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OS 131 10-Key on Calculators

One Credit — Pass/No Pass — CRN: 46229
Class starts Tuesday, October 2; ends Thursday, November 1, 2007

Fall Term 2007 Tuesdays and Thursdays 4-6 p.m.
Classroom: Technology Education Building (TEB) Room 225

Carole Eustice, Instructor

Portland Community College Cascade Campus
P. O. Box 19000 E-Mail address: PCCTeacher@yahoo.com
Portland, OR 97219-0990 Office: TEB 206

Textbook:

Objectives:

syllabus-10Key

Office Hours: Tuesdays and Thursdays: 3-4 p.m.

Using Electronic Calculators, Fifth Edition, by Ralph Seltzer,
ISBN: 0-88294-809-1.

OS 131 is a one-credit course in the operation of an electronic
calculator—the "10-Key.” A major part of this class is the
mastery of the 10-key number pad by touch and the
development of speed and accuracy skills. In addition to
completing business math problems, you will learn efficient
methods of obtaining correct answers on the classroom model
calculator.

A great quantity of increasingly complex data is being required
today by business. To meet this challenge, business employees
should acquire skills necessary to process data more easily,
quickly, and accurately. Competence is an essential requirement
for initial employment as well as for continuing growth and
promotion.

The following factors will influence the student’s ability to
complete the class and to earn a passing grade or credit:
motivation, attendance, and English language skills necessary to
understand and to follow oral and written instructions.
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Attendance: Attendance is vital for successful completion of this course.

Evaluation:

Special
Needs:

Audit:

syllabus-10Key

Punctuality is important—class starts at 4 p.m. sharp.
Tardiness will be recorded. More than two (50 minute)
absences may result in a No Pass grade. All absences must
be made up.

You will fake speed/accuracy timings during the five-week
session. You will also take unit tests covering the material
presented both in the textbook and during class instruction.

This is a Pass/No Pass course. In order to receive a Pass grade
and credit for this course, you must complete the following:

Complete Unit Worksheets

Complete Unit Projects

Complete Final Test with a grade of 70% or higher

One-minute timing: 120 digits per minute or faster (no errors)
The two best timings will be recorded

The Computer Applications and Office System Department, in
conjunction with the Office of Student Disabilities, will make
every effort to accommodate persons with physical and learning
disabilities. It is the responsibility of students with special
needs to discuss this with their instructor within the first week
of class.

If you wish to AUDIT this class, you will need to arrange this
with me during the first week of the class. You will not receive
a grade or credit for the class if you choose to Audit it. You
must have regular attendance in the class to receive an
Audit grade (a maximum of two absences allowed).
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