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	Contra Costa College


	Course Outline


	Department & Number
	BOT 200
	Number of Weeks per term
	18

	

Course Title
	Basic Keyboarding
	Lecture Hours per term
	9

	Prerequisite
	None
	Lab Hours per term
	27

	Co-requisite
	None
	*HBA per term
	

	Prerequisite or concurrently
	None
	Activity Hours per term
	

	Challenge Policy                    
	None
	Units
	1

	Advisory
	None


	*HOURS BY ARRANGEMENT: 
	
	Hours per term.

	 ACTIVITIES: (Please provide a list of the activities students will perform in order to satisfy the HBA requirement):

	NA


	COURSE DESCRIPTION


	This course offers basic typing instruction on the computer keyboard.  The emphasis is on learning how to type with speed and accuracy using the touch system. Email, Internet and File Management will also be covered.




	COURSE OBJECTIVES

	At the completion of the course the student will be able to:


	Type using the touch system techniques.

	Type at a straight-copy speed of 25 words-per-minute with no more than 4 errors.

	Save, copy, delete and organize files on a computer.

	Access the Internet as a resource utilizing search engines and known URLs to find information


  COURSE CONTENT: (In detail; attach additional information as needed and include percentage breakdown) 
	60
	%
	I.
Keyboard

A. Alpha keys

B. Numeric keys

C. Symbols

D. Basic computer vocabulary

	20
	%
	II.
Skill building on a variety of materials

A. Handwritten

B. Typewritten

C. Rough draft

D. Formatting basics

E. Proofreading skills

F. Error correction

	10
	%
	III.
Internet/Email

	10
	%
	IV.
Operating System/File Management


	METHODS OF INSTRUCTION


	Lecture, discussion, demonstration- audio and visual


	INSTRUCTIONAL MATERIALS


	Textbook Title:
	Keyboarding & Word Processing Essentials

	 Author:
	VanHuss Forde Woo

	        Publisher:
	South-Western

	   Edition/Date:
	18th Edition 2011


NOTE: To be UC transferable, the text must be dated within the last 5 years OR a statement of justification for a text beyond the last 5 years must be included. 
	COURSE EXPECTATIONS (Use applicable expectations)


	Outside of Class Weekly Assignments
	Hours per week


	Weekly Reading Assignments
	1

	Weekly Writing Assignments
	

	Weekly Math Problems
	

	Lab or Software Application Assignments
	2

	Other Performance Assignments
	1


 STUDENT EVALUATION: (Show percentage breakdown for evaluation instruments)
	75
	%
	Timed keyboarding tests

	25
	%
	Home assignments


	  GRADING POLICY (Choose LG, CR/NC, or SC)


	x
	Letter Grade
	
	Pass / No Pass
	
	Student Choice

	90% - 100% = A 
	70% and above = Pass
	90% - 100% = A

	80% -   89% = B      
	Below 70% = No Pass                                  
	80% -   89% = B

	70%  -  79% = C     
	
	70%  -  79% = C

	60%  -  69% = D    
	
	60%  -  69% = D

	Below   60% = F  
	
	Below   60% = F

	or

	70% and above = Pass

	Below 70% = No Pass


	Prepared by:
	Pamela Rudy


	Date:
	2/20/13
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