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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 – see course syllabus available from instructor  
 

ABT 131  Applied Business Technology  3 
COURSE NAME/NUMBER  FACULTY/DEPARTMENT  UFV CREDITS 

Keyboarding 
COURSE DESCRIPTIVE TITLE 

 
CALENDAR DESCRIPTION:  

Introduction to the fundamentals of correct keyboarding technique. Improvement in speed and accuracy will be 
achieved through directed drills, corrective practice, and timed testing. Emphasis is on accuracy with a minimum 
speed of 40 nwpm (net words per minute). 
 

 
PREREQUISITES: Admission to the ABT program. 
COREQUISITES:  
PRE or COREQUISITES  

 
SYNONYMOUS COURSE(S): SERVICE COURSE TO: (department/program) 
(a) Replaces:         
(b) Cross-listed with:              
(c) Cannot take:  for further credit.  

 
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  OTHER:  
Field experience:       Hrs  Maximum enrolment: 24  
Student directed learning:       Hrs  Expected frequency of course offerings: Twice a year  
Other (specify):             Hrs  (every semester, annually, every other year, etc.) 

 
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 

 
 
  

COURSE IMPLEMENTATION DATE: September 2002 
COURSE REVISED IMPLEMENTATION DATE: September 2014 
COURSE TO BE REVIEWED: September 2020 
(six years after UEC approval) (month, year) 

Course designer(s): Christine Nehring  
Department Head: Christine Nehring   Date approved: December 8, 2013  
Campus-Wide Consultation (CWC)   Date of meeting: December 13, 2013  
Curriculum Committee chair: Beverly Jones Redekop   Date approved: February 4, 2014  
Dean/Associate VP: Sue Brigden   Date approved: February 17, 2014  
Undergraduate Education Committee (UEC) approval   Date of meeting: February 28, 2014  
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LEARNING OUTCOMES: 

Upon successful completion of this course, students will be able to: 
1. Apply the principles of proper keyboarding technique. 
2. Use diagnostic charts to analyse errors and speed deficiencies. 
3. Select appropriate corrective practice to improve speed and accuracy. 
4. Key at a speed of 40 nwpm (net words per minute) with an average of five or fewer errors. 
 

METHODS: (Guest lecturers, presentations, online instruction, field trips, etc.) 

Drills and timed writings 
 
METHODS OF OBTAINING PRIOR LEARNING ASSESSMENT RECOGNITION (PLAR): 

 Examination(s)   Portfolio assessment   Interview(s)  
 

 Other (specify): Timing writing testing 
 

 PLAR cannot be awarded for this course for the following reason(s):       
 
TEXTBOOKS, REFERENCES, MATERIALS: 
[Textbook selection varies by instructor. An example of texts for this course might be:] 

Peters, C. (2005). Cortez Peters’ Championship Keyboarding Drills, Fourth Edition. New York, NY: McGraw-Hill Irwin. 
 
SUPPLIES / MATERIALS: 

Minimum 8 GB flash drive 
 
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 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. 
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