
KEYBOARDING     IS10

REEDLEY COLLEGE
DINUBA VOCATIONALCENTER

Spring 2005
Instructor:  Randy J. Welk, MBA
Phone: 638-3641, ext 3212

Class Meetings: MWF 11:00 – 11:50 a.m. Dinuba 107
E-mail: randy.welk@reedleycollege.edu
January 10 – March 11, 2005
Email: welkrc@aol.com

Office Hours: MW 10:10 – 10:55  Dinuba and MW 1:00 – 1:50  Reedley College anx 6______________        

INTRODUCTION


The purpose of this course is to give students an overview on the computer system with an emphasis on the skills required to utilize the keyboard.  This course also includes an introduction to Word Processing.

REQUIRED MATERIALS:
2 floppy disks

EVALUATION FACTORS: Tentative (Points May Vary) 

Computer Assignments 
200 Points



Examinations





200 Points

Total Possible





400 Points
Attendance

You may be dropped if you miss more than three hours of class during the first three weeks.  Your final grade will be reduced by ten percent if you miss more than six hours of class during the length of the course. Emergencies may be an exception at instructor's discretion.
Other
No eating, drinking (even water), is allowed in the classroom. Do not bring these into the classroom.

Examinations must be completed on time.  Emergencies may be an exception at instructor's discretion.

Refer to the college catalog for additional guidelines.

Holidays:
Martin Luther King Jr. Holiday


(M) 
January 17



Presidents’ Day Holiday



(F-M) 
February 18-21

9-week drop deadline for full-length courses 

 
January 21

Final Date: March 11, 2005

Accommodations for Students with Disabilities:

If you have a verified need for an academic accommodation or materials in alternate media (i.e., Braille, large print, electronic text, etc.) per the Americans with Disabilities Act (ADA) or Section 504 of the rehabilitation Act, please notify me as soon as possible. Reasonable efforts will be made to accommodate your special needs.

OUTLINE

A Computer Procedures

1 Computer Lab Orientation

2 Introduction to Windows

3 Formatting

4 Printing

B Keyboarding

1 Using Software

2 Layout of the Keyboard

3 Special Keys

4 Keyboarding Practice

5 Progress Reports

6 Testing for Accuracy and Speed

C Word Processing

1 Loading Software

2 Entering Text

3 Moving the Cursor

4 Editing

5 Using Help Screens

6 Using Spell checker

7 Saving and Printing

GRADE SCALE  





90 - 100%	A


80 - 89%		B


70 - 79%		C


60 - 69%		D


< 60%			F








