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Middle School Keyboarding 

18-week (one semester) Grade 6 

 

Course Content: 

 

 Demonstrate Workplace Readiness Skills. 

 Address elements of student life. 

 Identify computer system components. 

 Describe ergonomic and repetitive strain injury guidelines as related to safe 

computer use. 

 Maintain workstation, equipment, materials, and supplies. 

 Boot, access, reboot, and shut down an operating system and start and exit 

software programs. 

 Input data and commands using peripherals. 

 Key alphabetic, numeric, and symbolic information using touch system and 

correct techniques. 

 Manipulate data/software/operating system using ribbons, launchers, icons, and 

pull-down menu, mouse, and function keys. 

 Use file external storage device and online management techniques. 

 Improve keyboarding techniques. 

 Increase keyboarding speed and accuracy. 

 Proofread copy, using proofreaders’ marks. 

 Write letters, memos, e-mails, reports, blogs, outlines and tables, using the 

English writing process. 

 Key and format letters, memos, e-mails, reports, outlines, columns, and tables. 

 Edit copy. 

 Produce documents incorporating graphic elements, including tables and graphs. 

 Obtain assistance for preparing documents from electronic and hard-copy 

references and documentation. 

 Troubleshoot computer problems. 

 Correlate keyboarding skills with the appropriate career pathways. 

 Develop and update a resume. 

 Complete an online and/or written job application form. 

 Create an electronic and/or hard-copy portfolio containing representative samples 

of student work. 

 Identify potential employment barriers for nontraditional groups and ways to 

overcome the barriers. 
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Equipment, Textbooks, and Programs: 

 

Dell Computers, Windows 7 Operating System, Microsoft Office 2010 and MicroType 5 

Applied Computer Keyboarding by Jack P. Hoggatt and Jon A. Shank, South-Western 

Cengage Learning Publishing, 2009. 

Teacher created assignments and projects. 

 

Grading: 

 

First quarter:     Second quarter: 

Keyboarding Techniques    MicroType Skillbuilder and Keypad 

Class Documents    Class Production  

Alphabetic Keyboarding   Grammar Checkups 

One-Minute Timed Writings   Digital Literacy 

Three-Minute Timed Writings 

 

Materials Needed for class: 

 

Two-pocket folder 

 


