
Keyboarding - 1

	Business Technology
School Year

Keyboarding
 
Course Code # ___0710, ___0810, ___3715, ____3710

½ Credit
 Term:____Fall____Spring
Recommended Prerequisite:  Computer Literacy (K-6)
	Student:
Grade:

	
	Teacher:
School:

	
	Number of Competencies in Course: 38

	
	Number of Competencies Mastered:

	
	Percent of Competencies Mastered:


Standard 1.0
The student will operate and maintain the workstation.

	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	1
	· 
	Applies computer and keyboarding terminology.
	
	

	2
	· 
	Demonstrates the handling of the computerized workstation.
	
	

	3
	· 
	Assesses the potential safety hazards in a computer lab.
	
	

	4
	· 
	Demonstrates lab safety knowledge with 100% score on lab safety quiz.
	
	

	5
	· 
	Debates the ethical and the legal issues involved in using a computerized workstation.
	
	


Standard 2.0
The student will operate the alphabetic, numeric, and symbol keyboard using the touch system.
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	6
	· 6
	Applies correct body and hand position for keyboarding. 
	
	

	7
	· 7
	Uses the correct touch system to reach the alphabetic, numeric and symbol keys
	
	


Standard 3.0
The student will apply language arts skills to prepare business documents.

	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	8
	· 8
	Applies spelling, punctuation, and capitalization rules.
	
	

	9
	· 9
	Uses correct sentence structure in composing, keying and formatting a paragraph. The paragraph must meet mailability standards.
	
	


Standard 4.0
The student will research and apply typography, layout, design, and composition concepts and guidelines for document preparation.
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	10
	· 1
	Prepares a layout using typography specifications.
	
	

	11
	· 
	Applies layout and design principles using original and/or imported graphics. (Gateway Algebra 5.0).
	
	

	12
	· 
	Applies spot color to graphics and text.
	
	

	13
	· 
	Applies typographical commands to text.
	
	

	14
	· 
	Rotates text and graphics. (Gateway Algebra 5.0).
	
	

	15
	· 
	Proofs, edits, resizes, crops/manipulates copy and graphics. (Gateway Algebra 2.0).
	
	

	16
	· 
	Prints or publishes hard copy that meets publication and design standards.
	
	


Standard 5.0
The student will demonstrate speed and accuracy using the touch system of keying.
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	17
	· 
	Keys a minimum of 25 NWAM on a 3-minute timed writing.
	
	

	18
	· 
	Keys mailable copy from rough-draft and script materials.
	
	

	19
	· 
	Keys and edits documents using proofreaders’ marks.
	
	


Standard 6.0
The student will format text.
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	20
	· 
	Keys a document with single and double digit numbers and wraparound text, applying formatting functions for setting margins; setting indent, decimal, left, center and right tabs; setting paragraph spacing, page break or section break; and keying headers and footer to include page number.
	
	

	21
	· 
	Keys and centers an announcement horizontally and vertically.
	
	

	22
	· 
	Keys one half-page, two-paragraph mailable document with a centered title in 10 minutes.
	
	


Standard 7.0
The student will create effective business documents.
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	23
	· 
	Uses the touch system and word processing software to create, modify, store, retrieve and print documents.
	
	

	24
	· 
	Keys and formats personal business letters, business letters, memorandums, and other business documents and reports meeting acceptable mailability standards.
	
	

	25
	· 
	Composes, organizes, edits, revise documents at the keyboard applying typography and formatting rules and functions.
	
	

	26
	· 
	Keys and formats effective appearance and accurate business documents.
	
	

	27
	· 
	Saves documents and prints hard copy
	
	


Standard 8.0
The student will develop and demonstrate human relations, self-management, organizational, and professional leadership skills.
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	28
	· 
	Analyzes leadership and confidence through professional development activities.
	
	

	29
	· 
	Applies effective image building technique.
	
	

	30
	· 
	Composes and typesets informative articles for publication in local and/or state publications.
	
	

	31
	· 
	Organizes and manages a team presentation on leadership.
	
	

	32
	· 
	Demonstrates parliamentary procedure.
	
	

	33
	· 
	Researches, analyzes, composes, keys, formats, and prints the attributes of a leader.
	
	

	34
	· 
	Applies effective image-building and public relations techniques.
	
	

	35
	· 
	Composes, keys, and formats informative articles for publication in the local and state BPA and/or FBLA chapter newsletters.
	
	

	36
	· 
	Organizes and manages a team presentation on leadership (Gateway English II Standards 4.0).
	
	

	37
	· 
	Makes a two-minute report on an assigned keyboarding topic.
	
	

	38
	· 
	Analyzes the goals and applies the principles of Business Professionals of America and/or Future Business Leaders of America.
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