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Introduction
How important is word processing in the workplace today? Wat is the value thereof and what is it used for? 
The fact of the matter is that everything revolves around information, communication and technology (ICT). In any workplace or office information has to be communicated to people – those involved in the workplace or organisation and those not directly involved with the organisation or workplace. This communication mainly takes place in a written format. Eintlik gaan dit alles oor inligting, kommunikasie en tegnologie (IKT). In enige werksplek of kantoor moet inligting aan mense – binne die werkplek of organisasie en ook mense daarbuite – gekommunikeer word. Hierdie kommunikasie vind hoofsaaklik in ‘n geskrewe formaat plaas.
What happened in the workplace in previous years?
In previous years all organisations had the same need – to communicate information. In those days managers wrote all letters and proposals by hand or otherwise dictated them. Secretaries either had to decipher the manager’s handwriting and type the documents from these hand-written documents or, in the case of dictation, write it down quickly using shorthand. Shorthand writing is a method of writing using symbols which increases writing speed. The secretary then types the document using her notes made using shorthand. 
http://en.wikipedia.org/wiki/Shorthand
Later Dictaphones were used – a type of recording device that recorded the manager’s voice. A secretary could then play the recording back to herself using earphones and then type the letter or proposal word for word using a typewriter. 
http://en.wikipedia.org/wiki/Dictaphone
A hard copy of the document was then obviously produced that the manager would proofread. The manager would then use proofreading marks (symbols that indicate errors) to correct any errors. The secretary would then use the edited hard copy to retype the document, correcting any errors. The only way of editing in those days was to retype the entire document or the pages with the errors on them. Unfortunately, it did happen that new errors would occur in the retyping of the document. The process of producing an error-free document could then logically have taken extremely long. For these reasons, it was thus extremely important that a secretary was able to type very fast and very accurate. 
http://www.merriam-webster.com/mw/table/proofrea.htm
Typed documents were often produced in duplicate or triplicate. This was made possible by placing carbon paper in between pages when they were being typed. A copy was then sent to another person, (cc – carbon copy, and yes, this is the origin of the cc used in e-mails) another copy was then usually placed in a file. 
http://en.wikipedia.org/wiki/Carbon_copy
In later days, hard copies were copied by using a photocopier. A copy would then be sent to the persons concerned and another copy filed. 
Offices were thus filled with huge filing cabinets to store all these hard copies. 
Word processing 
What is word processing? 
Using a computer and software to create documents with text and/or graphics, format, edit and print these documents is called word processing. Word processing thus requires a computer, specialised software – the word processor – and a printer. It also requires internet access.
What is a word processor?
A word processor is software that allows the user to create, format, electronically save documents. It also allows the user to display documents on a screen, change them, print them or electronically distribute these documents. 
The rise of the word processor
The introduction of the word processor has brought many changes with it. Suddenly, speedtyping and accuracy were not all that important. People needed a wider variety of skills. Managers started typing their own documents instead of just dictating them or writing them by hand. Documents such as these could then just be handed to the secretary to make some improvements.  
Amongst many others, the use of word processors resulted in the following advantages: 
· Reducing paperwork
· Increased quality of documents
· Increased productivity 
· Electronic storage
· Easy distribution of documents
· Better security
Reducing paperwork
Documents are now being created electronically. Electronic copies can be forwarded and edited with the use of editing functions like spell check, comments, etc. Documents thus only have to be printed and signed once the document has been finalised.  Sometimes documents are signed electronically and sent electronically with the help of e-mail, so no printing is even necessary. 
Increased quality of documents
Word processors have many functions that can be used to deliver professional documents of outstanding quality. It also allows each and every person who uses it to format and finish documents in such a way that could only have been done by experts in the past: 
Font
Different fonts, styles and colours are available to present text on paper. 
A font that suits the type of document and target audience, or that increases readability, can be used. You can also emphasise text such as headings and subtitles with the use of font styles, types, size and colours. 
One can also emphasise text by using techniques such as highlighting, framing or indentation.
White space
Documents can be made to look professional with the correct use of white space. Techniques for vertical white space such as line and paragraph spacing and techniques for horizontal white space such as indentation and tab stops can be used to increase the readability of documents. 
Structuring of text 
It’s very easy to structure text by using bullets and tables so that information can be found easily and readability is increased. It thus helps to communicate the message in such a way that is accessible for most people.
Page Layout
Margins, page size and page orientation can be adjusted very easily to suit the text or type of document being created. Documents such as articles can also be created very easily and given the appearance of a professional magazine by simply placing the text in columns. 
Documents can be finished with cover pages, frames and automatic page numbers. The document can also be separated into different sections which can be formatted separately according to what is required.  
Graphics
Graphics such as pictures, shapes, graphs, text boxes, word art, etc. can be added very easily to support the document or decorate the document for professional finishing.
Symbols
Documents can be finished professionally by using the correct mathematical symbols, superscript and subscript and other symbols or using pictures instead of words for telephone, e-mail, etc. It is also very easy to type documents in a language that uses diacritics and make it professional and correct. 

Language and spell checking 
Language and spell checking increase the quality of documents because it allows any person to produce error-free and professional documents without having to first consult a dictionary. 
Printing quality
The quality of hard copies of documents that have been created and printed with the use of word processors is much higher than those that were previously produced by using typewriters or copiers.
Increased productivity
The use of word processors saves time and increases productivity. The following functions allows one to work more effectively: 
Move, copy and paste
Text can be reorganized very easily by moving it around, copying it from other places or documents, without having to retype any of it. 
Find and replace
Changes that have to be made, such as in the case of a word being spelled incorrectly continuously or a word that has to be replaced with a better alternative, can be done effortlessly by using the find and replace function. The same type of formatting changes can be made very easily, as in the case of font styles that can be replaced quickly and easily, e.g. replacing all words in bold with italics. 
Insert
It is very easy and effective to simply insert objects such as other files or content of other files into a document and send it along with the document as a unit. 
Hyperlinks also help to jump between places in the document or between documents easily and effectively..
Template
The format of documents that are used frequently such as letters, agendas, etc. can be saved as a template and then used without having to create the format from scratch. 
Businesses can also create their own formats with their logos and slogans that can be used by employees. 
Style
The use of style means that documents can be formatted and changed very quickly and effectively. It also allows you to automatically create tables of content in documents and also update them should there be any changes made to the document. 
Mail merging
Mail merging is surely one of the functions that can save one a lot of time. Personalized letters and other documents can be created for hundreds of recipients in a moment – a task that would have needed a considerable amount of hours to complete in the past.
Preview of documents
Preview functions save time as you can view a document, exactly as it will be printed, beforehand and correct things such as layout. 
Word wrapping 
Word wrapping facilitates the typing of text because you do not have to press the Enter-key at the end of each line. The computer rather checks if there is enough space for a word at the end of a line and if not, automatically puts it into the next line – something that a typist on a typewriter would have had to keep checking for and do it manually.  
Manipulation of references and quotes
Academic documents can be finished off quickly and effectively by having the option to add references and create an automatic reference list or quotes by creating footnotes. 
Auto correct
Options can be set so that certain characters or text will automatically, as one types, be replaced with symbols or other words or characters so that words that are frequently misspelt will automatically be corrected. 
The use of keyboard shortcuts
When text is typed in or formatted, one can use keyboard shortcuts to work more effectively. 
Some keyboard shortcuts are ‘built in’, like copy (Ctrl + C) and paste (Ctrl + V) and can simply be used. However, one can also create one’s own keyboard shortcuts for text or assignments that have to be completed often. 
Electronic storage of documents 
Documents are electronic and can thus be saved electronically on hard drives and servers. Less office space is thus needed because you no longer need huge filing cabinets to store all the files with the hard copies. 
Saved documents can be organised into folders and when a file is needed, it is thus much easier to find. One can also use the document properties and search function to find specific documents. 
Quick and easy distribution of documents. 
Documents do not necessarily have to be sent by post or delivered by hand anymore. It can be sent by using e-mail or be uploaded directly via the internet by using software such as Skype or Dropbox. The document can then simply be downloaded and read or used by other people. 
It is also easy to convert documents to portable document formats like PDF when it is distributed, so that people can use it on different computers with different software. 
Security
Documents can easily be protected against unauthorised access or modifications by using passwords. By doing this the documents can be treated as confidential if needed.
Word processing and written communication
Word processing is thus used for written communication. Written communication is the use of the written word to exactly express yourself and in a way that is accessible to your audience. This involves the following technical aspects (including many others) that are facilitated by the use of a word processor: 
Aspect	Purpose	Word processing help
Spelling	to ensure that a word is spelled correctly	Spell checker
Language	sentence construction, correct words 	Grammar, Thesaurus
Punctuation	Correct use of characters to give meaning	Auto Correct
Various documents	Letters, agendas, memos, reports, articles, etc.	Template
Good document structure	Page layout, white space, readability, etc.	Formatting functions
Style of presentation	Headings, paragraphs, bullets, tables, diagrams	Formatting functions
Non-text elements 	Use of pictures and graphs to support text	Instructions for the adding and formatting of graphics
What people in the workplace have to say
The survey (Appendix A) that was done among people in the workplace, delivered the following results, among others:
The greatest percentage of people that still create or edit documents by using pen and paper methods, are 50 years old or older.




Most managers type their own documents.




Word processing functions that are used most frequently: 











Word processing functions that people find most useful: 











The main purpose of word processing
Using a word processor thus allows one to be able to do the following: 
· Typing of text 
· A variety of word processing functions and techniques that increase effectiveness and productivity 
· Formatting of texr, paragraphs and pages 
· A variety of functions to make a document attractive and readable
· Editing of text and documents
· A variety of functions to improve the content, layout and structure of documents, or to recheck the document to correct mistakes and finish the document
· Inserting of objects
· Various functions to structure the text, support the message or finish the document and make it look attractive.
Conclusion
It is easy to see that word processing and the use of word processors are extremely valuable in the workplace to automate tasks, increase productivity and produce professional documents. 
A word processor also helps to present written communication professionally and effectively. It also helps an organization to create an image of professionalism and the idea that they are serious about business and service. 
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