GRISWOLD HIGH SCHOOL

WORD PROCESSING I
(DUAL CREDIT = BMCCC BT 121 FOR 3 CREDITS)
 

COURSE DESCRIPTION: A beginning course designed to develop formatting skills on the computer keyboard with the goal of attaining a speed of 35 wpm.  The major objectives of this course are to continue to develop touch control of the keyboard and proper keyboarding techniques, build basic speed and accuracy skill, and provide practice in applying those basic skills to the formatting of letters, reports, tables, memos, forms, and other kinds of personal, personal-business, and business communication using computerized software.
 

COURSE PREREQUISITE:  B grade or better in OA 120 and/or touch-typing skill

is required.

RECOMMENDED TEXT(S): Microcomputer Keyboarding and Document Processing, Johnson and Stanley, Glencoe.
EVALUATION:  All lessons assignments are due at the end of the class hour on the last scheduled day of class during the week.  Late assignments are not accepted.
· 70% - Production

All assignments are required for course credit.  The instructor may select any number of assignments per week to be graded.  The grade for production is based on a point system according to the following chart:

	Grade
	A = 4 points
	B = 3 points
	C = 2 points
	D = 1 point

	Form Errors
	0-1
	2-3
	4-5
	6

	Typo. Errors
	0
	1
	2
	3


· 30% - Timings
The three highest timed writings are averaged at the end of the class to determine the overall timing grade.  Timings are accepted for credit with a limit of three errors.

	Speed Grade:
	A = 35 wpm
	B = 30 wpm
	C = 25 wpm
	D = 20 wpm


All the competencies listed represent the minimum requirements necessary to gain credit for this course.

Quarter 1

 

I. CORRECT TYPING POSTURE AND TECHNIQUE

· Demonstrates typing posture and correct techniques

· Demonstrates correct posture: feet, body position, etc.

· Demonstrates level wrist position.

· Demonstrates correct fingering.

· Keys by touch keeping eyes on copy.

II. COMPUTER OPERATION

· Accesses the word processing program

· Boots the system.

· Initializes the word processing program to begin exercises.

· Demonstrates touch keyboard techniques using the alphabetic and numeric keys.

· Demonstrates basic use of function keys or mouse.

· Demonstrates management of computer equipment

· Inserts and formats the floppy disk.

· Demonstrates file storage and retrieval.

· Demonstrates care of the disk.

· Maintains the workstation.

· Demonstrates printer management.

Quarter 2

III. BASIC FORMATTING

· Demonstrates basic formatting

· Centers horizontally.

· Centers vertically.

· Sets margins.

· Sets tabs.

· Formats using bold, underline, fonts, and spell check.

Quarter 3

IV. DOCUMENT TYPING

· Produces correspondence

· Keys correspondence using block letter style.

· Keys correspondence using modified block style.

· Keys interoffice memorandums.

· Keys envelopes.

· Produces a report

· Keys from rough draft copy.

· Keys from rough draft with bulleted or numbered lists.

· Keys a bibliography/reference.

· Keys report with footnotes/endnotes/citations.

· Keys an unbound report and a bound report.

· Creates a title page.

· Keys a table of contents with dot leaders.

· Uses correct pagination technique.

V. TABLES

· Formats and Keys tables

· Creates multi-column tables.

· Creates open and boxed column tables.

· Formats a basic table with column heads.

Quarter 4

VII. EMPLOYMENT DOCUMENTS

· Plans, correctly formats and produces employment documents

· Keys a resume using text enhancements.

· Keys letters of application.

· Keys follow-up letter.

VIII. KEYBOARDING SPEED

· The student keyboards an average speed of 35 wpm or faster. (Record the 3 best 3-minute timed writings with a 3-error cutoff.) Cut off in front of the 4th error.

Timing 1.                              wpm 
Date:  ___________ 
Timing 2.                              wpm 
Date:  ___________         

Timing 3.                              wpm 
Date:  ___________                               

 

Average _________ wpm

 

 

ACCESSIBILITY STATEMENT:  Persons having questions about or requests for special needs and accommodation should let the teacher know as soon as possible in the semester.

NON-DISCRIMINATION STATEMENT:  No person on the basis of race, color, religion, national origin, age, sex, weight, height, genetic information, handicap condition or disability, or any other legally protected characteristic, shall be discriminated against, excluded from participation in this class.
