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KEYBOARDI NG & | NTRO TQ W P. KWP 100
COURSE NAMVE COURSE CODE

Total Cedits: 3
Total Oedit Hours: 51

Prerequisites: None

|.  PH LOSQPHY/ gQALg;

Keyboarding and word processing skills are needed in order to
comuni cate and obtain infornation in a rapidly changi ng world of
technol ogy. Mich of this information and data is communi cat ed,
stored and retrieved electronlcallﬁ. The person processing this
information will use the conputer keyboard. This course is
designed to provide students w th keyboarding skills as well as
the ability to use the basic functions of the WrdPerfect 5.1
word processi ng package.

1. STUDENT PERTQBHVICB OBJECTI VES
Upon successful conpletion of this course, the student will:

1. Have | earned the basic skills necessary to input data
t hrough t he use of a keyboard.

2. Be able to keyboard fromstraight copy at a mninmumrate of
16 gross w.p.m for three mnutes with a maxi numof 3 errors
under supervi sed conditions.

3. Be able to use the basic WrdPerfect functions.

4. Be abl e to proofread.

[11. TQI CS TO BE QOVERED, .

1. CQvervi ew of the Typequi ck Program (including |oading the
programusi ng the Keyboardi ng Menu, printing results,
docunent production). *e

2. Famliarization with conputer equipnent including Mnitor,
CPU, Disk Drive, Printer and Keyboar d.

3. Keyboard Layout .
4. Touch Keyboar di ng Techni ques.



KEYBOARDI NG KWP100

5. Keyboar di ng Speed and Accuracy Devel opnent.
6. Proof readi ng Skills.

7. WrdPerfect 5 1 Basic Functions: creating, saving,
retrieving, editing, formatting, and printing. In addition,
ot her functions such as noving, copying, spell checking,
changi ng margins and |ine spacing, indenting text,
formatting pages using w dows/orphans, automatic page
nunbering and hard page breaks w Il be covered.

V. METHODS OF EVALUATI ON:

A+ 90-100%

A 80- 89%

B 70- 79%

C 60- 69%
R Bel ow 60%
GRADI NG:

-2 Pr oof r eadi ng/ spel 1i ng
-1 Format errors
-1/2 Incorrect punctuation

BREAKDOMWN OF FI NAL GRADE:

Keyboar di ng Speed - 10%
Wor dPerfect Tests (Test #1 = 30%

(Test #2 = 30% - 60%
Assignnments (WrdPerfect, Mdules 1-6) - 30%
100%

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

The speed conponent represents 10 percent of the final mark.

This grading is achieved as foll ows:
r
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t hr ee,

MOTES:

KWP10Q

SPEED - GWP. M TERM NARK
(max. 3 errors on (represents 10%
3-mnute timed witings)

20 and above 1 0%

19 9%

18 8%

17 7%

16 6%

15 5%

14 4%

13 3%

12 2%

11 1%

Begi naér or- |Aps student wi shing to k@ow hi s/ her
?eyboar?ing speed will receive timngs during the
irst class.

| f the student has no Frevious keyboar di ng
background, Typequi ck | essons shoul d be conpl et ed,

Al phabeti c keyboarding | essons 1-6 should be
conpl eted and submtted at a 95% accuracy |evel.
Nuneri c keyboarding | essons 7 & 8 shoul d be
conpl eted and submtted at a 90% accuracy | evel.

Keyboar di ng Conpet ency - Fpllomjng di scussion wth
the instructor, students wth key oardlng _
prpf!C|enc¥ may el ect to conplete only the tined
witings of the keyboardi ng conponent. The term
mar k a35|8ned for the keyboardi ng conponent wl |l
correspond to the speed achi eved on the timed
writings.

Timngs woul d be held follow ng the five-week
Typequi ck conponent as required.

Due Dates for the WrdPerfect Assignnments: 100
percent conpletion of all word Proce33|ng
assignnents is expected. Any class assignnent
submtted 1-3 days (holidays and weekends

i ncluded) after the due date will be subject to a
| oss of 10 percent of the assignnent value. No
mark will be assigned after the third consecutive
day the assignnent is |ate.
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5. Students are required to conplete the two
WrdPerfect tests. There will be no rewites in
this course.

6. If a student is not able to wite a test because
of illness or a legitinate energenc%, t hat student
e test or as

must contact the teacher prior tot
soon as possi bl e and provide an expl anati on which
I's acceptable to the teacher (nedical certificate
or other appropriate proof may be required). 1In
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 achievable grade is a "C'. [In cases where
t he student has not contacted the teacher, the
student will receive a mark of "0" on that test.

WARNING  Students are advised to naintain a back-up of all files

VI .

VIT.

on di skette. Loss of output due to a |ost or damaged
di skette will not be an acceptable reason for a late or
i nconpl et e assignment .

rg* T+ T TMftE_EXAM:

Students with conpetency in keyboardin? skills and
WrdPerfect may apply to wite the QO chal | enge exam

Those interested in witing the KW QO chal | enge exam are

advised to contact the PLA office before the |ast day to

;eglster for fall term This examis subject to a chall enge
ee.

CREDI T TRANSFERS:

Students who have conBIeted post -secondary, credit courses
in WrdPerfect could be eligible for exenption fxom KW QO

Those students seeking exenption should conplete a Course

Oredit Evaluation Formavailable fromthe Dean's office,
School of Business and Hospitality.

RSQ ff RH) STTCBW RESCPRCYS;

1. Typequi ck. Keyboard Trai ni ng Course, Typequick Pty.
d%ﬁted (3 1/%' di sk).
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2. VordPerfect Made Easy with Exercises, Shelley Boushear,
Sault Col I'ege.

3. Three, 3 1/2" high density data di sks.

4. (e pl astic disk container.

VIT1. LEARN NG ACTI VI TIES:
KEYBOQARDI NG 15 hours

(A D sk: Typequick

Turning on the Mcroconputer and Printer
Fam liarization of Equi prent Moni t or

- CPU

- Dsk Dive
Printer
Keyboar d
Revi ew of Typequi ck Program [|oading & main nmenu
| ntroduction to Keyboardi ng Menu
Arrangenent of Work Station

Post ure Checkpoi nt

Keyboar di ng Techni que

Print Qoptions and Procedures

Repor t

Docunent Production
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Lesson 1 asdf j k1l; space and return
Lesson 2 ehi . left shift

Lesson 3 tnro

Lesson 4 c uv wright shift

Lesson 5 gxp.,

Lesson 6 gqmy zb

Lesson 7 12 345

Lesson 8 6 7890

Lesson 9 Speed Bui | di ng

Lesson 10 Accuracy | nprovenent
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(B) WrdPerfect 5.1 - Introduction to Wrd Processing (33 hours')
Text: WrdPerfect Made Easy w th Exercises

Pr oof r eadi ng Text pages 1-10
Proof readi ng t echni ques; conmmon proofreadi ng errors;
proofreadi ng correction marks; spacing after nmarks of
punctuation; exercises for students

I ntroduction to Conputers Text: pages 11-21
The m croconput er; hardware term nol ogy; software
t erm nol ogy; i nput-processi ng-out put; DOS; preparing
di skettes

A Look At WrdPerfect 5.1 Text pages 22-24

Function keys; status |line; escape key; access nmenu; cursor
novenent

Nodule 1 - Oeate, Edit, Save, & Print Text pages 25-44

Ceate a docunent; edit a docunent; save; print; retrieve a
docurment ; hel p; exercises for students

Modul e 2 - Enhanci ng Text Text pages 45-68

Centre text; underlining text; bolding text; reveal codes
screen; spell check; exercises for students

Nodul e 3 - Mani pul ati ng Text Text pages 69-85
Bl ock feature; noving text; copying text; exercises for
students

Nodule 4 - Format Text Text pages 86-102
| ndent feature; indent fromboth sides; right align; format
menu; line format; |ine spacing; justification; exercises
for students f

Nodul e 5 - Page For mat Text pages 103-119

Page format nenu; centre page; w dows and or phans;
t op/ bottommar gi ns; page nunberi ng; hard page breaks;
exerci ses for students
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Module 6 - Setting Tabs and Margins Text pages 120-134

Tabs; default tab settings; clearing tabs; setting a tab;
procedures to set up a table; setting nmargins

Depending on tine restraints, certain topics may not be covered.
This course outline is subject to change.






