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BASIC COMPUTER KEYBOARDING
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2 credits
	

BASIC COMPUTER KEYBOARDING COMPETENCY
	Initial/Date 
90% 
80% 
70%


	1. Log on to network computer 
	
(
(    ( 

	2. Retrieve files from storage media
	 
(     (    (

	3. Proofread documents accurately
	
(     (    (

	4. Access keyboarding program
	 
(     (    (

	5. Preview documents for proper layout
	
(     (    (

	6. Save and backup files on storage media
	
(     (    (

	7. Demonstrate proper technique for touch typing alphabet keys
	
(     (    (

	8. Demonstrate proper technique for touch typing number keys
	
(     (    (

	9. Demonstrate proper technique for touch typing symbol keys
	
(     (    (

	10. Demonstrate proper technique for touch typing the 10-key computer pad
	
(     (    (

	11. Complete 2-minute timed writings of text-only content (no numbers or symbols) with 28 wpm and 0-4 errors
	
(     (    (




Final 4/21/11 


