" Name
COMMENTS:
KEYBOARDING TECHNIQUE

Needs Not
Technique Acceptable Improvement Acceptable

Eyes on copy

Correct finger reaches (strikes key
with correct finger)

Continuity (keyboard without
hesitation) and accuracy

Body, hand, finger, wrist, and arm
position

Stroking technique (quick strokes;
fingers return to home position)

Enter (J finger on home row)

Shift (F/J fingers on home row)

e —— By Arlene Zimmerly, Coauthor
Gregg College Keyboarding &

Excellent—Uses acceptable technique consistently
Very Good—Uses acceptable technique most of the time; needs

some minor improvement Document ProceSSIng

ORIENTATION TO
TECHNIQUE CHEC




After Lesson 10




Technique Check Form

COMMENTS:

KEYBOARDING TECHNIQUE

Needs Not
Technique Acceptable | Improvement | Acceptable

Eyes on copy

Correct finger reaches (strikes key
with correct finger)

Continuity (keyboard without
hesitation) and accuracy

Body, hand, finger, wrist, and arm
position

Stroking technique (quick strokes;
fingers return to home position)

Enter (J finger on home row)

Shift (F/J fingers on home row)

The shaded areas on the for Tab (F finger on home home)

must be rated either Rating
Excellent—Uses acceptable technique consistently

m;sg\:gg}l SI:II[]NOeI%deSr tO pass Very Good—Uses acceptable technique most of the time; needs

some minar improvement

K eyb oar d | n g Needs Improvement—Needs several improvements
' Unacceptable—Neeads major improvement(s)



http://1.gdpkeyboarding.com/Word_Files/Handouts/Technique_Form.doc

Problematic Keys
N
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C 3 Typed with the D finger.
X 7 Typed with the S finger.
B 7 Typed with the F finger.
Period 4 Typed with the L finger. <
Shit | anyleters ypedwinthelenthana, | St one
Left 6 Hold theleft shiftdownto capitalize with the other.
Shift any letters typed with the right hand. y
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Workstation Adjustments

A Chair. Adjust the height so that your upper and lower
legs form a 96degree angle and your lower back is
supported by the back of the chair.

i Keyboard Center your body opposite the J key, and
lean forward slightly. Keep your forearms horizontal to
the keyboard.

i ScreenPosition the monitor so that the top of the scree
IS Just below eye level and about 18 to 26 inches away

i Text Position your textbook or other copy upright on
either side of the monitor as close to it as vertically an
horizontally possible to minimize head and eye
movement and to avoid neck strain.




Preparation
S

Clickhereto download a Word file
ol'echniqgue Check Copyo practice typing
the paragraph below at home so that when

you come in for your technique check, you

are ready to go after a short warmup. The

copy includes all keystrokes learned in the
first ten lessons of the text.

— Paul quickly jogged exactly fivell
miles; Robin wheezed.ql
||

—» These three men are expected: Pat.,q
Rex, and Jack. Are they here exactly asfil
expected?q|



http://1.gdpkeyboarding.com/Word_Files/Handouts/Technique_Check_Copy.doc
http://1.gdpkeyboarding.com/Word_Files/Handouts/Technique_Check_Copy.doc

Skillbuilding Buttaom New Key Drills

live keyboarci

SKILLBUILDING




Relearn Keyi Play Demonstration

/LEWN e The Left Shift Key
Demonstration
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Practice Drill Lines
S =

correct fingering and techniqu

/LEWH e The Left Shift Key

oo o ) ™y
Type the drill line twice. _
aaa Jaa Jaa aaa Kaa Kaa aaa Laa Laa aaa.)
Word Wrap is OFF. L
T
Uze the A finger to control the ama Jad
left shift key.




MAPRQ Intensive Practice
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