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Which Class Is
Right for You?

Should | take
Computer
Keyboarding 1 or

Computer
Keyboarding 27




Computer Keyboarding 1

3-unit, full semester

If you need to learn to type by touch (without
looking), If 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 20-30 wpm or
higher. You will also learn the basics of
formatting reports, letters, memos, and tables
using MS Word.



Computer Keyboarding 2

3-unit, full semester

If you know the keyboard by touch and can
type at least 30 wpm, you qualify to enroll in
Computer Keyboarding 2. A knowledge of the
basic features of Word Is helpful, but not
required.

You will continue building speed and
accuracy and should develop speeds ranging
from 40-50 wpm or higher. You will learn the
basic and intermediate features of Word; and
you will learn to produce mailable advanced
reports, letters, memos, and tables.



Online Orientation

Factors for Your Success Online

Course Requirements for Computer Keyboarding 1 and 2
Required Hardware, Software, and Supplies
Assighment 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 Session



http://1.gdpkeyboarding.com/FAQS.htm
http://1.gdpkeyboarding.com/Getting_Started.htm
http://1.gdpkeyboarding.com/Technique_Check.htm

On-Campus Orientation

Questions From You ~
Daily Routine

Typing Technigue
Evaluation and Grading
Testing

Record Keeping
Communication — E-mail and Voice Mall

Hands-on — Installing and Using GDP, Uploading Work,
Using the Student Web Site, Reviewing Technical Skills




How to Succeed In
Computer Keyboarding Online
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& Read and follow directions carefully.
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Stay on schedule. @
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”\ Communicate with
your instructor on a
g regular basis.




What do former students say about
Computer Keyboarding Online?

If you will check the FAQs page, | think you will enjoy reading
comments from former students about their experiences in my
course. Below is a comment from a student who was afraid to try an
online class. By the time he finished the course, he was confident in

his computer skills and earned an Al

Hi Ms. Zimmerly,

| have successfully loaded the software and

also printed the assignment sheet. | have been
navigating through the program and played

the tennis game too . .. For now, | want to ,
wor k on t hgoals.w.dlakkdysu. This

IS really fun for me.

FAQSs page


http://1.gdpkeyboarding.com/FAQS.htm

