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NOTE:  You will need to collect two additional documents that are similar in nature to the one provided in this lesson at Hook 1a. These should be collected from local employers that support your program. These two additional documents will be used in Hooks 2 and 3 and are not to be duplicates of the other two documents used in this lesson. DO NOT USE MATERIALS THAT ARE NOT RELEVANT TO THE WORKPLACE. 

Hook 1a
Project an overhead transparency of a computer keyboard.  Say, “Basic keyboarding is an essential skill whether you work in the office or warehouse. Computers are a mainstay wherever you are and using the keyboard efficiently is fundamental. Looking at the keyboard can be intimidating. What are the thinking steps that you would want to use as decide how to approach the keyboard? What is the first thing that should be done? The second, and so on?”

Record all responses on a flip chart and save for later use.

Coach students during a brainstorming activity but do not offer suggestions.

Bridge

Acknowledge the responses offered; question students further to generate additional responses.

Ask, “Do you believe that these are the only thinking steps that should be used?” Pause. “Could there be more?”

Say, “Basic keying is when you work to each the levels of speed and control to get ready to key in the real world. For instance, centering, setting margins, and setting tabs are basic tasks. Knowing where to place your fingers to key the letters, numbers and symbols is the first step in learning how to key. You will spend the majority of your time on the computer with the typing tutor. A large part of the basic work in class is done with timed writings and drills. Each timed writing and drill that you key will help you to improve speed and control. The goal is to key as fast as you can with the minimum of errors. Now we are going to go to the computers and find out what are the thinking steps we should know and use as we key. When we have finished our work, we will compare your answers that I have recorded on the flip chart to the ones we have learned.”

Book

Select a lesson (or lessons) from the wage curriculum Matrix or other source that best supports your needs. Spend ample time in the chosen lessons until you believe that each learner has mastered the skill.  As you move through each lesson, be sure to emphasize the thinking steps that a learner must use to correctly apply this skill. Ensure that all thinking steps are properly sequenced during the learning and that each learner has had opportunities to practice each step in the application of the skill. Write the thinking steps identified by the lesson(s) in the sequential order they are to be used; you will use these again in Hooks 1b, 2, and 3.

For this lesson use the Mavis Beacon Typing Tutor or other typing tutor that is installed on the computers.

Thinking Steps for Competency W4.  


NOTE: If your chosen lesson(s) indicates a different set of thinking than these listed here, substitute those that was presented in the lesson(s). 









1. Define your goal.

2. Identify the steps you need to follow.

3. Name the items you need to finish the task.

4. Clear up any details you don’t understand.

Hook 1b

Get out the worksheet for keyboarding and the sheet of paper where you recorded learner responses in Hook 1a.

Say, “Let’s complete the worksheet on the thinking steps for keyboarding. Then we will evaluate your answers. You gave me the following steps.” Post the sheet with responses on the wall. “Now, let’s look at the thinking steps on the worksheet.” Compare their responses to the given recommendations.

Example: Create a scenario in which the learner will understand why the skill is necessary to master. Each student will be at a computer.

Say, “Now I want everyone to watch me as I demonstrate where to put your fingers on the keyboard. Now I will discuss the keyboard and the various aspects of it. Do you understand what we are going to do?” Address any concerns before moving ahead.

Call out each thinking step and get the learners to assist you as you perform the task at each step.

Hook 2

Say, “Now that I have modeled how to approach the keyboard, are there any questions before you complete practice on the computer? You are to spend thirty minutes practicing your typing. At the end of that time you are to take a timed test that I will give you.” Address all concerns before moving ahead. 

Hand out a copy of Alphabetic Sentences that you have chosen for this exercise to each student.

Say, “Here is a timed writing that you are to complete.  When you have all finished, each of you will have a chance to model for the class the thinking steps we should use as we complete this task. I will ask you to model the steps for the class and tell us what we should do as we go through each step. Are there any questions about your task?” Address all concerns before moving ahead.

When all have finished, ask for a volunteer to model the application of thinking steps to the task. Pay attention to the proper sequence, the learner’s ability to model, and the actions that must take place at each step. Allow all who want to model the steps an opportunity to do so before moving ahead. Have the students turn in all work to you. Review the work and address any exceptions noted with the learner.


NOTE:  Mastery of this competency is determined by the students’ work on Hook 2. Review or rework is necessary when a student has not demonstrated mastery at Hook 2. Mastery is defined as the task being performed correctly with zero mistakes. A WAGE certificate should not be granted without mastery on all competencies listed in the student’s Individualized Program Plan. 






Hook 3

Compliment the class for all the good work done at Hook 2. Say, “For this last exercise, you will work in teams, like they do at the workplace.  In the workplace, workers know that people who are working together usually do the best work.  By working together, they are able to combine their skills, share in the work, and complete the job in the proper amount of time.

“Now, I want you to move into teams of at least three people and no more than five people. Your team will need a leader, so select a leader now.”  Make note of the leader in each team.  Try to see that all learners have an opportunity to serve as leader during the course of their study. 

For this assignment the teams will proofread each of the timed writings from the first assignment. Pass out the proofreading symbols sheets, Editing Your Work. Say, “Team leaders, each member of your team will pass his/her paper to another and each paper will be proofed using the proofreading symbols. No one should proof their own paper.” 

Say, “Working as a team, I want you to apply the thinking steps we learned to the task. Be sure to keep up with your work and your solutions. When all of your team members have completed their assignments, the team leader is to put all the work together into a completed task.  Team leaders, you will present your team’s model of this task to the other teams in this class. Are there any questions?” Address all concerns before moving ahead.

When all the teams are finished, call for a volunteer leader to model the application of thinking steps to this task.  Get the other teams to offer constructive criticism when appropriate. Strive to develop a level of competitiveness between teams.  This will increase the bonds between team members and make the learning more fun.  You might work up a recognition system for rewarding good work by each team.  Be careful that your students do not get in the same team with each lesson.


NOTE:  When it is impossible to use teams at Hook 3, usually due to an open-entry, open-exit class format, you will want to use peer tutors, paraprofessionals, or yourself as a supplement to the team.  When conducted correctly, the concepts of interdependence can be reinforced when there are only two people assigned to the task. 











Evaluation for W4:

85% on worksheets

90% on Assessment for Keyboarding/Timed Writing
Resource Listing for W4:

Sharp, Walter M., Anthony A. Olinzock and Otto Santos, Jr.[image: image2.png]a l'l'ﬂ _1— ].
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 Key Champ. Cincinnati: South-Western Educational Publishing. 1999.
Clayton, Dean. 121 Timed Writings with Skillbuilding Drills. Cincinnati: South-Western Educational Publishing. 2000.
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Computer Keyboard - QWERTY

Name __________________________________ Date ___________________


Thinking Steps for Keyboarding

1. Define your goal: _______________________________________________________________________________________________________________________________________________________________

2. Identify the steps you need to follow:

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. Name the items you need to finish the task: ____________________________________________________________________________________________________________________________________________________________________________________________________________________

4. Clear up any details you don’t understand: ____________________________________________________________________________________________________________________________________________________________________________________________________________________

Editing Your Work

It is necessary to proof your work in order to find how many mistakes were made. To get an accurate speed mistakes have to be accounted for. You should make it a habit to check your work every time you type. Read once for correct content and then read again for any types of technical errors. Do NOT depend on spell and grammar checks to do all of the checking. 

The following symbols are used to proof your typed copy:

	Symbol
	Description

	∫
	Transposed words

	∫
	Transposed letters

	/
	Letter should be lowercase

	^
	Missing letter, word(s), digit

	(
	Extra space (close up space)

	≡
	Letter should be uppercase

	▒
	Extra character, misspelled word, extra word, etc., are highlighted


Remember that accuracy is important but developing maximum speed with an emphasis on accuracy is the primary objective. Proofing your work allows you to see first hand what keys you need to work on.



Name __________________________________ Date ___________________

Alphabetic Sentences

Directions:
Type the following using 12-point font, double-space each line. Press enter after each line.

1. Janet needs zeal for producing both quality work and excellent volume.

2. Joel Brown quickly organized plans to extend them a formal invitation. 

3. Pass by the very unique farm with junk piled next to the grazing cows.

4. You have not acquired zone two except by judgments from marked claims.

5. We just bought the shipment of axes and adzes for a very quick resale.

6. Jim might like to drive this van except for questionable hazy weather.

7. We might quickly develop experience and realize gains from their jobs.

8. The woven fabric in my zippered jacket is gray and exquisitely styled.

9. Students frequently relax for extra vigor and zip to bring on success.

10. Excerpts of videos were recorded by schools in jest for making a quiz.

11. Have workers mark size and quantity on boxed goods for jelly products.

12. We check magazines to best adjust quality of extended policy coverage.

13. Copying examples just before giving a quiz will make students happier.

14. Jack inquired about making the frozen yogurt with extra party flavors.

15. Zak questioned job expenses billed by the newly formed moving company.

16. Boaz is anxious to quickly have justified margins with their computer.

17. Many realize that finding a key job is quite exciting after a preview.

18. Six prize winners are judged as qualified by receiving the most marks.

19. The oranges were squeezed extensively to make pure juice at breakfast.

20. Mickey utilized several required subjects for exploring how to manage.

WPM ___________ Errors__________ AWPM ___________
Name ___________________________________ Date __________________

Assessment for Keyboarding/Timed Writing

Directions:
Type the following using 12-point font and double space. Record your time in the appropriate space. Edit your work and record the number of mistakes. 


Basic keying is when you work to reach the levels of speed and control to get ready to key in the real world. For instance, to center, to set margins, and to set tabs are basic. Also, to key numbers and some of the most often used symbols with little effort is basic. A large part of the basic work in class is done with timed writings and drills. Each writing that you key will help you to improve speed and control. The drills also help with better speed and fewer errors based on each writing. At the basic skill level, most of the work is on how to key. 


To learn to make a decision when you key involves professional skill—or a skill that is not basic. As you work, you will need to decide if one way of keying is better than some other way. For example, why is a certain type of font used? Some others are why certain margins are set, why certain line spacing is used, and why certain tabs are used. In each one of these cases, the way to key each item is determined before you start the work. Learn why items are keyed in a certain way.

WPM ___________ Errors__________ AWPM ___________

WAGE Competency W4:  Keyboarding accurately.  
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