Course Outline

CBOT 417 KX--Skillbuilding

Ms. Carolyn Jung, Professor





1.5 units, Prerequisite CBOT 415

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


CSU Transfer

E-mail:  jung@smccd.edu 






CR/NC Option
Office Hours:  Mon & Wed 11 – 1 pm; Tues 1 – 3pm; Thurs. 9 – 11am; Fri 9 – 10 am and 5 – 6 pm
 

Entry Level Skills:  Eligibility for READ 836, and ENGL 836 or 400.

Description 
This course provides individualized, self-paced instruction to improve accuracy and develop keyboarding (typing) speed.  Diagnostic tests are given to assess skill levels.  

CR/NC Option
This course is taken on a Credit/No Credit (i.e. Pass/Fail) basis and may be repeated for credit up to 3 units.  
Textbook
3rd Edition Skillbuilding Building Speed and Accuracy on the Keyboard by Eide, Rieck, & Klemin.  Published by Glencoe McGraw-Hill.  Published in USA.  Third Edition.  Copyright 2003.  ISBN 0-07-829801-6.  Do not purchase this if you are buying the boxed home kit!
Optional
You may purchase a boxed home kit that contains the textbook and software to install on your home computer.  Be sure you read the system requirements to be sure the software is compatible with your home computer before you purchase. 

Skillbuilding (Home Version) by Eide, Riech, Klemin; 3rd edition, ISBN 0-07-295695-X.

Glencoe McGraw-Hill.
Course Objectives  
1. Measures your entry keyboarding speed and accuracy at the start of the class.

2. Evaluate Finger Placement

3. Determine your specific keyboarding problems through analysis of diagnostic tests and select appropriate practice lessons based on diagnostic tests.

4. Measure your overall skill-development progress at regular intervals using Progress Check Timings.

5. At the end of the course take exits typing tests to determine skill improvement. Your scores in the Course Exit Timings will be compared to the Course Entry Timings.

6. Demonstrate keyboarding skills with 95% accuracy on 5-minute timings with no more than 5 errors.

Note:  Your final grade will be determine by your entry speed PLUS your speed gain using the chart on the following page.
Improvement Scale
	
	Speed Gain Required to Qualify for:

	Course Entry Speed
	Grade A
	Grade B
	Grade C
	Grade D

	70 or above
	+4 wpm
	+3 wpm
	+2 wpm
	+1 wpm

	60 – 69
	+5 wpm
	+4 wpm
	+2 - 3 wpm
	+1 wpm

	50 – 59
	+6 wpm
	+5 wpm
	+3 - 4 wpm
	+2 wpm

	40 – 49
	+7 wpm
	+6 wpm
	+4 - 5 wpm
	+3 wpm

	30 – 39
	+8 wpm
	+7 wpm
	+5 - 6 wpm
	+4 wpm

	29 or below
	+8 wpm
	+7 wpm
	+6 wpm
	+5 wpm


Attendance:  Attendance is mandatory.  See the Instructor if you need to miss a scheduled class.  If you are absent, you are responsible for any work missed.  You are permitted two absences.  For any emergencies, call the Instructor and leave a message.  Two hours minimum per day of Lab is required for each day of class.  You must log in your LAB HOURS on  the computer in the rear of the classroom.  However, if you do your homework at home, then fill in the lab sheet which is to be turned in at the last class meeting.







