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Course Information and Policies
Course: BOA 1131 – Keyboarding and Document Formatting (WEB) Credits: 2	Class Hours Per Week: 3 Instructor: Dawn Burns (CCP-Marysville)
Description of Course
This course emphasizes beginning touch-typing skills/proper keyboarding techniques, and document formatting using word processing software. Basic business documents such as letters, memos, and tables are included. Drill practice is integrated to develop speed, accuracy, and correct finger placement.

Course Student Learning Outcomes
Upon successful completion of this course, you should be able to:
· Key the alphabetic and punctuation keys by touch.
· Key at a minimum rate of 25 words per minute with no more than one error per minute.
· Key the numbers and symbols by touch.
· Apply text, paragraph, and page formats.
· Navigate, review, and edit documents
· Apply clipboard commands and change page layouts.
· Build keyboarding skills.
· Create and edit interoffice memos and emails.
· Create and modify block letters with open punctuation.
· Create and edit envelopes with notations.
· Create modified block letters with mixed punctuation.
· Create tables using the table grid and Insert Table command.
Outcomes Based Assessment of Student Learning
For this course, students are expected to demonstrate the skills associated with the Institutional Learning Goals (ILG) identified below:
· Technological Competence
· Communication Competence
· Professional and Life Skills

In class, students are assessed on achievement of these outcomes. Names will not be used when reporting results. Outcomes-based assessment is used to improve instructional planning and design and the quality of student learning throughout the college.
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Course Materials Required
This is an instant access course so all course materials will be provided for this course through Blackboard.
Technical Requirements
· Microsoft Word 2016 or 2019 is required for this course. If you do not have Microsoft Word 2019 on your computer you can download the latest, full versions of Microsoft Office 365 for free at the following website: http://www.cscc.edu/services/new-email/365ProPlus.shtml
· High-speed Internet connection
Units of Instruction
· Alphabetic and Punctuation Keys I
· Alphabetic and Punctuation Keys II
· Alphabetic and Punctuation Keys III
· Alphabetic and Punctuation Keys IV
· Numeric Keys I
· Numeric Keys II
· Punctuation and Symbol Keys I
· Punctuation and Symbols Keys II
· Microsoft Word 2016 – Basics, Tools, Commands
· Memos and Email
· Block letter format
· Block letters with Envelopes
· Modified Block Letter Format
· Tables
General Instructional Methods
· Instructor Demonstrations
· Keyboarding Software and Practice
· PowerPoint Presentations
· Videos
· Practical Exercises
Student Responsibilities
As a student in this course it is your responsibility to:
1. Read all website pages including the course syllabus.
2. Students are expected to complete their own work.
3. The final exam must be completed in order to pass this course.
4. Two 2-minute timings at a minimum of 25 wpm with 2 or fewer errors are required to pass this course.
5. Use your Columbus State e-mail to communicate with your instructor.
6. All assignments, assessments, and exams are to be your own work. Any and all instances of possible academic misconduct where students collaborate on assessments will be given a score of zero and reported to the Student Conduct Office.

7. If you have a complaint of any kind about this course, instructor, etc., the protocol is to contact your instructor first. If the complaint is not resolved, you should contact the lead instructor for the course, and as a last resort, the Program Coordinator.
8. Students should expect to spend about two hours each week for every credit hour (4 hours per week for this class). (Policy Number 5-05).
9. Students need to be aware that inability to fulfill the requirements for this course may mean failure.

Standards and Methods for Evaluation

	Assignments/Assessments
	Points

	Keyboarding Lessons
	80

	Technique Evaluation
	40

	Production Assignments
	150

	Two-Minute Timings
	400

	Final Exam – on Blackboard
	130

	Total Points
	800



Grading Scale and Point Distribution
Course grading is based on the total points earned of the total points possible (total points earned divided by total points possible equals percentage earned).

	Points
	Grade
	Percentage

	720-800 points
	A
	90-100%

	640-719 points
	B
	80-89%

	560-639 points
	C
	70-79%

	480-559 points
	D
	60-69%

	0-479 points
	E
	0-59%



Technique Evaluation
The instructor will review the students’ technique during a timing. Proper technique is defined
as using the correct fingers on the correct keys and not looking at your hands while typing. Students will receive 40 points for completing the technique evaluation, regardless of the results. Students should use the feedback from their instructor while preparing to complete the two-minute timings required for this course.

Two-Minute Timing Information
All timings must be done using correct technique and the touch-typing style, meaning that the correct fingers are used on the correct keys and that you are not looking at the keys while typing. Each timing grade will be dropped one letter grade if student looks down at the keyboard and/or one letter grade if correct fingering is not used. Students can use the backspace key for timings.

Grade is based on the two BEST two-minute timings with no more than 2 TOTAL ERRORS. You must pass two timings from two different lessons at the grade level desired.

The word per minute grading scale is listed below:
A = 40 wpm	400 points
B = 35-39 wpm	340 points
C = 30-34 wpm	300 points
D = 25-29 wpm	260 points
Discussion Board
One of the requirements for this course is to participate in a discussion board. You may participate in the discussion forum at any time during the specified week. Participation points are based on quality and quantity of responses and replies. To receive the maximum credit each week, you must participate in the class discussion at least two times (one thread and one response) for each week’s topic during the specified week.
Online Grade Book
This course will utilize the online grade book. The student is responsible for monitoring of grades. Any discrepancies or missing grade must be brought to the attention of the instructor within the earliest of one week after the due date of the respective assignment.
Final Exam Policy
Complete the final exam on the dates posted on Blackboard. There is a time limit for the final exam. If the time limit is exceeded, then a zero grade will be posted for that assessment. There are no final exam make-ups in this course.
Late Assignments Policy
Late assignments are not accepted in this course. There are no extra credit points available in this course.
Instructor Feedback and Availability
The instructor of this course will respond to e-mails within twenty-four hours of receipt of the e-mail Monday through Friday. Grades for assignments and exams will be posted within one week of the due date for the assignments and exams. The instructor periodically checks e-mail during the evening and weekend hours.
Course Calendar
Refer to the Course Calendar posted on Blackboard under the course Information section for weekly course schedule which indicates units of instruction, assignments, and due dates.
College Syllabus Statements
Columbus State Community College required College Syllabus Statements on College Policies and Student Support Services can be found at www.cscc.edu/syllabus or on the College website Quick Links “Syllabus Statements”.
Department Policies and Resources
Available in our Blackboard course under Course Information

Columbus State Community College BOA 1131 Course Calendar
SPRING SEMESTER 2026 – Due Dates added by CCP instructor

	LEARNING UNIT
	ASSIGNMENTS/LEARNING OUTCOMES
	ASSESSMENTS
	DUE DATE

	Unit 1:
Alphabetic and Punctuation Keys I 10/23-10/30
	SAM KEYBOARDING LESSONS 1, 2, 3
Complete the following lessons using SAM and the textbook:
· Lesson 1 (home row, space bar, enter, i)
· Lesson 2 (e, n)
· Lesson 3 Review

Learning Outcomes:
Key the alphabetic and punctuation keys by touch.
Key at a minimum rate of 25 words per minute (wpm) with no more than one error per minute.
	SAM Lesson Reports 1, 2, 3
Lesson 3 Timing
	

	Unit 2:
Alphabetic and Punctuation Keys II 10/23-10/30
	LESSONS 4, 5, 6
Complete the following lessons using SAM and the textbook:
· Lesson 4 (left shift, h, t, period)
· Lesson 5 (r, right shift, c, o)
· Lesson 6 (w, comma, b, p)

Learning Outcomes
Key the alphabetic and punctuation keys by touch.
Key at a minimum rate of 25 words per minute (wpm) with no more than one error per minute.
	SAM Lesson Reports 4, 5, 6
Lesson 5 Timing
	

	Unit 3:
	LESSONS 7, 8, 9
	SAM Lesson Reports 7, 8, 9
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	LEARNING UNIT
	ASSIGNMENTS/LEARNING OUTCOMES
	ASSESSMENTS
	DUE DATE

	Alphabetic and Punctuation Keys III 10/31-11/6
	Complete the following lessons using SAM and the textbook:
· Lesson 7 Review
· Lesson 8 (g, question mark, x, u)
· Lesson 9 (q, m, v, apostrophe)

Learning Outcomes
Key the alphabetic keys and punctuation keys by touch. Key at a minimum rate of 26 words per minute (wpm) with no more than one error per minute.
	Lesson 9 Timing
	

	Unit 4:
Alphabetic and Punctuation Keys IV 10/31-11/6
	LESSONS 10, 11, 12
Complete the following lessons using SAM and the textbook:
· Lesson 10 (z, y, quotation marks, Tab key)
· Lesson 11 Review
· Lesson 12 Review
Learning Outcomes
Key the alphabetic keys and punctuation keys by touch. Key at a minimum rate of 27 words per minute (wpm) with no more than one error per minute.
	SAM Lesson Reports 10, 11, 12
Lesson 12 Timing
	

	Unit 5: Numeric Keys I 11/7-11/13
	LESSONS 13, 14, 15
Complete the following lessons using SAM and the textbook:
· Lesson 13 Review
· Lesson 14 (1, 8)
· Lesson 15 (5, 0)

Learning Outcomes
Key the numbers by touch.
Key at a minimum rate of 27 words per minute (wpm) with no more than one error per minute.
	SAM Lesson Reports 13, 14, 15
Lesson 15 Timing
	




	LEARNING UNIT
	ASSIGNMENTS/LEARNING OUTCOMES
	ASSESSMENTS
	DUE DATE

	
	
	
	

	Unit 6:
Numeric Keys II 11/7-11/13
	LESSONS 16, 17, 18
Complete the following lessons using SAM and the textbook:
· Lesson 16 (2, 7)
· Lesson 17 (4, 9)
· Lesson 18 (3, 6)

Learning Outcomes
Key the numbers by touch.
Key at a minimum rate of 28 words per minute (wpm) with no more than one error per minute.
	SAM Lesson Reports 16, 17, 18
Lesson 18 Timing
	

	Unit 7:
Punctuation and Symbol Keys I 11/14-11/20
	LESSONS 19, 20, 21
Complete the following lessons using SAM and the textbook:
· Lesson 19 ($ and hyphen)
· Lesson 20 (number/pound sign and slash)
· Lesson 21 (percent sign and exclamation mark)

Learning Outcomes
Key punctuation and symbols by touch.
Key at a minimum rate of 29 words per minute (wpm) with no more than one error per minute.
	SAM Lesson Reports 19, 20, 21
Lesson 21 Timing
	

	Unit 8:
Punctuation and Symbol Keys II 11/14-11/20
	LESSONS 22, 23, 24, 25
Complete the following lessons using SAM and the textbook:
· Lesson 22 (parentheses, backspace key)
· Lesson 23 (colon, proofreader marks)
· Lesson 24 (other symbols)
· Lesson 25 (assessment)
	SAM Lesson Reports 22, 23, 24, 25
Lesson 25 Timing
	




	LEARNING UNIT
	ASSIGNMENTS/LEARNING OUTCOMES
	ASSESSMENTS
	DUE DATE

	
	Learning Outcomes
Key punctuation and symbols by touch.
Key at a minimum rate of 30 words per minute (wpm) with no more than one error per minute.
	
	

	Unit 9:
	LESSONS 27, 28, 29, 30
	Assigned Drills and Documents from
	

	Word – Basics, Tools, Commands
	Read and complete the following textbook assignments; follow
	Lessons 27-30
	

	11/21-11/27
	all instructions posted in the textbook and on Blackboard for
this learning unit. You will use Word to complete the textbook
	
	

	
	assignments and not SAM. The drills listed below are for
	
	

	
	practice only and do not need to be submitted to
	
	

	
	Blackboard.
	
	

	
	Lesson 27 27-drill1 27-drill2 27-d1
Lesson 28 28-d1
28- d2
Lesson 29 29-drill1 29-drill4 29-d1
29- d2
Lesson 30 30-drill4 30-d1
	
	

	
	Learning Objectives
Apply text, paragraph, and page formats. Navigate, review, and edit documents.
Apply clipboard commands and change page layouts. Build keyboarding skills
	
	




	LEARNING UNIT
	ASSIGNMENTS/LEARNING OUTCOMES
	ASSESSMENTS
	DUE DATE

	Unit 10: Memos and Email 11/21-11/27
	LESSON 32 – Memos and Email
Read and complete the following textbook assignments; follow all instructions posted in the textbook and on Blackboard for this learning unit. You will use Word 2016 or 2019 to complete the textbook assignments and not SAM.


32-drill1 – (for practice only do not submit to Blackboard)
32-d1
32-d2
32-d3


Learning Objectives
Create and edit interoffice memos and emails.
	Assigned Drills and Documents from Lesson 32
	

	Unit 11: Block Letter Format 11/28-12/4
	LESSONS 33 & 34- Block Letter Format with Envelope
Read and complete the following textbook assignments; follow all instructions posted in the textbook and on Blackboard for this learning unit. You will use Word 2016 or 2019 to complete the textbook assignments and not SAM.


33-d1
33-d2
33-d3
34 – drills 1 and 2 (for practice only do not submit to Blackboard)
	Assigned Drills and Documents from Lesson 33 and Lesson 34




Complete Timed Writings
	




	LEARNING UNIT
	ASSIGNMENTS/LEARNING OUTCOMES
	ASSESSMENTS
	DUE DATE

	
	34-d1
34-d2
34-d3


Learning Objectives
Create and modify block letters with open punctuation.
	
	

	Unit 12:
Modified Block Letter Format and Tables
12/5-12/11
	LESSONS 35 – Modified Block Letters and Tables
Read and complete the following textbook assignments; follow all instructions posted in the textbook and on Blackboard for this learning unit. You will use Word 2016 or 2019 to complete the textbook assignments and not SAM.


35-drill1 (for practice only do not submit to Blackboard)
35-d1
35-d2
35-d3
38-drill1 (for practice only do not submit to Blackboard)
38-drill2 38-d1
38-d2
38-d3
Learning Objectives
Create modified block letters with mixed punctuation.
Create tables using the table grid and Insert Table command
	
Assigned Drills and Documents from Lesson 35 and Lesson 38

Complete Timed Writings
	

	Final Exam 12/8-12/13
	Final Exam
	Final Exam available on Blackboard
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