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Adult & Career Education (ACED), Valdosta State University 
ACED 2300 Intermediate Keyboarding—Exemption Exam Information 

An ACED Exemption Exam is offered for current VSU students who have experiential learning or previous 
coursework equivalent to the content taught in VSU’s course, ACED 2300 Intermediate Keyboarding.  

Course Description 
Prerequisite: Grade of “C” or better in ACED 2000 or exemption. Continued emphasis on building speed and 
accuracy. Detailed coverage of business letters, memos, multiple-page reports, and miscellaneous documents. 

Course Objectives 
Upon completion of this course, the student will be able to: 

1. Proficiently format a variety of realistic business documents—-letters, APA reports, communications
with special features, etc.—from a variety of source copy.

2. Utilize language arts skills including grammar, punctuation, capitalization, spelling, and number usage
in the preparation and proofreading of documents.

3. Key straight, statistical, script, and rough-draft copy more accurately.
4. Improve speed and accuracy on timed writings.
5. Develop decision-making skills in setting up problems given a minimum of directions.

Content of Exam 
The ACED 2300 Intermediate Keyboarding Exemption Exam consists of three parts, all taken at a computer in 
the presence of a proctor: (1) a 5-minuted timed writing and (2) an objective test, and (3) a timed production 
exam using the current version of Microsoft Word. Time allotted for the entire exam is 140 minutes. 

1. TIMED WRITING (50 GWAM TO PASS). Two 5-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 50 gwam with a maximum of 7 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 to the objective test.

2. OBJECTIVE TEST (70% TO PASS). Fifty questions covering intermediate keyboarding, word
processing, and document processing concepts. The minimum score for passing is 35 correct answers.
Only one attempt is allowed. The student must pass the objective test to proceed to the production
test.

3. TIMED PRODUCTION TEST (70% SPEED & ACCURACY TO PASS). A timed (60-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 intermediate keyboarding textbook (usually Lessons 61-120), 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 2300 Intermediate Keyboarding Exemption Exam Study Guide 

 

NOTE: This Study Guide illustrates some of the formatting guidelines and word processing features 
taught in ACED 2300. This Study Guide is in no way inclusive of all knowledge you might be expected 
to know for the ACED 2300 Exemption Test. It is recommended that you also study an Intermediate 
Keyboarding /Word Processing textbook that covers Lessons 61-120, and a word processing manual 
(or Help files) for Microsoft Word 2016, 2013, or 2010.  When you attempt this exam, you are 
expected to demonstrate a skill level at 70% proficiency over content equitable to what students 
who take this 3-credit hour course learn during a semester. 

 

5-MINUTE TIMED WRITING: During the Exemption Exam, you will be allowed TWO ATTEMPTS to take a 
5-minute timed writing, which must be passed with at least 50 GWAM with no more than 7 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. Please practice keying with only ONE 
SPACE after punctuation at the end of each sentence. Only TWO attempts will be allowed for the timed 
writing portion of the Exemption Exam. See Skillbuilding Progressive Practice: Alphabet Drills for an 
example of what you might practice. This part of the Exemption Exam must be passed to go on to the 
second part. 

 

OBJECTIVE TEST: Those who pass the timed writing will be allowed to proceed to a 50-question 
objective exam with questions covering intermediate keyboarding, document production, and word 
processing features that are taught in the Intermediate Keyboarding course. The minimum score for 
passing is 35 correct answers out of 50, with one attempt allowed. This part of the Exemption Exam 
must be passed to go on to the third part.  

 

TIMED PRODUCTION TEST: A timed (1-hour limit) production test is the third part of the Exemption 
Exam. You will be asked to correctly key, format, proofread, and edit several different types of 
documents, which will be graded for accuracy and format. A score of 70% is required to pass this part 
of the Exemption Exam.  
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DOCUMENT FORMATS TO KNOW 

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 provided according to standard block-style letter format. 

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 memo. 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 quotation marks, but 
you still document the source. See an APA source for correct format of a long quote. See the OWL 
Purdue APA Sample report. Practice by keying the APA report provided (including a title page) 
according to APA style. 

Tables. Tables are centered vertically and horizontally on the page. Use Autofit to Contents to reduce 
white space in the columns. Table titles are centered, all caps, bold. Column headings can be centered 
or aligned with the data in the column below them. Align textual data at the left, and numerical data at 
the right or at the decimal point See Reference Manual (Tables) for correct formats. Practice by keying 
the Boxed Table on the Reference Manual page. 

Graphics. Practice inserting graphics (clipart, photos, etc.) into a document. Be able to move and size 
the picture and use wrapping features. 
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OTHER INFORMATION TO STUDY 

Word Processing Microsoft Word 2016 is the current version of word processing software loaded 
on the computers in ACED labs. Students are expected to know the differences 
between Word’s older versions and Word 2016 styles, and how to set up a 
document using the appropriate style. Students are also expected to know 
details about features and functions of Microsoft Word. IMPORTANT: Current 
word processing criteria calls for ONE SPACE AFTER PUNCTUATION (such as at the end 
of a sentence). 

 
Letter Styles Block Style: All lines begin at the left margin—no paragraph indentions.  
 
 Modified Block Style: Most lines begin at the left margin—no paragraph 

indentions. Only the date, closing, and signature lines begin at a left-aligned tab 
at the center point (NOT centered with the centering alignment button). 

  
Letter Placement All letters should be attractively placed on the page, typically using default (1” or 

1.25”) side margins.  
 
 One-Page Letters: Use a 2” top margin, or after the one-page letter is keyed, 

vertically center it.   
 
 Multipage Letters: For a multipage letter, use a 2” top margin on the first page 

and default (1”) top margins on subsequent pages. Use letterhead for the first 
page only. Do NOT vertically center multipage letters. 

  
 Second-Page Headings: All multipage letters must have page numbers on the 

second and subsequent pages (but NOT on the first page). One option for multi-
page letters is to key the name of the person or company to whom the letter is 
addressed, then Page # (using the page # feature so that the correct page 
number appears on following pages), then the current date, each aligned in the 
header at the left margin.  Make sure there is a blank line between the heading 
and the first line of type. 

 
Letters with Special 
Features Mailing Notations: Special notations such as registered, certified, or special 

delivery are keyed in all caps a double space below the dateline at the left 
margin. Then double space and begin the inside address. On the envelope these 
special mailing notations are keyed below the stamp position. Other notations 
such as confidential or personal (where there is no extra charge from the post 
office) are keyed on the envelope a double space below the return address. 

  
 Reference Line: Key the reference line after a blank line below the inside address 

at the left margin. It is usually a number, such as a policy number, account 
number, etc. 
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 Subject Line: This feature tells the reader what the letter is going to be about. It 
is placed after a blank line below the salutation at the left margin. 

 
 Company Name in the Closing:  The company name in the closing is keyed in all 

caps after a blank line below the complimentary close. Three blank lines 
separate the company name and the signature line. 

 
 Enclosure Notation: The enclosure (or attachment) notation is keyed after a 

blank line below the reference initials. If the enclosures are listed, they should be 
single spaced and blocked one space to the right of a colon after the word 
Enclosures. 

 
 Copy Notation: A copy notation is listed after a blank line below the enclosure 

notation, if one is used, or after a blank line below the reference initials. It 
indicates that someone else is receiving a copy of the letter. 

 
 Blind Copy Notation: If a blind copy is required, the bc notation would NOT 

appear on the original—only on the copies. 
 
 Postscript: Key the postscript (without the P.S.) after a blank line below the last 

notation on the letter. If the paragraphs of the letter were block, then block the 
postscript. If the paragraphs were indented, then indent the postscript. 

 
Envelopes Use the envelopes feature of the word processing program.  
 
Traditional Memo Use default side margins and a 2” top margin on the first page (and default 1” 

top margin on subsequent pages).  Use the second default tab (10 spaces from 
the left margin) to accommodate the longest line in the heading (SUBJECT:). Key 
the heading (generally TO:, FROM:, DATE:, SUBJECT:) in all caps and bold. 
Double-space between the parts of the heading and between the single-spaced 
paragraphs of the memo. Include reference initials and enclosure or copy 
notations and page numbers when appropriate. 

 
Tables The following are standard table formatting features taught in ACED2300: 
 

 Main Heading is centered over the table, CAPS, bold 

 Subheading is centered over the table, Initial Caps, bold 

 Blank line is inserted after the main or subheading before the column 
headings 

 AutoFit to Contents command is used for all cells 

 Text is left-aligned 

 Numbers are right-aligned 

 Text in tables is single spaced unless instructed otherwise 

 Double space above and below a table in a document 

 Table is centered both horizontally and vertically when it appears alone on 
the page 
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Business Reports Business reports are generally single spaced with a blank line between each 

paragraph, and no paragraph indents. Use default margins unless the report will 
be bound, in which case you will leave an extra half-inch for the binding. Many 
business reports are leftbound (1.25” left margin). 

 
APA Academic 
Reports APA (American Psychological Association) is recognized as the most popular 

method of documentation for academic reports. The following is a brief 
summary of APA Style. For details, please refer to an APA manual or the OWL 
Purdue Website at http://owl.english.purdue.edu/. 
 
Double space all lines and leave a uniform one-inch margin at the top, bottom, 
and sides of all pages. 

 
 The title page contains the page header and page number. The header is the first 

two or three words of the title. The running head is in all caps. Drop down six or 
seven double-spaced lines and horizontally center the report title, author, and 
affiliation; this position will place the information in the top half of the page. 

 
 The text begins on Page 2. Each paragraph is double spaced and has a five-space 

paragraph indention. If there is a short quotation, incorporate it into the text 
lines and place quotation marks around it. If there is a long quotation in the text, 
continue to double space, but indent the quote five spaces from the left margin. 
Do not put quotation marks around a long quotation. If there are several 
enumerated items, double space them with each numbered item beginning a 
new paragraph. 

  
 To document a quote within the body of the text, indicate the author, year of 

publication, and the page number. If material is paraphrased, list only the author 
and year of the publication. 

 
 A side heading is flush with the left margin and each major word is capitalized. It 

is on a line by itself. A paragraph heading begins at the paragraph point, and only 
the first word is capitalized. Put a period after it, space, and begin your 
sentences. 

 
 A list of references used is 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 for more 
information about specific formatting of different types of references, including 
electronic references. 
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Miscellaneous 
Documents Formatting rules will vary from source to source. Of course, the main guidelines 

are that documents are attractive, easy to read, and error free. 
 
 Agendas: Agendas show what items will be covered at a meeting. The items are 

often numbered, but numbering is not required. The item is usually at the left 
margin, then dot leaders (using dot leader tabs), then a name of the responsible 
party is usually aligned flush right. This arrangement easily shows who will be 
making a report on a particular topic. 

 
 Minutes: Some minutes are single spaced, while others may be double spaced. 

Typically minutes include time and place of the meeting, summary of reports, 
unfinished business, new business, and adjournment. Some minutes list those 
who are present and absent. Motions should be listed verbatim. There are some 
differences between action minutes and traditional minutes. Mainly, action 
minutes summarize actions taken and are limited to one page. 

 
 News Releases: These are usually double spaced on letterhead, on special forms, 

or on plain paper. The company name and address and date should be included. 
Providing the name of the contact person is helpful. The most important news 
should be presented first, in case part of the news is cut off or not used. On a 
two-page release, “more” is keyed after the last line on the first page as a footer. 
Key a header on the second page consisting of a one-word slug line (usually the 
first word of the subject line) followed by a diagonal and page number. After the 
last line of the release, ### is centered to indicate the end of the information. 

 
 Itineraries: Itineraries are keyed in an organized manner and should be easy to 

follow. Headings are frequently used for dates and/or destinations. Usually the 
entries would be single spaced with double spacing between entries. In most 
itineraries, the time is at the left margin; and then a tab stop is set several spaces 
after the time to key the destination. It is helpful to include all travel information 
as well as meetings, meals, etc. 

 
 Resumes and Cover Letters: These documents should be attractive, error free, 

and need to represent your best effort. The resume should never exceed two 
pages, and one is preferred. The cover letter should always be one page and 
written to a specific person.  

 
 Table of Contents with Leader Tabs: A leader is a series of dots that leads the 

eye to the next column. Leaders are used in documents such as table of 
contents, agendas, and financial documents. Leaders can be used with a left, 
center, right, or decimal tab. Leader tabs must be set from the Tab dialog box. 
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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 
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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).   
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 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 

et al.’s (2002) reviewed results contradict other studies that research the connection 

between intimacy and relationships through CMC.   

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

Messenger (IM) use and the degree of perceived intimacy among friends.  The use of IM 

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 
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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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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
l/resource/
724/04/ 
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