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Provide the student with a basic introduction to keyboarding and the use of
the computer.

Dl book purchased from bookstore

One 3 147 computer disk

Stodents will complete seven lesson units covering skills designed for
beginning typists,

Lecture and practical application.

The student must complete all portions of the course in order o pass the
course. Marks will be awarded as a CR (credit) for completion and NC
{né credit) for incompletion.

Identify main parts of a computer

Demonstrate ability to access word processing program
Demonstrate ability to name and recall files

Demonstrate ability to use features of processing program
Demonstrate ability to use printer

Demonstrate comect use of disk handling

Model proper keyboarding posture

Model proper hand/key placement

Identify home row

Demonstrate keyboarding without looking at keys
Complete course work in required time frame of 18 hours



