INF2020: Keyboarding
1


Time to Practise
1. Error Identification 

The purpose of this exercise is to analyze errors and determine where you feel you need the most improvement. 


a. Using your word processor, type the following paragraphs. Strive for accuracy, but do not correct errors as you type. Note that each of the paragraphs begins with a tab, so be prepared to use your tab key. Use 12-point Courier font.

Jill and Mark both work for the local newspaper. Mark lives only two blocks from the office, yet he is often late; Jill lives seven blocks from work and is never late. Jill became upset about Mark being late.

   “You live a shorter distance from work than I do, Mark. Why are you always late?”

   “I know, Jill. I try to get here on time; but, you know how it is--that alarm clock just isn’t enough to get me out of bed. Would you be kind enough give me a call each morning?”

   Jill responded, “Mark, here is what I do each morning before I leave for work: shower, fix my hair, brush my teeth, get dressed, prepare and eat breakfast, and walk to work. I don’t have the time to take care of you as well; you must be accountable for yourself.”

b. Print the text that you have just typed. Then circle and number each error, as shown in the example that follows.

Consider the following text that a student was typing from: 

The frog jumped up onto the lily pad.

If the student typed the following text, he or she would need to identify the errors as follows:

the forg jumoedup onto the sily pad. 
1
    2
     3    4
    5

c. Below your typed text, indicate which character was typed and which one should have been typed. Indicate the type of error you feel it is—opposite-hand error, spacing error, shifting error, transposition error, or a concentration error. 

The following shows how the student identified the errors in the sample text dealing with the frog and the lily pad.
1. t - T
shifting error

2. or - ro
transposition error

3. o - p
concentration error (adjacent-finger error) 

4. du - d u
spacing error

5. s - l
opposite-hand error


Label your document Training Room 1: Error Identification in the top right-hand corner. Keep this document for evidence of completion.
2. Calculating Words per Minute (wpm)
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You will need your copy of your Project 1 Assessment to record your results for the timed writings.
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Timed Writing 1


Type the following paragraph using 12-point Courier font. Remember to press the Tab key to indent five spaces. (Your word processor has default tab settings every five spaces.) Press the Enter key at the end of each line to make your copy look like the original text. Try to type at a speed of 
30 words per minute with no more than one uncorrected error. Use the scales along the side and the bottom of the text to determine the number of words you have typed. Set a timer or have a friend or family member time you for the timings. 

It’s recommended that you read the paragraph before typing it. This is a good habit to get into for all of the typing that you do because it helps you know what to expect. It’s also recommended that you take a break between each set of timings.

Open Project 1 Assessment. If you haven't already, print this document as you will use it to record completion and results.

· Do three 10-second timings. Multiply the number of words you typed by 6 to get your speed for one minute. Record your results in your Project 1 Assessment document.


· Do three 15-second timings and multiply the number of words you typed by 4 to get your 
words-per-minute count (speed). Record your results in your Project 1 Assessment document.


· Do three 30-second timings. Multiply by 2 to get your words-per-minute count. Record your results in your Project 1 Assessment document.

· Do three 1-minute timings. Remember to press the enter key at the end of each line. You might find that you are able to attain a faster word count on a shorter timing. This is because your hands do not tire out as much over a shorter period of time. Record your results in your 
Project 1 Assessment document.
· Keep practising until you feel you have reached your goal. Remember, you are trying to reach at least 30 wpm with one uncorrected error. Take regular breaks from typing.

I saw the little girl lying there. Her large
11
brown eyes watched me from under the fringe of her
22
black lashes. Her nose and rounded pink cheeks had
33
little specks of brown on them. I saw the tiny
44
lips begin to move. Her mouth curved into a smile.
55
The trust shown by the little child of one warmed
66
my heart. I reached down and picked her up.
75
....1....2....3....4....5....6....7....8....9...10

 
Timed Writing 2

On your word processor, do one 2-minute timing on Timed Writing 2. You will need a friend or family member to supervise your timed writing attempt. You are expected to attain a minimum speed of 
30 words per minute with a maximum of one uncorrected error. You are allowed to use the Backspace key to correct errors while being timed. Do not correct any errors after the time allowed is up. You may repeat the timed writing as many times as it takes to reach the required speed and accuracy goals.
Follow these steps:

· Make sure you are using 12-point Courier font for your timed writings. It will make it easier to determine your word count.

· Have a friend or family member time you or use an accurate timing device, preferably one that signals you when the time is up. 

· Don’t stop typing until one minute is up. Keep going if you have already typed 30 words. Hit the Enter key at the end of each line. 

· Count the number of words you were able to type in two minutes. Use the word-count scales beside and below the text. Divide the total words typed by 2 to get your total words per minute. If you were not able to type at least 30 words per minute, you will have to do the exercise again. Record your results in your Project 1 Assessment document.

· Carefully proofread the text you typed and circle any errors. If you have more than one error in a timed writing, you will have to do the timed writing again. 

· When you have achieved the minimum speed and accuracy goals for each of these timed writings, print a copy for your records. Your goal is between 30 and 50 words per minute with only one uncorrected error. Your teacher may ask for the printed copy. At this time, save a copy as well in the Keyboarding folder you created. Choose an appropriate name to save it under.

· Write the number of words you typed and the words per minute on the hard copy.

· Write your name (and student identification number, if applicable), INF2020, Training Room 1: Timed Writing 2 on the top-right corner of the page.
Water and food are essential to all forms of
10 

life. In trees, and other vascular plants, water
20
travels from the roots up to the leaves. Water in
30
the leaves is combined with carbon dioxide through
40
a process called photosynthesis. The sun provides
50
the energy for this process which creates food for
60
the plant. The food then moves from the leaves to
70 

the cells in other parts of the plant that cannot
80 

make their own food.
84
....1....2....3....4....5....6....7....8....9...10


Timed Writing 3

Remember to tab the paragraph in when you start the timed writing. Press the Enter key at the end of each line.

On your word processor, do one 3-minute timing on Timed Writing 3. You will need a friend or family member to supervise your timed writing attempt. You are expected to attain a minimum speed of 30 words per minute with a maximum of one uncorrected error. You'll have to do the math to convert your total words to a words-per-minute count.  Take your total words and divide by 3 to calculate wpm. You are allowed to use the Backspace key to correct errors while being timed. Do not correct any errors after the time allowed is up. You may repeat the timed writing as many times as it takes to reach the required speed and accuracy goals.

Follow these steps:

· Make sure you are using 12-point Courier font for your timed writings. It will make it easier to determine your word count.

· Have a friend or family member time you or use an accurate timing device, preferably one that signals you when the time is up. 

· Don’t stop typing until three minutes are up. Hit the Enter key at the end of each line.

· Count the number of words you were able to type in three minutes. Use the word-count scales beside and below the text. You need to reach at least 30 words per minute. Record your results in your Project 1 Assessment document.

· Carefully proofread the text you typed and circle any errors. If you have more than one error in a timed writing, you will have to do the timed writing again. 

· When you have achieved the minimum speed and accuracy goals for each of these timed writings, print a copy for your records. Your teacher may ask for the printed copy. At this time, save a copy as well in the Keyboarding folder you created. Choose an appropriate name to save it under.

· Write the number of words that you typed and the words per minute on the hard copy.

· Write your name (and student identification number, if applicable), INF2020, Training Room 1: Timed Writing 3 on the top-right corner of the page.

Many people fail in school because they do not know how
12
to study effectively. Before you can master any academic
23
subject, you must learn the basic techniques which lead to 
35
efficient study. It is a good idea to start by setting up
47
your long-range and short-range goals and then to determine
59
how much study effort you will need to expend to reach them.
71

It is desirable to study in the same place every day.
83
You will get accustomed to working in one setting, whether it
95
is the library or the study hall at your school or your own
107
room at home. The study environment should be as well
118
lighted, comfortable, and as free from distracting noise as
130
you can manage. Before you start to study, plan how much
141
time you will need for your current assignment. In addition,
153
you must allow ample time to complete any projects before
163
their deadlines. You must also allow time to study for any
177
tests you will take. 
181
....1....2....3....4....5....6....7....8....9...10...11...12
Checking In
Make sure you are saving a copy of your timed writings in the folder you created for this course. Your documents should be saved as the name of the exercise you are completing. That way, it will be easy for you to find. Keep all paper copies as well, as they are evidence of error identification and speed calculations. Make sure you have circled any errors and have indicated the number of keystrokes you were able to type for each timing.

Go back now to any of the timed writings given for more practice. You can also take any text you have available to you to practise and work on pacing and rhythm. The more you practise, the faster you will get. You must reach 30–50 words per minute with one uncorrected error. Keep practising until you reach that goal consistently. When you feel you have achieved your goal, let your teacher know. You may be ready for your final evaluation. 
Always refer to your Project 1 Assessment document to make sure you have completed all work required.

