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MEGC's Computing and Information Collection

MECC Courseware Development
under the

Minnesota Eigh Teehnotogy and Educetional Improvement Act

MECC Keyboarding Primer is part of \'IECCrs ConErtirg and Infornation software
collection. This eolleetion comprises a wide range of software designed to teach
students strategies for using eleetronie teehnology to proeess information. The
Conputing end Information project was funded in part by the Minnesota High
Teehnology and Edueational Improvement Aet of 1983.

Two basie assumptions are behind the development of these produets:

We are moving toward a world in which the ability to work with
information is beeoming eritieal. Students will need to know how to
use eleetronic tools to aceess and display information, to organize and
manipulate information, and to evaluate information. This knowledge
will enable them to solve problems and to create, develop, and
communieate their own ideas.

Information teehnology is changing the nature of what needs to be
learned and how instruction will be provided. As teehnology evolves,
we need to eontinually evaluate and develop more effieient methods of
working with information.

The ConErting and Information eolleetion is intended for students in grades 4-12.
Although the eolleetion is not speeifieally designed to be used in a partieular sequenee,
many skills presented in paekages for middle school students are further developed
in packages intended for older students. IVIECC Keyboarding Primer is part of the
Keyboarding Series. The four other series in the Conguting and Information colleetion
are Composing Information, Displaying Information, Aceessing Information, and
Evaluating Information. MECC will be adding paekages to the eolleetion in the
future. For more information contaet the MECC Software Division.

Also available is the MECC Computing and Information Teacher's Guide, whieh shows
how the paekages in the eolleetion ean be used as a eourse in eomputer literacy or
information proeessing. The Guide identifies goals and objectives and gives speeifie
plans for using the produets in several different types of instructional sequenees. A
speeial feature of the Guide is a set of Student Aetivity Cards, which provide student-
eentered elassroom acEilies for each paekage in the Computing and Information
eolleetion.

The matrix on the next page outlines the Computiry and Infornation eolleetion by
produet title, deseription, and grade pange.
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INTRODUCTION

MECC Keyboarding Primer is the f i rst  paekage in MECCTS two-part  Keyboarding
Series. It eontains an on-line introduetion and eighteen Iessons designed to teaeh
students the location and eorreet stroking on the eleetronie keyboard of alphabetic,
numerie, speeial  funet ion, and programming keys.

Goets of Keyboanling Primer

The goals for using Keyboarding Primer are:

1. At the end of eaeh lesson, students shouid be able to type a thirty-
spaee Iine that eontains the eharaeters introdueed in the lesson with no
more than three uneorreeted errors.

2. Students should maintain or inerease their gross speed (gwpm-gross words
per rninute) while learning new keys on the keyboard.

No specific figure for gross words per minute is defined for this package beeause of
the diverse abilities of the students who will use the produet. It is reeommended
that you decide on a speed that is best for your elass.

Materials in Keyboarding Primer

The Keyboarding Primer paekage ineludes:

r A Teaeher Utilities diskette that may be used to traek the progress of
up to three elasses of 1 to 48 students eaeh;

o One or more Student Program diskettes that eontain the keyboarding
lessons;

Note It is possible to use Keyboarding Primer with just one Student
Program diskette. However, if you have more than one eomputer, you
may want multiple eopies of the diskette. There are two ways to obtain
extra copies of the Student Program diskette:

1. I f  you are a MECC Inst i tut ional \4ember, you ean obtain
eopies through your membership. Contaet the person who
provides you with MECC diskettes to request addit ional
copies of the Student Program diskette.

2. I f  you are not a MECC Inst i tut ional Member, you ean
purehase a "Lab Kit'r of additional Student Program
diskettes from your MECC dealer.  "Lab Kits" are pr ieed
to offer you a signi f icant savings on mult iple eopies of the
Student Program diskettes.

You may use up to 48 Student Program diskettes with one Teaeher
Uti l i t ies diskette,  so i t  is not neeessary in most eases to have more than
one Teaeher Ut i l i t ies diskette.



INTRODUCTION (continued)

Keyboarding Primer support manual.

Equipment for Keyboarding Primer

To use Keyboarding Primer, you need the following equipment:

. an Apple //e oe //e eomputer;

o one disk drive;

. a monitor or television;

o a pninter.

A printer is required for the teaeher to pnepare a elass profile. All other student
reeord information can be displayed on a monitor or it ean be printed. To use a
printer, your printer interfaee eard must be in SIot I of your eomputer. A list of
printers that are eompatible with this produet are listed in Appendix B, "Printer
Compatibility.r'

This product ean be used with a Corvus hard disk system. For direetions, see
Appendix C of this manual.

Specid Informetion ebout Using Keyboarding Primer

The Caps Lock Key on your Apple eomputer must be up when using this package.

Words in the software that are enclosed in brackets, sueh as lReturn], indieate that
you should press that key.

Blanks within brackets, [_], indieate that the program is waiting for you to enter
information.

At most points in the lessons, when students are asked to press the Space Bar to
eontinue, they can press the Escape Key onee to get out of the lesson. The program
returns them to the Lesson menu. If students are using the product in managed mode
and they escape before doing the speed eheek, they will be required to complete the
entire lesson again to get eredit for it. The Student Program diskette will not keep
track of incomplete lessons.

To eorreet mistakes, press the Left-Arrow Key and the last eharaeter entered will
be erased. The Delete Kev does not work.



BACKGROUTID INFORMATION

What Is Keyboarding?

Keyboarding is using a typewriter or mieroeomputer keyboard to enter information.
Typieally, the expeetation is that people doing the keyboarding will: 1) use the
eorreet fingering and 2) type without frequently looking at the keyboard (toueh type).
Keyboarding does not uzually refer to the manipulation of information; however,
keyboarding skill is of little value unless there are useful applieations.

Why Have Keyboarding for Elementary and Junior High Children?

With advaneing technology, there are more and more reasons why children of elementary
and junior high school age should learn to use the keyboard effieiently.

First, children will be able to aceomplish more beeause effieient use of the keyboard
is eonsiderably faster than printing or writing. Most ehildren in elementary schooi
today will be using the keyboard extensively to interaet with edueational software,
to produee compositions and reports, and to ereate eomputer programs. Students who
ean use the keyboard effieiently will have additional time for enrichment or remedial
activities.

Seeond, ehildren are likely to produee more aeeurate copy. As part of their keyboarding
experience, they learn to proofread their writing and to print neat samples. The
teaeher ean then read the studentts work more quiekty. This leaves time and energy
for providing feedback on the more important aspeets of writing, sueh as eontent and
language skill. Yet another faetor eontributing to aeeurate eopy is the ease of
eorreetion that is possible with a keyboard. Students are more likely to make
eorreetions when a word proeessing program makes it possible to edit compositions
without rewriting an entire paper.

Third, it is important that children learn keyboarding eorreetly the first time. With
increasing exposure to eomputers in homes and schools, chiidren are interaeting with
keyboards at a young age. By learning appropriate keyboarding skills in elementary
and junior high school, ehildren ean avoid bad keyboarding habits that are difficult
to break.

Fourth, the positive attitudinal effects of good keyboarding ean earry over into other
eumieulum areas. When students enjoy the keyboard, that enjoyment is refleeted in
other work they do while at the eomputer. Experienee has shown that when the
physieai proeess of writing is made easier and faster with keyboarding, children write
more.

How Does a Person Learn Keyboarding?

Several principles apply to learning keyboarding, all of whieh have been ineorporated
into the development of this software. Many praet ices that have been used in the
past to teaeh typing have since been found unneeessary-and in many eases
detrimental-to keyboard learning.



BACKGROUND INFORMATIOIf (continued)

The prineipal sense that is used in learning keyboarding is kinesthesis, a museular
sensation that provides information on the appropriate response to be made.
Kinesthetie responses in keyboarding are developed by making numerous responses to
a given stimulus. In other words, students learn to strike an nrn when desired by
striking that key many times.

Keyboarding, however, is not simply learning the 26 alphabetic keys, 10 number keys,
and various symbol keys. Efficiency in keyboarding is developed by 'rehaining"-that
is, entering combinations of keys as single units. It is neeessary to Iearn to key
'rer,tr ttfr,tt tttr,tt and so forth, in learning the ftrrt key. Such ehains are not formed
eognitiveiy. Rather, they are developed by repetitious typing of letters forming
ehains as close together as possible. Thus, while teaehers for many years have used
musie and other deviees to develop ' rrhythm,r '  the outeome, instead, has been to inhibi t
the deveiogment of chains. Metronomic rhythms (stroking keys with equal intervals
between) is harmful in developing keyboarding skill and should not be used.

While many people learned to type under conditions that required them not to wateh
their fingers or the keyboard, researeh has provided evidenee that watehing the
fingers, keys, or produet produees skill more quiekly. Therefore, students should
reeeive as much feedback as possible from these sourees in the early stages of
learning. Eneouragement (not prescription) to keep eyes on the eopy and away from
the keyboard should be given as students aeguire eompetenee. AIso, wall eharts are
not useful learning tools.

Another area in which learning has typieally been hindered is the premature emphasis
that is plaeed on aeeuraey. While the end goal of keyboarding is Iearning how to
key aeeurately, it is important that early emphasis be on speed, with later emphasis
placed on aeeuraey. For this reason, in the tutorial package, Keyboarding Primer,
the presentation lessons on the keyboard emphasize speed. Error limits have been
provided to keep students from striking keys indiscriminately, but the limits are very
generous.

A frustration facing students and teachecs alike is the lack of ppoven drill material
for improving studentst aeeuraey. At the present time, the only known ways to
improve aeeuraey are praetiee and keying at a speed that is stightly lower than the
studentst maximum speed. The other paekage in the \,IECC Keyboarding Series,
Keyboarding Master, eontains drills that paee students to keep them slightly below
their maximum speed, thus eneouraging the development of Leeuracy.

Knowledge of results is an espeeially important tool in the development of good
keyboarding skills. Thus, with eaeh praetiee exereise, the students are given
information about speed performanee. Students are also given feedback on aeeuracy
when they later use the Keyboarding Master paekage. In addition, the management
portion of this paekage provides both students and teaehers with a graphie display
of performanee to permit  the early ident i f ieat ion of plateaus and to eneoupage students,
part icuiar ly in the early stages, with visual evidenee of the rapid improvement they
wilt l ikely experienee.



BACKGROUND INFORMATION (continued)

What Determines the Order in which Keys Are Presented?

Many faetors are involved in deeiding the order in which to present the keyboard.
Sueh considerations inelude:

BASE OF MAf,II{G TAE KEYSIBOKE Home row keys are the easiest,
followed by "upn reaehes and 'rdown'r reaehes, with the top row (numbers
and symbols) the rnost diffieult. In addition, index finger keys are the
easiest, with the ring and little fingers being the most difficult.

FREQUEXCY OF USB OF KEYS. One of the objeetives in developing
the drill material was to permit the use of high-frequeney words
appropriate to an elementary-level voeabulary as soon as possible. To
do that, it was neeessary first to present the keys that are used most
often. Since the keyboard was not designed systematically for today's
usage, the order ehosen for presentation may not appear to be systematic.

NEED TO PRESEilT POTETfTIALLY COMPETITG RESPONSETI CLOSE
TOCIETEER" TEOUGE XOT TfECBSSARTLY wrTE TEB SAME LESSOIf. A
frequent eause of stroking error is the "substitution'r error, where one
key that requires almost the same response as another substitutes for
it; for example, ilen and 'ri?' require the same reach using the same finger,
but on opposite hands. By presenting the keys that are elose together,
students have considerable opportunity to learn to distinguish the
responses between the two keys.

NEED TO PRESENT MOST COMUOIILY USED FUXCTIOX KEYS EARLY.
For example, Return, Spaee Bar, Shift, and arrow keys are presented
early, so that sentenees ean be entered and the instruetional eomponents
of the software ean be aeeessed and used efficientlv.



DESCRIPTION

KeYboarding Primer is a series of lessons designed to introduce students to toueh
typing on an eieetronie keyboard. It includes an introduetion that eovers Dosture
and positioning at the keyboard and also inciudes eighteen lessons designed to teaeh
students the eorreet loeation and stroking for alphabetie, numerie, speeiat funetion,
and programming keys.

Currieulum Area:

Subjeet:

Topie:

Type:

Reading Level:

Grade Range:

Classroom Use:

LEARNING OBJECTIVES

General Purpose

Keyboarding

Toueh Typing

Tutorial

3

4-9

Individual

After using

a

this eourseware, the student should be able to:

type a thirty-space line containing no more than three uncorreeted errors;

maintain or inerease gross speed (gwpm-gross words per minute) while
Iearning new keys on the keyboard.



PROGRAM PRSVIEW

Preparing Student Progrsm Diskettes

The lessons in Keyboarding Primer can be used in managed or unmanaged mode. In
managed mode, the eomputer monitors the progress of the students, whereas in
unmanaged mode the teaeher must get progress information directly from the students.

To prepare your diskettes for student use, follow these steps:

1. Deeide on the format in which you will use the Keyboarding Primer diskettes.
The following are possible arrangements for using the diskettes:

o one or more unmaneged Student Program diskettes;

o one managed Student Program diskette;

. multiple (2 to 48) managed Student Prograrn diskettes;

. &n unmanaged network version of the Student Program diskette;

. a nenaged network version of the Student Program diskette.

If you plan to use the lessons in unmanaged mode, you dontt have to make any
modifieations to the package. You ean use the Student Program diskette(s) or
network version as is and ignore the Teacher Utilities diskette. It is not
neeessary for you to read further in this seetion.

If you plan to use the lessons in managed mode, you must prepare your Student
Program diskette(s) before students begin using the lessons. To implement
managed mode, eontinue on through the remaining steps.

2. Gather the neeessary materials. You will need:

a. Keyboarding Primer Teacher Uti l i t ies diskette;

The Teacher Utilities diskette ean monitor:

. & maximum of 3 classes;

. a maximum of 48 students per elass (a total of 144 students);

o one set of 1 to 48 Student Program diskettes.

The maximum number of student reeords you ean monitor remains
the same-up to 144 records-but the student reeords ean be on I
to 48 di f ferent Student Pnogram diskettes in the set.



PROGRAM PREVIEW (continued)

Keyboarding Primer Student Program diskette(s);

A Student Program diskette can store reeords for:

. a maximum of 3 classes;

. a maximum of 48 students per class (a total of 144 student reeords
can be on one Student Program diskette if it is the only diskette
in the set).

If you are the first teacher to use this paekage, you next must deeide
how many Student Program diskettes to include in the set. If you are
the seeond or third teaeher to use this package, gather all Student
Program diskettes modified by the first teacher and go to Step 4.

Your Teacher Utilities diskette ean monitor only one set of Student
Program diskettes. The set ean inelude 1 to 48 diskettd The three
elasses or teaehers who share the Teacher Utilities diskette must share
the Student Program diskettes in the set. Foe example, if the first
teaeher ereates the set with 10 Student Program diskettes, the other
elasses ean use only those 10 Student Program diskettes.

lfote: It is important that the first teaeher prepare enough Student
Program diskettes to meet the needs of all three elasses. After you
have eompleted the following steps to modify your set of Student Program
diskettes to managed mode, it is impossible to add new diskettes to the
set without first erasing the student ceeords from all diskettes. (See

'tDeleting Student Reeords," starting on page 23.)

If you plan to use more than one Student Program diskette, follow these
steps to deeide how many Student Program diskettes to inelude in your
set:

i. Find out how many Student Program diskettes eaeh of the three
elasses will need.

i i .  Determine the maximum number of Student Program diskettes any
of the three elasses will need.

For example, the needs of three elasses might be as follows:
Class 1 needs 18 diskettes, Class 2 needs 13 diskettes, and Class
3 needs 19 diskettes. The maximum number is 19, so you need
19 Student Prognam diskettes.

It is a good idea to add extra Student Program diskettes to your
total  for use as baekups. For example, instead of 19, the f inal
number you need might be 20 to 22 Student Program diskettes.

b.



3.

PROGRAM PREVIEW (eontinued)

iii. Obtain the copies of the Student Program diskette(s).

If  you donrt have the number of Student Program diskettes you
need, there are two ways to obtain extra eopies:

o If you are a MECC Institutional Member, you ean obtain
eopies through your membership. Contaet the person who
provides you with I4ECC diskettes to request additional
eopies of the Student Program diskette.

o If you ape not a \4ECC Institutional Member, you ean
purehase a 'rlab Kit" of additional Student Program
diskettes from your \4ECC dealer. 'rlab Kits'r are prieed
to offer you a significant savings on multiple eopies of the
Student Program diskettes.

e. An Apple lle or Apple //e eomputer.

If you are the first teacher to use the diskettes in managed mode, you should
label your Student Program diskette(s) with the lettec trAn and number them
eonsecutively from one through the number of diskettes you have (for example,
A-1, A-2, A-3 . . .). If you are using just one Student Program diskette, Iabel it
A-1.

Please note that Keyboarding Primer diskettes are the first diskettes in the
MEccKeyboaroingSerie4TeacherUt i l i t iesandStudent
Program diskettes, being the first diskettes in the series, are labeled with the
letter nAn and referred to as 'rDisk Set A.tr

Put the Teaeher Utilities diskette into Drive I and turn on vour eomDuter.
You will see the main menu (Figure 1).

Select Option 1, rrManage Student Records."

Enter your name when the program asks for it (Figure 2).

l iegbo i rd i  ng Pq; r  ner
l l3nigei lent  -  L l rsk A

F. l i : . -e -nt  - i -  qorrr  Iast  n i f ie
znd Fr+sE tFETUFl l l

fh*n er, ter  the tnr t  t : l  ior
gour f r r : : t  n3r ie.nd pr i ;s fF:ETLIRN1

L l-i t n rile t -il ' l l TH-------- l
Int t ra l  f : - .U

Pres:-  [E i I  I  lD ent r l .  :g ]  l  n

Figure 2
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5.

6.

(e.rboarding Prrner
Ieacher Ut i l i t ies

l .  l ' f  . rn r !E i t r . rdent.  ?. .Eordr

i  r - .  lerrruF

i  Oescr ipt  r ' :ns

4 End

l . lh lch Frogrrn ' la !nu u. int  to r . tse? f l f

Figure 1



PROGRAM PREVIEW (eontinued)

If you are the first teaeher to use the diskettes in managed mode, you wiil
be asked how many diskettes you want in the set (Figure 3). Enter the number
of diskettes you prepared in Steps 2 and 3. (If you are the seeond or third
teaeher, the program skips this option, beeause you ean use only the diskettes
prepared by the first teacher. The program remembers how many diskettes
were prepared by the first teacher.)

If you are the first teaeher to use the diskettes in managed mode, the program
will instruct you to number and insert the Student Program diskettes one at
a time (Figure 4). It is not neeessary to label the diskette it you did it in Step 3.

7

8.
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Figure 3
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Figure 4
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If you are the seeond or third teacher to use the Teaeher Utilities diskette,
the program will prompt you to put in the diskettes prepared by the first
teaeher (A-1, A-2, A-3 . . .) one at a time. (Note: If one of the diskettes
is missing or damaged, press S to skip that diskette when the program asks for
it. If you find the missing diskette &t a later time, do not use it for your elass.
It will not be formatted for your elass and any work your students do on that
diskette will not be recorded.)

The Student Program diskettes are now ready to use in managed mode.

After the last Student Program diskette has been modified, the program wiil
instruct you to reinsert your Teaeher Utilities diskette and press the Space
Bar. The main menu will then appear.

10



PROGRAM PRBVIEW (eontinued)

Using Student Program Diskettes

For students to use a Student Program diskette, they should follow these steps:

1. Students put the Student Program diskette into Drive 1 and turn on the eomputer.

2. After showing the introductory sereens, the program prompts students to enter
' their names (Figure 1). Students enter their names and press the Return Key.

3. The program asks students to verify that they entered their names eorreetly
(Figure 2). Students enter Y to continue if the name is entered correctly. If
the diskette is set to managed mode, this is only neeessary the first time
students enter their names.

Find the let . t : r : :  t , r r  sPEl I  gour nane

Enter g ' :ur  First  nane

Then pr:ss t .he ERETLIRI ' l I  kec.

tl,tfiRt(_______ --__l

Nour enber gorrr  lest  nane.

Then press the IRETURHI kec.

t T RUHHE L Ll-__________-____ I

Figure 1

t l lARlr .  TFI- | I |HELL t

Is th is the r ight .  uag to sFeI I  : ror . t r

n.rre i fl--l

Enter ' r 'ES ,rr  Hr l  rnd pr*ss f  F:ETUFHI .

Figure 2

11



4.

PBOGRAM PRE\IIEW (continued)

If the student Program diskette is set up to be managed, the first time students

use the program, ih"y 
"r" 

asked to iOentify whieh class they are in (Figure 3).

ntt"r iOlnti"fying their teacher, students are taken directly to the introduetory

i.r*n tStep il. AII future reeords fon the students are reeorded under the

teaeher theY ehoose.

If students ehoose "Teaeher Not Listed,tr no reeords are saved, and the pPogram

operates in unmanaged mode.

For students working in unmanaged mode, the program next asks whether they

have used this diskette before (Figure 4).
D.

Hr,  I ' l iRl . !

l , lh.r t  is  , - rour t ,eacher 's nane?

PrEsE in arrow keg tL1 nove the 3rr t r [
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PROGRAM PREVIEW (eontinued)

6. Students who have used the Student Program diskette before, managed or
unmanaged, are asked if they want to repeat the introduetory lesson (Figure 5).

Students who answer Y go to the introduetory lesson (Step 7). Students who
answer N see the Lessons menu on the diskette (Step 8).

7. Students see the following topies in the introductory lesson:

. pressing the Space Bar;

o body position and posture;

r home row finger plaeement;

o funetion of the eursor.

When students have eompleted the introduetory lesson, they see the Lesson
menu (Step 8).

0o gou urah t , :  r . rge lhe l l lTR00UCTI(t l l
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Enter YES or l '10 en,J press tRETURI{ l  .

Figwc 5

13



PROGRAM PREVIEW (eontinued)

8. The Lesson menu shows the eighteen lessons available on the Student Program
diskette (Figure 6). If the diskette is managed, an asterisk appears next to
the lessons the students have completed.

Students have the following options or restrietions when ehoosing a lesson:

o Unmanaged mode allows students to choose lessons in any order they want.

r The nanrged mode expeets students to ehoose the next new lesson in
the sequenee or to repeat any lesson they did earlier.

It is possible for students in managed mode to ehoose any new lesson they
want; however, when they select a new lesson out of order, the program
discourages them by giving the message, r?Lessons should be done in order!"
(Figure ?). Students ean override this feature by entering the number of the
lesson again after seeing the message. In the event a Student Program diskette
is lost or damaged, students ean then eontinue from the point they reached on
the lost or damaged diskette.

l{ote: When students eomplete a new Iesson out of sequenee, the program puts
an asterisk next to that lesson and all previous lessons on the Lesson menu.
Beeause of that, the Lesson menu may show that students have eompleted some
lessons when they really havenrt.
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PROCIRAM PREVIEW (eontinued)

9. After students enter the number of a lesson, the program goes to that lesson.
Eaeh lesson eontains four Parts:

. a preview of the skills in the lesson (Figure 8);

o an introduetion to stroking new keys (Figure 9);

. praetiee exereises using new keys (Figure 10);

. a speed check on new keys (see Step 10).
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10.

11.

PROGRAM PREVIEW (eontinued)

At the eompletion of eaeh lesson, students are given a speed cheek on the
material they have learned (Figure 11).

If students enter the speed cheek line with no more than three errors, they
are shown their speed in gross words per minute (Figure 12). Any scores over
99 gross words per minute are reported as 99 gwpm. For information on how
speed and aeeuraey seores are ealculated, see Appendix F, "Speed and
Caleulations."
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L2.

PROGRAM PREVIEW (continued)

After the speed eheek, students see a menu giving them five options (Figure 13).
The first two options allow students to repeat the speed eheek section of the
Iesson. (Students' final three attempts on the speed eheek are averaged in
the managed version to give a seore for the lesson.)

The third, fourth, and fifth options allow students to repeat the entire lesson,
to continue on to other lessons, or to return to the Lesson menu.

When students ehoose one of the options to leave the lesson, they are shown
a graph of their progress (Figure 14).

Students working in managed mode see the results of atl their lessons on
graph, whereas students working in unmanaged mode only see nesults for
Iesson just eompleted.
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tll

Figurc 13 Flgurc 14

students ean ehange the portion of the graph displayed by using the Left- and
Right-Amow Keys and the A and Z Keys. Students press P to print the portion
of the graph shorn on the sereen, at which point they are instrueted to prepare
the printer. (lfote: You must have a graphics printer properly instailed to
use this option. For more information, see Appendix B, "Printer Compatibility.")
After the pcintout is eompleted, the graph display returns to the sereen.

Seores for students working in managed mode are reeorded on the Student
Program diskette at this point.

when students have finished viewing the graph, they press the Space Bar to
eontinue to the next lesson or return to the Lesson menu.

When students have finished working on lessons, they should enter 19 on the
Lesson menu to stoo.
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PROGRAM PREVIEW (eontinued)

Retrieving Student Reeords

After students have worked with the Student Program diskette(s), the teacher can
retrieve information about their progress by using the Teacher Utilities diskette and
the Student Program diskette(s). To generate a Keyboarding Primer report, follow
these steps:

Conbining Student Reeords

1. Gather your materials. You need:

a. Keyboarding Primer Teaeher Utilities diskette;

b. Keyboarding Primer Student Program diskette(s);

You need only the Student Program diskettes eontaining the information
you want in your report. It is not neeessary to gather diskettes that
eontain student reeords you don't want, sueh as diskettes used by another
class but not yours, or diskettes that contain no student reeords, sueh
as baekuos.

e. an Apple l/e oc //e eomputer;

d. a printer (see Appendix B).

2. Put the Keyboarding Primer Teaeher Utilities diskette into Drive 1 and turn
on your eomputer. You will see the main menu (Figure 1).

3. Seleet Option 1, 'rManage Student Reeords.fr

4. Enter your name when the program asks for it (Figure 2).
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Figure 1
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PROGRAM PREVIEW (eontinued)

The program will then show you the Management Menu (Figure 3).

5. Select Option 1, 'rCombine reeords from disks.'r If you are using only one
Student Program diskette, go direetly to Step 8. If you are using more than
one Student Program diskette, you will see a menu listing all diskettes in the
set (Figure 4).
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Figure 4

o.

All student reeords are kept on the Student Program diskette(s), so eaeh time
you ask for a report, you must 'reombine" the data from the Student Program
diskette(s). (Xo student records are stored on the Teaeher Utilities diskette.)

Highlight eaeh diskette from which you want to get information by using the
arrow keys to move the marker to the diskette name and then pressing the
Return Key. (Press the Return Key when the arrow is pointing to a highlighted
diskette to remove the highlighting.) Or enter A to highlight all diskettes in
the set.

7. Press the Spaee Bar when you have finished ehoosing diskettes to include in
your report.
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8.

PROGRAM PREVIEW (eontinued)

The program will then tell you to put in a Student Program diskette (Figure 5).
If you are using only one Student Program diskette, put in this diskette. If
you are using more than one Student Program diskette, put in the diskettes
ehosen in Step 6 one at a time.

A pereentage figune in the upper right-hand eornef of your sereen will show
you how many student reeords have been cornbined. The pereentage is based
on the maximum number of 48 student reeords per class, and it tells you what
pereentage of 48 student reeords have been combined. Eaeh student reeord
aceounts for about 2%. For example, 50% indieates that the program has
eombined 24 student reeords.

When you have finished combining student reeords, the program returns to the
Management Menu (see Figure 2). You ean now ehoose to:

r iist the eurrent elass roster (see Step 10);

o list individual student reeords (see Step 11);

o print a elass profile (see Step 12).

Listing a Class Roster

10. To list the cument elass roster:

Select Option 2, 'rlist eurrent elass roster," on the Management Menu.

You will see three options for displaying the elass roster (Figure 6).
Seleet the format you want for displaying the elass roster.

After displaying the class roster, the program will return to the menu
showing formats for listing the class roster (Figure 6). When you are
done working with the elass poster, seleet Option 4 to return to the
Management Menu.
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PROGRAM PREVIEW (eontinued)

Listing lndiyidual Student Reeords

11. To list individual student reeords:

a. Seleet Option 3, rrl,ist individual student reeord,'r on the Management
Menu.

b. You will see three options for displaying individual student reeords
(Figure 7). Seleet a format for displaying the student information.

e. After seleeting the format for displaying the reeord, enter the name of
the student (Figure 8).

lfote: If you ehoose to see the individual student graph (Figure 9), you
ean see other parts of the graph on the sereen by using the Left- and
Right-Arrow Keys and the A and Z Keys. If you have a graphies printer,
you ean press P to print the portion of the g"aph that is shown on t'he
scteetL
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PROGRAM PREVIEW (eontinued)

d. After displaying the student reeord, the program will return to the menu
showing formats for displaying individual student reeords (see Figure 7).
When you are done viewing individual student reeords, seleet Option 4
to return to the Management Menu.

Printing a Class Profile

L2. To print a elass profile:

a. Select Option 4, 'rPrint a elass profile," on the Management Menu.

b. The program will print a table eontaining aII students in your combined
list and their seores on eaeh of the eighteen lessons in tQOoarOing_
Primer. This option ean only be used with a printer.

lfote: The scores that are shown are the average seores of the last
three tries students made on the speed cheek at the end of the lesson.
Student seores are reported in gross words per minute (gwpm). Student
scores in exeess of 99 gwpm are shown as 99. For information on how
speed seores are calculated, see Appendix F, rrSpeed and Error
Caleulations.'l

e. When the elass profile has finished printing, the ppogram returns to the
Management Menu.

Ending

13. When you have finished retrieving the student reeords, you return to the
Management Menu. Choose Option 6 to leave the Management Menu.

Note: When you leave the Management Menu, the reeords you have eombined
are lost. You must start by eom
the Manageffi
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PROGRAM PREVIEW (eontinued)

Deleting Student Reeords

When the student reeords for a elass or an individual are no longer needed, they ean
be deleted to make room for new reeords. There are two ways to delete records.
The method you choose depends upon your intended outeome:

o Deletiry Indiyidual Student Reeords. The first method allows you to
delete the reeords of one or more students in a elass while leaving
intact all management modifications you have made on the Student
Program diskette(s). There is n<j effect on the reeords of the remaining
students in the elass, and the diskettes eontinue in managed mode as
before (see Step 1).

o Deleting the Reeords of an Entire Class. The seeond method deletes
the reeords of an entire elass, ineluding any referenees to the teaeher,
on the Teacher Utilities diskette and Student Program diskette(s). To
use managed mode again, you must repeat the steps you originaily followed
in preparing the Student Program diskettes for managed mode (see Step ?).

Deleting Individuaf Reeords

1. To delete individual student reeords, you must first ?reombine'r the reeords you
want to delete. To combine student reeords, follow Steps 1-8 under the
"Retrieving Student Reeords" seetion (pages L8-221.

2. When you have finished eombining student reeords, the program returns to the
Management Menu (Figure t). Seleet Option 5, 'rDelete records on elass files."

3. You next see two options for deleting the reeords you have eombined (Figune 2).
Seleet Option 1 to delete an individual student reeord (see Step 4) or Option 2
to delete all of the student reeords you have eombined (see Step 5).
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PROGRAM PREYIBW (eontinued)

4. If you ehoose to delete an individual student reeord:

a. The pcogram will ask you to enter the name of the student (Figure 3).

b. The program will ask you to enter a special code (/D) to verify that
you really want to delete the reeord (Figure 4).
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e. The program wiU tell you which Student Program diskette to put into
the eomputer (Figure 5). Put in the diskette and press the Spaee Bar.
The reeord will be deleted.
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PROGRAM PREYIEW (eontinUed)

5. If you ehoose to delete all student reeords you have combined:

&. The program will ask you to enter a speeial eode (/D) to verify that
you really want to delete the reeords (Figure 6).
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b. The program will tell you which Student Program diskette(s) to put in
(Figure 7). Put in the diskette(s) and pness the Space Bar. The reeords
will be deleted.

e. After deleting student reeords, the program tells you how many records
it deleted (Figure 8), then returns to the Management Menu.

6. When you are done deleting individual student reeords, seleet Option 6 to leave
the Management Menu.
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PBOGRAM PRFYIEW (eontinued)

Ddeting the Reeords of an Entire Clnss

7. To delete the reeords of an entire elass, begin by gathering your materials.
You need:

a. Keyboarding Primer Teaeher Utilities diskette;

b. Keyboarding Primer Student Program diskette(s);

Gather all diskettes in "Disk Set Att that were prepared to be used by
your elass.

e. an Appie //e oe //e eomputer.

8. Put the Teaeher Utilities diskette into Drive 1 and turn on your eomputer.
You will see the main menu (Figure 9).

9. Seleet Option 2, "Cleanup.t' The program will describe this option and ask if
you really want to do it. Enter Y to eontinue.

10. The program shows you a menu listing the teaehers with reeords on the diskette
and then asks you to enter the number of the teacher whose infocmation you
want .to delete (Figure 10). Enter the number.
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PROGBAM PREVIEW (eontinued)

The program once again asks you to verify that you really want to delete the
reeords (Figure 11). Enter Y to eontinue.

The program tells you to put in the Student Program diskette(s) one at a time.
put in the diskette(s) and press the Space Bar. The information is deleted. If
a Student Program is lost or damaged, press the S Key to skip that diskette
when the program asks for it.

When you are done, the program informs you that all of the information for
the given teacher has been deleted (Figure 12). Press the Spaee Ban to eontinue'

If other teaehers still have reeords on the diskettes, the program returns to
the list of teachers (see Figure 10). Press the Eseape Key to return to the
main menu. If there are no other reeords on the diskette, the program returns
to the main menu.

11.

12.

13.

14.

Kegboarding Pr iner
Clernr, lp -  Disk A

Are gou rr . r re gou uant ta delete

aI I  tea, :her inf  ornabi , :n f  ron

diEk sef.  A f  or ,  3.  t l . l l IH

11- l

Ent.er ?ES or l l0 rrrd press tRETURil I

Figur. 1'l

Kegboardin9 Pr iner
Utarf tup -  0 lek A

Al l  in ioru. : t  i , :n f , r r ,

:3 g[ ITH

h3s been de I  eted l r , i f t  d t  s l " :  set  R

Fress the tSPiCE EARI la qantrnue. l

Figurc 12
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USE IN AT INSTRUCTIONAL SETTING

Preparation

If you want students to use the Student Program diskette(s) in managed mode, you
must prepare the diskette(s) as outlined in the seetion titled "Preparing Student
Program Diskettes" (pages 7-10).

If students will be printing their Iesson seores, you should set up the printer, make
certain that it works eorreetly, and then instruet students on how to use it to get
copies of their seores at the end of the lessons. (For more information on using a
printer, see Appendix B, 'rPrinter Compatibility.'r)

Using the Program

If students will use the Student Program diskette(s) in unmanaged mode, you may
want to eopy and distribute the handout, "Student Tnack Sheet," before students begin
(see page 29). Students ean traek their progress on this sheet.

Students should be eomfortable at the keyboard in order to use the lessons effeetiveiy.
This may require that you adjust ehairs or desks, supply footrests for students who
eannot reach the floor, or provide pillows for students to sit on.

One of your major roles as a teaeher is to be a resouree to students. You may need
to give oceasional reminders on teehnique. A list of proper fingering positions is
listed in Appendix E, 'rFingering Positions." You may refer to this listing to find
the eorreet stroking for any key taught in the lessons.

Students should be eneouraged to eomplete the lessons in order beeause later lessons
build on letters taught in earlier lessons.

It is reeommended that students work at the eomputer individually. Keyboarding is
learned primarily through kinestheties, so there is little to be gained by students who
wateh other students complete the lessons.

Follow-up

As students are using the paekage, it is reeommended that you give them frequent
feedback and eneouragement on their progress toward the objeetives. The best way
to get information about student progress is to monitor student seores on the lessons.
It is not reeommended that you test students' typing formally while they are learning
with Keyboarding Primer.

When students have completed all eighteen lessons, they are ready for the next
product in this series, Keyboarding Master.

Additional sourees of information and help are listed in Appendix G, "Bibliography.'r
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Appendix A

CREDITS

MECC Keyboarding Primer was developed by Total Information Educational Systems
(TIES) of Roseville, Minnesota. The lessons were designed by Dr. Gary Mclean of
the University of Minnesota and the text was eomposed by Naney Jaeobson. This
manual was written by Loren Sucher of the MECC Software Development staff.

APEXTEXT, the eharaeter generator program used in this package, is eopyrighted by
Tim Cimbure, 1318 Skywood Lane, Fr idley, Minnesota.

Produetion of this paekage was funded in part by the Minnesota High Teehnology and
Edueational Imorovement Act.

TO THE READER:

\4ECC has made every effort to ensure the instruetional and teehnical quality of this
eourseware paekage. Your eomments-as user or reviewer-are valued and will be
eonsidered for inclusion in anv future version of the Droduct. Please address eomments
to:

MECC Courseware Development
3490 Lexington Avenue North

St.  Paul,  MN 55i26
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Appendix B

PRINTER COMPATIBILITY

Two kinds of printing are used in Keyboarding Primer:

Graphics for printing of student graphs either by the student (from a Student
Program diskette) or from the Teaeher Utilities diskette.

Text printfury for paragraphs or for reports from the Teacher Utilities diskettes.

This product does not have a 'rPrinter Supportrr option. Instead, the programs are set
in advance to work with a variety of printers. The following tables list the interfaee
eards and printers that will work for each option. While other combinations may
work, these combinations are known to work. If a Iisted eombination does not seem
to work, eheck your printer manual. The DIP switches may not be set correctly for
the printer you are using.

lfote Your printer interface eard must be in Slot 1 of your eomputer.

GRAPHICS PRINTING

Interface Card Printers

Grappler

Grappler+

Print-It!

Super Serial

Interfaee Card

Grappler

Grappler+

CCS Serial

Parallel

Pr int- I t !

Super Serial

TEXT PRINTING

Epson MX80
Epson FX80

Epson MX80
Epson FX80
Apple DMP

Epson MX80
Epson FX80
Apple DMP

Image Writer

Printers

Epson MX80
Epson FX80
Apple DMP

Epson MX80
Epson FX80
Apple DMP

Malibu 200

Malibu 165

Epson MX80
Epson FX80
Apple DMP

Image Writer
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USII{G A CORVUS SYSTEM

Installing Keyboarding Primer on a Corvus System

Keyboarding Primer has been modified to work with a Corvus hard disk
the Omninet operating system. To install the programs, you must obtain
Corvus Crossload System and follow the direetions that eome with it.

Appendir C

drive using
the MECC

lYhen you install the paekage, assign the Student Program diskette to one volume and
the Teacher Utilities diskette to another volume. You will be asked to define user
eodes. Give the students trreadn and rrwritetr aeeess to the Student Program volume,
and give the teacher rtread'r and 'rwrite" aeeess to both the Student Program volume
and the Teaeher Utilities volume. Note If you do not know how to assign aeeess
eodes, eonsult with the person who manages your Corvus system.

Eaeh time you sign on to use the Teaeher Utilities volume, a setup sereen appears
(Figure 1). The first time a teaeher logs on, the drive and volume numbers are set
to tr0n' the teaeher should enter the drive and volume numbers where the Teacher
Utilities volume ean find the Student Program volume. Whenever the setup screen
appears thereafter, the drive and volume numbers for the Student Program volume
will appear automatieally.

lfote: Keyboarding Primer works only on the Apple //e and Apple //e. Therefore,
you should ignore the first row of disk and volume numbers (following the trA+") and
set only the values for the seeond row (following the uAen).

I  DerPr
i+
l.u'iti r

(esbgard
I  eacner

0isk Oriue Uolure

A+ tq) t  Al

Ae t t f  t l31

To keep the Fresent ualue, PreE?
TRETUPH].

To change r  ualue, enter th? neu
nurber zn, l  prc-=g tPETt lRl l I

Figure 1

Operating Keyboarding Primer on a Corvus System

When teaehers or students use Keyboarding Primer, the Corvus system keeps track
of who is using the programs. Keyboarding Primer uses that information to proteet
the student reeords on the Student Program volume by allowing only one user at a
time to aeeess the reeords. For example, if students are using the Student Program
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U$lfc A CORVUS SYSIEM (eontinued)

volume, the Corvus system will not allow you to use the Teacher Utilities volume. If
you are working on the Teaeher Utilities volume, the Corvus system will not allow
students to use the Student Program volume, nor will it allow a seeond teaeher to
aeeess the Teacher Utilities volume.

Note: Beeause of the way the Corvus system keeps traek of students or teaehers
who are using the system, it is extremely important that teachers and students always
ehoosenStoprornEndi lonthemainmenutoIeavethe@volumes.I t
isequal ly importantthattheyfol lowthroughuyans@sunt i l the
eomputer leaves the program completely.

Teaehers and sbdents should never erit from KeyboardinF Primer by turning off their
eooputem or pressing the Reset Key. If you exit in either of thce two unepected
way$ the Corvus system will not know you have left and may deny aeeess to future
utel!!.

For example, if you turn off the eomputer or press the Reset Key before eompletely
leaving the Teacher Utilities volume, the Corvus system will think you are still on
the system and will not allow students or other teaehers to log onto Keyboarding
Primer. If students turn off their eomputers or press the Reset Key, the CoivG
system will deny you aeeess to the Teaeher Utilities volume and may deny aeeess to
or refuse to reeord scores for other students on the system.

What to Do When Users Improperly Exit from Keyboarding Primer

If a teacher or student has improperly exited, eausing other users to have problems,
follow these steps:

1. Attempt to aeeess the Teaeher Uti l i t ies volume from a eomputer attached
to the Cocvus system.

2. The program will tell you that a 'rsemaphore" is on (Figure 2 or 3). A
semaphore is like a 'rstring around your finger." The Corvus system
turns on a semaphore to help Keyboarding Primer keep track of who is
using the system.

Keuborrding Pr iner
Ieirher Ut i l r l i ies

A lercher sem3phtre nered I IBATEACH

is,rn.  There curr . r ld be a teacher

ct t r rent lg uorkinEl oLr gou l rarr t  to

rr . rn the : ]E|{APH0RE t lT I  L I  TY prostr3r

to c leEr i l? t l__1

Ent: : r  YES or l l0 rnd r  res-:  f  PETLlRl l f

Figure 2

(e 'Jbo rrd i  ng Pr r  ner
Iea,:her Ut i l i t ias

A : : tudent sen. iFhLlre nsmed N. BASTB0I

i  s on lhere cou I  d be e str . rdent

current lg r . lork inEl  011 g6u uant t .o

run the i iEl |APH0RE LIT I  L I  TY FroEran

to f  lear i t - (  t l -_I

Enter 7E5 L1r l l0 3nd press fFETL|RNI

Figure 334



USING A CORVUS SYSIEM (continued)

The program will ask you if you want to run SEMAPHORE UTILITY to
clear the semaphore. Answer Yes to eontinue.

You wil l  then see the SEMAPHORE UTILITY sereen (Figure 4). The
screen has room for 32 semaphores. The Keyboarding Primer semaphores
all begin with the letters KBA (for Keyboarding Volume A). There may
also be semaphores turned on from other paekages.

Figure 4

The Corvus system uses four different semaphores to keep track of who
is using Keyboarding Primer. You must deeide whieh semaphore to elear.
(In keeping with the analogy, you must remove the string from the finger
so Keyboarding Primer doesntt think it is stil l busy with the person who
exited improperly.) Use the list below to identify whieh semaphore you
must elear:

KBATEACH - The Corvus keeps this semaphore on the ent ire t ime you
are using the Teaeher Utilities volume. If you exit improperly, this
semaphoce will stay on and stop any other teaeher or students from
aeeessing Keyboarding Primer. Students will see the message, ?'A teacher
is working,rr when trying to log on, or a teaeher will see a screen telling
that the "semaphore KBATEACH is on'r  (see Figure 2).

Make sure no teaehers are using the Teaeher Utilities volume. You ean
then elear this semaphore,. and a teaeher or students e&n log on.

KBAST001 - (The number "001u at the end may di f fer.)  The Corvus
keeps this semaphore on the ent ire t ime students are using the Student
Program volume. Eaeh t ime a new student logs on, the number (001)
increases by 1, so the Corvus ean tell how many students are using the
Student Program volume. I f  one or more students exi t  improperly,  this
sempahore wi l l  stay on, prevent ing you from using the Teaeher Ut i l i t ies
volume. When you try to log onto the Teaeher Utilities volume, you

3.

FLAG
FLg6
F LA6
FL A5
FLTIG
FLAG
FLAG
FLNG
FLAG
FLAG
FLAG
FLAG
FLAG
FLAG
FLAG
FLAG

l t -
ts-
t9-
29-
zt-
z2-
23-
e4-
25-
?6-
27-
2S-
29-
39-
3t-
J(-

FLAG
FLA6
F LAG
FL A6
FLAG
FLAG
FLA6
FLAG
FLAG
FLAG
FLAG
FLAG
FLAG
FLf,G
FLAG
FLA6

H)ELP S)ET C)LEAR D)UIT'  T;- ]
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USING A CORVUS SYSTEM (eontinued)

will see a screen telling you that the trSemaphore KBAST001 is on" (see
Figure 3).

Note: This semaphore will not prevent other students from logging on.

Make sure no students are using the Student Program volume. You ean
then elear this semaphore and use the Teaeher Utilities volume.

KBAUPDTE - This semaphore is on for just a few moments eaeh t ime
the Student Program volume reeords data for a student. If a student
exits improperly while the program is saving seores for a lesson, this
semaphore may stay oo, preventing the program from saving other
students' seores. Students will get the message 'rWaiting to update!'r

If the message remains, elear this sempahore and the other students will
be able to eontinue.

KBALOGON - This semaphore is on for just a few seeonds eaeh time a
student logs on or off of the Student Program volume. After the student
sueeessfully logs on on off, the semaphore goes off. If a student exits
improperly while logging on or off, this semaphore may be left or,
preventing other students from logging on or off. Students will see the
message trWaiting to Iog on" or 'rWaiting to log.off.'t

If the message remains and if the KBATEACH semaphore isn't on, elear
this semaphore. Students then will be able to log on.

Onee yourve determined which semaphore to elean, type C and press the
Return Key.

5. Type the number of the semaphore you want to elear and press the
Return Key. The listing on the sereen ehanges to show that the
semaphore was eleared.

Press Q and press the Return Key when you are done ciearing the
semaphores.

When the neeessary semaphores are eleared, the program wiII go into
the Teaeher Utilities volume. You may then use the Teacher Utilities
volume or exit using the nEnd' option.

If semaphores remain on that prevent you from going into the Teaeher
Utilities volume (for example, you might have only eleared the
KBALOGON or KBAUPDTE semaphore and the KBAST001 remains on),
the program will return to the question asked in Step 2. If you have
eleared the semaphores you needed to elear, you should answer No to
the question. The program then ends.

4.

6.

n
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Appendix D

FINGER LABBT{'

t[TT RIGHT
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Appendir E

FINGERING POSrIIONS

Left Little Finger Left Pointer Finger

Left Middle FingerLeft Middle Finger

Left Middle Finger Left Pointer Finger

Left  Pointer Finger
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FINGERING POSIflONS (continued)

Right Middle Finger

Right Middle Finger

Right Pointer Finger

' Right Pointer Finger

Right Ring Finger

Right Pointer Finger

Right Ring Finger
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FINGERING POSfTIONS (continued)

Left Little Finger

Left Ring Finger

Right Pointer Finger

Left  Ring Finger

Left Pointer Finger

Left Pointer Finger

Left Pointer Finger

Ring Finger

40



FINGERING POffnONS (continued)

Right Pointer Finger

Left Little Finger

Left Middle Finger

Left Lit t le Finger

Left  Pointer Finger

Left Ring Finger

Left  Pointer Finger
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FINGERING POSffiONS (continued)

Right Pointer Finger

Right Ring Finger

Right Middle Finger

Right Litt le Finger

Left Ring Finger on 2
Right Little Finger (Shift Key)

Left Lit i le
Right Little

Finger on I
Finger (Shift Key)

Left  Middle Finger on 3
Right Li t t le Finger (Shif t

Left  Pointer Fingec
Right Li t t le Finger

on4
(Shif t  Key)Key)

42



FINGERING POSIfIONS (eontinued)

Left Pointer Finger on 5
Right Little Finger (Shift Key)

Right Pointer Finger on ?
Left Lit t te Finger (Shift  KeY)

Key)

Right Middle Finger on 8
Left  Li t t le Fin$er (Shif t  KeY)

Right little Finger on l
Left Little Finger (Shift Key)

Right Pointer Finger on 6
Left Little Finger (Shift Key)

Right Li t t le Finger
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FINGERING POSITIONS (cqrtinued)

Right little Finger on -
Left Little Finger (Shift Key)

Right Middle Finger

Right Li t t le Finger on =

Left  Li t t le Finger (Shif t  KeY)

Right Ring Finger

Right Ring Finger on .
Left  Li t t le Finger (Shif t  KeY)

Right middle Finger on ,
Left Little Finger (Shift KeY)

Right Li t t le Finger
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FINGERING POSffiONS (continued)

Right Little Finger on /
Left Little Finger (Shift Key)

Left Lit t le Finger

Shift Either Little Finger

Right little Finger on ;
Left Little Finger (Shift Key)

Left  Li t t le Finger on t

Right Little Finger (Shift Key)

Either Thumb

Right Li t t le Finger
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Appendir F

SPEED AND ERROR CALCT'LATIONS

Speed (gwpm) Calculation

Throughout Keyboarding Primer, keying speed is given in gross words per minute-the
number of key strokes (including arrow keys and eorreetion strokes) divided by five
strokes per word, divided by the number of minutes elapsed (seeonds divided by sixty
seeonds per minute). The formula for this caleulation is given below:

GWPM = S OF KEYSTROKES i
ffi

For examDle:

# OF SECONDS ELAPSED
6O SECONDS/MINUTE

Using the eontent line:

The student enters:

The student sees an error,
uses the Left-Anow Key to
back up (+3 strokes),

When are you going

When are your g

to be home?

Pemoves the extra eharaeter
(r), and eompletes the line: When are you going to be home?

The student has keyed a total of 37 strokes (33 eharaeters + 3 Left-Arrow Key strokes
+ [Return]). It took the student 36 seeonds to complete the line.

Plugging the numbers into the formula yields:

+ 36 seeonds
ffi

37 keystrokes = L2 gwpm
5 strokes/word

Error Caleulation

A generous error margin is provided. One mistake is any error, or eombination of
errors, within a word. In this instanee, a 'rwordrf is any combination of eharaeters
between two word spaces. The mistake ean be any of the following:

a simple type "goung" instead of 'rgoingtr
an extra word 'tare are you" instead of 'rare yout'
a missing word 'rWhen youtt instead of "When are you'
a long word "homeeen instead of "home"
a short word "t?' instead of "to'l
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SPEED AI{D ERROR CALCI,LATIONS (CONtiNUCd)

For examoie:

In the figure above, there are three mistakes.

I. ncdsedr instead of "edtr - this s a long word,
2, the word "scCr is countd as a nrissrng word, utd
t. "elgca" instead of "elsC' - another long word.

Students are allowed three mistakes before they are required to retype a eontent line.

t load, 9UBAN I

Prrr t i , :e kegint  the fEl  keg
' ior.r m.lg , .rse lrhe I ef t  .rrror,r t :eg Elr f

t r :  f i , l  s  mist . rke.

Press tRETLIPNI uhen done.

k:ec'

ed ed sE€ =: I  ed l . rkes e I  Ee : :af  e

ed edsee s I  ed I  s l . :es e I  ses : raf  e l
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MECC SERVICES Appendix H

The Minnesota Edueational Computing Corporation is an organization established in
1973 to assist Minnesota sehools in implementing educational computing. MECC
provides a variety of serviees to edueation, ineluding 1) development and distr ibution
of instructional eomputing courseware; 2) in-serviee training for edueators and
developrnent of materials for condueting training; 3) educational computing assistanee
through newsletters and eomputer purehase eontracts; and 4) management information
serviees, ineluding the development and maintenanee of statewide payroll/personnel
and finaneial aeeounting software and administrative eomputer packages. MECC's
knowledge and expertise in the educational computing field eomes from more than a
deeade of working with and providing leadership for thousands of local edueators on
a daily basis.

r MECC Edueationaf Conputing Catalog
puting eourseware, all-purpose training

materials, and administrative software is published annually and distributed at
no eharge. To request a eatalog, write or eatl MECC Customer Serviees.

o Institutional and MECC Club Memberships
Non-Minnesota non-profit educational institutions may obtain annual serviee
agreements with MECC whieh quali fy them to obtain MECC eourseware and
training at special reduced prices. For information, write or call MECC
Institutional Memberships. Also, sehools, departments, and individuals ean now
beeome members in the brand new MECC Club. To learn more about joining,
write or call the MECC Club.

o Trainfug Programs
MECC eonduets educational computing workshops for edueators throughout the
United States. For information on workshop schedules or to arrange a speeiai
training activity, write or eall MECC Training Serviees.

r Adninistrative Software
MECC provides a variety of quali ty administrative mieroeomputer packages.
For information on available packages and on training and maintenance
eontracts, write oc eall  MECC Management Information Services.

r MECC Network Newsletter
Published regularly throughout the school year, MECC's newsletter
V1ECC aetivities, services, and produets. To obtain, write or eall
your interest in the MECC Network newsletter.

focuses on
indieat ing

For information on
teleplnne number:

all the above items, use the MECC General Information
612/481-3500.

Eelp Line
If you have any

1) make
2) note

tYPe
3) wr i te

problems using MECC software:
note of the name and version number of the pcoduet;

the brand and-fr6?el of TFe equiipment involved, as well as the
of piiiG earoGd if the problem coneerns a printer;
or eall the Hetp Line to deseribe the problem (612/481-3660).

MECC
3490 Lexington Avenue North

St. paul, MN 55126
(General Information: 612/481-3500)
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