OGLALA LAKOTA COLLEGE

Course Syllabus Fall 2006

Name of Course:
Basic Keyboard

Course Number:
OED 093

Department:

Applied Science & Technology

Credit Hours:
Three

Location:

Eagle Nest College Center



Time and Day:
Monday  5-8 p.m.

Instructor's Name:
Crystal Paulson

Instructor's Phone:
344-2271

Instructor's email:
cpaulson@gwtc.net or cpaulson@olc.edu 

Course Description:
This course is designed for students who have no previous keyboarding experience.  Students will learn the mechanics of basic keyboarding skills by hands-on exercises.

Required Text & Materials:


Keyboarding and Word Processing by Vanhuss, Forde, Woo, & Hefferin  Lessons 1-60  ISBN# 0-538-72800-0


Ed. 2003
( In this course you will be doing Lessons 1-25)


Two or three diskettes

Descriptive Keyboarding Load: 
Moderate

Lakota Perspective:


Students will be aware of the keyboarding word-per-minute requirement by the Oglala Sioux Tribal Office and the Bureau of Indian Affairs Offices on the reservation and the general accepted requirement in offices off the reservation.  Students will demonstrate the Lakota values of respect, knowledge, generosity, fortitude, truthfulness and bravery to the best of his/her ability.

COURSE OBJECTIVES:

1. To key the alphabetic, figure and symbol keys by touch.

2. To key approximately 25 words per minute with good accuracy.

3. To apply proofreaders’ marks and revise text.

COURSE REQUIREMENTS:

1. Arrive on time to class

2. Do assignments as required

3. PRACTICE, PRACTICE, PRACTICE during the week.

4. Make arrangements to use the computer lab if necessary to stay on schedule, you will probably NOT be able to complete all assignments in class so prepare your schedule to give you ample time to work in the computer lab on your own time.

5. To be responsible for materials if you are absent

6. To take all exams as required on or before the required date.

EVALUATIONS AND MARKINGS:

Think of each lesson as one step closer to professionalism and to securing a position,

 rather than thinking of it as a classroom assignment.

You will be looking for quality in each document that you produce.

Evaluations & Markings:

This course is preparation work for OEd 103 Keyboarding, therefore, you must know the keyboard to pass this class.


A = 90 - 100%

An average of 90% and above on final exam





Key 25 words per minute with good accuracy.





Complete all 25 Lessons

B = 80 - 89%

An average of 80% and above on final exam




Key 20 words per minute with good accuracy




Complete all 25 Lessons

C = 70 - 79%

An average of 70% and above on final exam





Key 15 words per minute with good accuracy.





Complete all 25 Lessons


F = 69% & Below
Below 70% on final exam





Key below 25 words per minute with good accuracy





Non-completion of all 25 Lessons

ATTENDANCE:
You may be dropped if you miss three class periods in a row, but you WILL be dropped if you miss a total of five class periods.  This is OLC Policy.

THIS COURSE WILL REQUIRE MANY HOURS OF PRACTICE IF YOU EXPECT TO PASS THIS COURSE.  Practice means extra hours on your own in the computer lab going over the assignments.  So, consider this when you select the contract for your grade.

GOOD LUCK IN THIS COURSE AND IN THE FUTURE!

OED 093  Basic Keyboarding

Topical Content

Week 1
Introductions: Go over syllabus, explain grading. 

"Welcome to Keyboarding Pro".  



“Know Your Computer” pp. ix-xvi

Level 1 --Module 1
Alphabetic key reaches p. 2


Week 2

Lesson 1 - 
Home Row, Space Bar, Enter & (letter) I
pp.2-6


Lesson 2 - 
E and N  pp.7-8

Week 3

Lesson 3 -
Review pp. 9-10



Lesson 4 -
Left Shift, H, T, Period
pp.11-12

Week 4

Lesson 5 -
R, Right Shift, C, O

pp.13-14




Lesson 6 - 
W, Comma, B, P

pp. 15-16

Week 5

Lesson 7 - 
Review


pp. 17-18



Lesson 8 -
G, Question Mark, X, U
pp. 19-20

Week 6 
Lesson 9 -
Q, M, V, Apostrophe

pp. 21-22



Lesson 10-
Z, Y, Quotation Mark, Tab
pp. 23-24



Lesson 11-
Keyboarding Mastery

pp.25-26

Week 7

Lesson 12
Review


pp. 27-28



Lesson 13
Review


pp. 29-30

Week 8

I - Skill Building Workshop 


pp. 31-35

Week 9
Module 2 - Figure and Symbol Keys



Lesson 14
Numbers 1 & 8

pp. 36-37



Lesson 15
Numbers 5 & 0

pp. 38-39

Week 10
Lesson 16
Numbers 2 & 7

pp. 40-41



Lesson 17
Numbers 4 & 9

pp. 42-43

Week 11
Lesson 18
Numbers 3 & 6

pp. 44-45



Lesson 19
Symbols $, - , & Number Expressions
pp. 46-47

Week 12
Lesson 20
Symbols # & /


pp. 48-49



Lesson 21
Symbols % & !

pp. 50-51

Week 13
Lesson 22
Symbols (   &   )

pp. 52-53



Lesson 23
Symbols &,  : , Proofreaders' marks
p. 54-55



Lesson 24
Other Symbols

pp. 56-57

Week 14
Lesson 25
Assessment



Module 3
Extended Skill Building

Week 15
Final Exam

