KEYBOARDING COURSE SYLLABUS

IS–10 Keyboarding
Fall 2004

Fred Rola / frola@iwon.com
Tues/Thur 4:15pm—5:20pm (8/16 – 10/15)


Room: BUS 49

COURSE OBJECTIVES:
This course is designed to teach students proper keyboarding technique; to acquire the skills that will enable them to “touch type” without looking down at the keyboard. A “hands on” approach will be used to develop keyboarding skills that will enable them to use a computer effectively.

REQUIRED MATERIALS:

1 zip disk or 2 floppy disks

ATTENDANCE:

Attendance will be recorded daily. A student who is absent must make up missed work. You may be dropped if you miss more than 3 hours during the first three weeks.

GRADING:

Computer Assignments
200 points

Examinations
200 points

90-100%

A

80-89%

B

70-79%

C

60-69%

D

59% and below
F

POLICIES:

●
No eating, drinking (even water), or smoking is allowed in the classroom.

●
No pagers or cell phones allowed in class with an audible alert setting. Set these devices to vibrate mode, or turn them off.

Holidays:
Labor Day


(Mon) September 6

Veterans Day


(Thurs) November 11

Thanksgiving Holiday

(Thurs - Fri) November 25 - 26
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