	  Name ___________________________________   Student ID ____________________  Final Grade _____  Keyboarding 2  
  Email  _________________________________________________    Phone (          ) _______________   Start Date  _______ 

	  Submitted Questionnaire: 
	  Attended Orientation:
	  On Roster:           
	  Issued Add Card:

	  Comments:



	Due Date: Indicates the week in which that work is due; for example, Lessons 62 and 63 are due Week 2.
Timings: Goals represent minimum speed goals. Check the last page of this Progress Folder for end-of-semester goals.
Drills: The + (plus sign) flags language arts exercises; lowercase letters indicate exercises that are to be read only—no typing is involved.
Word Processing: Indicates the Word Manual practice exercises you should complete for that lesson.

Document Processing/Grade: Indicates the required jobs and Proofreading Checks. You should fill in your grades here so you can have a written record of your progress. All document processing jobs must be mailable (error free) to be assigned a grade of A. For document processing jobs that include errors (keystroking or formatting), the severity of the error will be considered when assigning a grade. Retype documents assigned a D or F or 0% for proofreading.
Extra Credit: Indicates the maximum amount of extra credit percentage points you can earn on this job by proofreading the job with 0 keystroking errors on the first Stated attempt.

	Lsn.
	Due

Date
	Timings
	Skillbuilding/Lang. Arts/

Formatting
	Word

Processing
	Document Processing/Grade
	Extra
Credit 

	
	
	Goal
	S/E
	
	
	
	

	61
	Week 1
	
	
	61-A B C D+ e 
	
	Cor. 61-55: letter, block
	1%

	
	
	
	
	
	
	Cor. 61-56: letter, personal (rd)
	1.5%

	
	
	
	
	
	
	Cor. 61-57: letter, modified-block
	

	62
	
	40/5e
	
	62-A B C
	
	Cor. 62-58: memo 
	1%

	
	
	
	
	
	
	Cor. 62-59: e-mail
	.5%

	63
	Week 2
	
	
	63- A B C D E F G+
	
	Report 63-34, business 
	1.5%

	
	
	
	
	
	
	Report 63-35, academic, multipage
	1.5%

	
	
	
	
	
	
	Report 63-36, business, left-bound 
	

	 Technique Check:             


	64
	
	40/5e
	
	64- A B C D
	
	Table 64-23, boxed table
	.5%

	
	
	
	
	
	
	Table 64-24, open table
	.5%

	
	
	
	
	
	
	Table 64-25, ruled table
	.5%

	65
	Week 3
	
	
	65-A B C D+
	
	Report 65-37: resume
	1.5%

	
	
	
	
	
	
	Cor. 65-62: app. letter, block
	1%

	65
	(cont’d)
	
	
	65-A B C D+
	
	Cor. 65-63: fol. up. letter, block
	Proofread 
100 %   0%
	

	66
	
	41/5e
	
	66-A B C d 
	
	Cor. 66-65: letter, block, multipage (rd)
	1.5%

	67
	Week 4
	
	
	67- A B C D+ E+ F+ g h i
	J: Sort
	Cor. 67-67: letter, block
	1%

	
	
	
	
	
	
	Cor. 67-68: letter, block, multipage
	1.5%

	68
	
	41/5e
	
	68-A B C d e f g h i 
	J: Table—Shading; E-Mail—Blind Copies
	Cor. 68-70: letter, block, table  
	1%

	
	
	
	
	
	
	Part 4 Practice DP Test: (47 minutes +2)
Cor. 68-72: letter, modified-block, table
	

	69
	
	
	
	69-A B C D E F G+ 
	H: Find and Replace
	Cor. 69-73: memo, multipage, table
	1.5%

	70
	Week 5
	41/5e
	
	70-A B C D e
	
	Part 4 Practice DP Test: (45 minutes +2)
Report 70-38: memo report, multipage
	

	
	
	
	
	
	
	Report 70-39: bibliography
	.5%

	71
	
	
	
	71-A B C D+ e
	
	Report 71-41: itinerary
	1%

	72
	
	42/5e
	
	72-A B C d e
	
	Report 72-44: agenda
	

	
	
	
	
	
	
	Report 72-46: minutes
	.5%

	73
	
	
	
	73-A B C D E F G+ h
	I: Footers
	Report 73-48: procedures manual
	5%

	74
	Week 6
	42/5e
	
	74-A B C D e
	F: Columns and Hyphenation
	Report 74-51: magazine article, multipage
	1.5%

	75
	
	
	
	75-A B C D+
	
	Report 75-55: minutes (rd)
	Proofread

100%   0%
	

	76
	
	43/5e
	
	76-A B C d
	E: Table—Text Direction; Table—Insert, Delete, and Move Rows or Columns
	Table 76-26: boxed
	

	77
	
	
	
	77-A B C D+ e
	
	Table 77-29: boxed
	

	
	
	
	
	
	
	Table 77-31: boxed (rd)
	

	78
	
	43/5e
	
	78-A B C d
	E: Page Orientation
	Table 78-32: boxed 
	.5%

	79
	Week 7
	
	
	79-A B C D E F G+ h
	I: Table—Repeating Table Heading Rows
	Table 79-35: boxed, multipage
	Proofread
100%   0%
	

	80
	
	43/5e
	
	80-A B C D+ e
	F: Table--Styles
	Part 4 Practice DP Test (18 minutes +2)
Table 80-40: predesigned
	

	DP Test: Part 4 Test (73 minutes +6 for saving and uploading)


	81
	Week 8
	
	
	81- A B C D+ e f g h
	I: Paper Size
	Part 5 Practice DP Test (? minutes +2)
Cor. 81-77: letter, modified-block
	

	  Comments: 
Keyboarding 2


	Lsn.
	Due

Date
	Timings
	Skillbuilding/Lang. Arts/Formatting
	Word

Processing
	Document Processing/Grade
	Extra
Credit

	82
	
	44/5e
	
	82-A B C d 
	E: Symbol—Insert 
	Report 82-58: business, table, A4
	1%

	83
	
	
	
	83-A B C D E F G+ h i
	
	Cor. 83-79: letter, block, A4
	1%

	84
	
	44/5e
	
	84-A B C D e
	
	Report 84-59: business, multipage, two tables (rd)
	Proofread
100%   0%
	

	85
	
	
	
	85-A B C D+ 
	
	Cor. 85-83: letter, block, A4
	1%

	86
	Week 9
	45/5e
	
	86-A B C 
	D: Styles
	Report 86-60: (project) business (rd)
	1.5%

	87
	
	
	
	87-A B C D+
	
	Report 87-61: (project cont’d) business, two tables (rd)
	1.5%

	88
	
	45/5e
	
	88-A B C 
	D: Clip Art—Insert .
	Report 88-62: (project cont’d) business, clip art
	1%

	89
	Week 10
	
	
	89-A B C D E F G+ 
	H: File—Insert; Bookmarks and Hyperlinks
	Table 89-46: (project cont’d) 
	

	
	
	
	
	
	
	Report 89-63: (project cont’d) business
	1%

	90
	
	45/5e
	
	90-A B C D
	E: Cover Page—Insert 
	Report 90-64, cover page
	

	
	
	
	
	
	
	Report 90-66: bibliography

	Proofread
100%   0%
	

	91
	
	
	
	91-A B C D+
	
	
	

	92
	
	46/5e
	
	92-A B C 
	D: Table—Tab 
	Report 92-67: business, multipage (rd)
	1.5%

	
	
	
	
	
	
	Part 5 Practice DP Test (24 minutes +2)

Table 92-48: predesigned
	

	93
	
	
	
	93-A B C D E F G+
	
	
	

	94
	
	46/5e
	
	94-A B C D 
	
	
	

	95
	Week 11
	
	
	95-A B C D+ 
	
	
	

	96
	
	47/5e
	
	96-A B C d 
	
	Report 96-70: warranty deed
	1%

	97
	
	
	
	97-A B C D+   
	
	
	

	98
	
	47/5e
	
	98-A B C
	D: Line Numbering
	Report 98-72: affidavit of possession
	1%

	99
	
	
	
	99-A B C D E F G+ 
	
	Part 5 Practice DP Test (30 minutes +2)

Report 99-73: summons
	

	100
	Week 12
	47/5e
	
	100-A B C D
	
	Report 100-74: complaint, multipage
	1.5%

	DP Test: Part 5 Test (63 minutes +6 for saving and uploading)


	101
	
	
	
	101-A B C D+ e 
	F: Templates--Correspondence
	Part 6 Practice DP Test (22 minutes +2)

Form 101-1: memo template
	

	102
	
	48/5
	
	102-A B C
	
	
	

	103
	
	
	
	103-A B C D E F G+ h
	I: Font—Small Caps; Text Boxes
	Form 103-6: letterhead
	

	104
	Week 13
	48/5e
	
	104-A B C D 
	E: Print Options
	Form 104-9: notepad
	

	105
	
	
	
	105-A B C 
	
	
	

	106
	
	49/5e
	
	106-A B C
	D: WordArt
	Report 106-78: cover page
	

	107
	
	
	
	107-A B C
	E: Table—Move; Page Color
	Part 6 Practice DP Test (? minutes +2)

Report 107-81: announcement
	

	108
	
	49/5e
	
	108-A B C d
	
	
	

	109
	
	
	
	109-A B C D E F
	
	
	

	110
	
	49/5e
	
	110-A B C D
	
	
	

	111
	Week 14
	
	
	111-A B C e
	F: Table—Borders and Shading, Custom
	Part 6 Practice DP Test (? minutes +2)

Report 111-90: online resume
	

	112
	
	50/5e
	
	112-A B C
	
	

	113
	
	
	
	113-A B C D E F
	
	

	114
	
	50/5e
	
	114-A B C D
	
	

	115
	
	
	
	115-A B C
	
	

	116
	
	50/5e
	
	116-A B C
	
	

	117
	
	
	
	117-A B C
	
	

	118
	
	50/5e
	
	118-A B C
	
	

	119
	
	
	
	119-A B C D E F
	
	

	120
	
	50/5e
	
	120-A B C D
	
	

	Week 15

	  DP Test: Part 6 Test (94 minutes +6 for saving and uploading)


	  Comments: 
Keyboarding 2


	  40% 5-Minute Timed Writings (Custom/40%) (lower the GWPM by 2 wpm for each error over 5)
x
.4
=

	  30% DP Tests (30%)
x
.3
=    



	    5% Practice DP Tests (5%)
x
.05
=   



	  10% DP Jobs (10%)
x
.1
=    



	    5% Proofreading Checks (5%)
x
.05
=   



	  10% Skillbuilding (10%)
x
.1
=    



	  Up to +10% Extra Credit:  Proofreading Checks          Extra Documents            Extra Skillbuilding

	  Up to -10%: Attendance

	  Final Grade:


	Lesson
	GWPM
	Errors
	NWPM
	
	Lesson
	GWPM
	Errors
	NWPM
	
	A
	B
	C
	D
	

	
	
	
	
	
	
	
	
	
	
	A
	55
	B+
	54
	C+
	50
	D+
	46

	Lesson
	GWPM
	Errors
	NWPM
	
	Lesson
	GWPM
	Errors
	NWPM
	
	
	
	B 
	53
	C 
	49
	D 
	45

	
	
	
	
	
	
	
	
	
	
	
	
	B 
	52
	C 
	48
	D 
	44

	Lesson
	GWPM
	Errors
	NWPM
	
	Lesson
	GWPM
	Errors
	NWPM
	
	
	
	B-
	51
	C-
	47
	D-
	43

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Lesson
	GWPM
	Errors
	NWPM
	
	Lesson
	GWPM
	Errors
	NWPM
	


