REEDLEY COLLEGE

995 North Reed Avenue

Reedley, California 93654

OT 7- COMPUTER SPEED TYPING
SYLLABUS - Fall, 2003

Instructor - Louise Auernheimer Voice Mail: 638-3641, Extension No. 3808 e-mail: lkauer@scccd.org.

COURSE DESCRIPTION FROM REEDLEY COLLEGE CATALOG
A practical approach to developing speed and accuracy when typing on microcomputers. The course is designated to diagnose individual typing skills and teach the exercises and applications that will enable the student to type faster and more accurately.

SHORT-TERM COuRSE -9 WEEKS
10 - 10:50 a.m. - Monday, Wednesday, and Friday - Room 41

.5
unit of credit (may be repeated for another .5 unit of credit)

PREREQUISITES
Basic skills advised:
Eligible for English 26, CSU GE Code: F

Subjects advised:
IS 10 and/or high school typing

Entrance skills preferred:
20 wpm with 3 errors or less; keyboard memorized

TEXTBOOK
SKILLBUILDING:
BUILDING SPEED AND ACCURACY ON THE KEYBOARD by Eide, Rieck and Kiemin

One 3 V2 inch high density, double-sided floppy disk

COURSE OBJECTIVES - Upon completing this course, the student should be able to:

•
Type 8-10 words per minute faster than on the course entry timing.

•
Demonstrate the ability to keyboard accurately (3 errors or less; or a reduction of 6-9 errors or more) on timed writings.

•
Complete practice assignments

•
Demonstrate a business attitude by attending class regularly and arriving on time.
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COURSE OUTLINE
•
Introduction to speed techniques

•
Speed keyboarding practice sets

•
Diagnostic tools for typing fast and accurately

•
Accuracy practice sets

•
Timed writings and speed applications/practices

•
Timed writings for accuracy

HOLIDAY(S)

•
Monday, September 1 - Labor Day

•
Tuesday, November 11 - Vet4ran’s Day

•
Thursday-Saturday, Novemeber 27-29 - Thanksgiving Day

ATTENDANCE AND CLASS CONDUCT
•
Class begins promptly!

•
Three absences will result in an instructor drop. IF YOU DO NOT INTEND TO COMPLETE THE CLASS, IT IS YOUR RESPONSIBILITY TO DROP IT.

•
Open lab time, or working with a tutor, is not a substitute for attending class. Lab time is in addition to class time.

•
Food, drinks, candy, chewing gum, popcorn, or visitors are not allowed in the classroom.

•
Use of the Internet during the class period is prohibited.

•
This is a nine-week course. Respect each other by not talking during the class period, thus enabling each of you to achieve your goal in completing the assigned lesson(s) and getting a positive grade.

FINAL DROP DATE -

GRADING — The Course Entry Timing establishes each student’s initial speed and accuracy skill level. Your goal is to key your timings with one error per minute. Your final grade will be determined by comparing the last three or four Progress Checks and Course Exit timing with your Course Entry timing. The table below shows course entry speeds and the improvement necessary for each grade:
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COURSE ENTRY TIMING -45+ warn = A

40-44wamB

30-39wamC

25-29
warn =D

28 or below F

Errors - 3 and less = A


4-6
=B


7-8
=C


9-10
=D


liplus
=F

Course Exit/Progress Tests Grade A
Grade B
Grade C
GradeD
	10-l6wpm
	+12
	
	+11
	+9-10
	
	+8

	17-23wpm
	+11
	
	+10
	+8-
	9
	+7

	24-30wpm
	+10
	+
	9
	+7-
	8
	+6

	31-37wpm
	+ 9
	+
	8
	+6-
	7
	+5

	38-45wpm
	+8
	+
	7
	+5-
	6
	+4

	45-S4wpm
	+7
	+
	6
	+4-
	5
	+3

	55-64wpm
	+6
	+
	5
	+3-
	4
	+2

	65-74wpm
	+5
	+
	4
	+2-
	3
	+1

	above 75 wpm
	+ 4
	+
	3
	+
	2
	+
1


TENTATIVE SCHEDULE FOR OT 7
WEEK 1
Course Entry Timing


Alphabet Diagnostic Timing


Number Entry


Number Lessons 97, 98, and 99


Progress Check No. 1

WEEK 2
Alphabet Review


Number Lessons 100, 101, and 102


Progress Check No. 2 and 3

WEEK 3 Individual Finger Practice Lessons 27, 28, 29, 30, and 31

NumberLessons 103,104 and 105

Progress Check 4 and 5

WEEK 4 Word-Level Keystroking Practice Lessons 32, 33, 34, 35 and 36


Number Lesson 106

Punctuation Lesson 92 and 93

Progress Check 6 and 7

WEEK 5 Concentration Lessons 57, 58, 59, 60, and 61

Punctuation Lessons 94, 95 and 96

Progress Check 8 and 9

WEEK 6 Frequently Misspelled Words Lessons 37, 38, 39, 40 and 41

Symbol Lessons 107, 108, and 109

Progress Check 10 and 11

WEEK 7 Horizontal and Vertical Reach Lessons 42, 43, 44, 45 and 46

Symbol Lessons 110, 111

Progress Check 12 and 13

WEEK 8 Horizontal and Vertical Reach Lessons 47, 48, 49, 50 and 51

Progress Check 14 and 15

WEEK 9 Alternate Hand Practice Lessons 73, 74, 75, and 76

Progress Check 16, 17 and 18

Course Exit Timing

