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Course Length:
2 semesters

Grade Level:

9

Prerequisite:

None

Textbooks:

Century 21 Computer Applications and Keyboarding, 8th edition, South-Western Educational Publishing
Course Description:
Students will be on the computer-managed – teacher-facilitated keyboarding program. This computer-based program provides instruction in developing the basic keyboarding skills to key alphabetic, numeric, and special symbol keys as well as instruction in basic Windows word processing features. Experienced keyboardists will improve keyboarding skill and accuracy, build production-level mastery on a wide variety of business documents and use functions and features to streamline the creation of professional-looking documents. Business communication composition skills used for technical business writing will be introduced and reinforced by writing as well as keying basic business documents.

Students will improve speed and accuracy and keyboarding skill through computer-managed graded timed writings.  Students will develop a basic level of productivity on memorandums and e-mails, letters, manuscripts, business reports, boxed tables, business publications, graphics and imagery while they simultaneously learn basic Windows word processing skills.  Students will also demonstrate composition skills and editing skills integrating correct word usage, punctuation, word division, and grammar.

The mastery learning approach will be used in determining if a student will advance to the next skill level or remain at a lower level for drill and practice until a mastery level can be reached.  Evaluation will be from daily assignments, timed exercises, timed productions, integrated projects, and hands-on production tests.
Methods of Teaching:
A variety of teaching methods are used for this class including drill and practice, timed writings, timed productions, integrated projects, oral reading, hands-on applications, and technical writing.

Pre-test & Post-test:
A pre-test involves the evaluation of speed and accuracy using timed writings and a fill in the blank written test over formatting terms and procedures, keyboarding technique, proofreader marks, and symbol names and spacing.

The post-test involves the evaluation of speed and accuracy using timed writings and a fill in the blank written test over formatting terms and procedures, keyboarding technique, proofreader marks, and symbol names and spacing.

Grading Method:
Evaluation will be from daily assignments, timed writings, timed productions, integrated projects, and hands-on production tests.
Course Outline:
I.
Computer literacy

A.
Power on/off procedure

B.
Operating system response


C.
File maintenance

D.
Create backup files

E.
Care of components


F.
Use of help screen and software manuals

G.
Ethics and computer use

II.
Keyboarding techniques

A.
Posture


B.
Hand position


C.
Work area arrangement


D.
Head/eye position


E.
Keystroking technique


F.
Tabulator key


G.
Shift key


H.
Reading response patterns


I.
Mind-set
III.
Keyboarding speed/accuracy goals


A.
Alphabetic keys


B.
Numeric keys


C.
10-key number pad


D.
Symbol/punctuation keys

IV.
Timings

A.
One minute


B.
Three minute


C.
Five minute

V.
Basic Windows word processing features

A.
Underline


B.
Bold


C.
Italics


D.
Format

E.
Margins


F.
Tab sets

G.
Justification


H.
Save


I.
Retrieve


J.
Print


K.
List files


L.
Cursor key movement


M.
Exit


N.
Backspace


O.
Delete

P.
Insert

Q.
Preview

R.
Default settings
VI.
Peer evaluations of technique skills
VII.
Proofreading, editing, and grammar skills

A.
Proofreader marks


B.
Proofreading techniques


C.
Rough draft/final copy


D.
Number expression rules


E.
Word division rules


F.
Word usage exercises


G.
Capitalization rules

VIII.
Ethics in the classroom

A.
Copying files


B.
Honesty


C.
Copyright laws
IX.
Organizational skills

A.
Classroom notebook

X.
Memorandum

A.
Format 


B.
Composing a memo

XI.
E-Mail

A.
Format


B.
Composing an e-mail

XII.
Basic letter


A.
Terminology


B.
Paragraph styles


C.
Punctuation styles


D.
Special notations

E.
Block letter format


F.
Business letter format

G.
Personal business letter format


H.
Two-page business letters

I.
Print



1.
Plain



2.
Letterhead



3.
Special papers
XIII.
Envelopes

A.
Postal standard format

B.
Printing

XIV.
Reports and manuscripts

A.
Bound


B.
Unbound

C.
Text notes


D.
Footnotes


E.
Endnotes


F.
Header/footer

G.
Formal business report

H.
Manuscripts


1.
Bibligraphy



2.
Special pages

XV.
Tables & columnar format

A.
Inserting rows/columns


B.
Deleting rows/columns


C.
Adjusting row/column height/width


D.
Merging/splitting cells
XVI.
Business publications


A.
Fonts


B.
Columns



1.
Newspaper



2.
Parallel



C.
Agendas


D.
Minutes


E.
Outlines


F.
Itineraries


G.
News releases


H.
Purchase orders/invoices


I.
Newsletters


J.
Address lists


K.
Mail merge applications

XVII.
Employment applications


A.
Resume


B.
Letter of application


C.
Follow-up letters


XVIII.
Graphics & imagery

A.
Inserting symbols


B.
Horizontal and vertical lines


C.
Text art

D.
Inserting pictures (clipart) using Web
XIX.
Advanced word processing features

A.
Spellcheck


B.
Thesaurus


C.
Indent


D.
Center page


E.
Cut and paste


F.
Hard page


G.
Line spacing


H.
Page numbering


I.
Paper size


J.
Justification


K.
Search and replace


L.
Widow/orphan protection


M.
Hyphenation zone


N.
Advance up/down


O.
Flush right


P.
Merge/sort


Q.
Font
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	Hardware Configuration

	Item
	Lab Configuration:

	Operating System
	Microsoft Windows XP Professional, SP3

	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

	Internet Access
	Wireless 1500 kbps

	Network
	Windows 2003
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	Peripheral Devices and Other Technology

	Item
	Comments

	Printers
	HP Color Laserjet 3600

	Multimedia Projector
	Epson PowerLite

	Digital Camera
	Kodak EasyShare DX6340

	Scanner
	HP Scanjet 8250
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	Software Configuration

	Software Package
	Software Brand Name and Version #

	Operating System
	Microsoft Windows XP Professional, SP 3

	Word Processor
	Microsoft Word 2007

	Telecommunications
	Microsoft Internet Explorer 7.0

	Keyboarding Software
	CheckPro for Century 21 Keyboarding, 8th edition
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