ASD Course: Keyboarding                             
CIP #  

ASD Course #: M9052, M9063 
Date: June 2004
Grade level 6-8. One semester or one quarter depending upon the school. 

The curriculum will vary from school to school based on what equipment and software is available in each building.  Programs will vary as new versions are released. This course is highly useful for both home and school.  Students will work towards mastering the keyboard by touch and be introduced to word processing. This course will also include an overview of computer fundamentals, use of peripherals, and an introduction to computer applications.

	Career Cluster Area:  Business & Administrative Services 
              Prerequisites:  None

Pathway: Business Education Technology


Occupational Skills Standards/Sources of Supporting Elements:   NBEA

Eligibility for Nationally Recognized Skill Certificate(s)/State License:  None known as of June 2002. 

Tech Prep:  Noted that none are available at this time.


	Alaska Content Standards
	Alaska Reading, Writing, Math, Performance Standards
	Performance Standards

(Learner Outcomes)
	   Assessment
	Alaska Employability Standards
	Occupational Skills Standards
	   Alaska Cultural 

Standards
	All Aspects of 

Industry

	TECH

A1,2

LA

A2,5

MATH

B7
	MATH

A3.3.2

W3.3

W3.4a
	Keyboarding:

· Practice proper keyboarding techniques;

· Improve speed and accuracy;

· Calculate words per minute;


	P/P

Test
	A2
	NBEA

SCANS
	B3
	IWE

4, 5, 9

	LA A2,5,7

C5

MATH

A1)a

TECH

A1,2

D1,2

E7
	W3.3

W3.4a

R3.6

MATH

A3.3.2

	Word Processing:

· Demonstrate knowledge of terminology, input, editing, and formatting used in word processing;

· Prepare a variety of finished documents.


	Tea.

Obs.*
	A2
	NBEA

SCANS
	B3
	IWE   

4, 5, 9

	LA

A, C1-4

MATH

B6,7

ARTS

A3

TECH

A1,2

D
	R3.6

W3.3

W3.4a

MATH

A3.3.2

A6.3.2
	Desktop Publishing:

· Demonstrate knowledge of terminology related to desktop publishing;

-      Prepare a variety of finished projects.                
	Tea.

Obs.*
	A2
	NBEA

SCANS
	B3
	IWE

4, 5, 9

	TECH A1-3

B1,2

ARTS

A3

MATH

A3
	R3.6

MATH

A3.3.2

A6.3.2

C1.3.1


	Graphics:

-     Correctly use terminology related to

graphics;                                          

-     Use and create graphics to enhance projects.


	Tea.

Obs*
	A2
	NBEA

SCANS
	B3
	IWE

4, 5, 9

	LA

A5

B1

TECH

A1-3

B, D, E5

WORLD

LANG

C2,3
	R3.4

W3.3

W3.4
	Career Pathways:

     -     Explore various careers in the business world.
	Tea.

Obs.*
	A1,2

B1,2
	NBEA

SCANS
	B3, D6
	IWE

4, 5, 6, 9

	LA

A2, 5, 7

C4

MATH

A1

T ECH

A1, 2

D1
	R3.6

W3.3

W3.4a


	Proofread rough drafts for finalizing business documents.
	Tea.

Obs.*
	A2
	NBEA

SCANS
	B3
	IWE

4, 5, 9

	LA 

A7

T ECH

B1, E7
	R3.6

W3.3

W3.4a
	Demonstrate the ability to manipulate data and store data in various locations.
	Tea.

Obs.*
	A2,6
	NBEA

SCANS
	B3
	IWE

4, 5, 9

	LA 

A1, 2, 7

C1,2,4

D3

MATH

A1)a,4-6

B1,6

TECH

A2

D2
	R3.6

W3.3

W3.4a

W3.5

MATH

A3.3.2

A6.3.1
	To key reports, letters, memos and tables using correct formatting techniques and appropriate applications.
	Tea. 

Obs.*
	A2
	NBEA

SCANS
	B3
	IWE 

4, 5, 9

	LA

A2, 5, 7

MATH

B1, E3

TECH

A1, 2
	R3.6

W3.3

W3.4a

W3.5

MATH

A3.3.2

A6.3.1
	To key personal and business documents using standard format with various business styles.
	Tea.

Obs.*
	A2


	NBEA

SCANS
	B3
	IWE 

4, 5, 9

	MATH

A1)a,4

B1, E2-3

TECH

A1-2, C1, D1
	R3.6

W3.3

W3.4a

MATH

A3.3.2

A6.3.1

	To key business documents which contain graphics and/or charts.
	Tea.

Obs.*
	A2
	NBEA

SCANS
	B3
	IWE

4, 5, 9

	TECH

A1, 2

LA

A1, 7
	R3.6

W3.3

W2.4a
	To name and utilize the various parts of business and personal letters.
	Tea.

Obs.*
	A2
	NBEA

SCANS
	B3
	IWE

4, 5, 9


*Teacher observations of final projects.

Recommended Resources:  

Textbooks:


Dostal, June.  Learning to Keyboard.  New York:  West Publishing Company, 1993.

Sherron, JoAnn, Ed.D.  and Sherron, Ronald, Ph.D.  EMC Keyboarding and Applications.  St. Paul:  EMC Publishing, 1993.

Software:


Keyboarding:


Type to Learn.  New York:  Sunburst Communications, Inc., 1997. www.sunburst.com

All the Right Type.  Burnaby, BC, Canada:  Didatech Software, Ltd., 1996.  

ISBN 155030-156-X (Lab Pack for Mac)


Word Processing:

Appleworks

Microsoft Word


Graphics and Desktop Publishing:




Appleworks

State Standards: 

Content Standards for Alaska Students


Performance Standards for Alaska Students


Employability Standards for Alaska Students

Cultural Standards for Alaska Students

http://www.eed.state.ak.us/qschools/standards.html
All Aspects of Industry 


The Institute for Workforce Education (IWE)

 http://www.lx.org/iwe/Resources/All_Aspects.doc
Occupations Skills/Standards


National Business Education Standards (NBEA) www.nbea.org

http://www.nbea.org/curriculum/s_manage.html

Secretary's Commission on Achieving Necessary Skills (SCANS) 


 http://www.scans.jhu.edu/ns/html/Skills.htm 
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