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Time to Practise
Calculating Keystrokes per Minute (kpm)
Your speed on the numeric keypad will be recorded in keystrokes per minute (kpm) rather than in words per minute (wpm). If you struck 100 keys in one minute, record your speed as 100 kpm. This is no different than calculating wpm. If your timing is for two minutes, divide the total number of keys struck by 2.
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Timed Writing 1

Do one 1-minute timing on the exercise that follows. You are expected to attain a minimum speed of 100 keystrokes per minute on the numeric keypad with a maximum of one error. You are allowed to use the Backspace key to correct errors while being timed.
Follow these steps:

· Make sure you are using 12-point Courier font for your timed writings. It will make it easier to determine your keystroke 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, even if you have already typed 
100 keystrokes. 

· Count the number of keystrokes that you were able to type in one minute. Use the 
keystroke-count scales beside and below the text. If you were not able to type at least 
100 keystrokes before one minute was up, you will have to do the exercise again.

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

· Write the number of words you typed and the keystrokes per minute on the hard copy for each timed writing. Record your results in your Project 2 Assessment document.
· Write your name (and student identification number, if applicable), INF2020, Training Room 2: Timed Writing 1 on the top-right corner of the page.
Remember to press the Enter key at the end of each line (pressing the Enter key counts as one keystroke).
470+0+87+85+20+94+67+38+31+5+40+676+71=
40
841-8-21-34-98-2-87-61-35-1-10-24-19-5=
80
27*45*7*1*654-87-23+17+84+38-27+4+2-61=
120
91/2*8/4-63+901+870+532-489+67/3+80-37=
160

....5...10...15...20...25...30...35...40

Timed Writing 2 

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, even if you have already typed 30 words.

· Count the number of words you were able to type in one minute. Use the word-count scales beside and below the text. If you were not able to type at least 30 words before one minute was up, you will have to do the exercise again.

· 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 that 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. You should also save a copy in the Keyboarding folder on your computer. 
· Write the number of words that you typed and the words per minute on the hard copy for each timed writing you will submit. Record your results in your Project 2 Assessment document.
· Write your name (and student identification number, if applicable), INF2020, Training Room 2: Timed Writing 2 on the top-right corner of each page.
Remember to tab the paragraph in when you start the timed writing. Press the Enter key at the end of each line.

So, fish day and night is what we thought we
10 

would do. The sun had risen only a little, so it
20
must not have been more than eight or nine in the
30 

morning when the ten sets of lines first hit the 
40
water. We laughed when Bob snagged the first shoe 
50
and when Bev lost the first hook to a hidden log.
60
We had no luck at all that morning.
67
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Timed Writing 3
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 someone time you or use an accurate time-measuring device, preferably one that signals you when the time is up. 

· Don’t stop typing until two minutes are up. If you finish all the text before the two minutes are up, then start over.   
· Count the number of words you were able to type in two minutes. Use the word-count scales beside and below the text. Do the calculation for a two-minute timing. Divide your total words by 2. If you were not able to type at least 30 words per minute, you will have to do the exercise again.

· 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. You should also save a copy in the Keyboarding folder on your computer. 
· Write the number of words you typed and the words per minute on the hard copy for each timed writing you will submit. Record your results in your Project 2 Assessment document.
· Write your name (and student identification number, if applicable), INF2020, Training Room 2: Timed Writing 3 on the top-right corner of each page.

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

Timings sometimes make people nervous because
10
they feel that they are under pressure to perform
20
well. Although this is true, timings should be no
30
different from other practices. Try to relax when
40
doing all typing. The knowledge that tension can
50
result in more errors and reduced speed should be
60
some encouragement to the typist to try to relax. 
70
....1....2....3....4....5....6....7....8....9....10
Reminder: Make sure you have circled any errors and have indicated the word count for each timing.

Timed Writing 4 

Do a one-minute timing. You are expected to attain a minimum speed of 100 keystrokes per minute on the numeric keypad with a maximum of one error. You are allowed to use the Backspace key to correct errors while being timed.  

Follow these steps:

· Make sure you are using 12-point Courier font for your timed writings. It will make it easier to determine your keystroke 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. Remember to press the Enter key at the end of each line (pressing the Enter key counts as one keystroke).
· Don’t stop typing until one minute is up. Keep going if you have already typed 100 keystrokes. 

· Count the number of keystrokes you were able to type in one minute. Use the keystroke-count scales beside and below the text. If you were not able to type at least 100 keystrokes before one minute was up, you will have to do the exercise again.

· 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. You should save a copy as well. Record your results in your Project 2 Assessment document.
· On the hard copy, write the number of keystrokes you typed. Also, write your name (and student identification number, if applicable), INF2020, Training Room 2: Timed Writing 4 on each page. Keep these documents as evidence of completion.

389+87+654+587+559+986+231+564+8+7+2+49
40
82-74-3-1-4-8-9-7+25+67+36+-49-+97+19+1
80
61+57-52+87-98/3+81+40+597+803+374-97-2
120
540+568-21+53+64*4+441+313+737+582+64+5
160
....5...10...15...20...25...30...35...40

Timed Writing 5

Use the word-wrap feature to go to the next line. For this timing, you may use the tab key to move from one column to the next. Anchor on the F key, and use the little finger on your left hand to press the Tab key (pressing the tab key will count as one keystroke).

Remember to press the Enter key at the end of each line (pressing the Enter key counts as one keystroke). If your word processor does not allow the Enter key on the numeric keypad to do this, use the Enter key on the alpha keypad.
Follow these steps:

· Make sure you are using 12-point Courier font for your timed writings. It will make it easier to determine your keystroke 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 100 keystrokes. 

· Count the number of keystrokes you were able to type in one minute. Use the keystroke-count scales beside and below the text. If you were not able to type at least 100 keystrokes before one minute was up, you will have to do the exercise again.

· 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. You should save a copy as well. Record your results in your Project 2 Assessment document.
· On the hard copy write the number of keystrokes you typed. Also, write your name (and student identification number, if applicable), INF2020, Training Room 2: Timed Writing 5 on each of the pages that you print. Keep these documents as evidence of completion.
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Checking In

Make sure you are saving a copy of your timed writings in the Keyboarding folder you created for this course. Your documents should be saved using the name of the exercises you are completing. This will make it easy for you to find them later. 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.

Now, go back to any of the timed writings given for more practice. You can also take any text available to you to practise and work on pacing and rhythm. The more you practise, the faster you will get. When you feel you have achieved your goal, talk to your teacher. You may be ready for your final evaluation. 
Always refer to your Project 2 Assessment document to make sure you have completed all work required.
