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CBOT 415 LX Beginning Computer Keyboarding

Ms. Carolyn Jung, Professor







1.5 units; No Prerequisites

Phone:   (650) 306-3213; Office:  Bldg 13, Room 203





CSU Transfer

E-mail:  jung@smccd.edu








CR/NC or Letter Grading
Office Hours:  Mon & Wed 11 – 1 pm; Tues 1 – 3pm; Thurs 9 – 11 am; Fri 4 – 5 pm

Entry Level Skills:  Eligibility for READ 836, and ENGL 836 or 400.
Description
This course is an overview of correct keyboarding techniques using the alphabetic and numeric keys on the computer.  Computer software is used to aid in developing a minimum speed of 25 words per minute (wpm) for true beginners and a minimum speed of 30+ words per minute for students who have had previous typing experience.
CR/NCR Option
Students who elect this option (i.e., Pass/Fail) must complete & sign the appropriate form & submit it to the Admissions & Records Office within the first two sessions of the class.  Once you elect the CR/NC option, the decision is irreversible.  A grade option course allows students to explore various fields of study and to broaden their knowledge, particularly in fields outside their major, without jeopardizing their grade point average.  Courses taken on a Credit/No Credit basis may or may not be applicable toward fulfillment of a major, the certificate or general education requirements.  For further information, refer to the current college catalog or consult your counselor. 
Textbook 
Gregg College Keyboarding Lessons 1 - 20, by Ober, Johnson, Zimmerly, Glencoe McGraw-Hill Publishing Co., 10th edition.  ISBN 0-07-296340-9.  This textbook is available at the college bookstore with a limited number of loaners which must be returned in good unmarked condition or a hold will be placed on your records at the Admission’s Office.  
Optional 
As an alternative, instead of purchasing the textbook, you may purchase a boxed kit, which includes the textbook, student Word manual, home software, user’s guide, & easel.  Students find purchasing the boxed kit convenient when doing their typing assignments at home.  Check the system requirements for the typing software prior to your purchase of the boxed kit.
Objectives 

Demonstrate mastery of typing techniques 

30%

Completion of all required assignments 




35%

Two theory Tests (Multiple Choice) 




20%

Final Exit Timed Writings Speeds 





15%
Students will type a minimum of two lessons per day with homework.  If you do not finish your assignments in class, you need to complete the assignment for homework.  You will be covering 20 lessons.  Everyone is required to do a minimum of two hours of homework each week.  If you plan to do any of your typing homework in the computer lab, please log your lab hours in at the computer in the back of the room.  However, any typing work done at home, requires you to fill out the attached Lab sheet which must be turned in to the instructor when the class is completed.
	Beginner
	Not Beginners (has previous typing experience)

	25+ words per minute
	A 
	30+ words per minute
	A 

	21 – 24 words per minute
	B 
	26 – 29 words per minute
	B 

	19 – 20 words per minute
	C 
	20 – 25 words per minute
	C 

	15 – 18 words per minute
	D 
	15 – 19 words per minute
	D

	Below 15 wpm
	F 
	Below 15 words per minute
	F


You will have two exams--one a midterm test covering Lessons 1 – 10 and at least three one-minute timings.  A final exam covering Lessons 11 – 20 with at least three exit time writings for 3 minutes with a goal of no more than five errors for each timing.
Attendance:  Attendance is mandatory.  See the instructor if you must miss a class. If you need to leave early, please let the Instructor know at the beginning of the class.  You are responsible for completing any assignments missed. You are permitted two absences. You may be dropped for excessive absences or tardiness. If for any reason you cannot continue with the class, it is your responsibility to drop the class on a timely basis before any deadline date.  Failure to do so may result in a final grade of "F."   
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