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COURSE NAME COURSE CCODE

Total Credits: 3
Total Credit Hours: 45

Prerequisites: None

l. PHI LOSOPHY/ GOALS:

Keyboarding and word processing skills are needed in order to
communi cate and obtain information in a rapidly changing world of
technol ogy. Much of this information and data is comuni cated, stored
and retrieved electronically. The person processing this information
wll use the conputer keyboard. This course is designed to provide
students wth keyboarding skills as well as the ability to use the
basic functions of the WhrdPerfect 5.1 word processi ng package.

1. STUDENT PERFCRVANCE OBJECTI VES:

Upon successful conpletion of this course, the student will:

1. Have learned the basic skills necessary to input data through the
use of a keyboard.

2. Denonstrate that he/she has learned to touch-type by producing
accurate tined witings under supervised conditions.

3. Be able to keyboard from straight copy at a mninmumrate of
20 gross w.p.m for three mnutes with a maxi numof 3 errors,

4. Be able to use the basic WrdPerfect 5.1 functions.

5. Be able to proofread.

I11. TOPICS TO BE COVERED:

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

2. Famliarization with conputer equi prment including Monitor, CPU,
Disk Drive, Printer and Keyboard.
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3. Keyboard Layout

4. Good Touch Typing Techni ques

5. Skill Devel opnent

6. Proofreading Skills

7. WordPerfect 5.1 Basic Functions: Creating, Saving, Retrieving,
Editing, Formatting, and Printing. |In addition, other functions
such as noving, copying, and using spell checking will be covered

V. METHODS OF EVALUATI ON:
GRADI NG A+ 90-100%

A 80- 89%
B 70- 79%
C 60- 69%

R Bel ow6 0%
BREAKDOWN OF FI NAL GRADE:

Typi ng Speed - 25%
Wor dPer fect Tests
(2 @ 25% - 50%
Assignments (WordPerfect) - 25%
100%
WARNI NG Academ ¢ di shonesty will result in a grade of zero (0) on

the assignnment or test for all parties.

For the successful conpletion of KW100, the students nust denonstrate
a mnimum typing speed of 20 gross words per minute with no nore than
three errors on three, 3-mnute timed witings.

The speed conponent represents 25 percent of the final mark. Thi s
grading is achieved as foll ows:

SPEED - GWP.M (max. 3 errors) TERM NARK
(represents 25%
25 25%
24 23%
23 21%
22 19%
21 17%
20 15%

| ess than 20 0
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NOTES Al keyboarding assignnments nust be conpleted
satisfactorily by the date of the final test (in
Decenber) in order to fully neet the requirenments of the
cour se. A penalty of two percent will be assigned for
each | esson not conpleted or not handed in.

Due Dates for the WrdPerfect Assignnents: 100 percent
conpletion of all word processing assignnents is
expected. Any class assignnent submtted 1-5 days

after the due date will be subject to a loss of 10
percent of the assignnent value. No mark will be

assigned after the fifth consecutive day the assignnent
is |ate.

3. There will be no rewites in this course

4. |If a student is not able to wite a test because of
illness or a legitinmate energency, that student nust
contact the teacher prior to the test or as soon as
possi bl e and provide an explanation which is acceptable
to the teacher (nedical certificate or other appropriate
proof may be required). |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.,
t he 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.

5. The Col | ege Keyboarding Software is available in A2130,
A2020, A2050, andA2140.

WARNI NG Students are advised to maintain a back-up of all files
on diskette. Loss of output due to a |lost or danmaged
di skette will not be acceptable for a late or inconplete
assi gnment .

\Y, EXEMPTI ON PRE- TEST

A KWPI QO exenption pre-test will be held within the first two

weeks of the senmester. 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-minute tined witings

and the student nust successfully conplete these timngs at a
keyboardi ng speed of 25 words per mnute with a maxi mum of three
(3) errors using proper touch-type techiques.
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A successful exenption pretest will result in a grade of A+ on

t he keyboardi ng portion of KWP100 (which represents 25% of the
final grade).

Students will then join the class when WrdPerfect is introduced
and conplete the WrdPerfect assignnments and tests (which
represents 75% of the final grade).

CHALLENGE TEST:

Students nmay pay a $50 challenge test fee to exenpt fromthe
entire KW100 course. The challenge test will consist of three
3-mnute tined witings plus a hands-on WrdPerfect test. The
student nust successfully conplete the three timngs at 25 words
per mnute with a maxi numof three errors using proper touch-
type techni ques and pass the WirdPerfect test with a 'B grade.
WrdPerfect formats and proofreadi ng techni ques nust be used.
Students will receive a credit (CR) on their GPA report.

REQUI RED STUDENT RESOURCES:

1. College Keyboarding, 4th edition, Ober, Poland, et al,
MG awH IT Ryerson.

2. Data disk to acconpany text.

3. Basic WordPerfect 5.1 in 10 Easy Modul es, by Jean Caven and
Iris Ceslar, 1JC Enterprises.

4. Disks for WrdPerfect portion
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V. LEARNI NG ACTI VI Tl ES;

KEYBOARDI NG 18 hours

(A

Text: Col |l ege Keyboar di ng

Turning on the M croconputer and Printer
Fam | iarization of Equi pnment - Monitor
- CPU
- Disk Drive
- Printer
- Keyboard
Revi ew of Col | ege Keyboarding Program | oading & main nmenu
I ntroduction to Keyboardi ng Menu
Arrangenment of Work Station
Post ure Checkpoi nt
Keyboar di ng Techni que
Print Options and Procedures
Report
Docunment Producti on
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LEARNI NG ACTI VI TIES (cont' d)

Lesson 1 a,s,d, f,j,k,1,; space and return
(horme keys); skill devel opnent
Lines 5-11, key two lines of each row
and | eave a blank line after the two
l'i nes
Lesson 2 h,e,o,r; skill neasurenent
Lesson 3 mt,i,c; skill neasurenent
Lesson 4 v, period, right shift, count errors, skill
measur enent
Lesson 5 | earn how to neasure speed
Lesson 6 n,w, conma, ¢; skill devel opnent; timngs
(goal: 15 w.p.m)
Lesson 7 left shift, u,b, colon, timngs
(goal: 16 w.p.m)
Lesson 8 p,q,l,x, timngs (goal: 17 w.p.m)
Lesson 9 -,2,Y,?, timngs (goal: 18 w.p.m)
Lesson 10 - Review, Tabs, Format paragraph from copy,
timngs (goal: 19 w.p.m)
Lesson 11 - Horizontal centering, timngs
(goal: 19 w.p.m)
Lesson 12 - Keying in all capitals; timngs
(goal: 20 w.p.m)
Lesson 13 - Vertical centering; timngs
(goal: 21 w.p.m)
omt |lessons 14 & 15
Lesson 16 - and 8, timngs

Nurmber keys; 4,7, 3,
(goal: 24 w.p.m)

KWP100

TEXT PAGES
2-3

10 11

11 12
13 14
14 15
16 17

18 om t
pg. 19

19 - 20
omt 12G

11G

20 - 21
omt 131
pg. 22

26 - 27
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LEARNI NG ACTI VI TIES (cont' d)

Lesson 17 - Review, timngs (goal:

25 w.p.m)

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

(goal 26 w.p.m)

Lesson 19 - Review, timngs (goal:

27 W.p.m)

Lesson 20 - Nunber keys: 5,6; timngs

(goal: 28 w.p.m)

KWP100
27 - 28
omt 191
pg. 29
29 - 30
30 - 31
omt 191
pg. 32
32 - 33
omt 20H

pg. 33
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(B) WordPerfect 5.1 - Introduction to Wrd Processing (27 hours)

Text: Basic WordPerfect 5.1 in 10 Easy Modul es

| nt roducti on Text pages 2-19

Har dware and Software; Care and Handl i ng of Di sks;
Formatting Di sks; Access WrdPerfect; Function Keys or Menu

Modul e 1 Text pages 1-2 - 1-39
Assi gnment: Exercises in Mdule

I nputting; Save and Keep Docunent on Screen; Cancel; Help;
Cursor Keys; Insert; Delete; Typeover; Edit; Save and d ear
Screen; Spell Check; Date Function; and Print from Screen

Modul e 2 Text pages: 2-3 - 2-20
Assi gnnent: Exercises in Mdule

Bol d; Underline; Centre; Reveal Codes; and Del ete Codes

Modul e 3 Text pages: 3-3 - 3-10
Assi gnnent: Exercises in Mdule

List Files; Look at a File; Retrieve a File; Print fromlList
Files; and Print List File Screen

TEST #1

Modul e 4 Text pages: 4-3 - 4-16
Assignnment: Exercises in Mdule

Bl ock and Bol d; Block and Del ete; Undel ete; Block and
Underline; Block and Centre; and Switch - Capitalization

Modul e 5 Text pages: 5-3 - 5-19
Assignment: Exercises in Mdule

Move and Copy

Modul e 6 Text pages: 6-3 - 6-38
Assi gnnent: Exercises in Mdule

Tab Ruler; Tab Setting; Indent; Indent R ght and Left; Line
Spaci ng; and Justification

TEST #2

Depending on tinme restraints, certain topics may not be covered.



