MSU-BOTTINEAU

Course Outline

Name of instructor: Colette Schimetz
Course Title and Number:CIS 152 Keyboarding II




Credits: 3 


Prerequisite: Ability to key 35 NWAM
	Course Description: Keyboarding  BOTE 152 emphasizes the development of speed and accuracy using the computer keyboard.  This course also offers instruction in formatting various forms of business documents using an integrated word processor.


	Required Text: •
Keyboarding and Word Processing 17th Edition, VanHuss, Forde, Woo, Hefferin, Thomson Southwestern Publishing, ISBN:0-538-73024-2


	*Course Objectives: (List which, if any, of the general education goals listed below each of your course objectives satisfies by writing the number of the goal beside the objective.)
To demonstrate the ability to efficiently use the keyboard.

To demonstrate the ability to compose material at the keyboard (#1)

To exhibit proper work habits and posture. (#9)

To create and manage information using computer technology. (#3)

To format various types of business documents correctly and accurately.

To demonstrate the ability to use the software’s formatting features to enhance business documents

To recognize proofreader marks and make appropriate document corrections


	Course Content: Students will use a Web-based software to develop speed and accuracy while  keyboarding straight copy and  during document production. Emphasis is placed on formatting and keying various business documents such as memos, letters, reports, and tables from staight copy, rough drafts, and unformatted material.  

	Relationship to Campus Theme: (Provide a statement describing how this course addresses the campus theme of Nature, Technology and Beyond.)

 At first nature and technology may seem to be opposites but, people by nature, are curious. This curiosity and quest for knowledge has led to the development of all technology. In turn this technology can be used to care for the Earth and therefore, improve the quality of life for all people.

	Course Requirements and Evaluation: Grades are based on timed writings (3 best timings)(40%), daily assignments (40%), and exams and quizzes (20%). Exams are both objective and production.



*Ten General Education Goals

1) To develop the ability to communicate

2) To develop thinking skills

3) To develop knowledge and application of technology

4) To develop skills in mathematical computation

5) To develop an aesthetic appreciation for the world in which we live

6) To promote the management and use of physical activity

7) To develop a knowledge and application of science

8) To understand and appreciate cultural diversity

9) To develop lifelong learning skills

10) To foster interpersonal development

Course Objectives (Sample)


To develop skills analyzing and interpreting dramatic texts, demonstrated through discussions (Meets MSU-B General Ed. Goal #2)


To develop your own critical analysis and interpretation through writing papers


To become more familiar with dramatic terminology


To explore dramatic texts through performance (Meets MSU-B General Ed. Goal #5)

