
M/J Business Keyboarding 
Pre-Requisites:   

Credits: 0.5 (per segment) 

Estimated Completion Time: 1 segment / 16-18 weeks 

Earliest Start Date: March 2014 

Description 

In Business Keyboarding you will have FUN while mastering touch typing.  You will learn to type quickly and accurately without ever looking at your 
hands!  Keyboarding will benefit you in all of your other classes as well- you will be able to complete your assignments quicker with the help of your 
wonderful new skill.  Business Keyboarding provides instruction in introductory keyboarding, word processing, electronic presentation, computer hardware, 
the Internet, and soft skills for business applications.  This interactive, completely web-based class will introduce you to the skills necessary to be 
productive and efficient in today’s competitive workplace. 

Major Topics and Concepts 

Keyboarding Techniques 

Ergonomic Habits 

Word Processing 

Electronic Presentations 

Computer Hardware 

Worldwide Web 

Business-related Softskills 

Technology Tools 

Network Systems 

IT Communication 

 

 

 

Required Materials 

 

Course Objectives 

 

Grading Policy 

Besides engaging students in challenging curriculum, the course guides students to reflect on their learning and evaluate their progress through a 
variety of assessments. Assessments can be in the form of practice lessons, multiple choice questions, writing assignments, projects, research 
papers, oral assessments, and discussions. The course will use the state-approved grading scale and each course contains a unique end of course 
assessment. This assessment counts for 20% of the student’s overall grade and must be passed with a score of 60% or higher.  

 

 

Communication Policy 

To achieve success, students are expected to submit work in each course weekly. Students can learn at their own pace; however, “any pace” still 
means that students must make progress in the course every week. To measure learning, students complete self-checks, practice lessons, multiple 
choice questions, projects, discussion-based assessments, and discussions. Students are expected to maintain regular contact with teachers; the 
minimum requirement is monthly. When teachers, students, and parents work together, students are successful 

 


