DEPARTMENT OF academic upgrading
COURSE OUTLINE ~ FALL 2011



DELIVERY MODE(S): This course will be delivered in a computer lab hands-on
environment. Our primary resource will be Gregg College Keyboarding &
Document Processing. Additional software, resources and activities may be
introduced.

OBJECTIVES (OPTIONAL):
- Keyboarding Mastery ~ The Alphabet

- Keyboarding Mastery ~ Numbers and Symbols

- Understanding the basic tools and resources that are most related with
word processing.

- Confidence in the use of word processing resources and formatting

STUDENT RESPONSIBILITIES:
See attached Classroom/Lab Behavior and Decorum.
See attached Course program Outline.



GRADING CRITERIA:

GRANDE PRAIRIE REGIONAL COLLEGE

GRADING CONVERSION CHART




When working in a classroom or lab, you are expected to treat the setting as a
business meeting. As such, the following professional business behavior will be
expected of all students at all times.

1. Turn off all cell phones and other communication devices. In

consideration of others, do not use cell phones or other communication
devices in the classroom or lab. Itis very disruptive when such devices
ring in class ro during a lab.

Please let the instructor know, prior to class, if you are expecting an
important phone call 2i.e.: job interview or medical appointment.

2. No unnecessary talking and NO use of the computer when the class

leader (instructor, guest speaker, other classmate) is leading a class.

Computer use will be restricted to instructional activity.

3. Absolutely NO food or drinks are allowed in GPRC computer labs. Bottled

water may be on the floor, by your feet, with a secure cap.

4. Treat all individuals in the class with respect and kindness. Be willing to

help others in the classroom. No vulgar or racist comments.

5. Be on time. This class will start at exactly 14:50. Contact the instructor,
before class, if you are unable to attend class.

6. Do not display, on your computer screen, any material or Websites that

would be offensive or hurtful to others in the classroom or lab. All

computer activity MUST be related to the course content. CP0100 A2
students are restricted to using ONLY the TypingMaster program during
class time (exception is during other instructed activities where another
resource will be used).



