GRISWOLD HIGH SCHOOL

COMPUTER KEYBOARDING

(DUAL CREDIT = BMCCC BT 120 FOR 2 CREDITS)
 

 

COURSE DESCRIPTION: Touch typing on the computer keyboard and learning alphabet keys with emphasis on improving the student’s speed and accuracy.  Students are given individualized skill building exercises using computer-assisted instruction. 

 

COURSE PREREQUISITE: None

RECOMMENDED TEXT: Microcomputer Keyboarding and Document Processing, Johnson and Stanley, Glencoe.
 

EVALUATION:  
70% - Lesson Completion 

· A = All lessons completed

· B = One lesson missing

· C = Two lessons missing

· D = Three lessons missing

· F = Four or more missing lessons

20% - Timed Writing

· A = 30+ wpm

· B = 25 – 29 wpm

· C = 20 – 24 wpm

· D = 15 – 20 wpm

· F = <15 wpm

10% - Technique

· Eyes on copy for course credit

· Feet flat

· Elbows 1” from the body

· Others as necessary

The final grading scale is as follows:

· 100% - 90% = A

· 89% - 80% = B

· 79% - 70% = C

· 69% - 60% = D

· Below 59% = F

Each content goal is listed in the order it will be introduced.  Extra practice time will need to be scheduled on an individual basis in order to successfully gain the keyboarding skill.
All competencies listed represent the minimum requirements necessary to gain credit for this course.

Quarter 1
 

I. INTRODUCTION TO KEYBOARDING

· Recognizes and operates the basic parts of a computer.

· Operates the display screen/monitor

· Operates disk drive

· Operates keyboard

· Operates numeric keypad

· Operates mouse and/or function keys

· Arranges work station.

· Adjusts the chair.

· Sits the correct distance from the keyboard.

· Places the copy in an appropriate way to create an effective work station..

· Adjusts typing position at the workstation.

· Positions body centered at the “J” key.

· Positions fingers slightly curved over the keyboard.

· Holds wrists straight.

· Holds body erect.

· Positions feet apart and firmly braced.

· Holds head erect and turned to face the copy.

· Positions forearms parallel to slant of the keyboard.

Quarter 2

II. ALPHABET KEYS

· Demonstrates placement of fingers on the keyboard.

· Uses correct finger position on home row keys.

· Demonstrates enter key operation.

· Demonstrates space bar operation.

· Demonstrates placement of fingers on alphabetic and numeric keys.

· Displays vertical reach techniques.

· Displays horizontal reach techniques.

· Demonstrates shift key operation.

III. SPACING AROUND PUNCTUATION

· Demonstrates spacing of punctuation.

· Places appropriate spacing around commas, colons, question marks, periods, semicolons, diagonals and hyphens.

IV. KEYBOARDS BY TOUCH

· Demonstrates keyboarding by touch.

V. KEYBOARDING SPEED

· Keyboards an average speed of 30 wpm or faster for three timed exercises, using the touch method.

(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.
