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Course Length: 

1 semester
Grade Level: 
8

Prerequisite: 

None

Textbooks: 
Keyboarding & Applications 4th Ed. EMC Paradigm Publishing

Computer Applications & Keyboarding, 8th Ed. Century 21
Course Description:
Students will be on a computer managed--teacher facilitated keyboarding program to develop the basic keyboarding skills to key alphabetic, numeric, 10-key and special symbol keys. Students will improve speed and accuracy and keyboarding skill through computer managed graded timed writings. Students then will build production-level mastery on a wide variety of business documents and use functions and features to streamline the creation of professional-looking documents Students will also demonstrate composition skills integrating correct word usage, punctuation, and grammar. 

Methods of Teaching: A variety of teaching methods are used for this class including dictation, drill & practice, timed writings, projects, and six-trait writing.
Pre-test & Post-test:
  A pretest involves the evaluation of speed and accuracy using timed writings and a fill in the blank written test over keyboarding technique, proofreader marks, symbol names and spacing, capitalization, number expression and correct finger and key locations.

Grading Method:
      Evaluation will be from daily assignments, timed writings, projects, and written tests.
Course Outline:
I. COMPUTER LITERACY
I. Power up and power down
I. Log on and log off
I. Basic operating systems
I. Creating and using directories

I. Name, save, print, backup files
I. Using help screens and dialog boxes
I. Equipment usage and care
I. Using command and function keys
I. Computer ethics
II. KEYBOARDING TECHNIQUE
II. Preparing workstation
II. Proper sitting position
II. Proper touch technique to improve speed & accuracy
II. Identify parts of the keyboard
II. Making proper finger reaches

III. ALPHABETIC/NUMERIC KEYS
III. Alphabetic home row
III. New alphabetic key reaches from home row
III. Number row reaches
III. Symbol row reaches
III. Proper spacing
IV. 10-KEY NUMBER PAD
IV. 10-key home row
IV. New key reaches
IV. Mathematical operations
V. PROOFREADING/EDITING SKILLS
V. Proofreading methods and proofreader marks
V. Editing keys
V. Spellcheck and thesaurus

V. Cursor movement keys

V. Capitalization rules

V. Number expression rules

V. Proper word usage

VI. BASIC DOCUMENT FORMATTING
VI. Basic text format keys (bold, italics, etc.)
VI. Basic document formats (defaults, margins, tabs, line spacing, etc.)
VI. Inserting and manipulating graphics and tables

VII. MEMORANDUM
VII. Format
VII. Composing a memo
VIII. BASIC LETTER
VIII. Terminology
VIII. Paragraph styles
VIII. Punctuation styles
VIII. Special notations
VIII. Block letter format
VIII. Business letter format
VIII. Personal business letter format
VIII. Two-page business letters
VIII. Print


1.
Plain



2.
Letterhead



3.
Special papers
IX.
ENVELOPES

A.
Postal standard format


B.
Printing
X.
REPORTS

A.
Bound


B.
Unbound


C.
Textual Citations

D.
Footnotes


E.
Endnotes


F.
Header/Footer

G.
Works Cited
XI.
Tables & columnar format


A.
Inserting rows/columns


B.
Deleting rows/columns


C.
Adjusting row/column height/width


D.
Merging/splitting cells
XII. INTERNET
A. Search engines

B. Security issues

C. Web citing

D. Bookmarks

XIII. ORGANIZATIONAL SKILLS

A. Classroom notebook

B. Log sheet

C. Agenda

D. Notes for exams
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U.S.D. 323
Room 114:
	COURSE TITLE: 
Junior High Computer Skills

	Hardware Configuration

	Item
	Lab Configuration:

	Operating System
	Windows XP Professional, SP3

	Processor
	Pentium 4 – 930 3.0 Ghz

	Memory
	1 GB (2x512 MB) RAM

	Hard Drive Size
	80 GB

	CD ROM or DVD
	16x8x16x4 DVD ±RW

	Monitors
	17"

	Video Ram
	256 MB VIVO/TVO/SVID

	Mouse
	Microsoft Comfort Optical Mouse 3000 v1.0

	Keyboard
	Microsoft Natural Ergonomic Keyboard 4000

	Internet Access
	Wireless 1500 kbps

	Network
	Windows 2003

	Reprographics
	Savin 4022sp

	Fax
	(Access to) Brother IntelliFAX 4100


Room 117:

	Processor
	Intel Core 2 Duo E4500 2.2 GHz

	Memory
	2 GB

	Hard Drive Size
	80 GB

	CD ROM or DVD
	LG 20X DVD+-RW

	Monitors
	17" 700:1 LCD Flat Panel with Speakers

	Video Ram
	Onboard Graphics, Intel GMA X3100

	Mouse
	Logitech

	Keyboard
	Microsoft Comfort Curve Keyboard 2000


Rock Creek High School

U.S.D. 323
Room 114:

	COURSE TITLE:    Junior High Computer Skills   

	Peripheral Devices and Other Technology

	Item
	Comments

	Printer(s)
	Dell 5100cn

	Scanner
	HP Scanjet 8250

	Digital Camera
	Kodak EasyShare DX6340

	Computer Projector
	EIKI LC-XGA 982


Room 117:
	COURSE TITLE:    Junior High Computer Skills   

	Peripheral Devices and Other Technology

	Item
	Comments

	Printer(s)
	HP Color Laserjet 3600

	Scanner
	HP Scanjet 8250

	Digital Camera
	Kodak EasyShare DX6340

	Computer Projector
	Epson PowerLite


Rock Creek High School

U.S.D. 323
Room 114 & 117

	COURSE TITLE:
Junior High Computer Skills

	Software Configuration

	Software Package
	Software Brand Name and Version #

	Operating System
	Microsoft Windows XP Professional, SP3

	Keyboarding Software
	Paradigm Keyboarding & Applications v. 1.0
CheckPro for Century 21 Keyboarding, 8th Ed.

	Word Processor
	Microsoft Office  2007 - Word

	Telecommunications
	Microsoft Internet Explorer 7.0
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