CBOT 417 KX—Skillbuilding; CRN 83080


Name  ______________________________

Instructor: Carolyn Jung; Telephone (650) 306-3213

Fall 2007—Wed, 6:30 – 9:30 pm

Office Hours:  (see course outline for office hours listed)
E-mail:  jung@smccd.edu
Text:  3rd Edition Skillbuilding by Eide, Rieck, Klemin; ISBN 0-07-829801-6
Syllabus

	Day 1
Orientation/Introduction to the class, class policies, handouts, textbooks, and use of Materials fee cards.  

You will begin by reading pgs 1 – 5 in your textbook on “Course Entry and Exit.”
Next, in class, you will be typing the following to determine your entry timing speed:

1. Read page 1 on Course Entry Timing.

2. Take the Warmup timing on the top of page 2.  Then take the timing under the Warmup section on page 2.
3. Read page 3 on Alphabet Practice.  

4. Turn on page 4 on Alphabet Practice—Diagnostic Timing.  Warmup with the practice on the top of page 4.  
5. Then take the timing under the Warmup session on page 4 to determine what letters of the alphabet is/are giving you difficulty.

6. Turn on the flip side of your book & read page 115 on Number practice.  

7. Do the Warmup lesson on the top of page 116.  
8. Then take one-minute timings on Timings A, B, & C on page 116.
If you finish early, you may continue with the next day’s lesson.


	Day 2
Do the following lessons in class tonight:
1.  Do the Alphabet Practice.  Select any lesson from Lessons 1 – 26 beginning on page 6-31.  Select the letters from the alphabet that you need to work on based on the diagnostic test you took last week.  
2. Number 97 practice on p 118 on the 1 key.
3. 3.  Read p 177.

4. 4.  Then do the Warmup at the top of p 178.

5. 5. The do the Placement timing on page 178.
6. 6.  After you take the Placement timing on p 178, turn to pp 179 - 191 and select a space that is slower than the placement timing speed.  Remember the goal on pp is you must finish the paragraph with NO errors before you can proceed with the next speed.   

7.  Finish any incomplete lessons for homework.
Print only your work for tonight’s class.  Do not print last week’s work.  Ask the instructor for directions on how to do this.
	Day 3
Do the following lessons in class tonight:

1.  Do the Alphabet Practice. Select any lesson from Lessons 1 – 26 beginning on page 6-31.  Select the letters from the alphabet that you need to work on based on the diagnostic test you took on the first week.  

2.  Number 98 practice on p 119 on the 2 key.  
3. Pacing Practice on pg 179 – 191.  Pick up from where you left off last week.  Remember, you must finish a whole paragraph with NO errors before you can proceed to the next speed!  These practices help you to increase your speed and accuracy.
4. Select any exercise of your choice.

5. Lesson 32 on page 39 on Word-Level Keystroking.  
6.  Lesson 38, pg 46 on Frequently Used Words.
7.  Finish any incomplete lessons for homework.

Print only your work for tonight’s class.  Do not print the work from the last two week!
	Day 4.

Do the following lessons in class tonight:

1.  Do the Alphabet Practice. Select any lesson from Lessons 1 – 26 beginning on page 6-31.  Select the letters from the alphabet that you need to work on based on the diagnostic test you took on the first week.  

2.   Lesson 57 on Concentration, p 68.
3.  Number 99 practice on p 120 on the 3 key.
3. Select any exercise of your choice.
4. Alternate-Hand Words, Lesson 72, pg 85.
5. Pacing Practice on pg 179 – 191.  Pick up from where you left off last week.  Remember, you must finish a whole paragraph with NO errors before you can proceed to the next speed!  These practices help you to increase your speed and accuracy.

6.  Finish any incomplete lessons for homework.
Print only your work for tonight’s class.  Do not print last week’s work.
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	Day 5
 Do the following lessons in class tonight:

1.  Alphabet Practice, select any lesson from Lessons 1 – 26 beginning on page 6-31.  Select the letters from the alphabet that you need to work on based on the diagnostic test you took.  

2.  Number 100 on the 4 key pg 121.

3.  Select any lesson of your choice.
4.  Punctuation practice, Lesson 92.
5.  Select any lesson on Right-hand words.

6.  Symbol Practice of your choice.
7.  Pacing practice.
8.  Finish any incomplete lessons for homework.
Homework:  Do Horizontal/Vertical Reaches, Lesson 42 on pg 51.

	Day 6
Do the following lessons in class tonight:

1.  Alphabet Practice, select any lesson from Lessons 1 – 26 beginning on page 6-31.  Select the letters from the alphabet that you need to work on based on the diagnostic test you took.  

2.  Number 101, pg 122 on the 5 key.

3.  Select any lesson of your choice.
4.  Punctuation practice. Lesson 93
5.  Select any lesson on left-hand words.
6.  Symbol Practice of your choice.
7.  Finish any incomplete lessons for homework.
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	Day 7
Do the following lessons in class tonight:

1.  Alphabet Practice, select any lesson from Lessons 1 – 26 beginning on page 6-31.  Select the letters from the alphabet that you need to work on based on the diagnostic test you took.  

2.  Number 102, pg 123 on the 6 key.
3.  Select any lesson of your choice.
4.  Select any lesson on Left OR Right-hand words.
5.  Symbol practice of your choice.
6.  Pacing Practice, continue from where you left off.
7.  Finish any incomplete lessons for homework.

	Day 8
1.  Number 103, pg 125 on the 7 key.

2. Pacing Practice. 
3.  Any Concentration exercise of your choice.

4.  Select any four exercise of your choice that you need.
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Note:  Next week is the last week of class.  You will be taking exit timings as your final exam.
Day 9
Final Exam

1.  You will take several Exit timings on page 2 again to compare the speed between the entry timing and your exit timing today.  Warm up with the practice at the top of the page.
2.  Next, you will take and several Exit timings on Numbers.  Turn to pg 116 and warm up with the practice at the top of that page.  The take 1-minute timings each on Timings A, B, and C on p 116.
3.  Turn in your Lab sheet.


