
Oxnard College									Spring 2010

CIS 002 – Speed and Accuracy
Hours by Arrangement 

January 13 – May 7, 2010

CRN #35818


Instructor:  Cherri Ziegler

Email:  cziegler@vcccd.edu  E-mail me every two weeks to let me know what lesson you are on.  If you do not have access to E-mail, please leave me a note in my mailbox in the Mail Room of the Learning Resources Center. 

Instructor will be in OE-3 on:  Wednesdays, 10:00 am – 2:20 pm 
                                                      Thursdays, 6:00 pm – 8:50 pm 

College website:  www.oxnardcollege.edu     Computer Skills Center (CSC)  

Textbook:     KeyChamp by Sharp, Olinzock, Santos

Course Description:

This course is designed to improve speed and accuracy in using the keyboard through development of proper technique, assessment of keyboarding deficiencies and through individual practice to improve keyboarding deficiencies, and is for students who know the keyboard by touch but need more work on speed and/or accuracy.  Drills for speed development and accuracy will be self-paced.  This course may be taken two times.

Course Content:

There are 125 sessions.
· Sessions 1-100 cover the alphabet keys
· Sessions 101-125 cover the number keys, symbols, and punctuation marks

You are required to complete a minimum of 85 sessions.  You may complete more sessions if you wish.  You will complete all components of each session except for the Word Champ game.  You may play the Word Champ game for fun, but it is not required.  After each session review your Progress Report, by clicking OK when it says to print report.  But do not print the report.

Every 5th session is an Assessment Session.
· Time writings in this session measure the progress you have made to this point.
· This is the only section of the program in which grades are recorded. 

	About KeyChamp
	This program is based upon the fact that increasing the speed of the slowest two-letter keystroke combinations (diagraphs) is the fastest way to gain keyboarding speed.  (EX:  th, in, re)
KeyChamp does not emphasize typographical errors; rather, the program focuses on what was keyed correctly.
KeyChamp analyzes your technique by measuring the slowest diagraphs (two-letter keystroke combinations) and then assigning practice to speed them up.  Accuracy is important, but developing your maximum speed with an appropriate emphasis on accuracy is the primary objective of KeyChamp.
KeyChamp is a comprehensive program that is designed to improve your keyboarding skill by focusing on your individual needs.  The program provides specific prescriptive drills to address your problem areas.

	Course Grade:  
	Although KeyChamp calculates a grade based on the results of the assessment sessions, the course grade will also be determined by the following.
· Completion of 85 sessions
· Attendance of 56 hours in the computer skills lab
· Speed and accuracy development 



Attendance:

A minimum of 56 hours in the lab is required to complete this course.  To record your hours you must logon to the CI Track attendance program before and after you complete your lab time.  Be sure to log into Keyboarding Speed and Accuracy.  There is a designated computer for CI Track in each lab (LA-7, OE-2, OE-3) and also in the Oxnard College Learning Center located in the Library.  Ask whomever is on duty to help you logon.  Recording your attendance is critical, without it your hours will not be counted toward the required number.  It is highly recommended that you keep track of your own lab hours in your notebook.
Keep up with the assignments.  Schedule at least 3 ½ hours per week to focus on the class.  It is best to work one to two hours daily.  Do not have sessions that are longer than two hours.  Some students may need more time or some less time, so you make adjustments based on your skill level. Contact your instructor if you begin to have problems or if you decide to drop.  (E-mail   cziegler@vcccd.edu)

The KeyChamp program saves all of your work within the program itself.  You will do all of your assignments on campus.  You may practice at home, but only the work completed and recorded on campus will count toward your class requirements.  Your instructor has access to all student records and will be able to track your progress on a daily basis.


Frequently Asked Questions

What is CSC?
CSC is the Computer Skills Center at Oxnard College.  It is comprised of three computer labs:  LA-7, OE-2, and OE-3.  Courses scheduled in these labs will be taught as a self-paced, open-entry/open-exit course with flexible scheduling.  

When does my class meet?  
You establish your own schedule.  You must put in 56 hours before May 7, 2010, so plan accordingly.  It is your choice as to when you visit the lab and do your assignments.  A schedule will be posted at each lab indicating the hours of operation.  KeyChamp is also available in the Oxnard College Learning Center located in the Library.  

Can I finish the class in less than 17 weeks?
Yes.  If you attend class for more than the required number of hours per week, it is possible for you to satisfactorily complete all of the course work.  Ex:  If you increase your number of hours a week from the required 3 ½ to 7, you would be able to complete the course assignments in just eight weeks.  

Can I do all my work at home and turn in my assignments by email?
NO, this is not an online class.  Your attendance for the required classroom hours per week is mandatory just as any other on-campus class.  You must complete all assignments on campus in LA-7, OE-2 or OE-3 computer labs or in the Oxnard College Learning Center located in the Library. Remember to logon on and off of Tutor Track every time you work in lab.

To logon to the KeyChamp Program, do the following:
	1.  Click   Start 
	2.  Click   All Programs
	3.  Click   KeyChamp 

The software loads.  You will see a screen that resembles the front of your textbook.  
A Student Registration window appears.  
	Select class   CIS 2-Ziegler S10 by using the drop down arrow.  
		Click on New.

New Student window appears.
	Type in your name.
		  Type the first letter of your first and last name with a capital, all other letters will be 				in lower case.  (ex:  Mary  E  Smith)

Select the class         CIS 2-Ziegler-S10     (use the drop down arrow)

Create a password 
	  Record your password in your notebook.  You must remember your password in order to access your work.

Ignore Data Path field 

New window appears and you will see:
Your Name
Today’s Date
Class Name   CIS 2 Ziegler S10
Sessions Completed

All assignments must be completed on or before May 7, 2010.  No late work will be accepted after that date.

BEFORE YOU BEGIN KEYCHAMP…… READ
Preface      Welcome to KeyChamp      pages iii – iv
Introduction     pages vii – xii


To begin the session, click on the ENTER SESSION box.

Complete all exercises in 1a Conditioning Practice.  Notice the conditioning practice tab is yellow (active) at the bottom of the screen. 

When you have completed all components of Conditioning Practice, you will receive a checkmark on the tab and it will turn to red.  (This checkmark and color change indicates that you have finished all the components for that section.)
Notice the Evaluation Analysis tab is now yellow (active).  Complete all components of 1b Evaluation Analysis Practice.  You will receive a checkmark on the tab and it will turn red.   (This checkmark and color change indicates that you have finished all the components for that section.)

1c Individual Practice – complete all components of this section.  You will receive a checkmark on the tab and it will turn red. (This checkmark and color change indicates that you have finished all the components for that section.)

1d Word Champ Game – optional.

Click on Print Progress Report, a report does not actually print, but you are able to view the report.

Continue with Session   _____    Click   YES

You must complete a minimum of 85 sessions in order to complete the course. You may complete more sessions for extra credit.

Required for each session
· Conditioning Practice
· Evaluation Analysis
· Individualized Practice

Review Progress Report at the end of each session; DO NOT PRINT a copy of the report.  

When you are ready to quit KeyChamp, do the following:

Click    File 
Click   Exit.
Are you sure you to quit.  Click     YES

When you return to the lab to work on your assignments, do the following;

Start
All Programs
KeyChamp
Select your class.
Select your name.
Click     open.
Type your password.
Enter Session


Enjoy your journey through KeyChamp!
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