
UNIT OF STUDY:  
CLASS:  Keyboarding Applications
TARGET GRADE:  7TH


TERM:  1 Quarter
CONCEPTS:  The students will understand the basic operations necessary to operate a keyboard.  They will demonstrate competency by using the touch method to key information.

	OBJECTIVES:
	SKILLS OR CONCEPTS TO LEARN
	LINKS TO STANDARDS
	RESOURCES/EVALUATION

	Students will demonstrate proper technique, use correct fingers, and sit properly 90% of the time.
Students are expected to keep keys covered and to learn the proper finger for each key.  

Students will learn the importance of speed and accuracy and how it will pertain to future use of computers for other classes and also job skills needed in today’s work world.

Students will learn basic computer application procedures through projects that correlate to cross-curricular assignments.
	The students will be measured and evaluated in the following instructional content:

1. Composition:  Create and key personal documents.
2. Formatting:  Format script and proofreaders marks.

3. Operation:  Demonstrate proper keyboarding techniques by keying alphabetic and numeric information.

4. Accuracy:  Increase keyboarding speed and accuracy by repetitive use of keyboard.
5. Application Software:  use application software  and beginning application features
	Reading/Speaking/Listening
8.1.1; 8.2.1

Mathematics

8.2.4
	Mavis Beacon Typing Program: This program takes students through the basic level of learning letters, numbers and symbols.  Students then go on to learn to key longer documents and stories. 

Teacher Observation of posture and correct finger placement.

Students are graded based on two things:

1. Speed (based on 30 words per minute being a 100%)

2. Accuracy (based on accuracy keying letters and numbers in Mavis Program)
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