Reedley College

Agriculture and Natural Resources Department
IS 10  -  KEYBOARDING
Instructor:
Bud West



Office:
FEM 2

Phone:

638-0361


Office Hours:
M,T,W,TH 11:00 

Course Description:

An introduction to the computer system with an emphasis on keyboarding.  It is a “hands on” approach stressing the development of keyboarding skills needed to use a computer effectively.  The keyboarding software allows the student to build speed and accuracy on alphabet, number, and special computer keys.  The course will include skill building exercises and an introduction to word processing software.
Topics To Be Covered:

A.
Computer System Procedures

1.
Computer Lab Orientation

2.
Introduction to Windows & File Management
B.
Building Speed and Accuracy (Alphabet, Number, and Special Keys)

1.
Using Keyboarding Software

2.
Layout of the Keyboard & Keyboarding Practice

3.
Progress Reports &
Testing for Accuracy and Speed

C.
Word Processing Software

1.
Entering Text, Editing,
Using Help Screens, Using the Speller

2.
Saving, Printing, Retrieving Files
Grading:






Grade Scale:

Quizzes
-

3  @ 15 =
45


A
=
90 - 100%

Midterm Test
-

1  @ 50 =
50


B
=
80 -  89%

Lab Exercises
-

3  @ 15 =
45


C
=
70 -  79%

Final Test 
-

1  @ 100 =
100


D
=
60 -  69%

TOTAL 



      240


F
=
Below 60%

Attendance:  Students are expected to attend all class meetings, be on time, and be in class the entire class session.  The only excused absences are those due to a school related activity or a requirement to appear in court.  Calling me to tell me you will be absent does not excuse you.  Four (4) absences may result in a drop from the course.  However, if you decide to drop the course, it is your responsibility to make the drop official in the Admissions and Records office or else possibly receive a grade of F.

Assignments: All assignments are due on the date as announced in class.  Assignments turned in late will lose 1/3 credit.  Assignments are graded on completeness, accuracy, and neatness. Being absent on the day the assignment is due does not entitle you to turn in the assignment for full credit.

Final Exam: 

Monday, December 11, 2006,  4:00 –5:50 pm.
NOTE:  If you have a verified need for an academic accommodation or materials in alternate media per the Americans with Disabilities Act or Section 504 of the Rehabilitation Act, please contact me as soon as possible.  	











