Orientation
to
Keyboarding
Online

Use the hyperlinks on the left to move from slide to
slide. Read the notes in the frame below each slide

To receive credit for this orientation, read through all
slides. Follow the directions in last slide after you
complete this orientation



What do former students say about
Computer Keyboarding Online?

If you will check the FAQs page, I think you will enjoy
reading comments from former students about their
experiences in my course. Here is one that I hope will
inspire you to get started and work hard.

“This was one of the most practical
courses that I have ever taken. It
builds confidence, speed, and eye-
hand coordination. I am amazed at my
speed. Before I could only type 15
wpm. Now it's almost 40. This course
has taken me from writing a report
from days to just hours. It was really
nice to have a teacher like Ms.
Zimmerly who was always ready to
answer my questions at any time.
Thank you.”




Orientation Topics

Factors for Your Success Online

Course Requirements for Computer Keyboarding 1
Required Hardware, Software, and Supplies
Getting Started

Assignment Sheets

Daily Routine: GDP, Lessons, Formatting and
Proofreading, Upload, Student Web Site, Progress Folder,
Spreadsheet, and E-mail

Typing Technique
Communication
Testing and Evaluation

On-Campus Orientation



Factors For Success

Do you know how you learn best—are you an auditory or visual

learner—and is your learning style compatible with an online
course?

Are you a self-starter who is determined to read and follow
written directions?

Are you disciplined enough to stay on schedule, read and
answer your e-mail, and communicate with me on a regular
basis?

Do you have the appropriate hardware and software?

Do you have the technical skills to do the following:
o Navigate Windows

o Download Files

o GDP—Install and Use

o E-mail—Send Attachments and Save Messages

o Manage Files—Find, Delete, Open, Print

: Eroubleshoot—Uninstall, Delete, Rename, Software Version, Print
Screen



Technical Skills Tutorial

Go to the Tech Skills Tutorial page on the Web site, and review
the tutorial.

We will complete the tutorial together during the mandatory
on-campus orientation.

You will practice these technical skills:

= Navigate Windows

o GDP—Install and Use

o Download Files

o E-mail—Send Attachments and Save Messages
o Manage Files—Find, Delete, Open, Print

o Troubleshoot—Software Version, Print Screen, Delete, and
Rename



Computer Keyboarding 1

(3 units, full semester)

If you need to learn to type by touch (without looking),
1f you need to relearn the keyboard, or if you type less
than 30 wpm, you should enroll in Computer

Keyboarding 1.

You will learn to type by touch and should develop
speeds ranging from 30-40 wpm or higher.

You will also learn the basics of formatting mailable
letters, tables, reports, and memos using MS Word.

You will complete Lessons 1 through 40 and parts of
Lesson 41-60 1n Book 1.



System Requirements

PC with a Pentium Il or higher CPU provided the PC meets the other
requirements below. (GDP software is not compatible with a Mac.)

16 Mb RAM for Windows 98 systems; 32 Mb RAM for Windows NT,
2000, and Me systems; 128 Mb RAM required for Windows XP systems
(64 Mb may be sufficient).

Hard disk drive.

CD-ROM drive (8X or faster) to install the program.

Graphics adapter-sVGA or higher; 800 x 600, True Color (24 -bit or 32 -
bit) or High Color (16 -bit) modes.

sVGA color monitor.

Modem or some type of reliable Internet connection. A cable modem or
DSL is recommended but not required.

Internet connection and MS Internet Explorer 6.0 or higher or
Netscape Navigator 7.0 (if distance-learning or Internet features are
used).

MS Word 2000, 2002, 2003 or 2007 for document processing jobs.

3/31/2008



Getting Started

Get ready (read FAQs, Course Outline, submit
Questionnaire, complete Technical Skills Tutorial, buy
supplies, check e-mail).

Attend on-campus orientation.
Print, read, follow assignment sheets.

Install GDP software, log on, do Live Update, and
specify settings.

Type your lessons.

Review your Portfolio.

Upload work.

Log on to the Student Web Site.

Review your Portfolio and/or download your grades.
Record your grades on your Progress Folder if desired.



Questionnaire

Questionnaire

Home FAQs Course Outling Questionnaire

Tech Skills Tutorial Getting Started Assignments Keyboarding Talk

Submitting this questionnaire is the first step in getting started with Computer

Keyboarding Online! If I don't have this questionnaire, it will be impossible for us

to cammunicate! Your answers will be e-mailed to me automatically when you

click the Subrit button at the end of the questionnaire. Click Listen at the |eft
Listen  for more detailed information.

“ou must attend one of the mandatory on-campus onentations either on Thursday, September 1, or Tu

Section Number: |Cumputer Keyboarding 1 Online, Fall 2005, Section 1013

Phone:
Give me a phone number where [ can reach you most easily. [ prefer a phone number

with an answering machine whenever possible and indicate the best time to find you at
this number:

Area Code Phone Number {use h}fphen)| |

Best time to call you:

Last Name: First Nama:|




Buy Supplies

Book 1 (Lessons 1-60) for Gregg College Keyboarding &
Document Processing, Word 2007 Update, 10th Edition. The
Word Manual, GDP software, and an easel are included in
the package.

Note: You may also buy Book 1 and 2 complete with Lessons 1-120 if
you plan on takiélg 1k)(1)th Computer Keyboarding 1, 2, and 3.
00

Word
iitlhekoiontndic 2007 GDP

Version
CD




Check Your E-mail

I will send you weekly class announcements and
private e-mails regarding 370111‘ work, your grades,
and your progress; so read your e-mail messages
FIRST before you begin working.

—

Tosu anysudertEemai. com

Send

| Ce...

Subjedt: Anngtations Ready

When you upload waork, | automatically receive an e-mail notifying me of new work. After | have annotated your work, | send you this notice so you know 1o go
check far annatations. If you are having password problems, let me know, | can reset it

| have annotated your work at the Student Web Site. Go to the Student Web Site at hito://rdpstudent. mhhe.corm and log on. Click the Student Portfolio tab (the
Portfolio tab is just to the right of the Class Page tab and will appear when you point to it if it's greyed out) and click View Porffolio. Look carefully under the Date
column for the letter “A" which stands for “Annotation” next to any new work you sent in your last upload. Open those exercizes, read any comments in the
General Comments box, and look for any annotation symbals in the lines you typed. Rest your mouse over these symbols to read any annotations, Be sure to
scroll daven the page in case any are hidden. If you see “sab” in the General com ments box, it means, “See annotations below.” All abbreviations used are shown
on the Class Page tab.

Ms. Arlene Zimmerly, Professor. Los Angeles City College
Computer Applications & Office Technologies




Assighments

Click “Week 1” to see Assignments \

what work you need to
complete for your first FAQs Course Outline Questionnaire
week of class.

Gettin_g Started hssignments Technigue

MAP & Skillbuilding e Proofreading Checks o Lists and Word e
MWEEk 2 e Week 5 ¢« Week 4 ¢« Week 5 ¢« Week 6 o
vee o Week 8 ¢« Week 9 ¢ Week 10 ¢ Week 11 « Week 12 o
Week 13 « Week 14 o Week 15 ¢« Week 16

6@ Progress Folder 6 GY~+ Excel Spreadsheet

& To download the Progress Folder, click & To download this spreadsheet, click
here OR to right-click to save the file, here OR night-click to save the file
and click Save Target As. and click Save Target As.

Print your Progress Folder to see Download your Excel spreadsheet

the semester “at a glance.” each week to see your grades.




Assignment Sheets = Face-to-Face
Instruction

Computer Keyboarding 1 Online
August 29-September 4

& - -
dows | Orientation to GDP Software | Lesson 1 | Ls

Assignment Sheets contain

Reminder: From the GDP menu, click Options, Settings. Under # - -

Editing, uncheck in Drills! You never want to edit your s essential details | would
drills! Using the backspace key during skillbuilding leads to poo ni

distraction from copy, looking at keys, looking at hands, etc. be explalnlng and

demonstrating if we were
Mandatory On-Campus Orientation: meeting face to face in a

We will meet on campus for a mandatory on-campus orientation sessig tradltlonal CIassroom.

P
% and/or next week. I will email you with details. See FAQ 1 to preview
| presentation, "Orientation to Keyboarding Online."

—

-r

Read, read, and read again—your online success depends
largely on your ability to read and follow directions in the
assignment sheets each week.

If I were teaching you in a traditional classroom, your
assignment sheets would be my lesson plans.

an
-r

10/28/2007



Stay on Schedule

Late work is penalized to encourage you to keep up with your work! Up
to 1% per week will be deducted from your final average for missing
work. A 3-week grace period is allowed at the start of the semester.

Week 4 \

Home o Up « MAP & Skillbuilding e Proofreading Checks e
Lists and Word ¢ Week 1 « Week 2 » Week Je Week 4 e Week S5e
Week 6 « Week 7 ¢ Week 8 ¢ Week 9 ¢ Week 10 ¢ Week 11 o
Week 12 ¢« Week 13 o Week 14 ¢ Week 15 ¢ Week 16

Computer Keyboarding 1 O

Weekly work is due no
February 26|-March 4\ Jater than Sunday

| Lesson 9 | Lesson 10 | Technigue Check | Lesson 11 e\fening, the Ending date
on the Assignment Sheet.




Install GDP

Demonstration
at orientation.

Quick Start: Next: | accept the terms of the
license agreement, Next, Next, Next, Next, Finish.

NAME Type your first and last name in
Please enter your information in the fields upper- and lowercase letters (NOT all
provided. then click Save. ' CAPS and NOT all lowercase) being
VERY CAREFUL to correct any typos.
You cannot edit your name later!!

E-MAIL. Type the exact e-mail address

PEINE " 1| you submitied in the student

Questionnaire. If your e-mail address is
Your ¢-mail wrong, you won't be able to upload

S} | vourwork!
il <& [ cLasS. Tvpe Kevboarding Onlina.

(Optional)




GDP Live Update

CAUTIOHN

GDP will launch and check for a Live Update
automatically if you are on the Internet when
you open GDP.

The first time you install GDP, you should
always check for a Live Update so you are using
the most current version. If you are prompted
that a Live Update 1s available, you must
download it so that your software 1s always
current!

If you are not on the Internet when you open
GDP for the first time, log-on to the Internet; in
GDP, click Help, Live Update, and follow the
prompts to download the latest version. To find
out what version of GDP you are using, click
Help, About, from the GDP menu in the upper
left hand corner of the screen.



GDP Settings

arlene_scot@yahoo.com \

Instructor’s e-mail address: [az'mmeﬂy@ca fr.com

" No Word Processor " Use Microsoft Word 2000 * Use Microsoft Word 2007

" Use Microsoft Word 2002 ¢ Use Microsoft Word 2003 w;;v:‘?om’wum@nm

Path for Microsof Word: | C \Program FilesWiicrosoft Office\dfice 12WINWORD EXE
|

Fill inthe same e-mail address
you used on your questionnaire.

" No Web browser
¢ Use system default Web browser

" Use other browser
Path for other browser: [

Live Update: PNotiymmnmupdaonomeG[Psoﬂm ¢

% in Timed Writings [ ¥ in Drill “®== | ncheck

Number of spaces between sentences: 1 space " 2 spaces

Note: thwmmm1lo2smﬂmmsmtenmmnm Do
not change this setti mlnstoidtodosobymmﬂmctor

' Desktop from view
Web button is d-ckod in GOP desludeﬂl mhhe_com

Check.

Do not change these settings unless directed by your instructor:

Student Upload Web Site URL: | gdpupioad mhhe com
(gdpupload mhhe com) :

Demonstration
at orientation.



Type Your Lessons

Lesson 1 @

The Home Keys

m
[+
2}
©
o
O
@
m
W
=

The Space Bar
The Enter Key
The F and J Keys

Completed lessons
exercises are indicated
with a solid blue bullet
next to each exercise.

"

Phrases

1-Minute Timed Writing

Tests Only



Review Your Portfolio

To review your completed work, click Portfolio.

“STUDENT PORTFOLIO . . ' Today's Date: 03/31/05
{Chck the plus sign to expand your view. | Course Grade: 90.00 A-

View Text bution of the bottom §1 the page. Cick 8 heading button to sort by
that column, Cick agan to changie from ascending to descendng RESULTS

* 033105 1 | Phrases NA NA 0101 Text NA

Category: NA Fmt NA 25

* 033105 1 H. Word Building NA NA 0306 Text NA NA
Category. NA Fmt NA

* 033105 1 G. The A and . Keys 0 0 0016 Text NA NA
Category NA Fmt NA

* 033105 1 F. The Sand L Keys 0 0 0017 Text NA NA
Category: NA Fmt NA

* 033105 1 E. The D and K Keys 0 0 0019 Text NA NA
Category. NA Fmt NA

* 033105 1 D. The F and J Keys 0 0 0020 Text NA ’
Ml mmme BN La o S R “ ;]

[T Select sl exercises T nciude Arnctation with printout
Filter Portfolie | |View Tent | |[PrintText | | PristReport | | Bgerttewna |

\ [Click View Text to view details and instructor annotations.; |




GDPF Detailed Report
Student Name: Shanson Rice]0
Class: Keyboarding 10

Today's Date: 033105
Work Date: 020705

Full Editing: Off Word Wrap: On
Lesson: 31 Comespoadence 31-3 Grade: 73
Comespondence 31-5
T ord: n 15 sec

Ll
Mi:Linda Lapez®
o My edinid ﬂ""]mﬂm'

The {The-} Intcrnct Cornection
7625 Maple Avenue®

Pomona, CA 717654

Dear M= Liopez:*

Ll

Thank vou somuch for hosting the educational seminar last Tuesday that focused on the 1opiz of high-speed Intemel connections
O company and our employees are now well prepared o make a decison about the best ype of Intemet connection for heir
particulor needs.

L}

Bocmse this seminer was so suocessful, [ have boen suthorized to contrict with The Internes Connection for a continuing series of
seminars on any topics related to emerging new techsologies and trends as they apply to the needs of our compuny and our
employees. | will call you on Moaday so that we can arrange for a meeting to finalize some cntractal isues.

L

Cmee aggain, tank you for 8 very sucoessfid and productive seminar

L]

Sincerely,®
L]

L]

Ruzanna Petroska®
Tednology Specialistt
L)

urs™
L

Fesd each annotation cwrefully asd then edit this docament. Use: the Proofreading Viewer tohelp make editing easier.

1 Review R-3A in the Reference Manual, Tyvpe the dute 2 inches from the top of the page by pressing Enter 6 times. Do not use
the Center Page command. o

2 Click the Help bution in GDF and look up scoring md ermor marking. Red indicaes all incorrect words. Gireen indicates all
omitied words and hard returns { lesignated as <), Blue indicites incorrectly inserted words and hard returns (designated as {}).
¥ When you see "urs” in the texibook, type your own imitials in place of "urs.”

The heading includes
Student Name, Class, Full
Editing setting, Lesson
and Document, Today’s
Date, Work Date, Word
Wrap setting, and Grade.

Use Print Text
to view scored copy
and assess
proofreading skills.

Annotations also print
when you check

Include Annotation

with printout. You
could use this as a
study guide.




Upload Work

Demonstration

at orientation.

Quick StartUpload; Upload all work; Upload
Work to Student Upload WeiBsuese
(browse to desired locattenoye the Upload
File;rightclick in thBrowsdoox,PasteUpload

Follow the directions and screen shots under
Getting Started, Upload Work, exactly.

After you upload successtully, an e-mail is
automa’[icaﬁy sent to me notifying me of new
work. I will reply back so you will know to
check the Student Web Site for comments and
orades.



Verify Upload

STupenT UpLoAD WEB SITE
Upload Work to Instructor Management Web Site
The file ShannonRice.EXP was uploaded to the Instructor Management

Web site.
The e-mail address used for plaang the data was

The following exerases and ﬁl.es were contained in the upload file:

Part 1, Lesson 1, The Home Keys

Part 1, Lesson 1, The Space Bar When your work is
Part 1, Lesson 1, The Enter Key

Part 1, Lesson 1, The F and ) Keys uPloaded SUCCGSSfU"y,

Part 1, Lesson 1, The D and K Keys you V!Ii" See a screen
Part 1, Lesson 1, The S and L Keys conf"'mmg the up|oad and

Part 1, Lesson 1, The A and ; Keys T
Part 1, Lesson 1, Word Building listing all work that was

Part 1, Lesson 1, Phrases uploaded.
Part 1, Lesson 1, 1-Minute Timed Wniting
grades.rpt

If you believe there should have been more files contained in the Upload
file, please use the Update option in the Gregg College Keyboarding and
Document Processing, 10th Edition software again, carefully specafying the
files to upload. Then upload that file.

Upload another EXP file



Instructor Management Web Site

I will see every keystroke of your work when I visit the
IMWS, where I will annotate and assign grades.

5
-- Irwin Announcements | Comment to McGraw-Hill | College Keyboarding Web Site | Help | Leg Off
Gradebook Listof Students  Portfolio Filler = Student Portfolio

Student Portfolio name: Shannon Rice (shannon_rice10@hotmail conm) Class: Keyboarding 10 Last Upload: Apr 3, 2005
Selectan exercize and ciick View Detailed Report o view that exercise.

Selecta report | Partiolio =]
Resuls
Total
Date Lasson Exarg— Detailed Report
_ K Name: Shannon Rice Today's Dates 14032005
[V | 03082003 1 Lf <. 1-Min UFE Tlmed WI‘II Claze: Keaybosrding 10 Work Date: 02032005
D + Category: Timed Writin Full Editing: Enabied Word Wrap: 0n
: Alternp! 1 SrIEE I
i_ Atternpl 2 Lesgon: 1 Exercige: J. 1-Winuse Timad Wraing
— |0anwaro0s 1 T —— s L
D Cateqory: MA General Comment: |
| 030920058 1 H. Word Building |
D Category: MA
Rest the moluse poinier ower any E symbok in the detaied report to dizplay the annotation
[ | 03/02:2005 1 G.The A and ; Keys
] Category: MA
T
I- 03/ %EDBE 1 E'atgsliﬁ;dal' Keys Artermpi: 1 Resuliz: @ wpm / 1 min / 1 error
[ | 05020035 1 E. The & and K Keys ask a sadlad; afell fad: add a saled: ask i
] Category: MA

'G- Usedin Grade

D- f]!-'t.'ljlill;d. ﬁé port Available Artempr: 2 Resulis: 10 wpm [ 1 min / 1 error
ask a “sadlad, 2 fall fod: add 2 salad: aska dad.®

ask
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