High School

Business Technology: Year 1

CCCNS Crosswalk Matrix

	CCCNS Course 

Number / Title
	CCCNS Course Description/ Standards and Competencies
	BTE Course or Unit Title / Objectives

	BTE 108 – Ten-Key By Touch
1 credit


	Description:

Introduces touch control of the ten-key pad.  Emphasizes the development of speed and accuracy using proper technique.
Competencies View:
l. Demonstrate correct keying technique. (I)

ll. Develop speed and accuracy necessary to skillfully apply this knowledge to a variety of data entry situations. (II) 
Outline View:
I. Keystroking

A. Home Row (Guide Keys)

B.  Drill Configurations

C.  Mathematical Function Keys

II. Skill Development

A.   Speed

B.   Accuracy 


	Required Competencies:
l. Demonstrate correct keying technique. (I)

ll. Develop speed and accuracy necessary to skillfully apply this knowledge to a variety of data entry situations. (II) 
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