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COURSE OUTLINE

COURSE TITLE & NUMBER: CAPP 1030 10-Key Numeric Keypad
CREDITS: 1 (Lec  0 / Lab 1)

PREREQUISITES:  None 

CATALOG DESCRIPTION:

Although the 10 key adding machine appears to be a “thing of the past”, in some career areas it is imperative that students are adept at using the numeric keypad on the computer keyboard.  Students are given introductory training on the use of the keypad.  Some companies actually set their pay scale to correspond with the keystroke scale, so adeptness is a reward.  Accuracy, as well as speed, is developed during the course.  

OUTLINE OF MAJOR CONTENT AREAS:

I.  Knowledge and importance of numeric keypad in a career
II.  Understanding of Home Row of numeric keypad
III.  Knowledge and Importance of Timings
IV.  Knowledge and importance of Keystroke Scale
V.  Basic Math Calculations
VI.  Special Math Functions

COURSE GOALS/OBJECTIVES/OUTCOMES:

The student will
1.  identify Special Function keys and their purpose.
2.  list common keypadding errors.
3.  demonstrate saving and erasing work.
4.  demonstrate the use of the Enter Text Key.
5.  define the Keystroke scale.
6.  demonstrate the use of the Timer Feature.
7.  demonstrate the Touch Method Drills.
8.  define the basic math calculation capabilities using the keypad.
9.  demonstrate using keypad for addition with decimals.
10.  demonstrate using keypad for addition with Repeated Numbers.
11.  demonstrate using keypad for addition with the Accumulator.
12.  demonstrate using the Memory buttons.

13.  describe and demonstrate using the keypad for subtraction.

14.  describe and demonstrate using the keypad for multiplication.

15.  describe and demonstrate the Rounding Selector.

16.  define Multifactor multiplication.

17.  define Accumulative multiplication.
18.  describe and demonstrate using the keypad for division.
19.  describe and demonstrate Constant Division.
20.  demonstrate using the Average button.
21.  demonstrate Rounding.
HCC COMPETENCIES MET:

1) Working Productively and Cooperatively

2) Thinking Creatively and Critically

STUDENT CONTRIBUTIONS:

Attendance is critical in this class.  The student is expected to participate in class activities and complete assignments when due.

METHODS FOR EVALUATING STUDENT LEARNING:

Goals will be satisfactorily completed when student has demonstrated them by completing assignments and projects reflecting understanding and application of goals as explained and assigned in the course text.
SPECIAL INFORMATION:  (SPECIAL FEES, TEXTBOOK USED, ETC.)

Handouts and other materials are provided in class.
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