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OAI020 - INTERMELNIATE KEYBOARDING

College Keyboarding, Complate Cgurse with WordParfent 5.1 by
Charles H. Duncan, Susie H. VanHuss, and S, ElvVan Wamar

€] Handhook

double-sidad, high-density diskette: word-processing rulsr; binder
and dividars; additional supplies as requasted by the instructor

OA1010 or Typing 20. Student should key a minimum of 30 nat
words per minute on a five-minute timed writing.

Formatting of mailable business correspondence, repors, tables,
and administrative documaeants,

Tha student shall format mailable letters, memos, tables, reports,
manuscripts, and administrative documents within an allotted time,

Mamos, letters, centring and 1ables, manuscripts and reports,
admimistrative documents, and additional material, time parmitting.

The final grade will be composed of-

Assignments 10%
Quizzes 2%

Project 45%
Tasts 40%
TOTAL J00%

Timed production will be marked out of o

Keyboarding error -1 {for each error)
Formatting error -2 {for each error)

NOTE: A grade of 4 s necessary o progress to the next level
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