Office Occupations Preparation Program

Spring 2006

CIS  R001A

Beginning Keyboarding I

Section No. 35809

Instructor:

Mary Pinto-Casillas




North Hall 1 Classroom Phone:  986-5800, Ext. 1979




Office Phone:  986-5800, Ext. 2055




E-Mail:  mpintocasillas@vcccd.net
Text:


Keyboarding for Windows, 4th Edition (Lessons 1-20)

Ober, Hanson, Johnson, Rice, Poland, Rossetti

Class Meetings:
January 9-January 31, 2006



M-T-W-TH, 12:30-2:50 p.m.

Course Objectives:
To operate by touch the letter, number, and symbol keys; to demonstrate proper typing technique; to identify and count typing errors and determine speed; to type 22 words a minute on a 2-minute timing with no more than 7 errors and to use the correct spacing with punctuation.

Course Content:
There are 20 lessons—lessons 1-10 cover the alphabet keys, lessons 11-15 cover the number keys, and lessons 16-20 cover the symbol keys.  You are required to complete all of the drills in each lesson, including the timed writings.  After every 5th lesson you must submit your Assignment Sheet along with the Technique Evaluation Form. Immediately after completing lesson 10, request and complete the Keyboarding Questions.  There will be a Final Test after lesson 20.

Course Grade:
The course grade will be determined by the following:
· Technique

· Attendance

· Tests
· Speed and Accuracy

	Grade
	Speed
	Accuracy
	Attendance

	A
	22+
	0-2
	0-1 Absence

	B
	19-21
	3-5
	2 Absences

	C
	16-18
	6-7
	3-4 Absences

	D
	12-15
	8-9
	5 Absences


Important Dates:

· The last date to drop without a “W” on your transcript is January 
.
· The last date to drop with a “W” on your transcript is January 

.
