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Chapter 9: Create New Course - Outcomes and Objectives

A. Outcomes/Objectives

Function and Use: This section is written from the student’s perspective, specifying the
course’s outcomes and objectives. By reading the course outline, under the heading:
‘Outcomes and Objectives’, the student should be able to understand the information
that they will gain, and/or the skills they will acquire, upon completion of the course.

It is important that there be a logical correlation among the outcomes and objectives, top-
ics and scope, assignments and evaluation methods. Here is an example of an inte-
grated approach to the Course Outline of Record:

Below illustrates this integrated approach to the course outline for BOT1A (Computer
Keyboarding):

Outcomes and Objectives Topics and Scope

1. Operate the following keys by touch: all alpha- I. Keyboarding Skills
bet keys, punctuation keys, top row number keys

and symbol keys. A. Alphabetic, number, and symbol keys

2. Develop keyboarding speed. B. Computer function keys

C. Keyboardi d ic techni
3. Continuously improve keyboarding accuracy. eyboarding and ergonomic techiniques

. . 1. correct posture
4. Demonstrate appropriate keyboarding tech- P

niques. 2. workstation organization

5. Identify and operate computer functions keys. 3. Spacing Principles

6. Interpret proofreader's marks and make indi- | II. Introduction to Computer/Word Processing

cated changes. Skills

7. Use correct spacing after punctuation marks. dIA. Computer equipment and floppy disk han-
ing

8. Express numbers correctly.

B. Creating, saving, and retrieving documents
9. Correctly punctuate spelled out numbers. g g g

10. Enter, edit, and save text using word pro-
cessing software.

Assignments Methods of Evaluation

1. Lessons: keying drills This is a degree-applicable course, but sub-
stantial writing assignments are not appropri-
ate, because the course primarily Involves
skill demonstrations or problem solving.

2. Timed writings: measuring speed and
accuracy

3. Assessments: quizzes and tests . . .
The problem-solving assignments required:

Homework problems
Quizzes
Exams
The types of skill demonstrations required:
Other: OFFICIAL TIMED WRITINGS
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If you read the text from both sections carefully, you will note that they agree with one
another. For example, look at the first Outcomes and Objective of the course:

“Operate the following keys by touch: all alphabet keys, punctuation
keys, top row number keys and symbol keys.”

Note that under Topics and Scope the following is listed:

“Alphabetic, number, and symbol keys. “

Assignments has the following is listed:

“Lessons: keying drills. “

Methods of Evaluation the provides the last correlation:

“Skills Demonstrations: official timed writings. “

This is a good example of these four sections having a logical correlation with one
another.

Below illustrates how to reach the get into the Maintain Outcomes/Objectives screen in
order to enter text:

Step [llustration

1. Select the function key:

<OUTLINE ~ SECTIONS> |§;;t'i::s
after completing page one

and two of the new course

screens.
2. You may now begin work- . ]
ing with the other sections [ 1 Select Unllne Sections
of course information. You [ ] De ect a
. eselect all
can have multiple areas [ 1 Advisories on Recommended Prep
checked. [ 1 Prerequisites/Corequisites
We Chose ‘Outcomes/ [ ] Limits on Enrol lment
Objectives’ by tabbing to [ ] Catalog Description
the menu branch and E } ?E:}gg:}gcgs:c”ptm"
pressing <ENTER> on the k4 M0utcomes/0bjectives
keyboard. [ 1 Assignments
[ 1 Methods of Evaluation
[ 1 Textbooks
[ 1 Resources Required
[ 1 Rationale(Neu)/Reason for Revision
[ 1 Reason Pending
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Step [llustration

3. Press the <ACCEPT> func-

. Accept
tion key to process your

selection.
4. A submenu appears with es/0bjectives
three choices.
We chose ‘Edit Text on HP’ Lookup/Report
and pressed <ENTER>. Hordprocess Text

Note: If you haven't identi-
fied your workstation, the
choice: ‘wordprocess text’
would not be available.

After each line of text is entered, press the <ACCEPT> or <NEXT RECORD> function
key at the bottom of the screen to process the data entry:

SANTA ROSA J C: 261 CCCSC Curriculum Management

Implementation Lookup/Reports Utilities Quit
Course: BOT 50A Title: COMPUTER KEYBOARDING Ver: 01 Stat: N_ Aprv: P_|
Line Text

([N MThe students will: |

0020 1. Operate the following keys by touch: all alphabet keys, punctuation
0030 keys, top rou number keys and symbol keys.
0040 2. Develop keyboarding speed.

0050 3. Cnntlnunuslg 1mprnve keghoardlng accuracv

0070 5 Identlfv and unerate cq_puter functions kas
0080 B Interpret proofreader's marks and make indicated changes.

0090 wwm
0100 Express numbers correctly.

0110 9. Correctly punctuate spelled-out numbers.
0120 10. Enter, edit, and save text using word processing softuare.
0130 11. Develop and use a consistent format for file naming.

0140 12. Retrieve and print documents.

0150 13. Properly handle and manage floppy disks.
aintain Objectives Text(M)
Key in a line of text and press <RETURN> or ‘Accept’.

Modifying.
Change | Help Previous| MNext ficcept Reject
Keys Field Record Record

Figure 9.2 Maintain Outcomes and Objectives Text
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You may check your work by returning back to the outcomes/objectives submenu and
selecting ‘Lookup/Report. After indicating the term for which you want the report, this
screen appears:

SANTA ROSA J C: 261 CCCSC Curriculum Management
CC103-0BJCTY-RPT SANTA ROSA JUNIOR COLLEGE PAGE: 1
15:04:00 OUTCOMES/OBJECTIVES DESCRIPTION COURSE Base
Course Title Yrsn Stat Aprv Effective Inactive
BOT S0A COMPUTER KEYBOARDING 01 N p FALL 2002
Text

The students will:
1. Operate the follouing keys by touch: all alphabet keys, punctuation
keys, top rou number keys and symbol keys.
Develop keyboarding speed.
Continuously improve keyboarding accuracy.
Demonstrate appropriate keyboarding techniques.
Identify and operate computer functions keys.
Interpret proofreader's marks and make indicated changes.
Use correct spacing after punctuation marks.
Express numbers correctly.
Correctly punctuate spelled-out numbers.
. Enter, edit, and save text using word processing softuare.
. Develop and use a consistent format for file naming.

== oW~ uUswn

———1

Objectives Description,

Press ENTER key to continue

Lines:1-19 Columns:1-80

Scrol | Scrol | Next
Foruard| Backuard Page

Figure 9.3 Lookup Report: Outcomes and Objectives Description

The same text will appear in the course outline under the heading: ‘OUTCOMES AND
OBJECTIVES™:

SANTA ROSA J C: 261 CCCSC Curriculum Management

Prerequisites approved: 02/23/1998 Last revieued: 02/23/1998
Term effective: FALL 1888 Last taught: FALL 2000 Inactive:

COURSE CONTENT

OUTCOME AND OBJECTIVES:
The students will:
1. Operate the follouwing keys by touch: all alphabet keys, punctuation
keys, top rou number keys and symbol keys.
Develop keyboarding speed.
Continuously improve keyboarding accuracy.
Demonstrate appropriate keyboarding techniques.
Identify and operate computer functions keys.
Interpret proofreader's marks and make indicated changes.
Use correct spacing after punctuation marks.
Express numbers correctly.
Correct ly punctuate spelled-out numbers.
. Enter, edit, and save text using word processing softuare.
. Develop and use a consistent format for file naming.

= =D~ aswn

———

Press ENTER key to continue
Lines:20-38 Columns:1-80

Scroll Scrol |

Next
Page

Foruard| Backward

Figure 9.4 Course Outline: OUTCOMES AND OBJECTIVES
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