KEYBOARDING

Mrs. Kelley – kelley@eastchambers.net 
Room 301
Conference (10:20-11:10)


CLASS OVERVIEW

Keyboarding is a one-semester course.  Students will master the skills of touch keyboarding (alphabetic and numeric).  The student will use Microsoft Word 2007 to format and process documents during the mastery of this course. 
Keyboarding is a prerequisite for Business Computer Information System (BCIS) which is required for graduation.

GRADING SYSTEM

Scale:

1. Daily Work 40%

2. Tests 40%

3. Timings 20% 

GENERAL INFORMATION:

1. Be seated before the bell.

2. No food or drinks.

3. No headphones.

4. Late work will not be accepted.

5. You are responsible for a test if present the day it is assigned.

6. Log in as yourself.

7. Do not change default computer settings.

8. Do not access the Internet without permission.

9. Do not install or download anything on the computer.

