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BASI C KEYBOARDI NG TYPI GO

COURSE NAME COURSE CODE

Credit Hours: 25-5 weeks (1 hour/day)
2 credits

Prerequisites: None

PHI LOSOPHY/ GOALS;

The fundanentals of keyboarding and basic production skills

i ncluding centering, blocked-style business letter format, and
basi ¢ nmenorandum format will be taught using m croconputers and
WrdPerfect 5.1 and a typing tutor software. Accuracy and
proofreadi ng are stressed.

I'l. STUDENT PERFORMANCE OBJECTI VES!

1. The student will denonstrate that he/she has learned to
touch type by producing an accurately typed letter and
meno using WordPerfect 5.1.

2. The student will denonstrate that he/she has |earned to
touch type by attaining 15 g.wp.m on three 3-mnute
timed witings with three errors maxi num

I11. TOPICS TO BE COVERED:

1. Overview of the Canadi an Col | ege Keyboardi ng Program
(including running the programusing the keyboardi ng nenu,
printing results and docunent production).

2. Famliarization with conputer equipnent including nonitoring
CPU, disk drive, printer and keyboard.

Keyboard | ayout.
CGood typing techniques.

Speed and accuracy devel opnent.

oo s W

Full -block letter format.
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Basi ¢ nenorandum f or mat .

Basic WirdPerfect 5.1 functions (including accessing the
program keying text, correcting errors, using wordw ap,
printing and exiting the program.

Three-m nute timed witings.

|V METHOD OF EVALUATI ON:

Dai ly Work 25%
Typi ng Speed 25%
Letter Test 25%

Menmo Test 25%
*Speed - GWP.M
(Maximum 3 errors Term Mar k
25+ 25%
21-24 21%
18- 20 18%
15%
15-17 0%
Less than 15 0
GRADI NG
A+ 90 100%
A 80 89%
B [0 79%
C 60 69%
R 0 59% Must Repeat the Course
The follow ng marking schene will be used on graded work;
Pr oof r eadi ng/ spel I i ng -2 for each occurrence
Al other errors (margins, spacing, etc. -2 for each occurrence
Punct uati on -1/2 to -2 for each
occurrence
Keyboarding is a skill which requires consistent practice to

devel op properly. This course has been designed to assi st
students to achieve the objectives set out in Section I1I.

In order to nmeet the course requirenents, regular attendance
is STRONGLY RECOVMENDED.



BASI C KEYBQOARDI NG TYPI GO

A penalty of two percent will be deducted fromthe daily work
component for each |esson not conpleted or not handed in.

If a student is not able to wite a test because of illness, or
a legitimate emergency, that student nust contact the teacher
prior to the test and provide an explanation which is
acceptable to the instructor (nedical certificates or other
appropriate proof may be required). For cases of unforeseen
circunstances i.e. accidents, the student nust contact the
teacher at the earliest possible nonment to discuss possible
arrangements to reschedule tests. In cases where the student
has contacted the teacher, and where the reason is not
classified as an energency, i.e. slept in, forgot, etc., the
hi ghest achi evable grade is a "C'. In cases where the student
has not contacted the teacher, the student will receive a mark
of "0" on that test.

WARNI NG  Academ ¢ di shonesty will result in a grade of zero (0)
on the assignment or test for all parties.

CHALLENGE TEST

Students may pay a $50 challenge test fee to exenpt fromthe entire
TYPI QO cour se. The challenge test will consist of three 3-mnute
timed witings, a test requiring students to properly set up and key
in a letter using the full-block style, and a test requiring students
to properly set up and key in a neno.

The student nust successfully conplete the three timngs at 25 words
per mnute wth a maxi numof three errors and pass the two tests with
a B grade.

WrdPerfect formats and proofreading techniques nust be used.
Students will receive a credit (CR) on their GPA reoprt.

EXEMPTI ON PRETEST

A TYPI OO exenption pretest will be held within the first two weeks of
the senester. This pretest will allow those students who know how to
keyboard to test out of that portion of the course. The test will
consist of three 3-mnute timed witings and the student nust
successfully conplete these timngs at a keyboarding speed of 25 words
per mnute with a maxinmum of three (3) errors using proper
touch-typi ng techni ques.
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A successful pretest wll result in a grade of A+ on the keyboardi ng
portion of TYPI OO (which represents 50 percent of the final grade).

Students will then join the class when the basic letter and neno

formats are introduced and conplete the two required tests (which
represent 50 percent of the final grade).

V.  REQUI RED STUDENT RESOURCES;

Requi red Text book: 1. College Keyboarding, 4th edition, by
(ober, Poland, et al, MGawH Il Ryerson

2. Data D sk to acconpany text

3. One IBMConpatible 5 1/4" doubl e-si ded,
doubl e-density disk

VI . LEARNI NG ACTI VI Tl ES;

1. College Keyboarding (Introduction to Keyboardi ng)

Turning on the M croconputer and Printer

Fam |iarization of Equi pnent Moni t or

- CPU

- Disk Drive
- Printer

- Keyboard

Revi ew of Col | ege Keyboarding Program |oading & main nenu

| ntroduction to Keyboardi ng Menu
Arrangenent of Wrk Station

Post ure Checkpoi nt

Keyboar di ng Techni que

Print Options and Procedures
Report

Docunent Production
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LEARNI NG ACTIVITIES  (cont' d)

2. Lesson 1 - as,d, f,j,k,I,; space and return
pp 2-3 (home keys); skill devel opnent

3. Lesson 2 - h,e,o,r; skill measurenent
pp 4-5

4. Lesson 3 - mt,i,c; skill nmeasurenent
pp 5-6

5. Lesson 4 - v, period, right shift, count errors, skill
pp 7-8 nmeasur enent

6. Lesson 5 - Review - learn how to neasure speed
pp 8-9

7. Lesson 6 - n,w, comnm, ¢; skill developnent; timngs
pp 10-11 (goal : 15 w.p.m)

8. Lesson 7 - left shift, u,b, colon, timngs
pp 11-12 (goal : 16 w.p.m)

9. Lesson 8 - p,qg,l,x, timngs (goal: 17 w.p.m)
pp 13-14

10. Lesson 9 - -,2,¥,?, timngs (goal: 18 w.p.m)
pp 14-15

11. Lesson 10 - Review, Tabs, Format paragraph from copy,
pp 16-17 timngs, (goal: 19 w.p.m)

12. Lesson 11 - Horizontal centering, timngs (goal: 19 w.p.m)
pp 18-19

13. Lesson 12 - Keying in all capitals; timngs
pp 19-20 (goal : 20 w.p. m)

14. Lesson 13 - Vertical centering; timngs (goal: 21 w.p.m)
pp 20-21

omt |lesson 14 & 15

15. Lesson 16 - Nunber keys; 4,7,3, and 8, timngs
pp 26-27 (goal: 24 w.p.m)
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LEARNI NG ACTIVITIES (cont' d)

16.

17.

18.

19.

20.

21.
22.

23.

24.
25.

Lesson 17 - Review, timngs (goal: 25 w.p.m)

pp 27-28

Lesson 18 - Nunber keys: 2,9,1, and O, timngs

pp 29-30 (goal: 26 w.p.m)

Lesson 19 - Review, timngs (goal: 27 w. p.m)

pp 30-31

Lesson 20 - Nunber keys: 5,6; timngs (goal: 28 wp.m)
pp 32-33

Prof essor's Handouts - Introduction to WrdPerfect, Version 5.1

- formatting a disk

| oadi ng WrdPerfect 5.1

- keying text

- using backspace, tab and delete key
- using cursor keys

- wordw ap

- printing

- exiting

Timed Witings

| nt roduce Menor andum

- Practice Menorandum on page FG 2
- Instructor Handout

I ntroduce Letter

- Practice typing letter - page FG 1 block style, open
punct uati on

- Instructor Handout

Fi nal Test on Menorandum

Fi nal Test on Letter
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SPECI AL NOTES;

Students with special needs (e.g. physical limtations, visual
i mpai rments, hearing inpairnments, learning disabilities) are
encouraged to discuss required accommodations confidentially
with the instructor.

Your instructor reserves the right to nodify the course as she
deens necessary to nmeet the needs of students.



