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O: LEARNING OUTCOMES

The learner has reliably demonstrated the ability to: ' ’
1. keyboard timings and straight ‘copy accurﬁtely, by touch;

2. use efficient keyboarding techniques to produce alpha and numeric copy;

3. use 10-key numeric pad for straight numeric copy; |

4. format and print exercises.

P:  COURSE CONTENT

‘ 1. Use correct techniques to operate the alpha-numeric keyboard and the lo-key numeric keypad.
2. Apply ergonomic principles to achieve optimum effectiveness.
3. Use computer hardware and software components to key, format and print.

4. Produce 5-minute timings to a minimum of 25 net words per minute on straight-text copy.

5. Proofread effectively.

Q: METHOD OF INSTRUCTION

Students will use computer software to develop keyboard skills. The instructor will facilitate learning
through demonstration, motivation, individual instruction, and guided group activities.

R: COURSE EVALUATION

Average speed on best three S-minute timings on straight-text copy 50%
Average speed on best five 2-minute timings on alpha-numeric copy 10%
Average speed on straight numeric copy using 10-key keypad 5%
Test(s) _ ' 10%
Class assignments, drills, exercises 5%
100%
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