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Plato Course  

Electronic Communication Skills 

Course Overview 
This one-semester course is intended as a practical, hands-on guide to help you learn electronic 

communication skills required to achieve success in various careers. This course has 16 

lessons organized into four units, plus four Unit Activities. Each lesson contains one or more 

Lesson Activities. 

Additionally, there are two Course Activities that you need to work on throughout the duration of 

the course. These activities are long-term projects over the length of the course. The due dates 

for these activities are to be determined by the course instructor. 

This course will cover electronic communication skills with respect to computer hardware and 

software, keyboarding speed and accuracy, creation of business documents, and the role of the 

Internet.  

You will submit the Unit Activity and Course Activity documents to your teacher, and you will 

grade your work in the Lesson Activities by comparing them with given sample responses. The 

Unit Activities, Course Activities (submitted to the teacher), and the Lesson Activities (self-

checked) are the major components of this course. There are other assessment components, 

namely the mastery test questions that feature along with the lesson; the pre- and post-test 

questions that come at the beginning and end of the unit, respectively; and an end-of-semester 

test. All of these tests are a combination of simple multiple-choice questions and technology 

enhanced (TE) questions.  

Course Goals 
This course will help you meet the following goals: 

 Explore the basics of computer hardware and software. 

 Learn about the different career choices available to you in the field of electronic 

communication. 

 Explore the various methods and techniques of using a keyboard. 

 Familiarize yourself with the functions of various keys of a keyboard. 

 Learn the different ways of enhancing your keyboarding skills with the help of keyboard 

ergonomics.  

 Learn how to create, edit, format, enhance, review, and publish documents. 

 Learn how to create a basic presentation for a given audience.  
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 Familiarize yourself with the history and terminology of the Internet.  

 Learn the various components and functions of the World Wide Web. 

 Learn how to browse and communicate through the Internet. 

 Explore the various security risks and concerns associated with the use of computers. 

Prerequisite Skills  
Plato Course Electronic Communication Skills has the following prerequisites: 
  

 basic math knowledge 

 ability to visualize and apply creativity and innovation 

 familiarity with the writing process and following guidelines 

General Skills
 

To participate in this course, you should be able to do the following: 
 

 Perform basic operations on a computer. 

 Perform online research using various search engines and library databases. 

 Communicate through email and participate in discussion boards. 

 

For a complete list of general skills that are required for participation in online courses, refer to 

the Prerequisites section of the Plato Student Orientation document, found at the beginning of 

this course. 

Credit Value 
Plato Course Electronic Communication Skills is a 0.5-credit course. 

Course Materials 
 Notebook 

 Computer with Internet connection and speakers or headphones 

 Microsoft Word or equivalent 

 Microsoft Excel or equivalent 

 Microsoft PowerPoint or equivalent 
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Course Pacing Guide 

This course description and pacing guide is intended to help you stay on schedule with your 

work. Note that your course instructor may modify the schedule to meet the specific needs of 

your class. Also, the course instructor will determine the due dates for the Course Activities, 

which are long-term projects over the length of the course. 

Unit 1: Computer Systems for Electronic Communication 

Summary 
In this unit, you will learn about the basics of computer hardware and software applications. 

Additionally, in this unit, you will familiarize yourself with various career opportunities that 

require you to have basic computer skills.  

Day Activity/Objective Type 

1 day: 

1 

Syllabus and Plato Student Orientation  

Review the Plato Student Orientation and Course Syllabus at 

the beginning of this course.  

Course Orientation 

Extended 

project 

Student Organizations and Personal Leadership 

 
Course Activity 

Extended 

project 

Industry, Profession, and Social Issues 

 
Course Activity 

4 days: 

2–5 

Computer Hardware and Software  

Describe basic hardware configuration and software used in 

computers. 

Lesson 

4 days: 

6–9 

Working with Files and Folders  

Demonstrate integrity by abiding by workplace policies and 

laws and demonstrating honesty and reliability. 

Lesson 

4 days: 

10–13 

Careers Opportunities in Electronic Communication  

Demonstrate positive self-representation skills by dressing 

appropriately and using language and manners suitable for 

the workplace. 

Lesson 

1 day: 

14 

Space Jumble Game 

4 days: 

15–18 

Unit Activity/Threaded Discussion—Unit 1 Unit Activity 

1 day: 

19 

Posttest—Unit 1 Assessment 
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Unit 2: Using Keyboard Techniques  
Summary 
In this unit, you will learn about the best possible ways of using a keyboard. You will also 

familiarize yourself with the functions and purpose of the different keys of a computer keyboard. 

Additionally, you will learn ergonomics principles that will help you improve your keyboarding 

speed and accuracy, and avoid injuries.  

Day Activity/Objective Type 

4 days: 

20–23 

Operating a Keyboard  

Describe basic techniques of using a keyboard. 

Lesson 

4 days: 

24–27 

Using Numbers, Symbols, and Command Keys 

Explain the use and operation of number keys, symbols, and 

command keys on a keyboard.  

Lesson 

4 days: 

28–31 

Improving Keyboarding Speed and Accuracy  

Discuss ways to improve keyboarding skills and techniques. 

Lesson 

4 days: 

32–35 

Keyboard Ergonomics  

Describe ergonomic principles and guidelines for operating a 

keyboard. 

Lesson 

1 day: 

36 

Para Jumble Game 

4 days: 

37–40 

Unit Activity/Threaded Discussion—Unit 2 Unit Activity 

1 day: 

41 

Posttest—Unit 2 Assessment 
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Unit 3: Working with Documents  

Summary 
In this unit, you will learn how to create, format, edit, enhance, and review different types of 

documents that businesses use for the purpose of electronic communication. You will also learn 

how to print and publish business documents. Additionally, you will familiarize yourself with the 

different steps of creating a presentation.  

Day Activity/Objective Type 

4 days: 

42–45 

Creating Business Documents  

Explore options for creating documents using word processing 

software. 

Lesson 

4 days: 

46–49 

Editing and Formatting Documents  

Edit and format a document using word processing software. 

Lesson 

4 days: 

50–53 

Adding Tables and Graphics in Documents  

Add tables, images, and charts to enhance a document. 

Lesson 

4 days: 

54–57 

Desktop Publishing and Printing  

Explore various techniques for printing and publishing 

documents. 

Lesson 

4 days: 

58–61 

Creating Presentation Material  

Discuss the process of creating a basic presentation. 

Lesson 

1 day: 

62 

Thwack-A-Mole Game 

4 days: 

63–66 

Unit Activity/Threaded Discussion—Unit 3 Unit Activity 

1 day: 

67 

Posttest—Unit 3 Assessment 
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Unit 4: Using the Internet  

Summary 
In this unit, you will familiarize yourself with some of the crucial aspects of the Internet and the 

World Wide Web. You will also learn how to exchange information with the help of the Internet. 

In addition, you will familiarize yourself with the ethics and security issues concerning the use of 

the Internet. 

Day Activity/Objective Type 

3 days: 

68–70 

Introduction to the Internet  

Discuss the history and terminology of the Internet. 

Lesson 

4 days: 

71–74 

World Wide Web  

Discuss the World Wide Web and the functions of web 

browsers. 

Lesson 

4 days: 

75–78 

Communication Over the Internet  

Explain various methods of exchanging information over the 

Internet. 

Lesson 

4 days: 

79–82 

Internet Ethics and Security  

Demonstrate proper internet use and security. 

Lesson 

1 day: 

83 

Thwack-A-Mole Game 

4 days: 

84–87 

Unit Activity/Threaded Discussion—Unit 4 Unit Activity 

1 day: 

88 

Posttest—Unit 4 Assessment 

1 day: 

89 

Semester Review  

1 day: 

90 

End-of-Semester Test Assessment 

 

 

 
 


