Syllabus

Keyboarding II Fall 2004

General Course Information

Instructor:  Colette Schimetz


Campus Phone:  228-5444

E-mail: Colette.Schimetz@misu.nodak.edu

Classroom: Thatcher 214

Class Times:  MWF 8:00 to 8:50

Prerequisites:  Ability to key at least 35 NWAM

Textbook and Supplies:  

· Keyboarding and Word Processing, Lessons 1-60, by VanHuss, Forde, Woo; ISBN: 0-538-72482-X

· Two 3 ½ “diskettes

Course Description:

Keyboarding 152 emphasizes the development of speed and accuracy using the computer keyboard.  This course also offers instruction in formatting various forms of documents using Microsoft Word.

Course Objectives:

· To demonstrate the ability to efficiently use the keyboard.

· To exhibit proper work habits and posture.

· To create and manage information using computer technology.

· To format various types of business documents correctly and accurately.

· To demonstrate the ability to use the software’s formatting features to enhance business documents.

· To recognize proofreader marks and make appropriate document corrections.

Students are required to complete all class activities.  Attendance is required. Quizzes and test may not be made up unless arrangements are made with the instructor prior to class time.  Emergencies and excused absences will be handled on an individual basis.  Assignments are due at the designated time even is you are absent.  Late assignments lose a letter grade each day they are late.  The work you hand in must be your own.  Bring textbooks, disks, and writing tools to class each day.

Grading Methods:

· Timed Writings (40%) practiced two days per week. Best three make up grade percentage.



    *Two words per minute, per error, will be deducted from the GWAM to determine NWAM

· Daily Assignments (20%) 


               *Work that receives a C, D, or U can be corrected and resubmitted for grading.  A resubmitted assignment 

Perfectly done will receive one letter grade higher than the original paper and must be handed in at the next class period.       


· Exams (40%)


Written exams (mid-term and final), production test (mid-term and final), and quizzes.

Speed Grade (NWAM)*


A= 60+ wpm


B= 53-59


C= 45-52


D=37-44








Daily Grading*


A=No errors or one minor error in the document


B=A document that contains three or fewer minor errors


C=Work that contains four minor errors


D=Work that contains more than four errors, minor word omissions or inappropriate formatting


U=Unacceptable under any circumstances


F=Work not handed in








