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Washtenaw Community College Comprehensive Report

BOS 101A Introduction to Keyboarding
Effective Term: Spring/Summer 2020

Course Cover
Division: Business and Computer Technologies
Department: Business
Discipline: Business Office Systems
Course Number: 101A
Org Number: 13200
Full Course Title: Introduction to Keyboarding
Transcript Title: Beginning Keyboarding
Is Consultation with other department(s) required: No
Publish in the Following: College Catalog , Time Schedule , Web Page
Reason for Submission: Course Change
Change Information:

Consultation with all departments affected by this course is required.
Outcomes/Assessment
Objectives/Evaluation

Rationale: Update course outcomes and objectives.
Proposed Start Semester: Winter 2020
Course Description: This course is the first in a series of three keyboarding courses. This course teaches
students to keyboard by touch and develop speed, accuracy, and proper techniques on the alphabetic,
punctuation and symbol keys. This course is offered only in a self-paced format.

Course Credit Hours
Variable hours: No
Credits: 1
Lecture Hours: Instructor: 15 Student: 15
Lab: Instructor: 0 Student: 0
Clinical: Instructor: 0 Student: 0

Total Contact Hours: Instructor: 15 Student: 15
Repeatable for Credit: NO
Grading Methods: Letter Grades
Audit
Are lectures, labs, or clinicals offered as separate sections?: NO (same sections)

College-Level Reading and Writing
No Basic Skills Prerequisite

College-Level Math

Requisites

General Education
Degree Attributes
 Below College Level Pre-Reqs
 High School articulation approved
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Request Course Transfer
Proposed For:

Student Learning Outcomes

1. Touch type alphabetic, punctuation, and symbol keys for one minute at a minimum rate of 24 words
per minute with no more than one error.

Assessment 1
Assessment Tool: Student performance test
Assessment Date: Fall 2021
Assessment Cycle: Every Three Years
Course section(s)/other population: All sections
Number students to be assessed: All students
How the assessment will be scored: Scored using the Gregg College Keyboarding and
Document Processing (GDP) website
Standard of success to be used for this assessment: 70% of students will type 24.00 wpm or
higher upon completion of the course.
Who will score and analyze the data: Departmental faculty

Course Objectives
1. Increase touch-typing proficiency at a minimum rate of 24 wpm for one minute with no more than

one error.
2. Space correctly around punctuation marks.

New Resources for Course

Course Textbooks/Resources
Textbooks
Manuals
Periodicals
Software

Equipment/Facilities

Reviewer     Action Date
Faculty Preparer:   
Joyce Jenkins     Faculty Preparer Aug 23, 2019 
Department Chair/Area Director:   
Douglas Waters     Recommend Approval Aug 28, 2019 
Dean:   
Eva Samulski     Recommend Approval Aug 31, 2019 
Curriculum Committee Chair:   
Lisa Veasey     Recommend Approval Sep 19, 2019 
Assessment Committee Chair:   
Shawn Deron     Recommend Approval Oct 10, 2019 
Vice President for Instruction:   
Kimberly Hurns     Approve Oct 14, 2019 
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