
Computer Keyboarding

Course Syllabus

Module Four 
Prerequisite:

Module Three
	Objectives
	1. Use capitals, punctuation, and grammar correctly.
2. Format Business Reports and Tables
3. To key at a rate of 45 wpm or more with no more than 3 errors on a 3 minute timing.


	Module Materials
	Ober, Johnson, and Zimmerly; Gregg Keyboarding and Document Processing,  11e Edition 


	Assignment
	· Complete the following assignments:

92-67 Business Report

95-51 Open Table

105-13 Sign-In Form

· Review Language Arts section on pages 369, 379, 395, 403, 415, 442, 451, and 460
· Each Friday record your best 3 minute timing of the week on your Timed Writing Tracking Sheet.


	Assessment
	Timed writings and daily work.


	Grading
	30 pts possible


	
		

	
	

	
	

	
	

	 

 
	


 

