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OFFICIAL COURSE OUTLINE INFORMATION 

 
Students are advised to keep course outlines in personal files for future use. 

Shaded headings are subject to change at the discretion of the department and the material will vary
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FACULTY/DEPARTMENT:                          Applied Business Technology 
           ABT 131  ABT 101 and ABT 102           3.0 
COURSE NAME/NUMBER  FORMER COURSE NUMBER  UCFV CREDITS 
                                                                                         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 

 
SYNONYMOUS COURSE(S) SERVICE COURSE TO: 
(a) Replaces: ABT 101 and ABT 102                       ─ 
  (Course #)  (Department/Program) 
(b) Cannot take: N/A For further credit.                      ─ 
  (Course #)  (Department/Program) 

 
TOTAL HOURS PER TERM: 90  TRAINING DAY-BASED INSTRUCTION 
STRUCTURE OF HOURS    LENGTH OF COURSE:  
Lectures:  Hrs  HOURS PER DAY:  
Seminar:  Hrs    
Laboratory: 90 Hrs    
Field Experience:  Hrs    
Student Directed Learning:  Hrs    
Other (Specify):  Hrs    
    

 
MAXIMUM ENROLLMENT: 24  
EXPECTED FREQUENCY OF COURSE OFFERINGS: Twice a year 
WILL TRANSFER CREDIT BE REQUESTED? (lower-level courses only)  Yes  No 
WILL TRANSFER CREDIT BE REQUESTED? (upper-level requested by department)  Yes  No 
TRANSFER CREDIT EXISTS IN BCCAT TRANSFER GUIDE:  Yes  No 

AUTHORIZATION SIGNATURES:  
  
Course Designer(s):  Chairperson:  
 (Curriculum Committee) 
  
Department Head:  Dean:  
  
PAC Approval in Principle Date:  PAC Final Approval Date: 2002 08 28 
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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    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, 3rd 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 – 0.5 errors A+ 3.0 – 3.5 errors  B- 
0.6 – 1.1 errors A 3.6 – 4.1 errors C+ 
1.2 – 1.7 errors A- 4.2 – 4.7 errors C 
1.8 – 2.3 errors B+ 4.8 – 5.5 errors C- 
2.4 – 2.9 errors 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. 


