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	OFF SKLS 101 - Keyboarding 



SYLLABUS
Course Description
Students develop touch control of the keyboard.  They build speed and accuracy through skill building exercises and keyboarding timings. Emphasis is placed on proper typing techniques.  Students practice keying primary business documents such as letters and memos.  3 Units
Prerequisites/Co-Requisites
None
Student Learning Outcomes
Upon completion of this course, students should be able to:

· Use proper touch keyboarding techniques on a keyboard to attain acceptable speed and accuracy.

· Type 20 wpm. 

Instructor Information
John Moore

July 2012

John_Moore@Heald.edu

(916) 414-2777

Office Hours:  Thursdays 4:00 – 6:00pm, Room 301

Topics Covered

· Keyboard Introduction

· Explain the importance of keyboarding speed and accuracy in the work place today
· Enter and exit Gregg Keyboarding Program
· Demonstrate proper keyboarding techniques (positioning body, chair, textbook, easel, and computer equipment)
· Keyboarding Techniques

· Operate by touch the letter, number, and symbol keys on the keyboard
· Key text accurately (without looking at hands or screen)
· Demonstrate vertical reaches, including up/down reaches
· Timings

· Perform a variety of keyboarding timings
· Identify and count typing errors on a timing
· Keyboard two different 5-minute timings with no more than 5 errors
· Business Letter and Memo Format

· Identify the basic parts and spacing of business letters and memos
· Demonstrate ability to key a Block and Modified Block letter and a Memo in proper format.  (Office 2007 default of Calibri 11)

· Internet

· Use the Internet effectively as appropriate to the task
· Critical Thinking

· Use critical thinking and learning skills to make decisions that apply to assignments and challenges in this course
· Portfolio

· Identify and retain samples of work completed in the course to be included in the Portfolio
Textbook(s)
McGraw-Hill Bundle ISBN: 0-07-735660-8
This bundle consists of:

Ober, J. A. (2007). Gregg College Keyboarding & Document Processing, Lessons 1-60. (11th ed.). New York:  McGraw-Hill.
Ober, J. A. (2011). Gregg College Keyboarding & Document Processing, WORD 2010 manual. (11th ed.). New York:  McGraw-Hill.
Grading
· Participation



10%

· Exams




10%

· Projects and Assignments 

80%

Projects & Assignments – Divided into four grading areas:
· 5-Minute Timings (speed attained)

· Keyboard Accuracy & Technique

· Lessons

· Document Production

Grades for completion of two (2) 5-minute timings with 5 or fewer errors
	Speed Achieved - Words Per Minute
	Percentage on Grade Sheet

	35 or higher
	100

	30-34 
	90

	25-29 
	80

	20-24 
	70

	BELOW 20 
	0


A grade of 90% percent or higher earns an A grade; 80% to 89% percent earns a B grade; 70% to 79% percent earns a C grade; 60% to 69% percent earns a D grade. A minimum grade of C is required in major courses or courses that are prerequisites for advanced courses. Please note that Heald does not grant extra credit points.
Instructor’s Biography
John J. Moore holds a Bachelor of Science degree in Business and a Master’s of Business Administration with concentrations in Marketing and Management from California State University, Sacramento.

John spent 22 years at Intel Corporation developing and delivering training to engineering and executive staff throughout the corporation including operations in the US, Europe, China, Malaysia and India.  John also managed the Staffing and Recruiting activities at a large civil engineering firm based in North Carolina.

Since joining Heald, John has taught the following courses:  Success 100, Marketing, Introduction to Business, Human Resources, Office Skills, and Math 10.

In addition to teaching, John is an Independent Educational Consultant to high school student athletes who desire to play an NCAA sport in college.

John also umpires high school and junior college baseball in his spare time, through the Northern California Officials Association.

Heald Policy Reminders

Heald College policies can be found in the Heald Academic Catalog. Please review the reminders below and, if needed, refer to the Academic Catalog for complete policy details. 

· Attendance Standards

Students are expected to attend all classes as scheduled, to arrive on time, and to remain until the end of each class. Absences should occur only in the event of illness or unforeseen and unavoidable situations or emergencies. Students should inform their instructors of planned absences in advance via email and/or telephone. Students may be subject to additional attendance monitoring requirements and conditions as needed to promote good attendance and academic success. A student must attend 50% of a scheduled class session to be counted present. It is the responsibility of the instructor to make this determination, and students who believe there was an error made in posting attendance must speak directly with the instructor to resolve the issue.
This section applies only to residential courses offered on campus. The attendance standards for online courses are comparable to traditional, classroom based attendance standards; however, the means of measuring attendance have been adjusted for the modality of the course.

All students are expected to attend classes beginning with the first day of each quarter. Students who have not posted attendance in any class by their first class meeting after the Add/Drop period will be unscheduled from their courses and withdrawn from school and will need to apply for re-entry if they wish to return in another term.

Students who attend some, but not all, of their scheduled courses and do not notify Academic Affairs in writing of their desire to be removed from scheduled but unattended courses during the Add/Drop period will be withdrawn from those courses after the first scheduled meeting after the Add/Drop period. A grade of W will be assigned.

Students who have posted attendance in a term and then stop attending and fail to withdraw from one or more, but not all, courses will receive the earned grade in each course.

Students who miss excessive classes in individual courses must meet with their instructors to determine the possibility of future success in the courses and may be advised to drop the courses rather than fail them. The last day to drop a course and receive a W grade is 11:59 pm on Thursday of the 10th week of the term.

Students who have posted attendance in a term but then fail to post attendance in any of their classes for 14 consecutive calendar days will be withdrawn from school. W grades will be assigned in all registered courses. In instances where the 14th consecutive calendar day is not a scheduled class meeting for that student, the student will be allowed the opportunity to post attendance at his/her next regularly scheduled class meeting.

Saturdays and Sundays are included in the consecutive absence count. Holiday and break days are excluded. The 14 consecutive calendar day count restarts on the first day of each term in which the student is enrolled.

· Tardy or Early Departure from Class

There may be occasions when students enter after a class has started or may have reason to leave before the end of a class. Students are expected to inform their instructor in advance and enter or leave class quietly, minimizing any disruption. 

· Makeup Policy

Each student has the opportunity to make up one missed major in-class graded event.  Your instructor will inform you of which graded events fall into this category in this course.  

· Out-of-Class Activities
One credit hour is equivalent to approximately 30 hours of academic activities over the duration of an academic quarter.  Such academic activities include class time, homework, other assignments, lab activities, and/or internship/externship hours.  Generally, students should expect to spend two hours on class related activities for every one hour spent in class.

· Grading

Some courses require a minimum grade of C because they are prerequisites to other courses or are considered “major” courses.  When a D grade is earned in one of these courses, it needs to be retaken and passed with a minimum C grade.  Only a single repetition of the course may be counted toward qualifying enrollment status for Title IV Financial Aid funding eligibility.
· Professional Appearance

At Heald College, student appearance standards have been established to be at or above those normally required in a professional business, industry, or healthcare workplace. The dress standard helps prepare a student for the workplace and fosters a professional appearance, which is a positive factor in job placement. The professional appearance policy is discussed in the enrollment process and is available in the Academic Affairs office. Following medical or dental professional dress practices, healthcare students are required to wear appropriate medical or dental uniforms.
· Academic Integrity

True learning can take place only when students do their own work honestly, without copying from other students or other sources. Heald College enforces the highest standards of academic integrity, both to preserve the value of the education offered and to prepare students to become productive members of the workforce and society. At Heald, it is considered a breach of academic honesty for students to employ any form of deception in the completion of academic work.

When a violation of this policy occurs, disciplinary action will be taken. Subject to the severity of the violation or repeated/multiple occurrences, academic dishonesty may result in an “F” grade for an assignment, project, assessment, or the course  itself, or may result in dismissal from the College.  All violations of the Academic Integrity Policy are documented and made a permanent part of a student’s record. Further information is available from the Academic Affairs Department.

· Students with Disabilities

It is the student’s responsibility to make his/her disability known and to present certiﬁed documentation of the disability. A student who chooses to make his/her disability known and seeks accommodation should contact the Academic Affairs Department immediately upon recognizing the need for an accommodation. The Director of Academic Affairs (DAA) or DAA Designee will discuss the recommended accommodations with the student to determine a reasonable means for delivering a speciﬁc accommodation. Documentation of recommended accommodations from a physician or other healthcare professional will be required prior to provision of the accommodation.

Instructor’s Classroom Policies

The classroom policies described below are in addition to Heald’s standard policies (please refer to the Heald Academic Catalog).

· Turn off cell phones, games, iPods, laptops.

· Please arrive on time and leave when excused.  
· Students receive 10 points for participation. No points are awarded when a student is absent as the student is not able to participate in class activities. Points are also deducted for being tardy and/or leaving early – 5 points each. 

· If you are absent, work will be accepted at the NEXT class meeting.
· All work is to be typed.
· Students caught cheating will receive a zero and meet with their Program Director.

Succeeding in this class
You will succeed in this course if you:

· Participate in class discussions.  Ask questions; if you are unsure of something, chances are, so are other students.  Offer your opinions and ideas; they are important and make the class much more interesting.  You have the right and the freedom to disagree with me, and to question my answers and opinions.  

· Read this syllabus more than once to be sure that you understand the assignments and what is expected of you.  Read the textbook, using the syllabus as a guide.  Underline or highlight key words and phrases, but don't overdo it.  Take notes when you read.  Take advantage of the opportunities to discuss the material in class, it makes remembering the information much easier.

Portfolio 

A portfolio represents the assembly of – and reflection upon – the depth and breadth of learning that has taken place at Heald College during your program of study. It can be used during the job interview process to highlight the skills and knowledge gained throughout your education.
You should start saving key assignments from each class in your first quarter at Heald College. You will select those documents that best highlight your skill development throughout your time at Heald. In general, the portfolio should contain evidence of learning related to your program’s outcomes including written communication, business, computer and keyboarding skills, as well as interpersonal skills and teamwork. Consult with your instructor on strategies for collecting evidence.
We recommend creating both an electronic and paper storage system and storing evidence as you complete each course in your program.  You can create a folder in your P: drive titled “Portfolio” in which to place portfolio documents. You can also buy a two-inch binder and start saving paper copies of your work. 

Turnitin

Students agree that by taking this course all required papers may be subject to submission for textual similarity review to Turnitin.com for the detection of plagiarism.  All submitted papers will be included as source documents in the Turnitin.com reference database solely for the purpose of detecting plagiarism of such papers. Use of the Turnitin.com service is subject to the Terms and Conditions of Use posted on the Turnitin.com site.

TYPING TECHNIQUE

The following is a list of important techniques that should be used while keyboarding.

	Position the body properly
	With the elbows in a natural position, sit so the fingers are curved properly over the home keys; keep elbows by your sides but not touching your body; rest your back against the back of the chair.


	Position feet properly
	Place feet flat on the floor and slightly apart, one foot slightly in front of the other.


	Use proper wrist and finger position
	Keep the wrists low but not touching the keyboard; rotate wrists inward so that fingers are in direct vertical line with the keys; curve the fingers; do not bounce the wrists.


	Keep stroking action in the fingers
	Hold the wrists and arms almost motionless; make reaches with the fingers – not with the hands and arms; strike each key with a quick sharp stroke.


	Key by touch 
	Do not look at your fingers as you strike the keys; keep your eyes on the textbook copy.


	Key without pauses
	Do not pause between letters or words; try to keep the cursor moving.


	Space properly
	Use quick down-and-in tapping motion of the thumb; space between words without pausing; do not space at the end of a line.


	Operate the enter/return key properly
	Tap the enter/return key lightly with the semicolon finger and release quickly; return to home-key position immediately; keep other fingers on the home row keys; begin the next line without a pause.


	Use the shift keys properly
	Depress the opposite shift key from the letter you are making capital; keep other fingers over home row keys; quickly release the shift key and return finger to home row position; keep eyes on copy. 



LOGGING-IN

1. Log-in to your Heald account

2. Open a web browser page

a. Type:  healdranchocordova.gdp11.com
3. From GDP screen locate NEW GDP STUDENT box on lower right

4. Select I HAVE A REGISTRATION CODE
a. Fill in the buttons and click “Next”

b. Check box for license agreement

5. Locate our class in drop down box

a. Select MOORE OS101 JULY 2012 and click “Next”

6. Enter the registration code from the software registration card inside your College Keyboarding Kit (this is CASE SENSITIVE).

7. Return to GDP main screen

8. Enter Username and Password in Log In box

SKILLBUILDING

1. Log-in to your Heald account

2. Close the Heald homepage

3. Click on SKB  icon (left side of screen)

4. Locate our class in drop down box:

Moore OS101 July 2012
5. Click New Student 

6. Enter your name and Heald email address

7. Create password

a. Recommend using your initials (first name / last name)

PRINTING A LESSON

1. Click on MY GDP  (top right tab)

2. Click on PORTFOLIO  (left of screen)

3. Select the desired lesson and click OK
4. Click PRINT
5. Click PRINT
6. Click on LESSONS (top left tab) to continue with the next lesson.

Course at a Glance

(G) Gregg College Keyboarding & Document Processing, 10th ed. FOR WORD 2007

(S) Skillbuilding: Building Speed and Accuracy on the Keyboard, 3rd Ed.
	Week
	Lesson
	Topics and Assignments

	1
	G 1-4
	Gregg Lessons 1-4


	2
	G 5-8
	Gregg Lessons 5-8


	3
	G 9-12
	Gregg Lessons 9-12


	4
	G 13-16
	Gregg Lessons 13-16


	5
	G 17-20
	Gregg Lessons 17-20


	6
	S 1-5
	Block Letter Exercise

Modified-Block Letter Exercise

Memo Exercise

Skillbuilding Lessons 1-5

Skillbuilding entry timing, page 2


	7
	S 6-10
	Memo Exercise

Skillbuilding Lessons 6-10

5-minute timings


	8
	S 11-15
	Skillbuilding Lessons 11-15

5-minute timings


	9
	S 16-20
	Skillbuilding Lessons 16-20

5-minute timings


	10
	S 21-26
	Skillbuilding Lessons 21-26

5-minute timings


	11
	
	Final Exam and Timings



I look forward to working with you this quarter.  I am here as a partner in your academic success and recognize that each student enters the classroom with various backgrounds, needs, and abilities. Though these realities do not change the standards set forth for the course, they do mean that some students may require assistance in order to meet their scholastic goals. 

It is my desire to help you obtain your degree.  Part of that overall process means providing the foundation skills you need to complete this course. This checklist serves as a starting point for assistance with any practical and/or academic support you may need to help you become successful in college. Please complete your contact information and check any of the categories that apply then return the bottom section to me. 

Download a copy of the course syllabus, click on:  S:\Moore\Office Skills 101\Syllabus

For additional information, please contact me by email at: john_moore@heald.edu
Welcome to the class!

PLEASE PRINT LEGIBLY

Student Name ____________________________________

Email ___________________________________________

Home Phone _____________________________________

Cell Phone _______________________________________

______ I would like to have a student mentor contact me.

______ I need assistance with getting rides to school. 

______ I need information on childcare options. 

______ I would like to learn more about receiving free clothing for school. 

______ I have practical needs right now such as food or shelter.

______ I have other needs or issues that I would like to discuss with you after class.











Initial

1.  I received and understand the Syllabus



----------------------------

2.  I understand the Attendance Policy




----------------------------

·        Tardy / Leave Early

·        14 Day Absence

3.  I understand the Course Policies & Expectations


----------------------------
·        Homework/Quiz



·        Late Work
·        Cell Phone
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