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KEYBQOARDI NG TYPI O
COURSE NAME COURSE CODE

Total Credits: 2
Total Credit Hours: 25 (5 hours/week for 5 weeks)

Prerequi sites: None

PHI LOSOPHY/ GOALS:

Keyboarding is a skill that is needed in order to communicate
and obtain information in a rapidly changing world of

technol ogy. Much of this information and data is communi cated,
stored and retrieved electronically. The person processing
this information will use the conputer keyboard. This course
is designed to teach the student the m croconputer keyboard,

as well as give the opportunity for typing practice to gain
speed and accuracy.

1.  STUDENT PERFORVANCE OBJECTI VES;

Upon successful conpletion of this course, the student wll:

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

2. Denonstrate that he/she has learned to touch-type by
produci ng accurate tined witings under supervised
condi tions.

3. Be able to keyboard from straight copy at a mninumrate
of 15 gross w.p.m for three mnutes with a maxi num of
3 errors.

I11. TOPICS TO BE COVERED:
Overvi ew of the Paradi gm Keyboarding Skills Program
(including | oading the program using the Keyboardi ng Menu,

printing results, and docunment production).

Fam liarization wth conmputer equipnent including nonitor,
CPU, disk drive, printer and keyboard.
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3. Keyboard Layout
4. Good Typing Techni ques
5. Speed and Accuracy Devel opnent
6. Three-mnute Tined Witings

METHODS OF EVALUATI ON\;

For the successful conpletion of Keyboarding, the student, using
appropriate touch typing techni ques, nust denonstrate a m ni num
of 15 gross wp.m wth no nore than three errors on three
3-mnute tinmed witings.

A+ 25+ g.wW. p. m (maxi mum three errors)

A 21-24 g.w.p.m (maxi mum three errors)
B 18-20 g.w. p. m (maxi mum three errors)
C 15-17 g.w. p. m (maxi mum three errors)
R Bel ow 15 g.w. p. m

G adi ng;

A+ 90-100

A 80- 89

B 70- 79

C 60- 69

R Bel ow 60
The average typist can type with one m stake per m nute.

Chal | enge Test:

Students may pay a $50 challenge test fee to exenpt fromthe
TYPI A course. The challenge test will consist of three 3-mnute
timed witings. The student nmust successfully conplete the three
timngs at 25 words per mnute with a maxi numof three errors

usi ng proper touch-type techniques. Students will receive a
credit (CR on their GPA report.
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NOTES:

VWARNI NG

Al lessons and drills nust be conpleted and submtted
for instructor review. Failure to conplete al
required lessons could result in an inconplete grade.

Regul ar attendance is strongly recommended to ensure
keyboardi ng proficiency.

A penalty of two percent will be assigned for each
| esson not conpleted or not handed in.

Academ c dishonesty will result in a grade of zero for al
parties.

V. REQUI RED STUDENT RESOURCES,

Par adi gm Keyboarding Skills, A Mastery Approach for

M croconputers and Typewiters, Third Edition, LaBarre,
Mach, Mtchell, ParadigmPublishing International, 1990.
(Text book includes two 5 1/4" programdi skettes).

Two doubl e-si ded, double-density 5 1/4" floppy diskettes
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TYPI A
VI . LEARNI NG ACTI VI Tl ES;
1. Turning on the Mcroconputer and Printer

Fam liarization of Equi pment - Monitor
- CPU
- Dsk Drive
- Printer
- Keyboard

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

I ntroduction to Keyboardi ng Menu

Arrangenent of Work Station
Post ure Checkpoi nt
Keyboar di ng Techni que

Print Options and Procedures
Report

Docunent Production
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TYPI O

LEARNI NG ACTI VI Tl ES (cont'd)
Using the Paradigm Keyboarding Skills textbook and typing tutor
software, the student wll conplete all drills outlined in each |esson
listed bel ow. Each line of each drill will be typed twi ce. Thinking
drills are optional.
2. Lesson 1 a,s,d, f,j,k,I,; (the home row) space and
pp 2-3 return key
3. Lesson 2 right shift, h, left shift, colon
pp 3-4-5
4, Lesson 3 period, t, coma
pp 5-8
5. Lesson 4 n, e
8-9-12
6. Lesson 5 i, question mark (?), g
pp 15-18
7. Lesson 6 rei nforcenent sessions 1-5
pp 18-21
8. Lesson 7 p,r, tab key
pp 22-26
9. Lesson 8 m v
pp 26-31
10. Lesson 9 0, b, w
pp 32-39
11. Lesson 10 Rei nf orcenent Sessions 1-9
pp 39-43
12. Lesson 11 u,z,c
pp 43-50
13. Lesson 12 Y, X, Q
pp 50-59
14. Lesson 13 Rei nf orcenent Sessions 1-12
pp 59-64
15. Lesson 14 Nunber keys: 1,23

pp 64-68
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LEARNI NG ACTIVITIES (cont'd)

16. Lesson 15 - Nunber keys: 4,5,6
pp 69-72
17. Lesson 16 - Nunber keys: 7, 8, 9, 0, comm, decinm
pp 73-79
18. Prof essor's Handouts - Introduction to WordPerfect, Version 5.1

- formatting a disk
- running WrdPerfect 5.1
- keying text
- using backspace, tab and del ete keys
- using cursor keys
- wordw ap
- printing
- exiting
19. Timed Witings

NOTE; Depending on tine restraints, certain topics may not be
cover ed.

Dependi ng on the |evel and needs of the student, students
may choose to practise additional drills to inprove their
speed and accuracy.



