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	Instructor Information

	Name
	Helen Grattan
	E-mail address
	hggrattan@dmacc.edu

	Phone number
	(515) 964-6480
	Fax number
	(515) 965-7135

	Office location
	Ankeny Campus
Building 8 Room 1C
	
	

	Course Information

	Course title
	Keyboarding

	Course number
	ADM105
	Credits
	1

	Section number
	WWW
	
	

	Course description
	Basic instruction on a personal computer to learn the touch system for the alphabetic keyboard, number keyboard, and the ten-key numeric pad. http://www.dmacc.edu/courses/crsrod.asp 

	Course competencies
	During this course, the student will be expected to 

1. Demonstrate correct keyboarding techniques.

2. Key the alphabetic reaches by touch.


2.1 Practice the key reaches on the computer.


2.2 Key alphabetic material by touch at 15+ NWPM

3. Key the numeric keypad reaches by touch

3.1 Practice the keypad operations on the computer.


3.2 Demonstrate the ability to key numeric material by touch.

4. Demonstrate the correct numeric and symbol reaches on the top row of the keyboard.

4.1 Practice the numeric and symbol keyreaches on the computer.

4.2 Demonstrate the ability to key figures and symbols by keying mixed copy 

5. Key straight copy for 3 minutes.

5.1 Practice to develop speed and accuracy.


5.2 Key alphabetic material by touch for 3 minutes at a rate of 15+ NWPM.
 http://www.dmacc.edu/competencies/ 

	Important Dates

	Non-Attending Reports Sent
	January 17, 2007

	Mid-Term Reports Sent
	February 9, 2007

	Last Day to Drop Class
	March 27, 2006

	Last Day to Submit Assignments
	April 30, 2007

	Textbooks & Materials

	Required textbooks
	College Keyboarding: Keyboarding Course Lessons 1-25

Authors:  VanHuss, Forde, and Woo

South-Western + Thomson Learning Publisher

	Required supplemental materials
	 Keyboarding Pro 4 Software

	Additional Software available but not Required
	DMACC students can purchase the Microsoft Office Suite for $10.00 at the campus bookstores.  Package includes Word, Excel, Access, PowerPoint, Outlook and Publisher.

	Computer Requirements:
	http://www.dmacc.edu/distance/browsertest.asp 

	Technical Support
	1. Contact instructor.

2. Search the DMACC online website.  http://www.dmacc.edu/online/ 
3. Contact helpdesk 515-965-7300 x7300 or http://www.dmacc.edu/helpdesk/
4. Contact the distance learning office at 1-800-362-2127, ext. 6422 or distancelearning@dmacc.edu.

	Course Policies

	Time Commitment
	Students taking online courses should plan on spending the same amount of time as in a face-to-face course including seat time and homework.

	Instructor Response
	The instructor will make every attempt to respond to course e-mail within 24 hours during the work week (Monday through Friday) though it may not be possible in all cases.  

	Grading Criteria


	The final grade for this course will be determined as follows: 

Daily Work . . . . . . . . .  . 70% 

Diagnostic Timings. . . .  30% 

Daily Work is 75 percent of your grade and will be based on the percentage of lessons completed successfully. 

A = Lessons 1-25, Keypad Lessons 1-4, and Skill Builder Lessons A-T, 
B = Lessons 1-25,Keypad Lessons 1-4, and Skill Builder Lessons A-L 
C = Lessons 1-25, and Skill Builder Lessons A - G, Keypad Lessons 1-4
D = Lessons 1-25 & Numeric 10-key
F = Less than Lesson 25 
Diagnostic 3-Minute Timing is 30 percent of your grade will be based on your speed and accuracy.
*You may do these timings over and over as you progress through the skill building lessons to improve your net words per minute ratio or you can come on to the Ankeny campus to do a 3-minute supervised timing. Timing grade is figured on net words a minute (deduct two words from gross average speed for each error). The grading scale for timings is as follows:
30+ NWAM      = A
25 - 29 NWAM = B
20 - 24 NWAM = C
15 - 19 NWAM = D
To figure your net words per minute, multiply the errors by two and subtract from your gross words per minute. For example, if you typed 40 gross words per minute and made 4 errors, your net words per minute would be 32. The math is 40 - (4x2) = 32 NWPM (net words per minute). 



	Netiquette
	Email

1. Always include a subject line.

2. Remember without facial expressions some comments may be taken the wrong way.  Be careful in wording your emails.  Use of emoticons might be helpful in some cases.

3. use standard fonts.

4. Do not send large attachments without permission.

5. Special formatting such as centering, audio messages, tables, html, etc. should be avoided unless necessary to complete an assignment or other communication.

6. Respect the privacy of other class members.

Threaded Discussions

1. Review the discussion threads thoroughly before entering the discussion. 

2. Try to maintain threads by using the "Reply" button rather than starting a new topic. 

3. Do not make insulting or inflammatory statements to other members of the discussion group. Be respectful of other's ideas. 

4. Be patient and read the comments of other group members thoroughly before entering your remarks. 

5. Be cooperative with group leaders in completing assigned tasks. 

6. Be positive and constructive in group discussions. 

7. Respond in a thoughtful and timely manner. 



	Academic dishonesty
	Refer to the DMACC Student Handbook: 

http://www.dmacc.edu/handbook/welcome.asp

	DMACC Information Web Sites

	DMACC home page
	http://www.dmacc.edu/

	Instructor home pages
	http://www.dmacc.edu/instructors/welcome.asp 

	Admissions & registration
	http://www.dmacc.edu/potienti.asp 

	Cellular phone use statement
	http://www.dmacc.edu/student_services/cellphone.asp 

	Student handbook
	http://www.dmacc.edu/handbook/welcome.asp 

	Add/drop dates
	http://www.dmacc.edu/registration/add_drop.asp 

	Refund policy
	http://www.dmacc.edu/refund.asp 

	Support Services

	Accommodations
	“It is the policy of DMACC to accommodate students with disabilities.  Any student with a documented disability who requires reasonable accommodation should contact the special needs coordinator at 515-964-6850 voice or 515-964-6810 TTY.”

	Services for students with disabilities
	http://www.dmacc.edu/student_services/disabilities.asp  

Contact the special needs coordinator at 515-964-6850V, 
515-964-6809 TTY or the counseling & advising office on any campus for an Application for Accommodation.

	Academic & educational advising
	http://www.dmacc.edu/advising/welcome.asp 

	Online Advisor
	An Online Adviser may be of help to you with registration or other questions.  onlineadviser@dmacc.edu.

	Career counseling
	http://www.dmacc.edu/counseling/ 


	Library
	http://www.library.dmacc.edu/ 



	Academic Achievement Center
	http://www.dmacc.edu/student_services/academic_achievement_center.asp 

	Tutoring
	DMACC tutoring centers:  http://www.dmacc.edu/student_services/tutoring.asp 
SMARTTHINKING:  http://www.dmacc.edu/smartthinking/smartthinking.asp 

	All computer labs are available to Internet DMACC Students
	http://www.dmacc.edu/helpdesk/pc_labs.htm 

Ankeny

Building 6

· Monday thru Thursday: 7:30 am to 10:00 pm

· Friday:  7:30 am to 4:00 pm

· Saturday:  7:30 am to 2:00 pm

Boone

Computer lab adjacent to the Library on the first floor

· Monday – Thursday 7:30 am to 9:00 pm 

· Friday - 7:30 am to 4:00 pm

Carroll

Computers are available in the Library, Room 158, room 129 and Room 153
Newton

Room 110 A
· Monday – Thursday 8:00 am to 9:00 pm

· Friday 8:00 am to 4:00 pm

Interactive Learning Center (ILC), Room 120
· Monday – Thursday 9:00 am to 9:00 pm

· Friday – 9:00 am to 4:00 pm

Urban/

DesMoines
Building 1, Rooms 202 and 215
· Monday – Thursday 8:00 am to 9:30 pm

· Friday 8:00 am to 4:30 pm

· Saturday 8:00 am to 12:00 pm

West

Room 114W
· Monday thru Friday - 7:30 am to 9:00 pm 
· Saturday - 9:00 am to 3:00 pm 


	Disclaimer

	“This syllabus is representative of materials that will be covered in this class; it is not a contract between the student and the institution.  It is subject to change.  These changes will be communicated via email or posted as announcements.  If you have any problems related to this class, please feel free to discuss them with me.”

	Nondiscrimination Policy

	Des Moines Area Community College shall not engage in or allow discrimination covered by law.  This includes harassment based on race, color, national origin, creed, religion, gender, sexual orientation, age, and disability.  Veteran status in educational programs, activities, employment practices, or admission procedures is also included to the extent covered by law.  Individuals who believe they have been discriminated against may file a complaint through the College Discrimination Complaint Procedure.  Complaint forms may be obtained from the Human Resources Department, the campus Provost's office, or the EEO/AA Officer.  

Persons who wish additional information or assistance may contact the EEO/AA Officer, Dr. Sandy Tryon, Human Resources, Bldg. 1, 515-964-6301.  Employees and applicants refer to HR Procedures 3000, 3005, 3010, 3015, and 3020.  Click here http://www.dmacc.edu/hr/hrpp.asp .

For requests for accommodations, the Accommodation/Section 504/ADA Coordinator, Sharon Bittner, can be contacted at 515-964-6857.  Students with requests for accommodations refer to the Student Services procedure 4610 located on the DMACC Intranet at http://my2.dmacc.edu/default.aspx. Go to Policies & Procedures and choose Student Services Procedures.


	Course Schedule

	Week or Date
	Assignments/Projects
	Due Date
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