WHAT IS WORD PROCESSING
Word processing is the use of computer software to create, edit. View, store, retrieve and print text documents. A text document is a written communication like letters reports, memo and so on. The software that is used for word processing is called a word processor.
EXAMPLES OF WORD PROCESSORS
Microsoft word			WordStar		WordPerfect
Word pro			Corel WordPerfect	Lotus notes
Perfect writer			MultiMate advantage	Professional write

Word processors are used in place of typewriters because of the quality of outputs, ability to replicate copies without having to retype or photocopies.
APPLICATION AREAS OF WORD PROCESSING
Word processing is used in the following areas:
In offices		In publishing 			In journalism		In education
For writing articles
Version:	Microsoft Word Versions: MS office 2000, 2003, 2007, 2010.
Facilities available in a word processor:
Typing document		Editing document		Storing or saving documents
Move, copy and paste		Insert, remove words, sentences, paragraph etc.
Type, using different fonts types and sizes.		Editing features of a word processor
Editing features in MS word include:		Copy, cut and paste	Format painter
Find and replace		Goto		Spelling and grammar
Thesaurus		Word count
Copy, cut and paste
You can use word’s cut feature to remove information from a document. You can use the Paste feature to place the information you cut anywhere in the same or another document. In other words, you can move information from one place in a document to another in the same or different document by using the Cut and Paste features. The office clipboard is a temporary storage area where copied and cut files are kept. When you copy or cut, word stores the data you copied/cut on the Clipboard. You can paste the information that is stored on the Clipboard as often as you like. When you copy/cut a document, the copied/cut data can be pasted into a new location.
Copying a document
Copying a document or portion of a document means duplicating the document. The original document will still remain while the duplicate of it will be found in a new location. To copy a document five major methods are involved and they are:
Shortcut method		Keyboard method		Drag and drop method
Ribbon bar method		Right click mouse method
Shortcut method
Highlight the portion of a document to be copied
Right-click on the highlighted text
Select Copy
Position the insertion point in a new location
Right-click in an empty space
Select paste
Keyboard method
Highlight the document to be copied.
Press the keys CTRL + C to copy.
Position the cursor on the insertion point
Press the keys CTRL + V to paste.
Drag and drop method
Highlight the document to be copied.
Hold down the CTRL key as you drag the highlight to a new location.
Release the mouse button.
Ribbon bar method
Highlight the document to be copied.
Click copy on the Home Ribbon.
Position the insertion point in a new location
Click Paste from the Home Ribbon.
Right click mouse method
Highlight the document to cut.
Right click on the highlights and select cut
Position the insertion point in a new location
Right click on an empty space.
Click on paste.
FIND and REPLACE
When a mistake is made all over a document, for example, you mistakenly typed fred instead of fried, the find and replace feature helps to locate the errors and quickly replace them with the expected text. To apply the find and replace feature in a document:
Click on Home Ribbon
Click on the Find icon and drop down arrow and click find
Click on the Replace Tab
Type the error text in the FIND WHAT text box and the corrected in the REPLACE if you want it one after another.
Click cancel button to abort the operations.
Spelling and Grammar
They check whether a document is error free both in spelling and grammar. To confirm if a document is error free using the spelling and grammar tool:
Click on Review ribbon
Click on the Spelling & Grammar icon
It selects a sentence and asks you to ignore or click on its suggestion and click change. Select the one that applies.
Click Next Sentence to move to next error.
Click close if you don’t want to continue.
When a spelling and grammar action is completed a dialog box as shown is displayed,
Click ok
Formatting a document
Formatting a document makes the document presentable. Formatting entails the following:
Font
Font Face: the text outlook format of a document: Microsoft has embedded the fo;;owing font face: Arial, Times New Romans, Tahoma, Elephant, Freestyle Script, Imprint MT, Shadow, and so on.
To set a font face for your text, do the following
Type the text
Highlight the text
From the home Ribbon click on the font face (ctrl + shift + F)
Click the drop down arrow and select a font face of your choice.
Font Size: This displays text sizes of your choice: Microsoft has embedded font sizes ranging from 8-72.
To select a font size for your text, do the following:
Type the text
Highlight the text
From the Home Ribbon, click on the Font size (ctrl + shift + F)
Click the drop down arrow and select a font size of your choice.
Font style: This displays effects on text such as bold, italic, regular, bold italic.
BOLD
To select a bold font style for your text, do the following:
Type the text
Highlight the text
From the Home Ribbon, click on the B
ITALIC
To select a bold font style for your text, do the following:
Type the text
Highlight the text
From the Home Ribbon, click on the I
UNDERLINE
To select an underline font style for your text, do the following:
Type the text
Highlight the text
From the Home Ribbon, click on the U
To select the different underline font style for your text, do the following:
From the Home Ribbon, click on the drop down arrow
Click on the desired underline style.
Font Color: This displays color for your text, do the following:
Type the text
Highlight the text
From the Home Ribbon, click on the A icon drop down arrow.
Click on the desired color of your choice.
Font Effect: This displays other effects on your text such as strike through, subscript, superscript
Strikethrough
To apply Strike through effect on your text, do the following:
Type the text
Highlight the text
From the Home Ribbon, click on the” Abc” icon drop down arrow.

Double Strikethrough
Type the text
Highlight the text
From the Home Ribbon, click on the icon beside font.
Subscript
Type the text
Highlight the text
From the Home Ribbon, click on the”X2” icon.

Superscript
Type the text
Highlight the text
From the Home Ribbon, click on the “X2”icon.

Change case
Type the text
Highlight the text
From the Home Ribbon, click on the “Aa” icon.

Character spacing: This displays different characteristics of spacing that can be applied on a text they include: Expanded or condensed, kerning, and so on
PARAGRAPH:
Indent and spacing: This feature creates a text with spacing before and after. The effects here are : alignment , indentation , spacing , tabs.
ALIGNMENT
 Right click the white space on a document and select paragraph.
Click on indent and spacing tab. In the general options in the alignment drop down menu, select your desired choice.
Click ok to apply to the document.
INDENTATION
Type the text
Highlight the text
Right click on the text and select paragraph
Click on indent and spacing tab. In the indentation options, select your desired choice as shown in the dialog box.
Click ok to apply to the document.
FEATURES OF WORD PROCESSING
A good word processor should have the ability to create, save and retrieve documents.
It should have the ability to find and replace words in a document.
It should be capable of wrapping your text.
Generate multiple copies of a document with the aid of the printer.
Every word processor should have the ability to manage files in the computer.
Ability to display graphics
A good word processor should have the ability to spell check your document.
Ability to mail merge documents
To format a document and apply headers and footers

SYSTEM DEVELOPMENT CYCLE	 1
[bookmark: _GoBack]Information systems are important for the success of any modern business for organization. Every many information systems are being developed to make them more competitive and improve the productivity and profit.
The two keys required for a successful development of information system are:
· Thorough Systems analysis and design
· Understand what the Business or organization requires.
DEFINITION OF TERMS
Systems analysis is the process of understanding in detail what a system should accomplish, how it will accomplish it required to accomplish it.
Systems design is the process of specifying in detail how components of an information system should be implemented physically.
Systems analyst is a person that uses analysis and design techniques to solve business problems using information technology.
SKILLS OF A SYSTEMS ANALYST
To be a good and successful systems analyst, the person must have the following skills:
· Information technology knowledge and programming expertise.
· Understand business problems.
· Use logical methods for solving problems.
· Ability to find facts about the problem and develop how it should be solved.
· Always wanting the improvement of the system.
· People management knowledge and skills.
SYSTEMS ANALYST PROBLEM SOLVING APPROACH
The steps taken by a system analyst to solve problems are stated below:
1. Study and understand the problem: The analyst must identify that there is a problem to be solved and specify that it is feasible to solve the problem.
2. Define the requirements for solving the problem: The analyst will identify the facts or data that are required to solve the problem.
3. Develop a set of possible or alternative solutions: If there are alternative solutions, the systems analyst must develop them and decide on the best solution to use. However, in most cases, there may be only one solution which is chosen.
4. Define the details of the chosen solution: All the facts and method need to solve the problem are specified in detail.
5. Solve the problem: The problem is solved using the chosen solution method.
6. Monitor to ensure that desired result or outcome is accomplished: Here, the analyst will make sure that the formula is not miscalculated.
Example: let us apply this process in solving a simple interest (SI) problem: A man invested the sum of N500, 000.00 for 5 years at an interest rate of 12% per annum. Calculate the amount at the end of the period.
SYSTEM DEVELOPMENT CYCLE 2
Systems development is a planned undertaking with a fixed beginning and end that produces the desired result or product. It may be a large job that involves many people working for a long period or it can also be a small assignment that one person can finish in a day. The SDLC PROVIDES AN OVERALL FORMALISED METHOD FOR managing the systems development processes and activities. It represents a detailed and specific set of procedures, steps, and documents that are required for the development of an information system development.
The SDLC believes that the development of information systems should follow a structured and methodical way, requiring each stage of the life cycle from inception of the idea to delivery of the final system, to be carried out in rigid and sequential order.
Definition of SDLC: The systems development life cycle is the process of understanding how an information system (IS) can support the business needs of an organization, designing the system, building it and delivering it to the users.
THE OBJECTIVES OF SDLC 
1. To ensure high quality systems are delivered.
2. To provide strong controls over the system development
3. To maximize the productivity of the systems staff
STAGES IN SYSTEMS DEVELOPMENT LIFE CYCLE
However, there are methods for developing information systems. The oldest and classical method of systems development life cycle (SDLC) is called the Waterfall Model. The waterfall SDLC is a sequence of stages that must be followed one after the other. Stage 2(two)  can only begin when stage one is completed. Therefore the output of each stage becomes the input for the next. These stages can be characterized and divided up in different ways, including the following:
1. Investigation stage
2. Systems Analysis stage
3. Systems Design Stage
4. Systems Implementation stage
5. Systems Deployment
6. Systems maintenance Stage

1. Investigation stage: this stage involves the investigation of the existing system. The existing system is studied and evaluated to identify its problems and deficiencies. It involves gathering information about the existing systems. The information could be gathered through Observation(observing the system), Questionnaire(preparing questionnaires based on the existing system and give to the users to fill) and Interviewing(asking the users verbal questions about the system). The information gathered is used in a feasibility study. The aim of the feasibility study is to identify the problems and proffer feasible solution through a feasibility report. It also identifies how this problem is to be solved(either manually or computerized), when it is to be solved and why it should be solved. It defines the objectives and goals that the new system to be developed will achieve. The feasibility report is the main output of the investigation.

2. Systems Analysis stage: This stage starts with a more detailed investigation into the existing system. The same facts finding methods of observation, questionnaire and interview are used to gather end-users information such as data and procedures and processes. The data and procedures are analyzed to define the new system requirements. The new system requirements are defined addressing the deficiency in the existing system with specific proposals for improvement. The output of the analysis stage is the users’ requirements.
3. Systems Design Stage: At this stage the proposed system is designed. It involves layout plans for the physical construction, hardware requirements, operating systems, programming, communication, and security. The design describes the desired features and operations of the proposed system in detail, including screen layouts, business rules, process diagrams, flow charts, pseudo-code and other documentation such as data dictionary and so on. The system design stage produces the Systems Specification.
4. Systems Implementation stage: This stage is the stage where programs of the new system are written in the specified programming language in line with the systems specifications. It involves testing of all the new system and adjustments and corrections are made where necessary.
5. Systems Deployment: Here the system that was developed in stage 4(four) is put into use. It involves bringing all the different parts the proposed system together. All parts of the system is integrated and tested for errors, bugs and how they operate. It includes the installation and deployment. This is the stage where the software is put into use and runs the actual business.
6. Systems maintenance Stage: once the new system is deployed and running, it is subjected to exhaustive evaluation on how it is able to achieve its setup goals. Areas for improvement will be modified and enhanced. Sometimes the mistakes or errors can be detected. Procedures and processes may change. Thus the remaining life of the system is subject to changes, correction, additions, moves to a different computing platform and more. The system maintenance stage involves all the activities, processes and procedures required by the system to exist forever.

ADVANTAGES OF SDLC
1. Simple and easy to use
2. Easy to manage due to the rigidity of the model.
3. Phases are processed and completed one at a time works well for the development of smaller information systems where requirements are very well understood.
4. Provides guidelines for systems development as all the stages and activities are clearly outlined
5. Promotes consistency among systems development projects.
6. Reduces cost of managing different systems at different stages.
7. Helps in efficient allocation of resources to systems development projects.
DISADVANTAGES OF SDLC
1. Adjusting scope during the life cycle can kill a project.
2. No working software is produces until during the life cycle
3. High amounts of risk and uncertainty.
4. Poor model for complex and object-oriented projects.
5. Poor model for long and ongoing projects
6. Poor model where requirements are at a moderate to high risk of changing.
7. If followed slavishly. It can result in the generation of unnecessary documents.
8. It takes time to go through the whole long development cycle.

