COURSE OBJECTIVES FOR KEYBOARDING
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LEARNING OBJECTIVES




Check one at end of each semester:  

First Semester: 



Standard Program
 Modified Program

second semester:


Standard Program
  Modified Program


	Develop ability to keyboard by touch using proper keyboarding techniques and computerized skill-building software. Speed and accuracy development emphasized throughout the course.
	Assigned Semester

FALL 

(x)
	Assigned Work Completed

(x)
	Assigned Semester

SPRING 

(x)
	Assigned Work Completed (x)

	· To develop/demonstrate an understanding of the computer keyboard and its functions.
	
	
	
	

	· To develop/demonstrate an understanding of proper hand position and the home row, including the shift function.
	
	
	
	

	· To develop/demonstrate an understanding of reaching for the upper, lower, and number row while keeping hands in correct position, including the shift function.
	
	
	
	

	· Operate the following keys by touch: all alphabet keys, punctuation: keys, top row number keys and symbol keys.
	
	
	
	

	· Develop keyboarding speed.
	
	
	
	

	· Identify and operate computer functions keys.
	
	
	
	

	· To develop/demonstrate an understanding of the use of the number pad.
	
	
	
	

	· Use correct spacing after punctuation marks.
	
	
	
	

	· Interpret proofreader's marks and make indicated changes.
	
	
	
	

	· Enter, edit, and save text using word processing software.
	
	
	
	

	· To develop/demonstrate an increasing ability to type documents with increasing speed and accuracy.
	
	
	
	

	· Demonstrate the ability to use word processing software to edit and produce documents and reports
	
	
	
	

	· Demonstrate an ability to use the keyboard and mouse interchangeably
	
	
	
	

	· Understand terminology relating to computers, hardware, software, careers, the internet
	
	
	
	

	· Properly handle and manage memory storage.
	
	
	
	

	· Develop and use a consistent format for file naming.
	
	
	
	

	· Retrieve and print documents.
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	Materials and Resources Used: (choose one or request alternate)
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