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Keyboarding 8

Course Outline 2009-2010

Teacher: Ms. Cho

Course Objectives

· To introduce and reinforce the basic skills involved in “touch typing”

· To introduce and use the word processor to format documents

· To ensure that students are comfortable with the Moscrop computer environment
Term Evaluation

Warmups



20%


Assignments



20%


Technique



60%

Software: All the Right Type and Microsoft Word

Course Expectations:

1. Arrive to class on time  (
2. Bring a note if you are going to be absent (or have been absent)  

3. Come to class prepared to work (bring a pen or pencil and your duotang)

4. Complete all of the assigned work to the best of your ability

5. Respect everyone and everything in the class, the school, and the community.

6. Follow computer lab rules and procedures

