½ Credit-One Semester

COMPUTER APPLICATIONS I

This course introduces the keyboard using the “touch typing” system.  Speed and accuracy in keying will be developed to an efficient level for personal use.  Students will also learn to effectively use the number keypad at a maximum rate of speed with minimum errors.  Students will learn to format personal business letters, MLA style reports, compositions, tables, and basic business documents using Microsoft Word.  Mastering the keyboard in today’s world of communication is the most useful skill a person could ever possess!

Course Performance Objectives:

1. Learn to input alphabetic, numeric, and symbol information at the keyboard using the touch system.

2. Increase speed and accuracy for efficient use at the keyboard.

3. Proofread and correct copy.

4. Compose a variety of copy at the computer

5. Demonstrate the ability to operate the major functions of the computer software.

6. Understand and use computer terminology in relation to the applications of production and editing functions.

7. Learn to use the numeric keypad.

8. Format and key columnar tables and charts with a minimum of error.

9. Format and key personal and business letters, envelopes, and research papers using MLA style with a minimum of error.

10. Create folders and files for disk management.

11. Maintain and care for the computer work station, book, computer, mouse, and disks.
