Name______________________________________________________________ Student ID_____________________________ CAOT 1 Online


Print Last Name



First Name

Telephone No. ______________________Email Address_______________________________________Today’s Date____________ (Fall 2009)

 READ:
Complete only the assignments listed below.  Many documents are skipped beginning with Lesson 26, so check the "Document Processing" column carefully.  A plus sign (+) in the drill column indicates a language arts activity, which should be repeated until 0-1 error is achieved.  Lowercase drills indicate a reading assignment.  When a lesson ends with a timing, always take the timing at least two times and write in your fastest timing score under the “Student” column (speed/errors).        Document grades:  A = 0 errors; B= 1 error; C= 2 errors; D= 3 errors; F = 4+ errors. “Proofreading” documents should be done with zero errors on the first try for an “A” grade; if not, redo it again.

	Lesson
	Due
	
	Timing
	Drills

(in Textbook)
	Word Processing
(in MS Word 2007 Manual)
	Document Processing
(in Textbook)

	
	
	Date
	Goal
	Student
	
	
	

	1
	Week 2
	9/6-9/12
	10/3e
	
	1-ABCDEFGHIJ  
	
	

	2
	
	
	
	11/3e
	
	2-A B C D E F G
	Lessons 1-5 are due before
	

	3
	
	
	
	12/3e
	
	3-ABCDEFG
	Tuesday, midnight, 9/15
	

	4
	
	
	
	13/3e
	
	4-ABCDEFGH
	
	

	5
	
	
	
	14/3e
	
	5-ABCDEFG 
	
	

	6
	Week 3
	9/13-9/19
	15/3e
	
	6-ABCDEFGH
	Lessons 6-8 are due before
	

	7
	
	
	16/3e
	
	7-ABCDEFGH 
	Saturday, midnight, 9/19, the
	

	8
	
	
	17/3e
	
	8-ABCDEFGH
	end of Week 3
	

	9
	Week 4
	9/20-9/26
	18/3e
	
	9-ABCDEFGHIJK
	
	

	10
	
	
	
	19/3e
	
	10-ABCDE
	Lessons 9-13 are due before
	

	11
	
	
	
	19/5e
	
	11-ABCDEFGHI
	Saturday, midnight, 9/26,
	

	12
	
	
	
	20/5e
	
	12-A B C D E F G H
	the end of Week 4
	

	13
	
	
	
	21/5e
	
	13-ABCDEFGHI
	
	

	Technique Check at LACC—15 mins.—Come to DH 204 on 9/25, 1-1:30 p.m. OR to DH 207d on 9/29, 1-1:30 p.m.

	14
	Week 5
	9/27-10/3
	22/5e
	
	14-ABCDEFGHI  
	
	

	15
	
	
	
	23/5e
	
	15-ABCDEFGHIJK
	From now on, all the lessons for
	

	16
	
	
	
	24/5e
	
	16-A BCDEFGH
	the week are always due before
	

	17
	
	
	
	25/5e
	
	17-ABCDEFGH
	Saturday, midnight, the end of
	

	18
	
	
	
	26/5e
	
	18-ABCDEFGH
	that week
	

	19
	Week6
	10/4-10/10
	27/5e
	
	19 -A B C D E F G H I
	
	

	20
	
	
	28/5e
	
	20-A BCDEFGHIJK
	
	

	21
	
	
	
	
	21-A B C D+ E
	21 E Orientation A—Start Your Word Processor; Choose a Command Open a File; Quit Word Processor
	

	22
	
	
	28/5e
	
	22-A B C D E
	22E Orientation B—Navigate in a File; Save a File; Close a File; New
	

	23
	Week 7
	10/11-10/17
	
	
	23-A B C D E
	23E Orientation C—Select Text; Bold; Undo/Redo a Command; Help
	

	24
	
	
	29/5e
	
	24-A BCDEFGH
	24H Orientation D—Preview Pages; Check Spelling/Grammar; Show Formatting; Print
	

	25
	
	
	
	
	25-A B C d E+ f g H
	25-H E-mail Basics
	Corres25-1, e-mail

	26
	
	
	30/5e
	
	26-A B C D
	Skip 26-E F G H for now
	

	27
	Week 8
	10/18-10/24
	
	
	27-A B C D+
	Skip 27-E F G H for now
	

	28
	
	
	31 /5e
	
	28-A B C D E F G
	Skip 28-H I J for now
	

	29
	
	
	
	
	29-A B C D+ e f
	
	

	30
	
	
	32/5e
	
	30-A B C D e f
	
	

	31
	Week 9
	10/25-10/31
	
	
	31-ABCDE+fg
	If you do not find and correct all errors in this  letter the first time, you may recreate this "Proofreading Check" document all over again from scratch
	Corres 31-3, letter
	Proofread

100%   0%
Type letter again until you get 0 errors 




	32
	
	
	33/5e
	
	32-A B C D E F G h
	
	Corres 32-8

	33
	
	
	
	
	33-A B C D e f g
	33-H Envelopes; Labels
	Corres 33-9,   envelope

	
	
	
	
	
	
	
	Corres 33-10, envelope

	
	
	
	
	
	
	
	Corres 33-11, labels

	34
	Week 10
	11/1-11/7
	34/5e
	
	34-A B C D e
	
	Corres 34-14, memo
	Proofread

100% 0%
Type memo again until you get 0 errors 
	

	35
	
	
	
	
	35-A B C D+ e
	35-F Italic; Underline
	Corres 35-17, memo

	
	
	
	
	
	
	
	Corres 35-19 (Practice Test)
(25 minutes)—get "0" errors on the first try or type again)

	Test, Letter & Envelope--25 mins. (11/6, 1 p.m. OR email your instructor to schedule date)                     3-min. timings:

	36
	Week 11
	11/8-11/14
	35/4e
	
	36-A B C D e
	36-F Table — Create; AutoFit to Contents
	Table 36-1 b

	
	
	
	
	
	
	
	Table 36-2 b

	37
	
	
	
	
	37-A B C D+ e
	37-F Table— Merge Cells; Borders
	Table 37-6 o

	38
	
	
	35/4e
	
	38-A B C D
	38-F Table— Center Horizontally; Center Page
	Table 38-9
	Proofread

100% 0%
Type table  again until you get 0 errors

	   39
	
	
	
	
	39-A B C D E F G+ h
	39-I Table — Align Text in a Column
	Table 39-12 (Practice Test)

(15 minutes)—get "0" errors on the first try or type again)
	

	Test, Table--15 mins. (11/13, 1 p.m. OR email your instructor to schedule date)                                        3-min. timings:

	40
	Week 12
	11/15-11/21
	36/4e
	
	40-A B C D then skip to 
26-efgH
	26-H Alignment; Font Size
	Report 26-1

Business, arranged
	Proofread

100% 0%
Type report again until you get 0 errors
	

	41
	
	
	
	
	41-A B C then skip to 
27-e f g H (proofreaders 'marks)
	27-H Page Numbering; Page Break
	Report 27-3 business, multipage

	42
	
	
	36/3e
	
	42-A B C D then skip to 
28-hiJ
	28-J Bullets and Numbering; Decrease Indent
	Report 28-5

business, list
	Proofread

100% 0%
Type report again until you get 0 errors 



	43
	Week 13
	11/22-11/28
	
	
	43-A B C D then skip to 
30-G
	30-G Cut, Copy, Paste
	Report Test 2-12 (Practice Test)-(35 minutes)—Do NOT type as an "academic" style report; use "business" style formatting—get  "0" errors on the first try or type again

	44
	
	
	37/3e
	
	44-A B C D E F
	
	

	Test, Report--35 mins. (12/11, 1 p.m., OR-email your instructor to schedule date)                                                3-min. timings:

	45
	
	
	
	
	45-A B C d E+ 
	Beginning with Lesson 45, push for SPEED; try to type 3-4 warn faster than you did on the 3-min. timing in Lesson 44 (keep eyes on book--don't look at your hands!)

	46
	
	
	37/3e
	
	46-A B C D
	

	47
	
	
	
	
	47-A B C
	

	48
	
	
	38/3e
	
	48-A B C D 
	Continue to push for SPEED; type 3-4 war faster than you did on the 3-min. timing in Lesson 46 (allow yourself 6-8 errors)

	49
	Week 14
	11/29-12/4
	
	
	49-A B C
	

	50
	
	
	38/3e
	
	50-A B C D E F
	

	51
	
	
	
	
	51-A B C 
	Keep pushing for SPEED (while keeping your eyes on the book)!

	52
	
	
	39/3e
	
	52-A B C D e
	Note: Select 3-minute timing in 52-D and for all timings thereafter.

	53
	
	
	
	
	53-A B C D E F
	

	54
	
	
	40/3e
	
	54-A B C then skip to 
29-e f G
	29-G Line Spacing
	Report 29-7 academic, multipage

	55
	Week 15
	12/6-12/12
	
	
	55-A B C D+
	Type at an "even" pace with good rhythm, keeping your eyes on the copy

	56
	
	
	40/3e
	
	56-A B C D
	Begin the timing with even rhythm; maintain the same pace for two lines; then increase the pace slightly for the next two lines; then increase the pace slightly again for the next two lines; continue this pattern for 3 mins. which will help you to type with better accuracy

	57
	
	
	
	
	57-A B C
	

	58
	
	
	40/3e
	
	58-A B C D
	

	59
	
	
	
	
	59-A B C D+
	

	60
	
	
	40/3e
	
	60-A B C D E F
	Reduce errors on 3-min. timings to 3 or fewer by typing with even rhythm

	Friday, 12/18, 12 noon-2 p.m., DH 204—Final Exam—3-Minute Timed Writings Only


Student's Best Achievement on Three-Minute Timed Writing Tests:
	Lesson
	GWAM
	Errors
	NWAM
	A
	B
	C
	D

	
	
	
	
	4.0
	40
	3.5
	39
	2.5
	34
	1.5
	29

	
	
	
	
	
	
	3.2
	38
	2.2
	33
	1.2
	28

	
	
	
	
	
	
	3.0
	37
	2.0
	32
	1.0
	27

	
	
	
	
	
	
	2.8
	36
	1.8
	31
	.8
	26

	
	
	
	
	
	
	2.6
	35
	1.6
	30
	.6
	25


Name____________________________________________________________________ Email_____________________________________________ CAOT 1 Online (Fall 2009)

 Print Last Name



First Name
	Grade Calculations:
	Letter
	Number
	%
	

	50%, Average 3-Minute Timings (by "touch") *

	
	
	 x .50 =
	

	20%, Document Tests:                      Letter           ; Table           ; Rept.
	
	
	 x .20 =
	

	15%, Doc Pract Tests 1st try 0 errors: Letter            ; Table            ; Rept.
	
	
	 x .15 =
	

	10%, Doc Process. Jobs w/0 errors:   Letter           ; Table            ; Rept.
	
	
	 x .10 =
	

	5%, Proofreading Checks (5 docs with 0 errors on 1st try = A; 4 documents with 0 errors on 1st try = B; 3 docs = C; 2 doc = D; 1 = F)
	
	
	x .05 =
	

	












Subtotal:     
	

	-10%, Deduction for unacceptable technique 

	(-    )

	-10%, Deduction for missing skillbuilding drills (four or fewer) 

	(-    )

	-10% Deduction for excessive late work       

	(-    )

	
	

	-10% Deduction for missing or tardiness to test dates (two or more) 
	(-     )

	
	

	Date:                                   Instructor:                                                                           FINAL GRADE:
	


*3-Minute Timings: Grade based on the average of the three best timed writings taken under the supervision of the instructor during letter, table, and report test sessions and on final exam day:

	A = 40+ wpm

	B = 35-39

	C = 30-34

	D = 25-29

	F = 24 or below


Assmt_Sht_Fall_2009.doc
