MSU-Bottineau

Course Syllabus

Keyboarding II– BOTE 152
Spring 2004

Class Meeting Time:
Tuesday and Thursday from 9:30 a.m. to 11:00 a.m. 

Room: 

Memorial 341

Instructor:

Mrs. Sandra Larson, MSM

Office Hours:

By arrangement

Office and Phone:
No office available on campus, home # 839-3243 or cell # 721-2940
E-mail:

larson@misu.nodak.edu
REQUIRED TEXT:


Keyboarding Word Processing, Microsoft 2002, Lessons 1-60, 
Vanhuss, Forde, Woo. ISBN:  0-538-72482-X
121 Timed Writings with Skillbuilding Drills, Clayton, 6th, 
South-Western. ISBN: 0-538-69240-5
OTHER REQUIRED MATERIALS:

One 3 ½” high-density disk.  Disks will be used for data storage and backup.

COURSE DESCRIPTION:

Keyboarding II emphasizes the development of speed and accuracy using the computer keyboard.  This course also offers instruction in formatting various forms of documents such as memos, letters, reports, and tables from straight copy, rough drafts, and unarranged materials using Microsoft Word.
COURSE OBJECTIVES:


Students will:

1. Demonstrate the ability to efficiently use the keyboard.

2. Exhibit proper work habits and posture.
3. Create and manage information using computer technology. (Objective 3)

4. Format various types of business documents correctly and accurately.  (Objective 1)

5. Demonstrate the ability to use the software’s formatting features to enhance business documents. (Objective 3)

6. Recognize proofreader marks and make appropriate documents corrections. (Objective 2). 
METHOD OF INSTRUCTION:

Lecture, class discussion, timed writings, skill-building drills, and individual assistance in class will be employed.  Many class sessions will include lab time to work on assignments, which provides feedback of assessment of students’ practical application of the concepts.  Testing will also aid in reaching class objectives.  Learning concepts will be supported with feedback on results of tests and homework assignments.
COURSE REQUIREMENTS:
Classroom Procedures:  Permanent-seating arrangements will be used.  The student will use a self-assigned seat for the entire semester.  Please try to sit near another student in the same course (Keyboarding I or II).

Special Needs:  Any student with special needs should notify the instructor during the first week of class to make the proper arrangements to handle these concerns.  

Attendance:  You are responsible for regular attendance.  Any due dates given or assignments will be strictly followed.  Any late assignment will receive ½ credit, with a deduction for errors, unless arrangements have been made with the instructor.

Nonattendance during the testing will be dealt with seriously, unless proper arrangements are made with the instructor ahead of time.  The student must notify the instructor of any circumstances that could qualify for an excused absence.  In the case of excused absences, the test must be made up within one week of the original test date.  If the test has not been made up in that time, a zero will be given as a grade.  Timely notification of the circumstances (prior notification, except for medical emergencies) is required.  If the instructor has not been notified, the student will receive ½ credit, with a deduction for errors.  The best way to contact the instructor is by e-mail. A make-up test is available, which will cover the same content as the original test, but may have different questions to answer.
Assignments:  Assignments will be given during class meeting times.  Regular attendance is required to keep up to date on classroom activities and assignments. If a student misses any class, it is the student’s responsibility to contact another student for notes. 

Assignments will be given in each of the units covered.  It is important that each student do his/her OWN assignments.  All parties caught cheating will receive a zero on the assignment.  All work must be done on your individual disks.  Each assignment must be labeled properly or a 20% reduction in your assignment grade will result!!!
	Overall Grading Format

A = 90%

B = 80%

C = 70%

D = 60%

F = Less than 60%


GRADING PROCEDURE:

Grade Calculation:



40% Test Scores

20% Daily Assignments and Attendance

40% Timed writings

	Production Grade
	Description

	A
	Your supervisor would gladly send this message with no edits.  This document would make you stand out among other employees.  You might even get a raise or promotion!

	B
	Your supervisor would send this message with minor edits; document has a few grammatical, mechanical, and/or format errors.

	C
	This document contains several grammatical, mechanical and/or format errors.  It needs major editing before it could be sent.

	D
	This document shows some understanding of the assignment, but it must be completely rewritten before your supervisor would send it.

	F
	This document does not show an understanding of the assignment. It would put you in serious jeopardy on the job. 


*Timings with more than two minor errors per minute cannot be used for grading.

	  Speed Grading

A = 60+ wpm

B = 53-59
C = 45-52
D = 37-44


