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Communication 
& Assessment

1. New Key Introduction

2. Technique

3. Skillbuilding

4. Document Processing

5. Technology

Linked together by 
communication and 

assessment .

Five Keyboarding 
Components



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



New Key

Demonstration

An animated demonstration 
with audio to address 

multiple learning styles is 
essential. 

Students learn best when observing correct 
fingering and hand position. Demonstrations 

can be played as many times as needed.

Spanish is 
also available.



PracticeDemonstrations are followed 
by immediate practice and 

visual reinforcement.



Introducing Technique

How should keyboarding technique 
be introduced and reinforced?



Introducing Technique

How should keyboarding technique 
be introduced and reinforced?

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.



Technique 
Pointers

Introductory screens 
systematically include specific 

technique pointers .

Systematic 
Technique Pointers

Animated technique reminders appear 
randomly so that students are continuously 

reminded to focus on technique.



Technique 
Practice 

Exercises

Specific Technique Practice 
exercises are systematically  

introduced.

Technique Practice
Exercises


