Broward Community College
O Course Outline

STATUS: A

COMMON COURSE NUMBER: OST 1104

COURSE TITLE: Basic Keyboarding - Part 2

CREDIT HOURS: 1
CONTACT HOURS BREAKDOWN:

Lecture/Discussion

Lab 16
Other
Contact Hours/Week 1

CATALOG COURSE DESCRIPTION:

Prerequisite: None
Corequisite: OST 1103 and OST 1105

This keyboarding credit 1includes skill development, simple
correspondence and other business keyboarding. Laboratory hours
are required iIn addition to the scheduled course hours. A minimum
completion speed of 27 words per minute with 5-error cutoff on
3-minute timed writings Is required.

General Education Requirements - Associate of Arts Degree, meets Area(s):
General Education Requirements - Associate in Science Degree, meets Area(s):

UNIT TITLES:

1. Skill Drive

2. Correspondence
3. Tabulation

4. Manuscripts

LASTREVIEW Academic Year 2004-2005 NEXT REVIEW Academic Year 2009-2010
Interim Revision Dates:

Page 1 of 5




I. Course Overview:

Upon successful completion of this course, the students should be
able to continue skill development and keyboard simple
correspondence including business and personal letters, simple
tabulations, short manuscripts, enumerations, and basic reports.

I1. Units:

unit 1. Skill Drive

General Outcome:

1.0 The students should be able to operate all keys by
touch and learn proofreading and word division
rules.

Specific Learning Outcomes:

Upon successful completion of this unit, the students
should be able to:
1.1 Use all keys by touch.

1.2 Make proper line ending decisions of materials
copied whille keyboarding.

1.3 Identify and apply basic rules of word division.

1.4 Proofread material and evaluate all production work
according to instructions iIn the text.

1.5 Demonstrate increased speed and iImproved accuracy
on 3-minute timed writings with at least 27 words
per minute with no more than 5 errors.
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unit 2. Correspondence

General Outcome:

2.0 The students should be able to identify basic parts
of a business letter, use proper placement, and
keyboard letters on letterhead stationery.

Specific Learning Outcomes:

Upon successful completion of this unit, the students
should be able to:
2.1 Ildentify basic parts of a letter.

2.2 Keyboard letters with proper placement on letterhead
stationery.

2.3 Improve speed and accuracy through drill work and
3-minute timed writings.

2.4 Proofread material, and evaluate all production work
according to instructions iIn the text.

Common Course No: OST 1104 Page 3 of 5



unit 3. Tabulation

General Outcome:

3.0 The students should be able to keyboard enumerations
and tables correctly by using appropriate spacing and
positioning.

Specific Learning Outcomes:

Upon successful completion of this unit, the students
should be able to:

3.1 ldentify the basic parts of a table.
3.2 Keyboard enumerations.

3.3 Keyboard three- and four-column tables, properly
centered, both vertically and horizontally.
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unit 4. Manuscripts

General Outcome:

4.0 The students should be able to learn and apply the
rules for keyboarding one-page reports, outlines, and
bibliographies.

Specific Learning Outcomes:

Upon successful completion of this unit, the students
should be able to:

4.1 ldentify the basic parts of a manuscript and apply
the rules for keyboarding material in manuscript
form.

4.2 Keyboard a one-page manuscript with symbols and
enumerations.

4.3 Keyboard a basic outline and bibliography.

4.4 Answer correctly at least 70 percent of the questions
asked on an objective test covering the technical
information presented iIn this course.
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