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DESCRIPTION 
In a 7 week exploratory course students will learn proper typing technique; basic typing facts; correct finger positioning and reaches on the keyboard; take time writings toward a specified typing goal; and how to set-up word documents.  
OBJECTIVES

Students will learn the following:

· Proper typing techniques

· Basic Typing Facts & MS Word Basics
· Correct finger positions and reaches for all keys on the Qwerty keyboard

· Goal setting and achieving

· Microsoft Word basics

CLASSROOM EXPECTATIONS
1. Reliability!  Be in your assigned seat and ready to work when the bell rings.

2. Responsibility!  Come to class prepared with materials, pencils, notebooks, etc.

3. Courtesy!  Treat everyone and there property respectfully.  When the teacher or other students are speaking, keyboards and voices are to be quiet.  
4. Patience!  Wait to be excused from class and not line up at the door.

5. Respect!  Take proper care of classroom equipment.  Each student will demonstrate respect for the property of other and the school.  
6. Work together!  You must ask two classmates for help if you have a question before asking me if it was a concept we went over in class.  

7. Listen!  You should not be talking if someone else is.
ASSESSMENT

· Grades will be given for student performance 

· Weekly grade for use of proper typing technique

· Participation in class will also be factored into grade.
All assignments are done in class.  However, if you are to miss class you are still responsible of making up the work that was done in class for the day of absence.  
COURSE DETAIL
(Material that will be covered)

Microtype 4.0 is the software used for students to complete the lessons.  

	Alphabetic Keyboard:

· Learn Home Row

· Learn h and e

· Learn i and r 

· Learn o and t

· Learn n and g 

· Learn Left Shift and (.)

· Learn u and c

· Learn w and Right Shift

· Learn b and y

· Learn m and x

· Learn p and v

· Learn q and (,)

· Learn z and :

· Learn Caps Lock and ?

· Learn Tab and Backspace

	Numeric Keyboard:

· Learn 8 and 1

· Learn 9 and 4

· Learn 0 and 5

· Learn 7 and 3

· Learn 6 and 2

	Numeric Keypad:

· Purpose and proper uses for 10 keypad

· Learn entire 10 keypad

	Basic Typing Facts & MS Word Basics:

· Spacing after punctuation marks

· Paragraph spacing

· Typing Basics

	Digital Citizenship:
· Everfi


