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3rd edition, Ubelacker, Delaney, Allan:
Copp Clark Pitman, 1990,

Uniteg I, II, IIT and IV

EH112 or equivalent.

Introduction te the skill of keyboarding using a
computer, Emphasizes the development of epeed and
Bgcuracy. You are also expected to develop a
ugeable competency in +typing tables, letters,
memos, and reports for persconal and/or business
use.

The student ghall have an average speed of a minimum
of 21 net words per minute on the production of
gtraight copy, letters, forme, tables and

:I."E'Fﬂ L.

Course work on production and speed will represent
38% of the final grade, and the work in the final
month will represent 70X of the final grade.
Students generally reach their maximum skills at
the end of this course.

The final grade will be composed of speed and
production. The scale for speed ia:
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@ — 18 1
1l = 15 2
is - 26 3
g B dw
26 = 29 5
3@ = 33 &
a4 = 37 7
38 - 41 &
42 and over 9

Froduction vwill be marked out of 9
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The student ahall lesrni
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B.

7.

1@,

11
12,

13,

14.
15.

16.

the correct use of the machine and ite service
mechanisms.

to operate the letter and number keys by
touch.

to operate the Ifunotion keys required for
mnicroprocessing data.

to make all machine and program adjustments
needed to set margine, tabe and line epacing.

Lo center keyboarded material both
horizontally and vertically.

to format open and ruled tables.

to format business 8nd personal business
lettera in full block style and vith mixed
(twvo-point) punctuation.

to types/write envelopes using correct format.

to proocfread and edit copy, mark and count
errors, and compute keyboarding speed.

to recognize and understand all commanly-=
uged proofreader's marks.

to format bound end unbound reports.
to format outlines and enumerations.

to format a title page, table of contents,
and bibliography.

how to use and format references;
to format an interoffice memo.
to develop a minimum typing speed of

3@ words per minute with four errors or
less ocn a three-minute timing.



