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Keyboarding I – Mr. Holzhaeuser
763 506 6933
Available:
7:00 – 7:40 am

john.holzhaeuser@anoka.k12.mn.us 
Lab III & IV are available
Weekly Office Hour Tri 1 - Monday mornings from 6:40 to 
Tuesday, Wednesday &
7:15 use the contact information above.  I will also be available 
Thursday until 5:00, student

at any other time by appointment.
can take the late bus home


Course description

Student will have the opportunity to learn to use the keyboard in the most effective and efficient way – Touch Type Keyboarding. Emphasis will be on Technique, Accuracy and Speed.  We will also learn how to use the school network, access your folder for saving work, formatting basic word documents such as letters, reports and tables using Microsoft WORD 2010 (word processing).
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Upon completion of this class, students can:

· Use the touch – type method of keyboarding 

· Increase speed and accuracy
· Access the school’s network
· Save, retrieve and maintain your Network Folder

· Create, format, edit, proofread and print WORD documents
· Use the 10 – Digit key pad

Grading


Grades will be posted on AHConnect online every two weeks or so.

Class procedures and expectations:
Keyboarding One is a class where you learn by doing therefore:   Be on time & Stay on task!
Be respectful to all people and equipment – You will be receiving a lab usage agreement which will be signed by you and your parents, this is due the first Friday of the tri – Failure to turn in will result in seat time, you will not be able use the computer until it is turned it.
In order to get credit for your work it must be saved in your school folder.  Please make sure you know how to do this so that you won’t have to redo your work...
· No Hall Passes will be given in the first and last 15 minutes of the class

· If you miss class or are tardy, you are responsible for getting make-up work and due dates

· No food or beverages allowed in the classroom
Scale


90 – 100%	A


80 – 89%	B


70 – 79%	C


60 – 69%	D





Weighting	


 Daily assignments	33.3%


Technique	33.4%


Timings	33.3%








