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Keyboarding Components

What are the major components 
of your keyboarding course?



ñBig 4ò Keyboarding 
Components

1. New Key Introduction

2. Technique

3. Skillbuilding

4. Document Processing



ñ5thò Keyboarding Component

1. New Key Introduction

2. Technique

3. Skillbuilding

4. Document Processing

5. ? What component 
was added in the 

80s that 
revolutionized 

every course we 
teach?



Hint: 
ñSenior Typing Momentò

The Red 
Queen



ñ5thò Keyboarding Component

All components are 
linked together by 

communication and

assessment .

1. New Key Introduction

2. Technique

3. Skillbuilding

4. Document Processing

5. Technology (computer/software)



First 2 Components 
Lead to Skillbuilding

New Key 
Introduction + 

Technique = Skillbuilding



New Key Introduction

How should new keys be 
introduced?



New Key Introduction

How should new keys be 
introduced?

Â Demonstration

Â Practice

Note: This GDP icon denotes a GDP feature that 
will be discussed and demonstrated in detail later.



Technique

How should keyboarding technique 
be introduced and reinforced?



Technique

How should keyboarding technique 
be introduced and reinforced?

Â Sound classroom methodology

Â Systematic technique pointers

Â Technique practice exercises

Â Technique checks

Â Review and remediation



Sound Classroom 
Methodology

Â Locational security is developed during new key 
introduction, is practiced in the first few weeks, 
and is essential in minimizing keyboard watching.

Â It is nearly impossible to completely eliminate 
keyboard watching. A more realistic goal might 
be to ñreduce ò rather than ñcompletely resolveò 
keyboard watching .

Â Use positive reinforcement consistently when 
encouraging students to keep their eyes on the 
copy. 

Â Use sprints to build confidence.



Methodology Resources

This We Believe About Teaching Keyboarding ð recommended 
standards for technique, skillbuilding, and document processing.

This We Believe About Improving Keyboarding Technique ð
recommendations to improve keyboarding technique and tips for 
using GDP Skillbuilding and MAP.

Keyboarding Methodology Questions ð suggestions for 
teaching/assessing keyboarding technique and 
developing/assessing skillbuilding/document processing 
competency. 

The 10 Cardinal Rules for Skillbuilding ð ten rules for skillbuilding. 

Skillbuilding Tips ð recommended GDP skillbuilding routines using 
Skillbuilding/MAP buttons to improve speed/accuracy. 

(Note: Instructors should refer to pp. PH -14 to PH -21 in the Instructorôs 
Wraparound Edition for details.)

http://gdpkeyboarding.com/Methodology.htm

http://gdpkeyboarding.com/WordFilesZimmerly/This_We_Believe_Keyboarding.doc
http://gdpkeyboarding.com/WordFilesZimmerly/This_We_Believe_Technique.doc
http://gdpkeyboarding.com/PowerPointJohnson/Keyboarding_Methodology_Questions.htm
http://gdpkeyboarding.com/PowerPointJohnson/The_10_Cardinal_Rules_for_Skillbuilding.htm
http://gdpkeyboarding.com/WordFilesOber/SkillbuildingTipsOber.doc
http://gdpkeyboarding.com/Methodology.htm


Technique Check
Assess rather than 
ñgradeòtechnique as 

acceptable, needs 
improvement, or not 

acceptable.

During the first weeks, regularly 
assess one or two technique 

at a time , and announce to 
students which technique you are 

observing.

Communicate to your students 
which techniques are 

ñacceptableò and which are 
ñunacceptable.ò

Technique
Check



Technique Check
Relearn the C and Left Shift keys.

After assessing 
keyboarding 

technique and 
identifying incorrect , 

unacceptable
finger reaches , 

remediate (review, 
reteach, practice) 

individual 
weaknesses. 

Identify
Problems

GDP: Skillbuilding button, 
New Key Drills, and MAP.


