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Lecture 1 Lab O

Tuesdays 6:00 7:50pm

June 9th through Jul®8, 20®

None

The content of the first credit is appropriate personal
keyboarding and is designed to develop keyboard master
fundamental keyboarding techniques, and continuous
accurate keyboarding. The second and ttiiedlits are
required for office careers and programs and introduce
business letters, tabuiam problems and manuscript forms.
Fee is required (variable contact hours)

No optional texts are required.
One blank CD or use of flash drive (preferred) ningspurchased by thstudent.
Pen/pencil and a pocket folder are needed every class session.

Program/Course Goals or Major Purposes

The ability to keyboard effectively is a skill needed for success in virtually every career. The keyboard, once &
used pimarily by secretaries and clerks to facilitate document production, is now also used extensively by man
scientists, engineers, attorneys, physicians, factory workers, and employees in a vast array of positions.

Course End Competencies

Upon completion of the activities and assignments of this course, the student will be able to

Key the alphabetic and numeric keys by touch using the proper techniques.
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Classroom Policies/Procedures

A. General Information Sheet: Attached to fiyflabus.

B. A student who does not withdraw officially fror
course progress or course attendance, which wil
withdrawal date is listed in the General Information sheet.

C. Final Exam: This is an objective test based on lectures and textbook information.

92% = A
84% =B
76% =C
70% =D

D. Attendance Policy: Class attendance is required; it is imperative that you develop the habingfromptly,
preparing your workstation, and being ready to start work at the beginning of each class sassioplete
gradesare given only to those students with special problems, such as serious illness or hospitalization.
Incomplete grades @amot given to students who because of poor skills cannot complete the course require

E. Cheating Policy: Any student involved in unethical activity, which includes cheating, will be subject to
di sciplinary action. at the instructords discret

F. Each student is responsible for adhering to the Code of Student Conduct as stated in the college catalog.

G. Computer Lab: Students may use an open computer in a lab where a class is irosBssiiin the permission

of the instructordr that class Students should not assume computers will be available for their use while ¢
classes are in session. A student identification card is necessary to use the lab equipment.

Grading Policies/Procedures

One-Credit Course Requrements

40% Daily Lessons complete Lessons13 and Skillbuilding Workshop | assignments following direction:
and meeting th deadlineof July 28th Lessons which aiacomplete oido not follow text or teacher
directions will receive half credit.

A = 1820 points

B = 17 points
C = 1516 points
D = 14 points
30% Timings/Technigue The best three timings using fAto

less, and 100 percent proofreading are averaged to establish a grade.

Chart | | Chart II

A = 25+ gross words a minute A = 23+ gross words a minute
B=2224 B =2022

Cc=1921 C=1719

D =1618 D = 1416
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20% Theory Quizzes Complete one 3Question, multiplechoice and filin test from Lessons-13,
textbook reérence material, and handouts.
A = 28-30 total points
B = 2627 total points
C = 2325 total points
D = 21-22 total points

10% Attendance Mandatory. One absence and siupsdrent
missed tests unlessstructor is notified.

A. Makeup Policy: work must be done in a timely manner outside of class and approved by the instructor.

B. Extra Credit Policy:extra credit will be given to students who complete lesson(€)31&tulents must follow
the rules inX.

C. Email Policy

1. Students must use the e-mail account provided by Moraine Valley as their official means
of email communication for all business related to this course. Any email that does not
come directly from your MVCC email (username@student.morainevalley.edu) may be filtered
by spam or junk mail filters, may get deleted, or may get a delayed response. This means if
you choose to forward your MVCC email account to some other email account (such as
username@comcast.net, or username@yahoo.com, or username @sbcglobal.com), then do
not send a response back to the instructor from that third party account. All responses to email
should come directly from your MVCC account and not from the forwarded account. In other
words, all email correspondence for this course must come from your
username@student.morainevalley.edu email account.

2. The subject line of all email to the instructor must begin with the course number AND
section number followed by the topic. The course number and section for this course is:
MIS111-001. Here are some examples:

Subject: MIS111-001, Missed class - When is quiz #2?
Subject: MIS111-001, When will my Lab 3 grade be posted?
Subject: MIS111-001, Question on assignment 12
Subject: MIS111-001, Final Exam Date

Email without a subject may not be read and will probably be deleted.

3. The body of the email must include at | east
with your full first and last name. When asking for help, please do your best to be specific
about the question(s) and always fAsigno you
last name. If you are requesting a phone call back, include your phone number with area code.

4. Email Guidelines & Procedures: Each student is responsible for reading the Email Guidelines
& Procedures, which is located at http://www.morainevalley.edu/studentemail/quidelines.htm.

D. See fAAcknowl edgement of Receipt of Syllabuso or
off the page, sign the form, and return it to the instructor.


http://www.morainevalley.edu/studentemail/guidelines.htm

VIIl.  Course Schedule/Calendar
Week Date Day Assignment
1 Jun 9 Tues- first hr Introduction/Start Lesson 1
Jun 9 Tues- 2nd hr Lesson 1 and Lesson 1 Review
2 Jun 16 Tuesi first/ismin -~ Review fingers/tech
Jun 16 Tuesi 2" hr+ Lessor2
3 Jun 23 Tuesi firstismin -~ Review fingers/tech
Jun 23 Tuesi 2ndhr+ Lessord/ Lessod
4 Jun ® Tuesi firstismin -~ Review fingers/tech
Jun 30 Tuesi 2ndhr+ Lessorb/Lesson 6
5 Jul7 Tues first/1smn ~ Review fingers/tech
Jul 7 Tuesi 2ndhr+ Lesson//Lesson8
6 Jul 14 Tues first/15min Review fingers/tech
Jul 14 Tuesi 2ndhr+ Lesson 9/Lesson 10
7 Jul 21 Tues first/1smn -~ Review fingers/tech
Jul 21 Tuesi 2nd hr+ Lesson 11/Lesson 12
8 Jul 28 Tues first/asmin  Review fingers/tech/lessons
Jul 28 FINAL EXAM
IX. Lessons outside of class should not excesa more than one lesson/ per week of class.

X. This syllabus is tentative and can be modified at the discretion of the instructor.
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