Business / Marketing Education Program

Serving, Reaching, Teaching and Inspiring Excellence…


Microtype 4: Alphabetic Keyboarding

Lessons Tracking Sheet
Keyboarding is a Skill

With daily practice and correct technique, students will learn to master the skill of keyboarding with accuracy and speed. Students are required to practice proper keyboarding technique by doing the following:

1. Keying from HOME ROW while memorizing the letters by not looking at your hands while typing

2. Feet flat on the floor. Hips touching the back of the chair, and back straight and sitting tall

3. Fingers curved, arms close to body, wrist straight and not touching the keyboard

4. Strike keys using the proper finger and reach and returning fingers to HOME ROW position
There are a total of nineteen (19) lessons in Microtype 4: Alphabetic Keyboarding. Below is your pacing guide.
	Week
	Lesson Objective
	Date Completed
	GWAM

	1
	1. Learn home row

2. Review
	
	

	2
	3. Learn e and h

4. Learn I and r

5. Review
	
	

	3
	Timed Typing Assessment

6. Learn o and t
	
	

	4
	7. Learn n and g

8. Learn shift and (.)
	
	

	5
	9. Review

10. Learn u and c

Timed Typing Assessment
	
	

	6
	11. Learn w and Right Shift

12. Learn b and y
	
	

	7
	13. Review

14. Learn m and x
	
	

	8
	15. Learn p and v

16. Learn q and (,)

17. Review
	
	

	9
	Typing Test
	
	


 Grading Chart[image: image1.jpg]



	100 %
	15 + lessons

	95
	13 - 14

	90
	11 - 12

	85
	10

	80
	8 - 9

	75
	7

	70
	6

	65
	5

	60
	4

	55
	3

	50
	1 - 2


ASSESSMENT GOALS

POINT VALUE

POSTURE


10 PTS

Body centered…

Eyes looking at screen…

Back straight…
Fingers curved over home row...

KEYING TECHNIQUE

40 PTS

Keys using proper fingers…

WORK HABITS


50 PTS

Time – aligned w/pacing guide…
Data – records scores above…
Organization – placed in notebook…
TOTAL POSSIBLE POINTS
100 PTS
REMEMBER





HOME ROW KEYS ARE:





___   ___   ___   ___   (   ___   ___   ___   ___�    (LEFT HAND)		(RIGHT HAND)











