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Instructor:

Mr. Don Parkhurst, Adjunct Professor

Contact:

Phone: 626685-7059, Email: through Blackboard odlparkhurst@pasadena.edu

Conference Hours:

Online byAppointment

Class Assignment Sheaefhis is & 8-week Cours€SecondB-week Term)

Assignments

There are8 semester weeks Points Your Points : :
: . . Refer to Assignment Guide posted on the
Assignmens due by: Possible )
Blackboard course site

Week1 Attendance Survey due Obtain text and materials
by midnight SaturdayApril 25, 10 Complete Attendance Survey
2009
Week2 Assignments are due by 100 1¢10
midnight Saturdayivay 2, 2009 See Assignment Guide posted in Blackboa
Week3 Assignments are due by 100 11-20
midnight SaturdayiMay 9, 2009 See Assignment Guide posted in Blackbog
Week4 Assignments are due by 100 21-30
midnight SaturdayMay 16, 2009 See Assignment Guide posted in Blackbog
Week5 Assignments are due by 100 31-40
midnight SaturdayMay 23, 2009 See Assignment Guide posted in Blackbog
Week6 Assignments are due by 100 41-50
midnight Saturdayiviay 30, 2009 See Assignment Guig®ested in Blackboard
Week7 Assignments are due by 100 51-60
midnight Saturdayjune 6, 2009 See Assignment Guide posted in Blackboa
Week8 Assignments are due by 100 61-70

midnight Saturday June 13, 2009

See Assignment Guide posteddlackboard
There is no final exam

© Pasadena City College

BIT 13 SyllabusSpring 2009

Pagel



Answers to Your Frequently Asked Questions

How do | beqin?

Know your Network IDYour Network ID is printed at thettom of your fee receipt. It is your three initials, in
all uppercase letters, followed by the last four digits of the number on your Lancer ID Card (or possibly the last
four digits of your Social Security number). Your password is-thgidPIN thatyou used to register.

Go to BlackboardYour online class is offered through an online course management program. Go to:
http://pcc.blackboard.com

You can also access the site from the PCC home page as followSi&@3isgs/Academi¢and then cliclOnline
Classe® / ft A01 GKS NBR f23 Ay odzid2y> €23 Ay 6AGK &2dzNJ
Find your course listed, and click the course.

Register your attendance so that you will not be droppelbb register your attendance so thyou will not be
dropped, during the first week of the semester, go to your course site and complete the first assignment, which
is a questionnaire. You do not need your book to complete the first assignment.

Determine if you will work on our computers iR202 or on your own computeror both: You can use your
own computer or use our computers in room R202 anytime during the following hours. An instructor is always
available to assist you and copies of the textbook are available for reference:

Mondayt Thursdy 9 a.nt 8 p.m.
Friday, 9 a.nt. 3 p.m.
Saturday, 8 a.m. 12 noon

Determine where you will store your work and buy a USB flash drive if necessfiypu plan to move around
to different computers to do your work, plan to store your work on a USB flash stritleat you can upload,
download, and store from any computer.

Be sure you have Internet access availablinternet access is always available in R282u will need Internet
access to submit your work, communicate with your instructor, and to obtain sdttee materials for the
course. You do not need to be connected to the Internet while you are working on the actual assignments.

Buy the textbook:Buy your books online from the PCC bookstore (see PCC home page for link) or visit the
bookstore on the camys (626585-7378). We can only guarantee thatwbooks purchased at the PCC

bookstore will work for the course. ISBNs are sometimes custom numbers for a specific college or professor or
include special materials; alternative sellers or used books makana the required CDs or other materials.

For this course, the required textbook is:

121 Timed Writing with Skillbuilding Drills and/licropace 2.0 7 Edition, by Clayton, published b@engage
Learning ISBN 13: 99780538444392
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How do | submit myvork?

You will submit your work to your instructor by using Blackboard's Assignment tool. Instructions are posted on
the course site. You will spend the majority of your time usingMii@opace Presoftware to prepare your

work; you need go online opkto print course information and to send your wotlag in to your class every two

or three days to see if there are any notices on the homepage or if you have any new grades or returned
assignments.

How do | communicate with my instructor?

For questiongbout this course, enail your instructor through Blackboard'snaail tool as follows:

On the left, clickMail. At the top, cliclCreate Messageabove theTo box clickBrowse for Recipientsand then

in the To column clickAll Section InstructorsScradlto the bottom and cliclSave Click in theSubjectbox and
type an appropriate subject. Click in tMessagebox and type your message. In the lower left corner, click the
Sendbutton.

LyljdzZA NARSE aSyd G2 -rabahiéssnyightibddHdbdartedNEy&u thtoadgh Bl&ckhS¥ais
cannot use the Blackboardneail tool for regular enail addresses that are not part of the Blackboard system.

How do | get help with technical pblems?

If you have problems with the performance of the Blackboard site or with your PCC Network ID or password, call
the PCC Help Desk at 65857523 The Help Destannotassist you with problems that involve your own
computer's performance or your letnet access.

How does the grading work for this course?

Check the Syllabus for your course and the course site to see the specific grading plan. To view your current
grade in Blackboard, access the course and on the leftMdijckrades Grades for somesaignments will not
appear until your instructor has released them. Only you and your instructor will be able to view your grades.
They cannot be viewed by other students in the class.

If you complete the assignment with no errors, you will receive theimam number of points. Assignments
containing errors may receive fewer than the maximum number of points, or they might be returned to you for
correction.

© Pasadena City College BIT 13 SyllabusSpring 2009 Page3



COURSE INFORMATION SHEET
BIT 113 z Keyboarding for Speed and Accuracy

What You Will Learn in This Course

In this course, you will review tigh control of the keyboamd you will be able to key words and numbers on a
computer screen without looking at your hands or at the computer keyboard. This skill will be valuable to you
throughout your lifetime because keying on an alphanumeric keybodh#iprimary method of communicating
with computers, and computers are an important part of most jolsid an important part of everyday life!

Being able to key on a computer keyboard rapidly and without looking at your hands frees you to concentrate
on the more important (and fun) functions of whatever computer program you are working with or whatever
computer task you are trying to accomplish

Course Description and Objectives

This is a onanit course consisting of a review of the components of the microcomputer, basic keyboarding
skills, and numeric keypad operations. You will review: operation of letter, numeric and symbol keys, by touch,
using appropriate keyboarding techniques; operation of the numeric keypad by touch; the main components
and function keys of a microcomputer systeYour goal is to pass a series of timed writings from straighy
material at a rate of speed commensurate with your goal for the course.

Student Learning Outcomes For This Course

Use a computer keyboartd entertext and databy touch contrat without being distracted by visually locating
the correct keys at 40words per minute or highefior 3 minutes with five or fewer errorgor the purpose of
creatingcommon personal and business communications such as alisailission groups, instant messaging,
and data entry.

Grading

Keep track of your grades and assignments on the Class Assignment Sheet. Your grade will be cesraputed a
combination of the following:

Ability to read and follow written instructions and plan your work.
Knowledge of computer and printer operation.

Assignments (complete, on time, accurate).

Knowledge of word processing concepts.

=A =4 =4 =4

Your final grade will be determined as follows:

90% of possible points = A
80% of possible points =B
70% of possible points = C
60% of possible points =D
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