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KEYBOARDING STEPS
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9 w.a.m.

Keyboard each group of words for 1 minute. Keep your eyes on your book, not on the keys. If you finish before 1 minute is up, press RETURN and begin the same group of words again.

So you think keyboarding is hard? You say your fingers get all mixed up? Well, why not? There are some words that get your tongue all mixed up. Words like that are easier to keyboard than to say.

Prove it. Say each line very fast 3 times. If you get your tongue twisted, keyboard the line 3 times instead.


Speed Goal


1
2
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4
5
6
7
8

12
she heard a fire; she hides here; a real 



9

13 ride



1
2
3
4
5
6
7
8

14 she had a dark jar; reads a rule; hide a



9

15 fish
Stretch Your Skill
16 she sells sea shells

17 she shall shake sleek seeds
18 fresh fish flash fried free
19 fred flies fake freak flares
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20 gleeful girls glued greased glass
21 gruff guides grease grills
22 jake jiggled jagged jade jars
23 rude real rulers read riddles

Check Speed:

Guided Writing
1. Key a 1’ writing on each


paragraph; find GWAM.

2. Key a 2’ and 3’ writing 

on paragraphs 1-2 

combined; 
find GWAM.

Keyboarding for Computer Success, South-Western Educational Publishing, 1999. ISBN 0-538-68584-0. Currently sold through SRA Mc-Graw Hill.

Improve Keyboarding Technique
1. Take a 20-second timed writing


on each line. If you finish a line 


before time is called, start over. 


GWAM is shown word by word.

2. Do the lines again.

GOAL: To finish keying the line just



as time is called.

PAWS Presents Computer Keyboarding, South-Western Educational Publishing, 1991. ISBN 0-538-60251-1. Currently sold through SRA Mc-Graw Hill.

RESULTS THAT YOU CAN EXPECT

	Grade
	Duration
	Lesson Length
	Results

	K – 3
	19 days
	30 minutes/day
	6 – 10 GWAM

	3 – 5
	20 days
	35 minutes/day
	10 GWAM

	3 – 5
	45 days
	35 minutes/day
	15 GWAM

	6 – 7
	20 days
	20 – 25 minutes/day
	18 GWAM

	25 days at 25 – 30 minutes/day is recommended





Mary Rodriguez, Lawrence, Kansas

COMPOSITION AT THE KEYBOARD

By using the “touch” method of keyboarding, your students will be able to write more efficiently than they can with a pen or pencil. Your students can learn to key information even faster with correct practice—and they can develop their writing abilities through composition activities.

A developmental approach is used to introduce composition activities. Students begin to compose at the keyboard by using the word-response technique. Practice continues using the steps listed below until students are able to compose paragraphs at the keyboard.

Steps for Developing Writing Skills:

· One-word responses while introducing the keys

· Sentence completion activities

· Composition of phrases

· Composition of complete sentences

· Composition of paragraphs

The information included in this packet will give you some examples for incorporating composition into your keyboarding instruction.

OPPOSITES
Compose the opposite of the following dictated words. Type them on a second column.

stop

white

hard

big

sweet

short

down

round

in

old

good


go

black

soft

small

bitter

tall

up

square

out

young

bad
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THINGS THAT GO TOGETHER

Here is a list of words. You are to compose responses of things that go with each word in the first column.

bread

movies

cheese

ice cream

bat

salt

hot dog

peaches

nuts

stars

jam



butter

popcorn

crackers

cake

ball

pepper

ketchup

cream

bolts

moon

bread

ALPHABET COMPOSITION
Type a word that begins with each letter of the alphabet.

A

B

C

D

E

F

G

H

I


J

K

L

M

N

O

P

Q

R


S

T

U

V

W

X
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Y

Z
This drill can be used in two different ways. The first time the students might answer the questions as you dictate them with one- or two-word responses. The next time they might respond with complete sentence answers.

WHAT IS YOUR FAVORITE?
1. What is your favorite ice cream?

2. What is your favorite season?

3. [image: image25.wmf]What is your favorite restaurant?

4. Who is your favorite musician?

5. What is your favorite group?

6. What is your favorite song?

7. What is your favorite class?

8. Who is your best friend?

9. What is your favorite animal?

10. Who is your favorite actor?

11. Who is your favorite actress?

12. What is your favorite TV show?

13. What is your favorite pizza?

14. What is your favorite holiday?

CRAZY PHRASES
Type a three-word phrase using the letters below as the first letters for each of the words in your phrase.

B  T  D

Big Tired Dog

S  O  M

T  A  E

L  Y  G

G  L  B

F  F  F
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B  H  C

V  T  T

S  O  D

H  W  D

J  M  K

AUTO-BIO-POEM
First name only

Four personal traits which describe you

Sibling of

Lover of (3 people or ideas)

Who feels (3 items)

Who needs (3 items)

Who gives (3 items)

Who fears (3 items)

Who would like to see (3 items)

Resident of (town, street)

Last name
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COMPLETING SENTENCES
Complete the following sentences with five or more words.

1. I wish I had a…

2. I like keyboarding because…

3. Our family likes to…

4. I would like to…

5. Clouds are…

6. I think that students…

7. I wish I had known…

8. I like TV shows that…

9. [image: image28.wmf]Money really helps me…

10. I always…

11. If you…

12. Weekends are…

13. My favorite…

14. My mind…

15. Thinking is…

Keyboarding Rap

Shared by Heather Case and Lola Hoover 

Cedar Hollow School, Grand Island

	Left Hand
	Little finger A, reach for B

Same finger C, D, E

Side by side F and G

	Right Hand
	First finger H, reach up for I,

J, K, L-three in a row.

M and N side by side,

Use ring finger reach up for O.

	Both Hands
	Both little fingers P and Q,

R, S, T not hard for you.

Up for u, down for V.

Left ring finger up and down

Press W and X without a frown.

Reach up for Y and down for Z.

Now you have them all you see.


Elementary Keyboarding Activity

By Jane Dexter, Chambers Public Schools

This is an activity for 5 and 6th graders. It teaches them keyboarding skills, copy and paste, story writing creativity, graphic software program and resizing graphics in a word processing document. If time permits, search the Internet for graphics. There are times when you cannot copy and paste Internet pictures, so they learn to Insert—Picture—From File, in Microsoft Word to transfer the graphic. Monitor the size of their graphics telling the students to keep the graphics to 1” X 1” and the story is limited to one page. To finish the unit, ask a student to read another student’s paper using the appropriate word for the graphic that was inserted.

Sample Story

The [image: image1.wmf] went to [image: image2.wmf]. He wanted to find a [image: image3.wmf] about [image: image4.wmf]. The [image: image5.wmf] went to the [image: image6.wmf] and asked the [image: image7.wmf] for a [image: image8.wmf]. The [image: image9.wmf] showed the [image: image10.wmf] where to go. He found a [image: image11.wmf] about [image: image12.wmf] and took it [image: image13.wmf]. He began reading until it was [image: image14.wmf] for supper. His parents made his favorite meal of [image: image15.wmf] and [image: image16.wmf].

Do the Twist in Your Keyboarding Class 

Free lesson plan provided by B.E. Publishing, September 2009 email newsletter

For some extra fun, challenge your keyboarding students to try their hands (and tongues) by typing these tricky tongue twisters. Or, bring some laughter to a communications class by asking students to repeat them. They’ll need to repeat every tongue twister five times each to really test their skills!
Get Twisted with these Tongue Twisters...
Can you can a can as a canner can can a can?
Clean clams crammed in clean cans.
Six sleek swans swam swiftly southwards.
Four furious friends fought for the phone.
He threw three free throws.
Real rock wall, real rock wall, real rock wall.
She sees cheese.
Silly sheep weep and sleep.
Real weird rear wheels.
Plain bun, plum bun.
Brad’s big black bath brush broke.
Crisp crusts crackle crunchily.
The two-twenty-two train tore through the tunnel.
Shoes and socks shock my shy sister.
Tie twine to three tree twigs.
Double bubble gum bubbles double.
*Keyboarding Review

Sing the Alphabet song using these words while holding up your hands to demonstrate correct fingering:

· A s d f g h j k l ; that’s the homerow

· Q w e r t y u i o p top row too

· Z x c v b n m , . / the end!
*Reading in the Classroom

Using the book Click, Clack, Moo: Cows That Type read the story to the class.

· Tell the class that each time they hear Click, Clack, Moo, they are to key this.

· They are also to key each of the letters that are read

· At the end of the story have volunteers read what they have keyed.

· Begin a discussion on careers and what skills have just been practiced.
*Sherry Roberts, Middle Tennessee State University granted permission to share these strategies.
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