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Advanced Keyboarding

OAD 104



COURSE DESCRIPTION 

This course is designed to assist the student in continuing to develop speed and accuracy using the touch method of keyboarding through classroom instruction and lab exercises. Emphasis is on the production of business documents using decision-making skills. Upon completion, the student should be able to demonstrate proficiency and an acceptable rate of speed and accuracy, as defined by the course syllabus, in the production of high-quality business documents.  This course supports CIP code 52.0401.
CREDIT HOURS (applicable if entire course is taught in a career/technical education degree or non-degree program)  
Theory

 3 credit hours
Lab


 0 credit hour

Total


 3 credit hours

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).  Lab credit is 3:1.  Clinical credit is 3:1.

PREREQUISITE COURSES 
OAD 103 Intermediate Keyboarding
CO-REQUISITE COURSES 
Determined by college unless stated otherwise.

INSTRUCTIONAL NOTE:  None
INDUSTRY/PROFESSIONAL COMPETENCIES
· Define advanced word processing terminology.

· Explain selected advanced word processing software operating fundamentals.
· Explain the purpose of proper ergonomic positioning.

· Produce a variety of complex business documents.

· Type at a minimum rate of 45 wpm for five minutes with five or fewer errors.
· Produce mailable documents.
· Perform basic task management and workspace organizational/ arrangement skills.
GENERAL INSTRUCTIONAL OBJECTIVES  

The cognitive objective for this course is for each student to comprehend foundational knowledge of advanced word processing skills processed in an industrial environment.

The performance objective of this course is for each student to apply foundational knowledge of advanced word processing skills encountered in a classroom simulated industrial environment.

INDUSTRY/PROFESSIONAL COMPETENCIES/STUDENT PERFORMANCE

	MODULE A – KEYBOARDING, WORD PROCESSING TERMINOLOGY, AND COMPUTER FUNDAMENTALS

	INDUSTRY/PROFESSIONAL COMPETENCIES
	STUDENT PERFORMANCE OBJECTIVES

	A1.0 Define advanced word processing terminology. (A)
A2.0 Explain selected advanced word processing software operating fundamentals. (B)
A3.0 Explain the purpose of proper ergonomic positioning. (B)
	A1.1 This competency is measured cognitively.

A2.1 This competency is measured cognitively.
A3.1 This competency is measured cognitively.

	ENABLING OBJECTIVES
	KSA

Indicator

	A1.1.1 Define terminology used in advanced word processing.

A2.1.1 Define the purpose, use, and techniques associated with desktop computer and peripheral equipment regarding advanced word processing.

A3.1.1 Identify ergonomic characteristics of good body positioning and techniques associated with keyboarding.

	A

A

B



	MODULE B – KEYBOARDING AND WORD PROCESSING DOCUMENTS

	INDUSTRY/PROFESSIONAL COMPETENCIES
	STUDENT PERFORMANCE OBJECTIVES

	B1.0 Explain differences among selected types of complex business documents. (B)
B2.0 Produce, save, retrieve, edit, format, and print complex business documents (3c)
B3.0 Produce selected complex  business documents from unarranged copy. (3c)
	B1.1 This competency is measured cognitively. 
B2.1 Given generated straight copy save, retrieve and print complex business documents with acceptable speed and accuracy.

B3.1 Given straight copy, raw data and copy materials, edit and produce properly formatted complex business documents with acceptable speed and accuracy.


	ENABLING OBJECTIVES
	KSA

Indicator

	B1.1.1 Define the various types of complex business documents used in a typical office environment.

B1.1.2 Describe the unique format and layout requirements of selected complex business documents. 

B2.1.1 Define the processes associated with producing, saving, editing, retrieving, formatting, and printing complex business documents. 

B3.1.1 Describe the procedures used for formatting selected complex business documents.

B3.1.1 Differentiate between the various/selected types of complex business documents and their purposes.
	A

B
b
B
B




	MODULE C – SPEED AND ACCURACY

	INDUSTRY/PROFESSIONAL COMPETENCIES
	STUDENT PERFORMANCE OBJECTIVES

	C1.0 Key at a minimum rate of 45 wpm for five minutes with five or fewer errors. (3c)
	C1.1. Demonstrate speed and accuracy in keyboarding techniques for a five-minute timed writing at a minimum rate of 45 wpm with no more than 5 errors.



	ENABLING OBJECTIVES
	KSA

Indicator

	C1.1.1 Identify the basic attributes for enhancing and improving the speed and accuracy in keyboarding.
C1.1.2 Describe the techniques associated with improving keyboarding and word processing speed and accuracy.
C1.1.3 Explain variances between uses of the basic attributes for enhancing and improving speed and accuracy in keyboarding.
	A

c

c


	MODULE D – PROOFREADING AND EDITING

	INDUSTRY/PROFESSIONAL COMPETENCIES
	STUDENT PERFORMANCE OBJECTIVES

	D1.0 Produce mailable documents. (3c)
	D1.1 Given straight copy in selected forms, proofread documents and identify corrections or errors with 100% accuracy.

D1.2 Given straight copy in selected forms, edit documents with identified errors with 100% accuracy.

D1.3 Given rough draft and unarranged copy, find and correct unmarked and typographical errors in all selected documents/exams.

	ENABLING OBJECTIVES
	KSA

Indicator

	D1.1.1 Define techniques used in proper proofreading and error correction.

D1.2.1 Identify attributes for enhancing and improving the speed and accuracy in proofreading and error correction.

D1.3.1 Explain procedures used for correctly formatting documents from rough draft and unarranged copy.
	b
c
b


	MODULE E – ORGANIZATIONAL MANAGEMENT AND SKILLS

	INDUSTRY/PROFESSIONAL COMPETENCIES
	STUDENT PERFORMANCE OBJECTIVES

	E1.0 Perform project management and workspace organizational/ arrangement skills. (3c)
	E1.1 Given complex office tasks, generate an accurate task management plan.  

E1.2 Given complex office tasks and parameters, create an accurate organizational arrangement for office efficiency and productivity. 

	ENABLING OBJECTIVES
	KSA

Indicator

	E1.1.1 Define the attributes of an accurate office task management plan.

E1.1.2 Identify attributes for enhancing and improving office efficiency and productivity.
	A
c


COURSE CONTENT OUTLINE

MODULE A – KEYBOARDING, WORD PROCESSING TERMINOLOGY, AND COMPUTER FUNDAMENTALS
· Advanced word processing terms 

· Basic components of a desktop computer

· Peripheral word processing equipment

· Purpose, use, and techniques of desktop computer and peripheral equipment

· Ergonomic positioning

MODULE B – KEYBOARDING AND WORD PROCESSING DOCUMENTS

· Various types of keyboarded and/or word processed complex business documents

· Format and layout requirements of complex business documents
· Processes associated with producing, saving, editing, retrieving, formatting, and printing complex business documents
· Techniques for printing and saving

MODULE C – SPEED AND ACCURACY

· Attributes for enhancing and improving the speed and accuracy in keyboarding

· Techniques associated with improving keyboarding and word processing 
· Variances between uses of the basic attributes
MODULE D – PROOFREADING AND EDITING
· Techniques

· Attributes

· Procedures

MODULE E – ORGANIZATIONAL MANAGEMENT AND SKILLS

· Attributes of an accurate office task management plan

· Attributes for enhancing and improving an office organization
Learning Objectives Table of specifications

The table of specifications below identifies the percentage of objectives at a cognitive level for each module.  Instructors should develop sufficient numbers of test items at the appropriate level of evaluation. 
	ENABLING OBJECTIVES TABLE OF SPECIFICATIONS

	
	Cognitive Domain

	
	Facts/ Nomenclature  A/a
	Principles/ Procedures B/b
	Analysis/ Operating Principles  C/c
	Evaluation/ Complete Theory    D/d

	Module A
	66%
	33%
	-
	-

	Module B
	20%
	80%
	-
	-

	Module C
	33%
	-
	66%
	-

	Module D
	66%
	-
	33%
	-

	Module E
	50%
	-
	50%
	-


	RECOMMENDED INSTRUCTIONAL METHODOLOGIES:  The table below links the teaching methods and activities most effective for facilitating student achievement of learning outcomes published in this plan of instruction.


	Cognitive Level

(Thinking)
	Goal For Students
	Teaching Methods
	Teaching Activities

	Knowledge

Descriptive Verbs:

Defines, Lists, States, Describes, Identifies
	Knows common terms, specific facts, methods, procedures, basic concepts, principles
	Lecture

Computer-based Instruction

Video 

Demonstration
	Mnemonics

Examples or Illustrations

Repetition

Summaries 

Reviews

	Comprehension

Descriptive Verbs:

Describe, Explains,

Summarizes
	Understands facts and principles

Interprets verbal material

Interprets charts and graphs

Translates verbal material to mathematical formulas

Estimates future consequences

Justifies methods and procedures
	Informal Lecture

Discussion

Demonstration

Participation

Interactive Computer Based Instruction
	1. Teach to the Knowledge Level

2. Explains and demonstrates concept, principle or procedure learned

3. Put students in new situation, and instructor and students co-solve employing the indicated concept, principle, or procedure.

4. Put students in a new situation, and the students solve the new situation using the concept, principle, or procedure while instructor supervises.

5. Remediate/Reteach as required

	Application

Descriptive Verbs:

Uses, Solves, Operates, Produces,

Demonstrates, Constructs
	Applies concepts and principles to new situations

Applies laws and theories to practical situations

Solves mathematical problems

Constructs charts, graphs, or simple mechanisms

Demonstrates correct usage of a method or procedure
	Demonstration

Individual Research

Lab Exercises

Case Studies

Experiments

Clinicals
	1. Teach to the Knowledge Level

2. Teach to the Comprehension Level

3. Student must identify the concept, principle, or procedure and use it to solve new scenario(s)

4. Remediate/Reteach as required

	Psychomotor Level

(Doing)
	Goal For Students
	Teaching Methods
	Teaching Activities

	Mechanism

Descriptive Verbs:

Assembles, calibrates, inserts, removes, constructs, measures, fixes, dismantles, sketches
	Learned responses have become habitual and can be performed with some confidence and proficiency as designated by the KSAs
	Lab Exercises

Case Studies

Experiments
	1. Demonstration

2. Observation

3. Evaluation

4. Feedback

5. Remediate/Reteach as required


	Glossary of Terms

	Plan of Instruction (POI)
	A teaching-learning plan which includes student centered instructional objectives, outlined content, instructional and evaluation strategies, and other relevant information needed to guide the development and/or revision of learning experiences such that students achieve stated educational and performance outcomes.   

	Industry/Professional Competencies
	 A major task that individuals perform in a given industry or profession .  From these major tasks, performance objectives can be developed.  Meeting performance objectives indicates a student has attained the associated industry/professional competencies.  Taken together, these support the Course Instructional Objectives.

	Course Instructional Objectives
	The overall goal of the course of instruction stated in broad terms.  This is supported by the attainment/completion of the competencies and associated competency tasks and sub-tasks.

	Task
	A skill that individuals perform that enables them to accomplish and satisfactorily complete/attain as given competency.

	Student Performance Objectives
	The skills each student is required to demonstrate during or at the conclusion of each module or course.  These skills are the direct result of the attainment/completion of the professional competencies.

	Enabling Objectives/Key Indicators
	The required knowledge and/or skill each student must acquire in order to have the best chance of achieving the stated Student Performance Objective.

	Knowledge, Skills, and Abilities (KSA) Indicator
	A table that provides an alpha/numeric indicator of knowledge, knowledge of skills, and performance ability(s) students must demonstrate at the conclusion of specified instruction.  Each competency designates the terminal level of KSA students must achieve.  Enabling objectives/Key Indicators have a separate KSA designating the level of knowledge students must have in order to perform the associated competency(s).

	Modules
	A grouping of interrelated knowledge and skills representing a sub-task of a course.  Modules may be taught independently of other course content.

	Prerequisite Courses
	Courses students are required to successfully complete before being allowed entrance into other courses

	Instructional Note
	Knowledge and skills relevant to the course that students will be demonstrating during the course.  For example: computer, technical writing, mathematics, and speaking skills.


	Directions for Use

	1.
	Review the entire document.

	2.
	Review the competencies specified in the POI keeping in mind that the stated skills are the target outcomes for the course.

	3.
	Review the student performance objectives written for each competency keeping in mind the objective specifies the behavior each student must exhibit in order to achieve the competency. 

	4.
	Adjust evaluation instruments to ensure each objective is addressed.

	5.
	Develop additional evaluations as needed.

	6.
	Review enabling objectives/key indicators specifying student outcomes 

	7.
	Adjust evaluations to ensure adequate sampling of student learning outcomes.

	8.
	Evaluate current classroom curriculum and determine if learning experiences support student achievement of skills identified in objectives.  

	9.
	Review recommended instructional methodologies for teaching activities.

	10.
	Develop appropriate learning experiences. 

	11.
	Adjust course syllabus.
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