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.
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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:|
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