  Some word processing programs have a feature which will simply take all of the major headings from the document and compile them into the table of contents upon completion of keying the document.

The beauty of being able to generate a table of contents automatically is that as you add or delete pages from the document, the word processing program takes care of the changes automatically for you in much the same way that pagination handles page numbers automatically as they change page numbers throughout the document.

Writing 5

Note: 
To create the Em dash in XP/2003 say<hyphen><hyphen> or <double dash>

Note: 
To create the Em dash in Dragon say ><dash>

Every spring many gardeners study seed catalogs and garden books for many hours at a time.  After a long winter, they are very anxious to begin the chores of planting their colorful flower beds and landscaping their yards.  One class of flowers is used very extensively—annuals.  Annuals are flowers that survive for only one year.  They are probably the most popular of all flowers used in the garden.  Most seeds are planted directly in the ground as soon as the weather warms after the last cold killing frost.  Some gardeners prefer to get a head start by planting seeds inside, in small containers before the growing season begins.

Plants that have been started can also be purchased at garden shops in the spring.  Usually, these flowers are in full bloom at the time when they are offered for sale.  Consequently, the gardener can select the colors and kinds of plants that will look best in specific garden sites and areas.  After the flower garden bed has been prepared, you can simply place the fine blooming plants in the earth and have an instant garden.

Planning flower displays is a time-consuming, yet rewarding task.  For example, a variety of brilliant colors and textures can brighten a dark corner or highlight darker foliage and shrubs.  Some annuals are better suited for border planting or edging.  Others which grow quite tall can be used for unique backgrounds or screening.  Or you can just use them as potted plants on patios and porches.  There are many annuals that make beautiful bouquets of cut garden flowers.  Gardeners can enjoy the fruits of their labor with vases of sweet-smelling, beautiful flowers placed all around the house.

