JCC OFFICIAL COURSE OUTLINE

Course number, title and credits; total time allocation

	Course Number
	CIS 103
	Credits
	1
	Title
	Learning the Keyboard

	Lecture/Discussion
	15
	hrs/semester
	
	Lab
	
	hrs/semester
	
	Clinical
	
	hrs/semester


Catalog description and Pre- and Co-requisites (Same as taxonomy and catalog)
	Learn keyboard fundamentals for success in computer related programs. The students learn proper finger placement and key locations on a microcomputer. 


Knowledge, skills and abilities Students Acquire from this Course (Educational Objectives)
	Locate all alphabetic and numeric keys on a standard computer keyboard; perform necessary stroke and finger reaches to input data, print basic keyboard reports; operate tab keys, backspace and indent keys; operate the 10-key keyboard; evaluate own progress.


Associate Degree Outcomes Addressed in this Course (These must appear in course syllabus)

	ADO 7 Developing: Critical Thinking


Units/topics of Instruction
	Introduction to computer parts
Introduction to the keyboard

The Home row
Reaches to upper and lower rows

The numeric keys
Spacing and capitalization

The Tab key
Input numeric data



Instructional Techniques and Procedures
	Hands-on computer class exercises and homework projects for each chapter.  Hands-on tests and timings covering concepts learned.


Instructional Use of Computer or Other Technology

	Smart classroom projection for demonstration and computer lab usage for independent practice and exploration.


Instructional Materials and Costs to Students

	Textbook, Keyboarding software 


Skills and abilities students should bring to the course
	
	 FORMCHECKBOX 

	a limited amount of material
	
	 FORMCHECKBOX 

	basic, pre-algebraic problems

	Able to read
	 FORMCHECKBOX 

	an average amount of material
	Able to compute
	 FORMCHECKBOX 

	simple algebraic problems

	
	 FORMCHECKBOX 

	an above average amount of material
	
	 FORMCHECKBOX 

	higher order mathematical problems

	
	 FORMCHECKBOX 

	relatively easy material
	
	 FORMCHECKBOX 

	short compositions

	Able to read
	 FORMCHECKBOX 

	moderately difficult material
	Able to write
	 FORMCHECKBOX 

	medium length compositions

	
	 FORMCHECKBOX 

	technical or sophisticated material
	
	 FORMCHECKBOX 

	lengthy compositions

	
	 FORMCHECKBOX 

	keyboard skills/familiar with computer
	
	 FORMCHECKBOX 

	

	Able to use
	 FORMCHECKBOX 

	computer application
	Other necessary
	 FORMCHECKBOX 

	     

	technology
	 FORMCHECKBOX 

	web navigation
	abilities
	 FORMCHECKBOX 

	


The course is usually scheduled
	Day:
	 FORMCHECKBOX 

	Fall
	 FORMCHECKBOX 

	Winter
	 FORMCHECKBOX 

	Spring

	
	
	
	
	
	
	

	Evening:
	 FORMCHECKBOX 

	Fall
	 FORMCHECKBOX 

	Winter
	 FORMCHECKBOX 

	Spring
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