UNIT OF STUDY:  
CLASS:  Advanced Keyboarding Applications
TARGET GRADE:  8th 


TERM:  1 Semester
CONCEPTS:  Students will improve touch method keyboarding skills. Instruction emphasizes improved techniques for increased speed and accuracy, composition at the keyboard, arrangement of statistical copy and production of projects from both straight and unarranged copy.
	PERFORMANCE STANDARDS MET
	BUSINESS STANDARDS
	LINKS TO STANDARDS
	RESOURCES/
EVALUATION

	Performance Standards:

1.  Composition:  Create and key personal and business documents.

2.  Formatting:  Format letters, reports, and other miscellaneous documents.

3.  Demonstrate proper keyboarding techniques by keying alphabetic, numeric, and symbolic information.

4.  Understand the importance of learning to properly key business letters, memos and other documents in today’s work world.  

5.  Understand the importance of learning the proper keys and increasing typing skills will have on students as they take other classes.
	BE 8.4.1- Computer Applications
Students will understand application software.  They will demonstrate competency by utilizing appropriate software for specific tasks.
1.  Application Software:  Using application software(word processing, presentation) and intermediate application features

(Headers & footers, page numbering, graphic formatting).

2.  Emerging Applications:  Use emerging application software (scanners, digital cameras, wireless devices).

3.  Ethical Issues:  Identify ethical issues in the information technology field and describe the consequences of misuse.

4.  Policies:  Follow safety and security policies (acceptable use policy, web page policy, student information policy).
5.  Resource Materials:  Use online and offline help, tutorials, and resources to learn software.

BE 8.8.1 – Input Technologies

Students will understand input technologies.  They will demonstrate competency by using input technologies appropriately to enter and manipulate text and data.

1.  Ergonomics:  Use Appropriate ergonomic practices or information technology tasks.

2.  Input Devises:  Use a variety of input technologies (keyboard, scanner, mouse, wireless devises) to compose and edit documents.

3.  Input Techniques:  Use proper techniques during skill development to avoid repetitive stress injuries.


	Reading/Speaking/Listening
8.1.2, 8.2.1, 8.2.4, 8.2.5, 8.4.1

Mathematics:

8.2.4, 8.5.2, 8.6.3


	1. Mavis Beacon Typing Program
2. Century 21 Computer Applications and Keyboarding book.

3.  Speed:  Students are expected to type at least 40 words per minute to move on from Mavis Typing Program into the keyboarding business documents.  

4.  Students will be graded on accuracy based on a 10 error limitation for each memo, letter or report.
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