GRANDE PRAIRIE REGIONAL COLLEGE

OFFICE ADMINISTRATION &p ;
COURSE OUTLINE "_'.EE'};?
SKILE BUILDING |
OA 1231

lostrucior: Kelly Couler Emaik: keouheriagpre ob.co
Othee; €°214
Phogee! 539-28120
OMhce Howars; Toesday & Thursday |00 - 2:00

Prerequixite: (1110

Text: EeyChamp Sharp, Walier,, Olinzock. Anthony,, & Santos, Ono.,,
Toromo. G, south-Western Edueations| Publishing
In addition. the Instrector may use other resources Lo supplement
the above material.

Course

Description: This course focuses on the development of employable
kevboarding speed and accuraey through proven individualized
skill building drills.

Course

Objective: The student will able 10 key by touch at a minimmum of 40 net
words per nunute on five-minute straight copy timed writings
which @re administered mthe inal days ol the ¢ourse,

Grading: Ferm assignment mandatory | Ergonomics)

Supplics:
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Office Admimstration 1231

Skati Building
Tentative Timeline
WEEK DAY | DAY 2 REFERENCE
I Home Row keys Home row Keys Dictation
2 Heview home row Review Home row [Metation
Mew Kevs: RILH T.& New Keys:
[ncorporate # kevs with  O.G, U, Left shuft. W, MK Typing
corresponding upper M. Y. Right shift Software
reach Incorporate & keys with
corresponding upper
reach
3 Review previows keys Review previous keys Dictation
New Keys: MNew keys: X, B./ 7.7
PCQANZIY Timings MK Typing
Complete # keys with Software
#ach new upper reach Reaches Program
4 Review & Composing Review & Composing Reaches Program
5 Work on symbol keys Review all keys Masiermg
{Shift + # keys) New kevs: Tab key and Keyboarding
Cul key
6 Review function keys Work on Numeric Mastering
Introduce the Numeric Keypad Keyboarding
Keypad Reaches Program
7 Timmgs and Techmque Review Power Typing Drills
Work on Mumeric
Keypad
8 Start KeyChamp Sessions | & 2 Key Champ
Technigue Marking
9 KevChamp FoevChamp Sessions KeyChamp
Sessions 3 & 4 46
l B KeyChamp KevChamp KeyChamp
Sessions F&8 Sesons 9-11
1 1 KeyChamp EeyChamp EevChamp
Sessiens TBA Sesuons TBA
Exam Prep Hoview

12

Year Review




