Reedley College
Spring 2008

Course:

IS 10 71862 KEYBOARDING
Class meets:
TTH 8:30-9:35 am
Instructor:  
David L. Atencio, BA/MBA

Email: 

david.atencio@reedleycollege.edu
Phone: 

559-638-3641 Ext 3410 (If no answer, leave a detailed message)
Text Book and Study Material:  KAZ : Keyboarding A to Z, and Windows XP
1. Course Objectives:  This 9 week course is intended to provide the student with an overview of the computer operating system, basic word processing, and computer keyboarding skills, including the numeric keyboard.  The student will learn the layout of the keyboard, special keys, and how to use word processing software. 
2. Attendance:  Attendance is required and the instructor reserves the right to take roll at any time during the duration of the class period.  To achieve successful completion of the course, it is critical for the students taking this course to attend all classes.  The instructor may be forced to drop you if you have more than two unexcused, consecutive absences.  Because this course is only 1 hour and 5 minutes in length, it is critical that you arrive to class ON TIME, as we will start on time.
3. Reading and Lab Assignments:   Students are encouraged to review assigned chapters before the start of class.  The students are required to complete class/lab assignments in class  Unexcused late lab assignments will not be accepted.   
4. Grading Policy:
Unit Completion (6 @ 10 points each)


60 points



2 Quizes






20 points

Final demonstration (25 WPM)



20 points













-----------

Total






100 points

Grading scale based on 100 points

>89-100% = A
>79-89% = B
>69-79% = C
59-69% = D
<59% = F

5.    Final Drop Date:  The final drop date for this class is:  TBD.
5. Examinations:  Quizzes will cover basic word processing skills and basic operating system knowledge.  Keyboarding involves skill development, and therefore the final demonstration will assess keyboarding skills gained throughout the course through demonstration.   

7.    Policies:  Campus code requires that shoes or sandals and appropriate attire be worn at all times on                                      

campus.  Eating, drinking, and smoking are not allowed in the classroom or computer labs.  A student will be subject to discipline if she or he:

1.  Prevents other students from pursuing their authorized curricular or co-curricular interests.

2.  Interferes with or disputes faculty and administrators who are fulfilling their professional                                         responsibilities.

3.  Prevents classified employees from fulfilling their prescribed duties.

4.  Deliberately endangers the safety of persons or the security of college property.

5.  Violates SCCCD computers and networks usage policy.

        8.   Special needs students:  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 or Section 504 of the Rehabilitation Act, please contact me as soon as possible.
        9.  Class schedules:

Week 1  

1/8
Class orientation, syllabus review, district policies.

Overview of the computer, and operating system.  
Week 2 

1/15 
Windows XP 

Chapter 2 and 3




Quiz 1

Week 3
1/22
Windows XP
Chapter 4 & 5



Week 4

1/29
Internet Explorer
Unit 2 – The 5 key phrases Topics A – E

Unit 3 – Words and sentences Topics A – D    

 



Software practice

Week 5

2/05
Unit 4 – Capitalization, punctuation and numbers
 


Topics A – C

Week 6

2/12
Unit 5 – The numeric keyboard



Topic A
Week 7 

2/19
Unit 6 – Speed and accuracy



Topics A - B
Week 8 

2/26
Word processing – an overview



Quiz 2
Week 9

3/4
Final Demonstration  3/06
