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In association with Eastern Arizona College

Electronic Keyboarding II
Fall 2005
Course Information:

Course Prefix/Number:  
AIS 118





Dept/Course Title: 
Business/Electronic Keyboarding II
Class Days/Times/Room:  
MW 1:00pm – 4:30pm/Computer Lab





Credit Hours:  

3







Prerequisites:  

None


Required Assessments:  
Pre/Post Test – Objective Test = 30; 5 Minute Timings = 50 Points;  Documents = 75 Points;  Total Points 155
Teaching Format:  
2 Lecture/2 Lab
Methodology:
This is a self-paced course to master the theory and practice of computer keyboarding.  
Instructor Information:
Name:
Cindy Barnes 


US Mail:
Gila Community College/San Carlos Campus 
Tonto & Mesa Drive
San Carlos, AZ 85550
Phone/Voice Mail:    (928) 475-5981
E-mail: cindy.barnes@eac.edu 
URL:
http://teach2.eac.edu/barnes/index.htm 

Availability:  Home (928) 428-2871 or email anytime
Office hours: I will be on campus from 1:00-4:30 Monday-Thursday any questions or concerns please contact me in person, email or home phone.  
Electronic Keyboarding II 

Course Syllabus

Instructional Materials: 
· Required Text: Ober, Polan, Hansen, Rossette, and Johnson. Gregg College Document Processing for Windows, Lessons 61-120. Edition: Ninth Edition. Publisher: Glencoe. Year: 2002. Required
· Others:  One blank 3 ½-inch floppy disk, or 1 zip, or 1 USB smart drive.  Start good backup habits early and you won't kick yourself later when your files are lost.  
· It may be helpful to have a notebook to take notes or to keep class assignments and a pocket folder for handouts. 

· Browser Microsoft Internet Explorer or Netscape Navigator 7.0 or higher. Operating System: Windows 98/XP/03 or some compatible system. If you do not have Microsoft Word, please save documents as rich text format when you send materials to the instructor electronically.
· The learner is required to submit an e-mail address to the instructor that will be used during the extent of the course. I check e-mail daily.  I will respond within 24 hours by e-mail.
· Note: The Gila Community College Bookstore can be accessed and books ordered via the Internet at www.gilaccc.org.
Educational Value

Keyboarding is the foundation of the automated office. It is a skill needed for success in virtually every career and is an essential skill for students in the office technology program. This course is for students who need to develop and build specific skills necessary to be successful in more advanced document processing courses.
Goals

To further develop basic typing skills and concentrate on those kinds of office typing tasks that occur most frequently in the business office.
Description

After a comprehensive review of basic keyboarding principles with emphasis on improving speed and accuracy, students use a word processing program to produce a wide range of typical business

Course Objectives:  What you will learn as you master the competency:
· Operate the entire keyboard by touch.
· Demonstrate proper typing techniques.
· Improve basic speed and accuracy skills.
· Refine language arts skills.
· Use word processing commands necessary to produce documents.
· Review formatting of reports, letters, memos, tables, and employment documents.
· Produce forms, specialized correspondence, special reports, and advanced tables.
Course Requirements:    In order to successfully complete this course, student must attend class and keep pace with lab and homework assignments.  
Important Phone Numbers:

Gila Pueblo Campus: 928-425-8481 San Carlos Campus:  928 475-5981
CLASS ENVIRONMENT
The outline and structure of this course creates a set of common expectations for your work. Here are some general considerations I wish to emphasize:

· Attendance:  The attendance policy for this class is simple.  You are all adults who have in some form paid for this class.  If you do not wish to come to any session, you do not have to attend.  However, it is your responsibility to make up what you have missed by not attending.  If something happens that is going to cause you to fall behind, contact me immediately. 

· Workload:  Students are expected to spend an average of 8 hours per week attending class sessions, doing assignments and research, reading and preparing for exams.  The standard Carnegie Unit of college credit assigns one credit hour for each 15 hours of class time and assumes that students spend two hours working outside the classroom for each hour of classroom instruction.  For at three-credit course, this translates to 135 hours per semester or an average of nine hours per week for a 16-week semester.
· Guidelines:  Please read all guidelines for Eastern Arizona College. You will be responsible for knowing the guidelines, policies, and procedures of Eastern Arizona College. The information can be found at the Eastern Arizona College website http://eac.edu/ 

· Classroom Behavior:  Students creating disturbances that interfere with the conduct of the class or the learning of others will be asked to leave.

· Relationship:  The relationship between learner and faculty is important. While instructors are responsible for teaching course content, we also serve as mentors to assist in your continuing education and socialization into the profession of business. Feel free to discuss your particular needs with me.

· Philosophy:  I believe your educational experiences should be both beneficial and enjoyable.  I believe the ideal attainable situation is one where the students and the instructor look forward to class with eager anticipation.  The only way this can be attained is through class preparation by everyone and a permissive class atmosphere.  
· Important Phone Numbers:  Gila Pueblo Campus: 928-425-8481 or San Carlos Campus 928 475-5481
Electronic Keyboarding II
AIS 118 Grading Policies

Academic Integrity: 
· Violations of scholastic ethics are considered serious offenses by Eastern Arizona College, the Business Department and by your instructor. Students may consult the EAC Student Handbook sections on student code of conduct, on scholastic ethics and on the grade appeal procedure.  Copies are available at GCC campus library.

· All work done for this class must be your own.  While you may discuss assignments with other class members, the final written project must clearly be your own.  You may use work from books and other materials if it is properly cited.  Copying from a book without proper reference or from a person under any circumstances will result in an F for the assignment, and at the instructor's discretion, possibly an F for the course.

· Students are expected to abide by the Student Code of Conduct and the Scholastic Code of Conduct found in the Eastern Arizona College Student Handbook. Copies are available at GCC campus library.

ADA Compliance: 

Gila Community College District strives to comply with the provisions of the Americans with Disabilities Act and Section 504 of the Rehabilitation Act. Students with disabilities requiring special accommodations must notify the instructor of this need or directly contact the Disabled Student Resources Office on your campus at the beginning of the semester. 

Classroom Behavior: 

· Because of insurance limitations, non-registered visitors are not allowed at class sessions or on field trips.

· Possession of drugs, alcohol or firearms on college property is illegal.

· Eating, drinking, smoking and soliciting are not allowed in classrooms.

· Pets, telephones, pagers and other electronic devices that distract students are not allowed in classrooms.
· Students creating disturbances that interfere with the conduct of the class or the learning of others will be asked to leave.
Instructor Withdrawals:  

The last day for a student to initiate an official withdrawal from a semester-length course and receive a “W” grade is six weeks prior to the last Friday before final exams.  The instructor will not initiate a withdrawal from a semester-length course.  It is the student’s responsibility to withdraw from their course, not the instructors.  Withdrawal for Short-Term and Open-Entry Exit course is the last day of the class.
I find grading the most difficult of all teaching tasks.  However, I have a responsibility to evaluate a student’s academic performance.  Accordingly, grading rationale will be calculated as follows:
Pre/Post Test – Objective Test = 30 @ 10 points each

5 Minute Timings = 50 Points @ 3 points each  
Documents = 75 Points @ 6 points each  
Total Points 155
	Assignments 
	Points

	Objective Tests
	   20

	Documents
	 75

	Timings
	   50

	Post Test
	   10

	Total Points 
	 155


PROGRESS TESTS are graded by determining the number of lines typed with no errors compared with the total lines in the job.

A standard scale is used for the final grade.

Grading Scale

A 90 - 100%

B 80 - 89%

C 70 - 79%

D 60 - 69%
Timing Scale:  This scale is based upon 5 minute timings in the lessons.
  

	Part 4 – Lessons 61 - 80

	Error tolerance: 5 or fewer errors

	WPM
	 
	Grade

	48+
	=
	A

	44 – 47
	=
	B

	40 – 43
	=
	C

	36 – 39
	=
	D

	0 – 38
	=
	F

	 
	 
	 

	Part 5 – Lessons 81 - 100

	Error tolerance: 5 or fewer errors

	WPM
	 
	Grade

	52+
	=
	A

	48 – 51
	=
	B

	44 – 47
	=
	C

	40 – 43
	=
	D

	0 – 39
	=
	F

	 
	 
	 

	Part 6 – Lessons 101 - 120

	Error tolerance: 5 or fewer errors

	WPM
	 
	Grade

	55+
	=
	A

	51 – 54
	=
	B

	48 – 50
	=
	C

	44 – 47
	=
	D

	0 – 46
	=
	F


Ultimately your grade will be based upon the above and my overall judgment as to your level of performance and understanding of the subject.


Make-up Exams:  Can be arranged with the instructor.  This is a self-paced course to master the theory and practice of computer keyboarding.  
Extra Credit Opportunities:  Complete all sections of one of the following:  Lesson 116, 117, 118, 119, or 120                                   
Final Grades:  Final grades can be requested by contacting the EAC Records and Registration Office at 1-800-678-3808, ext. 8270.  On Line:  Log on to www.gilaccc.org and lick on Gila Hank Online to access GCC/EAC’s real time internet registration system. For more information contact GCC administrative offices at 425-8481 
Electronic Keyboarding II
 Class Calendar/Schedule 

“SUCCESS IS THE ONLY OPTION”
I hear and I forget. I see and I remember. I do and I understand. -- Confucius, 551-479 B.C.

Housekeeping: Please email me cindy.barnes@eac.edu with the following information:  (If you do not have an email address please create one in Yahoo.  Write down your ID and Password and save it).  
Name

Course Number in Subject Line (i.e., AIS 118)

Course expectations

Professional work experience 

Educational background

Anything else you would like the instructor to know about you 

Not an Easy Class--While this class isn't rocket science, it's not necessarily easy, as some students have the misconception that it will be. Think of this class more like a sport, such as baseball; it requires hours and hours of practice to improve your skill level. You will also have to format documents perfectly which requires a strong attention to detail and much reading on your part. There is also a heavy workload associated with the class. All this considered, if you were looking for an "easy A," this may not be the course for that.

· Read and sign syllabus that can be found online http://teach2.eac.edu/barnes/toc.htm 

· Familiarize yourself with my website (link above) as I refer to the many resources available.  
· Most of this class will be web based material and keyboarding text.  

· Create a folder on the desktop and call it your name.  Backup your exercises on a disk
Let’s get ready for class!
· Familiarize yourself with your text’s website:  http://www.mhhe.com/ps/keyboarding/
· Familiarize yourself with the textbook.  
1. Page xiv read how to count your errors and determine your speed. 
2. Page R-14 make note of the proofreaders’ marks. 

3. Page R-15 are the 50 must know grammar rules.    

· Please go the following site so we can discuss ergonomics  http://www.typingpal.com/Ergonomics/ 
The following class schedule is developed as a guide and may change at the discretion of the instructor.   How fast the class goes and how well we cover the topics hinges on the class’ ability to absorb the material and course homework.  This course is designed for the student to take an active roll in their learning.  As technology increases so does the need to read and write more proficiently.  PLEASE ASK QUESTIONS SO YOU CAN BECOME MORE PROFIECIENT.     
At the top of each assignment page include:  Your Name & Lesson Name
	Week 1
Be sure to read the left margin directions on each assignment in the textbook

	Unit 13 Skill Refinement

· Lesson 61A, 61B, 61D (Report 61-36)
· Lesson 62 A & D 5-minute timed typing, (Correspondence 62-55 & 62-56)
· Lesson 63A – E, Doc Processing (Correspondence 63-58, 63-60)

· Lesson 64C 1-minute timing. 64D 5-minute timing. Refer to Word Processing Manual Pg 71: Doc Processing (Table 64-23, 64-24, 64-25)
· Lesson 65 Traditional Resume (Report 65-39).  Use the resources on career exploration at this website:  http://dana.ucc.nau.edu/~csb7/etcweb/webpages.html 
Unit 14 Reports

· Lesson 66C, 66D, Doc Processing (Report 66-40)
· Email Netiquette: http://www.onlinenetiquette.com/netiquette_101.html (email this link to yourself as a reference)

· Quiz: http://www.onlinenetiquette.com/netiquette_quiz.html (Give instructor your score to record)

· Sign up for Email Tips: http://www.onlinenetiquette.com/netiquette-tips.html 

· Emoticons:http://www.mit.edu:8001/people/cordelia/smileys.html 

· Lesson 67A - G  Doc Processing (Report 67-46)

· Lesson 68C 5-minute timing. 68D, Doc Processing (Report 68-48, 68-49)

· Lesson 69B – I Refer to Word Processing Manual Pg 110. Doc Processing (Report 69-50)
· Lesson 70D & E, Doc Processing (Report 70-53, 70-54)

	Week 2
	Unit 15 Correspondence
· Lesson 71C – D, Doc Processing (Correspondence 71-64 Refer to page R-5)

· Lesson 72 A & D 5-minute timing. – G, Doc Processing (Correspondence 72-69)

· Lesson 73B – L, Doc Processing (Correspondence 73-70, 73-71)

· Lesson 74A, D 5-minute timing.  74E Refer to Word Processing Manual Pg 117 , Doc Processing (Correspondence 74-75)
· Lesson 75A & B 1-minute timings.  74E, Doc Processing (Report 75-58).  
Unit 16 Tables
· Lesson 76D  & F Refer to Word Processing Manual Pg 119, Doc Processing (Table 76-26, 76-28)

· Lesson 77D – E, Doc Processing (Table 77-29)

· Lesson 78C 5-minute timing. 74D Refer to Word Processing Manual Pg 123, Doc Processing (Table 78-32)
· Lesson 79B – E & 74G
· Lesson 80B 1-minute timings & 74E. Refer to Word Processing Manual Pg 127, Doc Processing (Table 80-38, 80-40).  
Test 4 – All sections on pages 299 – 300 must be completed

	Week 3
	Unit 17 Formal Report Project

· Lesson 81C 1-minute timings  – E Refer to Word Processing Manual Pg 133, Doc Processing (Report 81-59)

· Lesson 82D 5-minute timing., Doc Processing (Report 81-59 continued)

· Lesson 83B 1-minute timings – E, Doc Processing (Report 81-59 continued)
· Lesson 84C 5-minute timing, Doc Processing (Report 81-59 continued)
Save Report 81-59 as instructed in text.  If you do not save each time as instructed, the scoring will indicate multiple mistakes.
· Lesson 85 Doc Processing (Report 85-60, 85-61, 85-62)
Unit 18 International Formatting

· Review Lesson 86 – 89 Be aware when you are dealing with an international client because you must convert standard application output into more attractive, functional and efficient electronic documents.  In addition, distribute them over a variety of delivery channels including print, fax, email, Web or digital archive.
Unit 19 Medical Office Applications

· Lesson 91C  1-minute timings – D, Doc Processing (Table 91-47)

· Lesson 92D 5-minute timing, Doc Processing (Report 92-65)
· Lesson 93B – E, Doc Processing (Report 93-66)
· Lesson 94C 5-minute timing, Doc Processing (Table 94-49)

· Lesson 95D, Doc Processing (Report 95-67, Correspondence 95-93)



	Week 4
	Unit 20 Legal Office Applications

· Lesson 96D 5-minute timing, - 96F Refer to Word Processing Manual Pg 142.  Doc Processing (Report 96-68)

· Lesson 97D, Doc Processing (Report 97-69, Table 97-52)

· Lesson 98D 5-minute timing, Doc Processing (Report 98-70)

· Lesson 99D, Doc Processing (Report 99-71)

· Lesson 100B – E, Doc Processing (Report 100-73)

Test 5 – All sections on pages 392 – 395 must be completed

Unit 21 Using and Designing Office Forms

· Lesson 101E – G Refer to Word Processing Manual Pg 145. Doc Processing (Form 101-1)

· Lesson 102C 5-minute timing, Doc Processing (Form 102-4, 102-5)
· Lesson 103E & F Refer to Word Processing Manual Pg 151.  Doc Processing (Form 103-6, 103-7)

· Lesson 104C 5-minute timing, Doc Processing (Form 104-9)
· Lesson 105B 1-minute timings – G, Doc Processing (Form 105-12, 105-13)

	Week 5
	Unit 22 Designing Office Publications
· Lesson 106C  5-minute timing – D Refer to Word Processing Manual Pg 159, Doc Processing (Report 106-76, 106-77)
· Lesson 107F Refer to Word Processing Manual Pg 162, Doc Processing (Report 107-79)
· Lesson 108C 5-minute timing – D, Doc Processing (Report 108-82)
· Lesson 109B – G, Doc Processing (Report 109-84)

· Lesson 110D 5-minute timing, Doc Processing (Report 110-86, 110-87).  
Unit 23 Designing Web Pages

· Lesson 111 E – H Refer to Word Processing Manual Pg 164 Doc Processing (Report 111-88) You will finish building the Web site in Lessons 112-115
· Lesson 112 Doc Processing (Report 112-90 Website continued)

· Lesson 113 Doc Processing (Report 113-92 Website continued)
· Lesson 114D – E Refer to Word Processing Manual Pg 171. Doc Processing (Report 114-97 Website continued).  

· Lesson 115H & I Refer to Word Processing Manual Pg 174.  Doc Processing (Report 115-100).  

	Week 6
	Use this week to get caught up with your work if you have fallen behind on your assignments.

	Week 7
Finals Week
	Test 6 


The following documents that should be in your Electronic Keyboarding Portfolio:  Your portfolio needs to be completed and submitted to the instructor.  Turn your work into the instructor all at once, not one piece at a time.  
	1. Create executive stationary for your letters

2. Business letters in block style

3. Two page business letter

4. Formal Report
5. Memo

6. Title page
	7. Table of Contents

8. Meeting agenda

9. Minutes of a meeting

10. Open table

11. Boxed table

12. Resume
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Thank you for a wonderful journey! Your self-learning starts from here!

"It is good to have an end to journey toward, but it is the journey that matters in the end."
--Ursula K. LeGuin
Student Grade Sheet

      Name:




  Semester:

Pre/Post Test – Objective Test = 30 @ 10 points each

5 Minute Timings = 50 Points @ 3 points each  

Documents = 75 Points @ 6 points each
Total Points 155
	I
	Timings
	

	II
	Document Portfolio

	

	III
	Objective Tests
	

	IV
	Post test
	

	
	Total Points
	

	
	
	

	
	Course Grade
	


Assessment of Keyboarding Skills

Name____________________________

Date ____________________________

	Keyboarding Skills
	Needs

improvement
	Some of the time
	All the time

	· Back is straight and body is leaning forward slightly? 


	
	
	

	· Sitting centered in front of the keyboard (body directly in front of the "J" key)?


	
	
	

	· Sitting a hand span from the keyboard?


	
	
	

	· Feet are flat on the floor?


	
	
	

	· Arms are relaxed with elbows close to their sides?


	
	
	

	· Keeping fingers curved, tips of fingers resting lightly on HOME ROW?


	
	
	

	· Keeping wrists low, but palms of hands not resting on the keyboard or desk?


	
	
	

	· Beginning and ending all keystrokes at HOME ROW position?


	
	
	

	· Keying each key with the correct finger?


	
	
	

	· Keying the space bar with the thumb?


	
	
	

	· Shifting with the appropriate "little" finger?


	
	
	

	· Using the "little" finger of the right hand for the Enter key?


	
	
	

	· Keeping eyes moving from the keyboard to the monitor?


	
	
	

	· Using the Triangle method by glancing at the monitor, down at the keyboard, over at the text, then copying text?


	
	
	


Electronic Keyboarding II SYLLABUS

Caveats:  This syllabus is a written contract involving the instructor, student and the college.

Your instructor will make every attempt to follow the above procedures and schedules, but they may be changed in the event of extenuating circumstances.

Students submitting assignments through the mail are advised to make copies for their own protection.
If you move during the semester, please file a change of address form at any GCC campus registration office.

Student/Instructor Contract

Acknowledgment of Receipt of Syllabus

Please sign and return the following acknowledgment to me in class or at the following address:

Dr. Stephen Cullen
Gila Community College

Gila Pueblo Campus

Globe, AZ 85501
____I have received my Electronic Keyboarding II syllabus (including course objectives, policies, requirements and schedule) and have read and understand all the enclosed materials.           

 

____I have no objection to receiving an occasional call from the instructor at the number given with my registration materials.  







        

____I prefer that the instructor not call or contact me by phone anytime during the semester.                       



____I would like to be contacted by the instructor regarding the following concerns:

        

        
Name _______________________________________             Student ID #

         Phone




   E-mail address

�
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