INTRODUCTION TO KEYBOARDING

ASC 071 – Fall 2007 – 1 credit

Course Outline
Colette Schimetz, Instructor

Thatcher 207
701-228-5444
colette.schimetz@misu.nodak.edu

Class Meets:
8:00-8:50 AM, Monday, TH 214

Textbooks and Supplies: Keyboarding and Word Processing, VanHuss, Forde, Woo, Hefferin, Thomson Southwestern Publishing, ISBN: 0-538-73024-2
Course Description:  071 Introduction to Keyboarding offers students with no computer experience the opportunity to practice keyboarding skills.  It emphasizes the development of fingering, posture, speed, and accuracy using the computer keyboard.  

Course Objectives:

· To demonstrate the ability to efficiently use the keyboard. (Goal # 2, 3, 6)
· To exhibit proper work habits and posture. (Goal # 10) 
· To develop keyboarding speed skills. (Goal # 2, 6)
· To be able to create information using computer technology. (Goal # 1, 2, 3, 9)
Course Requirements:

· Students are required to complete all class activities.

· Attendance is required.  More than three class absences will affect your grade.  Exceptions may apply when students are excused because of a school function or if an emergency arises.  Arrangements must be made with the instructor prior to class time.  Excused absences will be handled on an individual basis.

· Plagiarism will not be tolerated.  The work handed in must be your own.

· Bring your book and writing tools each day to class.  It is recommended that each student have a pocket folder in which to keep assignments.

· Bring a positive, cooperative attitude to class.

Relationship to Campus Theme
At first, nature and technology may seem to be opposites, but people by nature, are curious. This curiosity and quest for knowledge has led to the development of all technology. In turn this technology can be used to care for the Earth and therefore, improve the quality of life for all people.

Methods of Instruction:  Instruction procedures include lecture, class discussion, timed writings, skill building drills, individual assistance, and tests.

Grading Methods:

 1.  Timed writings (75%):
Speed Grade*





A = 45+ wpm B = 40-44 C = 35-39 D = 30-34

* Timings with more than two errors per minute cannot be used for gradings.

  2.  Exams (25%):  Class activities, quizzes and attendance.

