About Word Processing

A word processor has many advantages over a traditional typewriter.  It can print multiple copies of a document, check spelling, save your document for future use etc.  For security of data, passwords can be used to protect documents from unauthorised use.  Also backups can be made to minimise the risk of losing important data in the event of a computer breakdown or theft. 

Word Processing has revolutionised the printed word.  It has increased the amount of paperwork we all receive.  ‘Junk mail’ has increased more than any other thing, with both benefits and disadvantages for us all.

In education, Word Processing has both advantages and disadvantages.  It can help with spelling and grammar but may stifle the longer term learning of children by giving too much support. It can help children express themselves, but prevent enough practice at handwriting.

The ease with which documents can be produced using Word Processing has meant more printed information, but less staff are needed to produce it.  Organisations no longer need large typing pools and the nature of office work has changed.

