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Action Research on Forgotten Advanced & Necessary Word Processor Skills in
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Abstract

Word Processor is one of the most important daily life applications. Hence, several syllables of various
academic institutes (varying from primary school to undergraduate or even graduate levels) have included “Word
Processor Howto” in their IT-basic subjects. However, it has been revealed that most of Word Processor users have
not been aware of several important and useful features (such as caption, cross-reference, document styles &
template, multilevel list, auto-insertion of the table of contents, master document and so on). This problem could
cause delay, cumbersome and mistakes in using Word Processor. So, this paper points out important techniques
that most users miss out by drawing upon the previous studies. After that, IT-basic (and Word-Processor-related)
subjects from various syllables have been analyzed to find out problems and weaknesses in the descriptions.
Furthermore, several training workshops on advanced Word Processor skills have been run for various users
together with action research to investigate and find out the significant & advanced skills in Word Processor. Finally,
this paper points out: (1) which important Word Processor skills are missed out from the subject description; (2)
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which problems occur due to the miss-out; (3) what should be added into the IT-basic subject description to enable

proper Word Processors skills.

Keyword: Word Processor skills, Advanced Techniques on Word Processor, IT-basic Subject, Action

Research
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