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Keyboarding

COURSE DESCRIPTIVE TITLE

CALENDAR DESCRIPTION:

This 3-credit course will provide the student with a program designed to improve speed and accuracy in keyboarding.
The Cortez Peters method of keying letter by letter is used.

PREREQUISITES: None
COREQUISITES: None
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ABT 131

COURSE NAME/NUMBER

LEARNING OBJECTIVES / GOALS / OUTCOMES / LEARNING OUTCOMES:
Upon completion of this course, the student will have reliably demonstrated the ability to:
1. Type with an even rhythm using a letter-by-letter system.
2. Use diagnostic charts to analyse types of errors and speed deficiencies.
3. Select appropriate corrective drills for improving speed and accuracy.
4. Type three five-minute timings with an average of five errors or less at a speed of 40 nwpm (net words per minute).
METHODS:
Drills and Timed Writings
PRIOR LEARNING ASSESSMENT RECOGNITION (PLAR):
Credit can be awarded for this course through PLAR X Yes [ No
METHODS OF OBTAINING PLAR:
Timed Writing Testing

TEXTBOOKS, REFERENCES, MATERIALS:
[Textbook selection varies by instructor. An example of texts for this course might be:]

Cortez Peters Championship Typing Drills, 3" edition

SUPPLIES / MATERIALS:
One high-density 3.5 inch diskette

STUDENT EVALUATION:
[An example of student evaluation for this course might be:]

In the last month of the program, the student will be evaluated based on his or her three best five-minute timings. A letter
grade will be assigned based on the average error rate on any three papers that meet the speed requirement of 40 nwpm (net
words per minute).

0.0-0.5errors| A+ 3.0-3.5errors B-
0.6—1.1errors| A 3.6 —4.1errors C+
1.2-1.7errors| A- 4.2 — 4.7 errors C
1.8-2.3errors| B+ 4.8 -55 errors C-
24-29errors| B more than 6 errors NC

COURSE CONTENT:
[Course content varies by instructor. An example of course content might be:]

See Objectives/Learning Outcomes. The student is expected to attend all assigned drill sessions and spend additional time
doing corrective practice as suggested by the diagnostic procedures.



