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OFFICE  CALCULATORS   OFFC 324

INSTRUCTOR:  Helen Grattan,  E-Mail  hggrattan@dmacc.edu
REQUIRED TEXT: 


ELECTRONIC BUSINESS MACHINE CALCULATION, Third Edition, by Daniel 

J. Schneck & Albert G. Giordano; Prentice Hall, 1997.



ISBN  0-13-571803-1

COURSE

   DESCRIPTION: 



Electronic calculator operations.  Emphasis on speed and accuracy.  Includes topics in addition, subtraction, multiplication and division; also the use of constants, chain computations and prorations.

COURSE


 COMPETENCIES: 


During this course, the student will be expected to:

 1.
Demonstrate the 10-key touch method.


1.1
Show finger placement on the 10-key keypad. 


1.2
Operate the electronic calculator without watching fingers. 

 2.
Solve addition, subtraction, multiplication and division problems.


2.1
Perform the steps involved in solving addition problems.


2.2
Perform the steps involved in solving subtraction problems.


2.3
Perform the steps involved in solving multiplication problems.


2.4
Perform the steps involved in solving division problems.

 3.
Solve problems using the various function settings.


3.1
Recognize the different function settings.


3.2
Select the appropriate function setting for solving problems. 

 4.
Solve problems using constant multipliers and divisors.


4.1
Recognize the steps involved in using constant multipliers and divisors.


4.2
Make the appropriate machine adjustments for using constant multipliers and 


divisors. 

 5.
Select the appropriate decimal settings for solving a variety of problems.


5.1
Recognize the different decimal settings available.


5.2
Make the machine adjustments for using the appropriate decimal setting.

 6.
Solve problems involving accumulative numbers using the memory register.


6.1
Identify the steps involved in working with accumulative numbers.


6.2
Recognize the procedures for using the memory register.


6.3
Select the appropriate steps for solving accumulative



multiplication and division problems.

 7.
Solve problems involving chain computations.


7.1
Recognize the steps involved in performing multiple calculations.


7.2
Perform multiple calculations in solving problems such as net price and 



discounts.

 8.
Solve problems involving prorations.


8.1
Identify the steps involved in working with prorations.


8.2
Perform the steps necessary to solve proration problems.

 9.
Recall numbers stored in memory to solve problems.


9.1
Recognize the steps involved in storing numbers in memory.


9.2
Identify the steps involved in recalling numbers in memory.


9.3
Perform the steps necessary to recall numbers from memory in solving such 


problems as payroll and horizontal and vertical addition.

10.
Solve problems using the percent key.


10.1
Recognize the advantages of using the percent key in solving problems.


10.2
Utilize the percent key in solving problems involving percentages.

11.
Operate the electronic calculator in a timed situation.


11.1
Key numeric data for five minutes.


11.2
Compute timing grade.
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COURSE OUTLINE: 
  I.
Introduction


A.
Parts of the machine


B.
10-key fingering technique

 II.
Addition, Subtraction, Multiplication, Division


A.
Addition


B.
Subtraction - Debit and Credit Balance


C.
Subtotals - Addition


D.
Addition and Subtraction Combined


E.
Multiplication of Whole Numbers and Decimals


F.
Multiplication of Constants


G.
Division of Whole Numbers and Decimals


H.
Division of Constants




TEST

III.
Memory Register


A.
Horizontal and Vertical Addition


B.
Accumulative Multiplication
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C.
Accumulative Division


D.
Cubic Volume (Memory Recall)


E.
Daily Sales Averages


F.
Balance Key




TEST 

 IV.
Percent  


A.
Commissions Calculation


B.
Markup


C.
Markdown


D.
Invoices



E.
Percent Increase/Decrease


F.
Payroll with Overtime


G.
Chain Discounts


H.
Proration  --  Percentage of Total




TEST

  V.
Speed and Accuracy Timings and Drills


A.
5-minute timings


B.
Drills

EVALUATION:  


The final grade will be determined as follows:




Timings

50%




Tests  

  
25%




Daily Work 

25%




The grading scale for tests is as follows:





90 - 100% = A





80 -  89% = B





70 -  79% = C





60 -  69% = D





Below 60% = F




Five-minute timings will be given at each class meeting.  The three best 



timings will be averaged to determine this portion of the course grade.




To be considered for a grade, all timings must be completed during the 

class period, and must be completed in the classroom.  For course completion, a minimum of 15 timings must be turned in.




Timings will be evaluated as follows:





A = 176+         kspm; 0 -  3 errors




B = 136 - 175 kspm; 4 -  6 errors 



C = 100 - 135 kspm; 7 - 10 errors

NOTES  --



Attendance will be taken daily.  If a student is absent, it is his/her responsibility to obtain missed material from the instructor.  The instructor reserves the right to refuse late work and to deduct for late assignments.  Assignments two weeks old will not be accepted.  Tests will be announced, and will be preceded by a review.  Missed tests may not be made up unless the student calls in the day of the missed test.  Missing a review is not an excuse


for delaying a test.

EVALUATION --


Using the 4.00 grading system, grades will be determined as follows:




A
=
4.00




A-
=
3.67




B+
=
3.33




B
=
3.00




B-
=
2.67




C+
=
2.33




C
=
2.00




C-
=
1.67




D+
=
1.33




D
=
1.00




D-
=
 .67




F
=
 .00

CLASSROOM RULES



No food or drink in the classroom



No children in the classroom



Chew gum with your mouth closed



No tobacco of any kind



No cell phones or pagers



No profane language in the classroom



Behave as a Mature Adult


These guidelines are subject to revision at the discretion of the instructor.
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