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CATALOG DESCRIPTION:

This course covers basic keyboarding skills.  Emphasis is placed on the touch system, correct techniques, and development of speed and accuracy.  Upon completion, students should be able to key at an acceptable speed and accuracy level using the touch system.  This course is repeatable.

UNITS:   0      HOURS:  Lecture: 2    Laboratory: 16     Lecture/Lab        Clinic/Field:       

ENTRY LEVEL SKILLS, PREREQUISITES, AND/OR COREQUISITES:

None
OBJECTIVES and LEARNING OUTCOMES:
Upon successful completion of the course the student will be able to:

1.
Use proper keyboarding techniques, which include correct posture and finger position.

2.
Identify the major components of a Desktop computer

3.
Enter/Exit the computer and courseware

4.
Identify and utilize major components of the computer keyboard

5.
Build straight copy speed and accuracy

6.
Use the mouse and the keyboard to select menu items outside of and within the courseware

7.
Format and create basic business documents

8.
Make corrections by copy, paste, or cut

9.
Format a diskette

10.
Save files onto a diskette

11.
Name a file

12.
Print a document

13.
Create a table

14.
Insert/delete a column

15.
Insert/delete a row

COURSE OUTLINE AND SCOPE:

1. Outline of Topics:  


·
Build Keyboarding Skills

·
Learn/Review Symbol Keys

·
Formatting of letters, memos and e-mail

2. Examples of Reading Assignments:

n/a
3. Examples of Writing Assignments:
n/a
4. Appropriate Assignments to be completed outside of class:

n/a
5. Appropriate Assignments that demonstrate critical thinking:

n/a
6. Other Assignments:
n/a
METHOD OF EVALUATION:


Students will complete non-graded tests for selected lessons in order to assess their progress.



METHOD OF INSTRUCTION:

·
Students will read on-line and written instructions and handouts

·
Each student will complete exercises at his or her own pace.

·
Short lectures will be given on each subject covered in the lessons and exercises.  Students will follow additional guidelines given by the instructor

·
Students will utilize courseware games, which build speed and accuracy

·
Exclusive hands-on exercises will be conducted.



TEXTS, OTHER READINGS AND MATERIALS:
(List typical or required primary sources, texts, and other materials; or reference college bookstore computerized listings, etc.)

Computer Courseware, Learn Typing Quick and Easy!  File Version 1.00.0020,1994-96, Individual Software, I

Textbook, Gregg College, Keyboarding and Documents Processing for Microcomputers, by Scott Ober, Robert Polantd, Robert Hanson, Albert Fosetti and Jack Johnson, 7th Edition, 1995, Glencoe/MicGraw-Hill Publishing

Textbook, Microcomputer Keyboarding and Document Processing, by Jo Ann E. Sherron, Ronald H. Sherron and Katherine Small, Paradigm Publishing, Inc.

Handouts by the instructor
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