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COURSE DESCRIPTION:
This course is designed to enable the student to use the touch method of keyboarding. Emphasis is on speed and accuracy in keying alphabetic, symbol, and numeric information using the typewriter or microcomputer keyboard. Upon completion, the student should be able to demonstrate proper technique and an acceptable rate of speed and accuracy, as defined by the course syllabus, in the production of basic business documents such as memos, letters, reports, and tables. CORE
CREDIT HOURS 

Theory Credit Hours  
  

3 hours
Lab Credit Hours



0 hour  

Total Credit Hours 



3 hour
NOTE: Theory credit hours are a 1:1 contact to credit ratio.  Colleges may schedule lab hours as manipulative (3:1 contact to credit hour ratio) or experimental (2:1 contact to credit hour ratio).

PREREQUISITE COURSES 
As determined by college.
CO-REQUISITE COURSES 
As determined by college.
PROFESSIONAL COMPETENCIES

· Apply knowledge and understanding of keyboarding and word processing terminology

· Apply touch keyboarding system techniques

· Apply proper formatting techniques

· Key at a minimum rate of 25 wpm for 3 minutes with three or fewer errors.

INSTRUCTIONAL NOTE:  This course is designed to teach the touch method of keyboarding.  Emphasis is placed on knowledge, understanding, and use of basic computer desktop (PC) applications and word processing to complete course objectives.  Physical eye and hand coordination, as well as dexterity, are factors in enhancing course completion.
INSTRUCTIONAL GOALS

· Cognitive – Comprehend principles and concepts related to beginning keyboarding.
· Psychomotor – Apply principles of beginning keyboarding.
· Affective – Value the importance of adhering to policy and procedures related to beginning keyboarding.
STUDENT OBJECTIVES

Condition Statement:  Unless otherwise indicated, evaluation of student’s attainment of objectives is based on knowledge gained from this course.  Specifications may be in the form of, but not limited to, cognitive skills diagnostic instruments, manufacturer’s specifications, technical orders, regulations, national and state codes, certification agencies, locally developed lab/clinical assignments, or any combination of specifications.

STUDENT LEARNING OUTCOMES
	MODULE A – KEYBOARDING AND WORD PROCESSING

	MODULE DESCRIPTION – The purpose of this module is to teach the students the basic principles of keyboarding and word processing.  Topics include keyboarding, typical terminology, reports, correspondence, and other documents.  

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA

	A1.0
Apply basic principles of keyboarding and word processing.
	A1.1
This competency is measured cognitively.
	3

	LEARNING OBJECTIVES 
	KSA

	A1.1.1
Define keyboarding and word processing.

A1.1.2
Identify and explain terminology associated with keyboarding and word processing.

A1.1.3
Explain the various types and purposes of basic business documents.

A1.1.4
Describe basic functions associated with keyboarding and word processing software package(s).
A1.1.5
Explain the differences among various keys on the keyboard. (i.e. alphabetic, numeric, and symbols)

A1.1.6
Differentiate between the various types and purposes of basic business documents.

A1.1.7
Describe the basic theory needed to produce documents on a standard keyboard.

A1.1.8
Identify and explain the functions of the major components comprising a typical office computer (PC).
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	MODULE A OUTLINE:
· Keyboarding and word processing definitions

· Typical terminology, principles, methodologies

· Reports

· Correspondence

· Other miscellaneous business documents

· Skill building




	MODULE B – KEYBOARDING TECHNIQUES

	MODULE DESCRIPTION – The purpose of this module is to teach the students to apply touch keyboarding techniques.  Topics include methodologies, techniques, ergonomic techniques,  

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA

	B1.0
Apply touch keyboarding techniques.
	B1.1 Demonstrate speed and accuracy in keyboarding techniques at a minimum rate of 25 wpm for 3 minutes with no more than three errors in a straight-copy timing. 
	2

	
	B1.2 Demonstrate the proper keyboard techniques for use of alphabetic keyboard, numeric, and symbol/special keys.

	2

	LEARNING OBJECTIVES 
	KSA

	B1.1.1 
Identify the various methodologies/techniques associated with the touch keyboarding. 

B1.1.2 
Explain the proper techniques associated with touch keyboarding principles/methodologies.

B1.1.3 
Identify proper ergonomic techniques associated with touch keyboarding.

B1.1.4 
Explain basic word processing task management and workspace organizational/arrangement skills.
	1
2
2
2


	B2.1.1 
Explain the proper use of keyboard techniques for alphabetic keyboard, numeric, and symbol/special keys.
	2

	MODULE B OUTLINE:

· Proper keyboarding techniques

· Workspace management

· Special/Symbol keys




	MODULE C – FORMATTING TECHNIQUES

	MODULE DESCRIPTION – The purpose of this module is to teach the students to apply proper formatting techniques.  Topics include document spacing, editing, proofreading, punctuation, and centering.

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA

	C1.0
Apply proper formatting techniques.
	C1.1
Demonstrate proper formatting techniques as used for various documents and products (i.e. straight copy, correspondence reports, memoranda, letters, envelopes, etc.).
	3

	LEARNING OBJECTIVES 
	KSA

	C1.1.1
Identify the various types and purposes of basic business documents.

C1.1.2
Explain the various attributes associated with document spacing, editing, proofreading, and formatting.

C1.1.3
Explain proper formatting and technique to develop and generate basic communication, correspondence, reports, etc.

C1.1.4
Explain punctuation spacing rules, editing, proofreading, and composing various documents.

C1.1.5
Explain number expression and punctuation rules.

C1.1.6
Differentiate horizontal and vertical centering techniques.

C1.1.7 
Explain the techniques used to create memoranda, letters, email, envelopes, etc.

C1.1.8 
Explain block and modified block letter styles.

C1.1.9 
Explain different punctuation styles.

C1.1.10 Explain the attributes of various documents (i.e. personal and business letters, reports, memoranda).

C1.1.11 Explain the proper document formatting for various products. (i.e. personal and business letters, reports, memoranda)

C1.1.12 Explain the proper format(s) associated with all parts of a report including a title page and reference page or bibliography.
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	MODULE C OUTLINE:
· Attributes associated with:
· Document spacing

· Editing
· Proofreading
· Spacing rules for punctuation
· Horizontal/Vertical Centering
· Other miscellaneous features/techniques


	MODULE D – SPEED AND ACCURACY

	MODULE DESCRIPTION – The purpose of this module is to teach the students to key at a minimum rate of 25 wpm with three or less errors.  Topics include techniques for improving speed, and techniques for improving accuracy.

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA

	D1.0
Key at a minimum rate of 25 wpm for three minutes with three or fewer errors.
	D1.1
Given straight copy and a 3-minute timing, key at a minimum rate of 25 wpm with three or fewer errors.
	3

	LEARNING OBJECTIVES 
	KSA

	D1.1.1
Identify the basic techniques for enhancing and improving the speed and accuracy in keyboarding.

D1.1.2 
Describe the techniques associated with improving keyboarding and word processing speed and accuracy.
	1
3

	MODULE D OUTLINE:
· Techniques for enhancing and improving the speed and accuracy in keyboarding

· Techniques associated with improving keyboarding and word processing Horizontal/Vertical Centering
· Other miscellaneous features/techniques


LEARNING OUTCOMES Table of specifications

The table below identifies the percentage of learning objectives for each module.  Instructors should develop sufficient numbers of test items at the appropriate level of evaluation.  
	
	Limited Knowledge and Proficiency
	Moderate Knowledge and Proficiency
	Advanced Knowledge and Proficiency
	Superior Knowledge and Proficiency

	
	1
	2
	3
	4

	Module A
	12.5%
	75%
	12.5%
	

	Module B
	20%
	80%
	
	

	Module C
	
	50%
	50%
	

	Module D
	50%
	
	50%
	


	Learner’s Knowledge, Skills and Abilities

	Indicator
	Key Terms
	Description

	1
	Limited Knowledge and Proficiency
	· Identifies basic facts and terms about the subject or competency.

· Performs simple tasks associated with the competency.  Needs to be told or shown how to do most tasks.  

· Requires close supervision.

	2
	Moderate Knowledge and Proficiency
	· Identifies relationship of basic facts and states general principles and can determine step-by-step procedures for doing the competency.

· Performs most parts of the competency.  Needs help only on hardest parts.  

· Requires limited supervision.

	3
	Advanced Knowledge and Proficiency
	· Analyzes facts and principles and draws conclusions about the subject to include why and when the competency must be done and why each step is needed.  Can predict outcomes.

· Performs all parts of the competency.  Needs only a spot check of completed work.  

· Requires little or no direct supervision.

	4
	Superior Knowledge and Proficiency
	· Can evaluate conditions and make appropriate decisions as related to resolving problems. 

· Performs competency quickly and accurately with no direct supervision and is able to instruct and supervise others.  
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