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PHI LOSOPHY/ GOALS;

Keyboarding is a skill that is needed in order to comrunicate
and obtain information in a rapidly changi ng world of

technol ogy. Mich 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.

STUDENT PERFORVANCE OBJECTI VES:

Upon successful conpletion of this course, the student wll:

1. Have 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 tinmed 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 wth a maxi num of
3 errors.

TOPI CS TO BE COVERED:

1. Overview of the Canadi an Col | ege Keyboardi ng Program
(i ncluding |oading the program using the Keyboarding Menu,
printing results, and docunent production).

2. Famliarization with conputer 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 Tinmed Witings

VETHODS 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.W. p.m (rmaxi mum three errors)
A 21-24 g.w.p.m (rmaxi 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 Below 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
TYPIA course. The challenge test will consist of three 3-mnute
timed witings. The student nust 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: Al'l lessons and drills nust be conpleted and submtted
for instructor review Failure to conplete all
required lessons could result in an inconplete grade.
Regul ar attendance is strongly recommended to ensure
keyboar di ng proficiency.
A penalty of two percent will be assigned for each
| esson not conpleted or not handed in.

WARNI NG Academ c dishonesty will result in a grade of zero for all

parties.

V. REQUI RED STUDENT RESOURCES;

1.

Col | ege Keyboardi ng, 4th edition, Ober, Pol and,
MG aw H IT Ryerson

et al,
Data disk to acconpany text.

One doubl e-si ded, double-density 5 1/4" floppy di skette,
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LEARNI NG ACTI VI Tl ES:
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Col | ege Keyboarding (Introduction to Keyboardi nq)

Turning on the M croconputer

Fam liarization of Equi pnent

and Printer

Moni t or
CPU

D sk Drive

Printer
Keyboard

Revi ew of Col | ege Keyboardi nq Program

I ntroduction to Keyboardi nq Menu

Arrangenent of Wbrk Station

Post ure Checkpoi nt

Keyboar di ng Techni que

Print Options and Procedures

Report

Docunent

Pr oducti on

| oading & nain nmenu
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LEARNI NG ACTI VI Tl ES (cont'd)

2. Lesson 1 - a,s,d,f,j,k,1,; space and return
pp 2-3 (horme keys); skill devel opnent

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

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

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

6. Lesson 5 - Review - learn how to neasure speed
pp 89

7. Lesson 5 - n,w, conmm, g¢; 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,q,l,x, timngs (goal: 17 w.p.m)
pp 13-14

10. Lesson 9 - -,2,y,?, 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 |esson 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. Lesson 17 - Review, timngs (goal: 25 w. p.m)
pp 27-28
17. Lesson 18 - Nunber keys: 2,9,1, and 0, timngs
pp 29-30 (goal: 25 w.p.m)
18. Lesson 19 - Review, timngs (goal: 27 w.p.m)
pp 30-31
19. Lesson 20 - Nunber keys: 5,6; timngs (goal: 28 w.p.m)
pp 32-33
20. Prof essor's Handouts - Introduction to WrdPerfect, Version 5.1

- formatting a disk
| oading WrdPerfect 5.1
- keying text
- using backspace, tab and del ete key
- using cursor keys
- wordwr ap
- printing
- exiting
21. Timed Witings

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

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



