AUSTIN COMMUNITY COLLEGE
CONTINUING EDUCATION

KEYBOARDING
(Introduction to Keyboar ding)

(8 hours)
POFT 1014

COURSE SYLLABUS

Course Description: Introduction to the computer keyboard. Topics include the home
keys, aphabetic keys, symbol keys, body position, and various keyboarding techniques.
Emphasisis placed on learning touch-typing. Prerequisites. None.

Objectives. Every student will be ableto:

Discuss proper body, hand and finger positions
Use home keys

Use space bar and Enter/Return key

Use boogter keys

Discuss spacing rules

Use number keys

Use symbol keys

Lig the rules for typing symbols

Use the Typing Tutor

Rationale: Use of computersis essentid to al areas of business and persond activities.
This course will enable students to start using computers and the keyboard efficiently.

Required Material: None
Type of Course: Short Course

Evaluation: Studentswill be evaluated on their competency in performing avariety of
hands-on exercises throughout the course. In order to grant CEU credit for a course the
students must be able to complete assessment exercises for each part of the course given
by theingructor. The ingructor will vaidate each participant’ s achievement of the
course objectives by signing and awarding individua certificates of completion.
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Course Outline;

Body, hand and finger positions

moow»

. Proper body position
Proper hand position

Proper finger position
The importance of taking bresks
Safety tips

Keyboard

OMmMOOm»

Choosing the right keyboard
|dentifying the aphabetic keys
I dentifying numeric keyped
Navigation keypad

Booster keys

Symbol keys

Function keys

Home keys

A.
B.
C.

Home-key position
Pacing finger on the keyboard
Using the home keys

Space bar

A.

|dentifying the space bar

B. Using the spacebar
C.
D. Using the Enter/Return key

|dentifying Enter/Return key

Alphabetic keys

A.
B.
C.

Adding keys gradudly
Practicing aphabetic keys
Touch typing
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VI.  Booger keys
A. ldentifying Shift keys
B. Usng left Shift key
C. Usang right Shift key
D. Other keys

VII.  Spacing rules
A. Spacing after abbreviations
B. Spacing after aperiod
C. Spacing after acolon
D. Other spacing rules

VI, Number keys
A. ldentifying number keys
B. Usng number keys

IX. Symbol keys
A. Identifying symbol keys
B. Usng symbol keys
C. Rulesfor typing symbols

Student Assessment Checklist:
At the completion of the course each student will be able to:

Discuss proper body, hand and finger positions
Use home keys

Use space bar and Enter/Return key

Use boogter keys

Discuss spacing rules

Use number keys

Use symbal keys

Lig therulesfor typing symbols

Use the Typing Tutor

©oo~Nog~wNE

(%2 hour)

(¥2hour)

(%2 hour)

(%2 hour)



