HIBBING COMMUNITY COLLEGE

COURSE OUTLINE
COURSE TITLE:  Keyboarding 2
COURSE NUMBER:  BUS 1111
CREDITS:  3  (Lec 0 / 3 Lab ) 
PREREQUISITES:  BUS 1110:  Keyboarding 1
CATALOG DESCRIPTION:

Keyboarding 2 is a continuation of Keyboarding 1. The course is designed for students who will be processing a large volume of information using the computer. The course prepares the student for the office by implementing advanced keyboarding simulations, applying additional functions keys, creating special documents, and mastering the 10-key pad using the touch method.
OUTLINE OF MAJOR CONTENT AREAS:
I. Keyboarding 1 Review of Word Processing Features and Correspondence Review
II. Review of Tables and Short Reports

III. Proofreading Techniques

IV. Memorandum Templates

V. Special Documents

A. Magazine Articles

B. Lengthy Reports

i. headers

ii. footers
VI. Tables
VII. Financial Statements

VIII. Mail Merge

IX. Multiple Windows

X. Merging Cells

XI. Templates

XII. Insert Boarders and Frames

XIII. 10-key Mastery

COURSE GOALS/OBJECTIVES/OUTCOMES:
Students will
1. review document applications from Keyboarding 1.

2. insert page breaks on documents.

3. use reveal codes to make corrections or adjust copy.

4. proofread all business documents accurately.

5. use print preview to see how document will look when printed.

6. number items using automatic numbering feature.

7. format various tables using create table feature.

8. insert tables within printed material using the table dialog feature.

9. adjust columnar widths and heights with the autofit feature.

10. center documents vertically and horizontally.

11. use appropriate commands to create, format, and position headers and footers.

12. insert appropriate commands to insert leaders.

13. cut, copy, and paste information within documents.

14. find, search, and replace information.

15. use case conversion commands.

16. prepare news releases, magazine articles for publication, and book      manuscripts.

17. produce financial and accounting statements utilizing all relevant commands.

18. address envelopes automatically.

19. merge information from documents and create customized letters.

20. work with multiple windows.

21. select and use correct font size for documents.

22. create templates of invoices, purchase orders, and purchase requisitions to be used in simulations.

23. use the graphic feature to create letterhead paper.

24. apply the border and frame feature on documents.

25. complete office simulations packets using all commands and features of the keyboard.

26. memorize the numeric keyboard by using the touch method.

27. acquire proficient levels on timed writings on the numeric keyboard.

28. complete timed writings on the alphabetic keyboard.

HCC COMPETENCIES MET: 
Working Productively and Cooperatively

Thinking Creatively and Critically

STUDENT CONTRIBUTIONS:
Students are expected to attend all class and lab sessions, complete assignments as designated, request assistance when needed, and contribute to positive learning and lab environments. Students should expect to spend six to eight hours per week in the computer lab, depending upon skill levels.

METHODS FOR EVALUATING STUDENT LEARNING:

The grade will be determined by scores obtained on lab assignments, timed writing speeds (10-key and alphabetic keyboard), simulated projects, and assessment tests.
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