CBOT 415 KX—Beginning Computer Keyboarding


Name __________________
     

CRN 83079






Instructor: Ms. Carolyn Jung

Telephone:  (650) 306-3213 




Classroom:  Bldg. 13, Room 214 

E-mail:  jung@smccd.edu
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Your password is your name in lower-case letters plus two numbers.  Your Password:  ____________ 
	Day 1
Lessons 1 & 2

Orientation/Introduce class rules regarding food and cell phones.  Go over handouts, textbook, and homework, use of Materials Fee Card & Lab requirements.

Go over pages vii – viii of the textbook with the Instructor.
 Lesson 1 (Home Keys) pgs 3 & 4.

Lesson 2 (E R O H keys) on pgs 5 – 6.

Print the work that you typed today before you leave.  The instructor will show you how to print.
Homework

Do:  If you did not finish Lessons 1 & 2.  Then do it for homework.  

	Day 2
Lessons 3 & 4 
Lesson 3 (MTPC Keys ) on pages 7 – 8 for homework.
Lesson 4 (Rt Shift, V, period W keys) on pgs 9 – 10.

Print your work for today only.  Do not print the work you did last week, only print what you typed for today.
Homework

If you did not finish Lesson 4, finish it for homework.
Remember to fill out your Lab Sheet each time you do your typing homework at home.  
If you do your homework in the Lab, remember to log in and log out on the computer at the back of the classroom. You do not fill in the Lab sheet if you do your homework in the lab.

	Day 3
Lessons 5. 6, & 7 
Lesson 5 (Review) on pgs 11 – 12.
Lesson 6 (I, Left Shift, hyphen & g keys) on pgs 14 – 15.
Lesson 7 (u b colon/ semicolon and x keys) on pgs 16 – 17.

Print your work for today only.  Do not print the work you did last week, only print what you typed for today.
Homework

If you did not finish Lessons 6 or 7, finish it for homework.

Remember to fill out your Lab Sheet each time you do your typing homework at home.  
If you do your homework in the Lab, remember to log in and log out on the computer at the back of the classroom. You do not fill in the Lab sheet if you do your homework in the lab.

	Day 4
Lessons 8, 9, &10
Lesson 8 (y, comma, q, and slash keys) on pgs 18 - 19.

Lesson 9 (n z ? and Tab keys)  on pgs 20 – 22.
Lesson 10 (Review) on pages 23 – 24.
Homework
If you did not finish Lessons 9 or 10, complete it for home-work.
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Note:  Next week you will have your multiple choice midterm exam on Lessons 1 – 10 and at least three one-minute timings.
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	 Day 5 

Lessons 11, 12 
Lesson 11(Number Keys 5, 7, 3 and 9) pgs 26 - 27

Lesson 12 (Review), pgs 28 – 29.
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TEST

Multiple-choice test and one-minute timings next week on Lessons 1 – 10.  Review page vii on “Counting Errors” and pg viii before you take the test.

Remember to fill out your Lab Sheet each time you do your typing homework at home.  
If you do your homework in the Lab, remember to log in and log out on the computer at the back of the classroom. You do not fill in the Lab sheet if you do your homework in the lab.

	Day 6
Lessons 13, 14, & 15
Lesson 13 (8 2 & 0 Keys) on pgs 30 – 31.

Lesson 14 (4 6 & 1 keys) on pgs 32 – 33.

Lesson 15 (Review) on pgs 34 – 35.
Homework

If you did not finish Lessons 14 or 15, finish it for home-work.


	Day 7
Lessons 16, 17, & 18
Lesson 16 ($ ( ) ! keys) on pgs 37 – 38.

Do: Lesson 17 (Review) on pgs 39 – 40.

Lesson 18 (* # ' keys) on pgs 41 – 42.

Homework

If you did not finish Lessons 17 or 18, finish it for home-work.

Remember to fill out your Lab Sheet each time you do your typing homework at home.  

If you do your homework in the Lab, remember to log in and log out on the computer at the back of the classroom. You do not fill in the Lab sheet if you do your homework in the lab.


	Day 8
Lessons 19 & 20

Lesson 19 (&% and @ keys) on pgs 43 – 44.

Lesson 20 Review, pgs 46 – 47.


	Day 9

Final Exam

The last 1 ½ hour of the class will be reserved for your 

Multiple choice test for Lessons 11 – 20 tonight.  Also you will do three Exit Timings for 3 minutes each with no more than five errors for every three-minute timing.
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