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https://officeadmingprc.typingclub.com/

LEARNING OUTCOMES:
As a result of taking this course, students will gain the ability to:

f  Continue to apply touch typing method in operating the keyboard in order to improve speed and accuracy
0 operate the letter and number keys by touch.
o0 implement proper keyboarding technique

I Apply formatting features in document/word processing
0 Proper use of the computer and its peripherals.
Create, edit, save, open close and print documents.
Apply text formatting.
Set margins, tabs and line spacing.
Change paper size and orientation.
Use correct spacing and punctuation.
Type and format tables.
Type and format business and personal letters in full and modified block style.
Type envelopes.
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GRADING CRITERIA:

Alpha Grade 4-point Percentage Alpha 4-point Percentage
Equivalent Guidelines Grade Equivalent Guidelines

A+ 4.0 90-100 C+ 2.3 67-69

A 4.0 85-89 C 2.0 63-66

A- 37 80-84 C- 1.7 60-62

B+ 33 77-79 D+ 13 55-59

B 3.0 73-76 D 1.0 50-54

B- 2.7 70-72 F 0.0 00-49

COURSE SCHEDULE/TENTATIVE TIMELINE:
See table on last page.

STUDENT RESPONSIBILITIES:
In addition to the Student Rights and Responsibilities as set out in the college website, the following guidelines will
maintain an effective learning environment for everyone:
I  Regular attendance is expected of all students in all academic upgrading courses. Your success in this
course is directly linked to your attendance. Attendance will be taken daily. Students missing more than
25% of lectures may be required to withdraw from the course, and/or may be given a failing grade.
I Students are expected to be punctual. Arrive on time for classes and remain for the duration of scheduled
classes.
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