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Goals and Resources
Micro Type



Goals

e Develop manipulative skills

e Learn the touch technique

e Develop formatting and editing skills
e Develop language skKills.

e Develop recycling habits

e Develop self-esteem



Requirements

e Textbook
e Cycle 1 (Selected Lessons)

e MicroType 4
e Lessons 1-20 Alphabetic Keyboarding
e Lessons A-T Keyboarding Skill Builder

e Timed Writings
e Final Examination



Makeup Work

e Unexcused Absences

e There are NO makeup privileges for
UNEXCUSED absences

e Excused Absences

e Arrangements must be made within the week
for late work

e See Student Handbook for definitions



Honor Code

e Represent the work of others as their own
e Use or obtain unauthorized assistance
e Give unauthorized assistance

e Modify an examination, paper, record, or
report for the purpose of obtaining
additional credit

e Misrepresent the content of submitted
work



Evaluation / Grading

e 1st Quarter e 2nd Quarter
e Technigue — 50% e Technigue — 30%
e Assignments — 20% e Assignments — 30%
e Timed Writings — 20% e Timed Writings — 30%
e Participation — 10% e Participation — 10%

e Final Exam (Comprehensive)

e Semester Grade will be an average of 1t and
2"d Quarter plus Final Exam



Grade Scale

e A 90—100%

e B 80—89%

o C 70—79%

e D 60—69%

o F 59% and below

e +/- are typically not given



Keyboarding I Syllabus
KeyboardGraphic
Keyboard Quiz
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e Graphic is a menu
e Select your period for

Handouts / Assignments / Etcetera
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Location

C1l WappshicraType 41-109Students

Click the yellow Folder
U:\apps\MicroType 4\I-102\Students

D50 3 11:48 aM



Locate “1-102 / Students”

e

First name: | Moureddine

MicroType 4

Diata Path Audio
data

E LI Games
Help
I-101
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1 | LappeMicroType $Y4-1095udent s

Help

Click New User

‘) Start ] fahoo! - Mic...



Fill out the Information

g Mew Student

First name:

Data Path

Lo |_:| U appeidicroTge $4-10905tudents
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Help

G 11:49 AM



Firzt name:
Lazt name:
Class ID:
Paszword:
Course Code: 0
Data Path
Loc g UNapps\WicroTygpe S\-10235tudents

Help

i Start ) T T2 o i : 11:49 &M



First name: IFIFETHEFIIE—
Last name: |Laatnaru5—
Clazs ID: |01 Per 0% Spr

Password: | Password

Courze Code: |

Data Path
1l uhapps\WicroType £\-102\Students
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MicroType
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ﬁﬁuest Guest - MicroType 4
File Edit Feporks  Help

Click Alphabetic Keyboarding MicroType
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File Edit Feporks  Help

Alphabetic Keyboarding
Click to Choose lesson 1

. Learn Home Row . Learn w and Right Shift

. Review .Learnb andy

.Learnh and e . Review

.Learniandr .Learn m and x

. Review .Learnp and v

.Learno and t .Learn g and (.}

.Learnnand g . Review

. Learn Left Shift and (.) .Learn z and ()

. Review . Learn CAPS LOCK and (?)
10. Learnu and ¢ .Learn TAB and BACKSPACE
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Questions?
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