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MECC’s Computing and Information Collection

MECC Courseware Development
under the
Minnesota High Technology and Educational Improvement Act

MECC Keyboarding Primer is part of MECC's Computing and Information software
collection. This collection comprises a wide range of software designed to teach
students strategies for using electronic technology to process information. The
Computing and Information project was funded in part by the Minnesota High
Technology and Educational Improvement Act of 1983.

Two basic assumptions are behind the development of these products:

We are moving toward a world in whieh the ability to work with
information is becoming critical. Students will need to know how to
use electronic tools to access 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
communicate their own ideas.

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

The Computing and Information collection is intended for students in grades 4-12.
Although the collection is not specifically designed to be used in a particular sequence,
many skills presented in packages for middle school students are further developed
in packages intended for older students. MECC Keyboarding Primer is part of the
Keyboarding Series. The four other series in the Computing and Information collection
are Composing Information, Displaying Information, Accessing Information, and
Evaluating Information. MECC will be adding packages to the collection in the
future. For more information contact the MECC Software Division.

Also available is the MECC Computing and Information Teacher's Guide, which shows
how the packages in the collection can be used as a course in computer literacy or
information processing. The Guide identifies goals and objectives and gives specific
plans for using the products in several different types of instructional sequences. A
special feature of the Guide is a set of Student Aectivity Cards, which provide student-
centered classroom activities for each package in the Computing and Information
collection.

The matrix on the next page outlines the Computing and Information collection by
product title, description, and grade range.



MECC’s Computing and Information Collection

PRODUCT NO.

MECC Computing and Information
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INTRODUCTION

MECC Keyboarding Primer is the first package in MECC's two-part Keyboarding
Series. It contains an on-line introduction and eighteen lessons designed to teach
students the location and correct stroking on the electronic keyboard of alphabetic,
numerie, special function, and programming keys.

Goals of Keyboarding Primer

The goals for using Keyboarding Primer are:

1. At the end of each lesson, students should be able to type a thirty-
space line that contains the characters introduced in the lesson with no
more than three uncorrected errors.

2. Students should maintain or increase their gross speed (gwpm—gross words
per minute) while learning new keys on the keyboard.

No specific figure for gross words per minute is defined for this package because of

the diverse abilities of the students who will use the product. It is recommended
that you decide on a speed that is best for your eclass.

Materials in Keyboarding Primer

The Keyboarding Primer package includes:

[ A Teacher Utilities diskette that may be used to track the progress of
up to three classes of 1 to 48 students each;

° One or more Student Program diskettes that contain the keyboarding
lessons;

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

1. If you are a MECC Institutional Member, you can obtain
copies through your membership. Contact the person who
provides you with MECC diskettes to request additional
copies of the Student Program diskette.

2. If you are not a MECC Institutional Viember, you can
purchase a "Lab Kit" of additional Student Program
diskettes from your MECC dealer. "Lab Kits" are priced
to offer you a significant savings on multiple copies of the
Student Program diskettes.

You may use up to 48 Student Program diskettes with one Teacher
Utilities diskette, so it is not necessary in most cases to have more than
one Teacher Utilities diskette.

1



INTRODUCTION (continued)

° Keyboarding Primer support manual.

Equipment for Keyboarding Primer

To use Keyboarding Primer, you need the following equipment:

° an Apple //e or //e computer;
. one disk drive;

° a monitor or television;

° a printer.

A printer is required for the teacher to prepare a class profile. All other student
record information can be displayed on a monitor or it can be printed. To use a
printer, your printer interface card must be in Slot 1 of your computer. A list of
printers that are compatible with this product are listed in Appendix B, "Printer
Compatibility."

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

Special Information about Using Keyboarding Primer

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

Words in the software that are enclosed in brackets, such as [Return], indicate that
you should press that key.

Blanks within brackets, [ ], indicate 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
continue, they can press the Escape Key once 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 check, they will be required to complete the
entire lesson again to get credit for it. The Student Program diskette will not keep
track of incomplete lessons.

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



BACKGROUND INFORMATION

What Is Keyboarding?

Keyboarding is using a typewriter or microcomputer keyboard to enter information.
Typically, the expectation is that people doing the keyboarding will: 1) use the
correct fingering and 2) type without frequently looking at the keyboard (touch type).
Keyboarding does not usually refer to the manipulation of information; however,
keyboarding skill is of little value unless there are useful applications.

Why Have Keyboarding for Elementary and Junior High Children?

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

First, children will be able to accomplish more because efficient use of the keyboard
is considerably faster than printing or writing. Most children in elementary school
today will be using the keyboard extensively to interact with educational software,
to produce compositions and reports, and to create computer programs. Students who
can use the keyboard efficiently will have additional time for enrichment or remedial
activities.

Second, children are likely to produce more accurate copy. As part of their keyboarding
experience, they learn to proofread their writing and to print neat samples. The
teacher can then read the student's work more quickly. This leaves time and energy
for providing feedback on the more important aspects of writing, such as content and
language skill. Yet another factor contributing to accurate copy is the ease of
correction that is possible with a keyboard. Students are more likely to make
corrections when a word processing program makes it possible to edit compositions
without rewriting an entire paper.

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

Fourth, the positive attitudinal effects of good keyboarding can carry over into other
curriculum areas. When students enjoy the keyboard, that enjoyment is reflected in
other work they do while at the computer. Experience has shown that when the
physical process 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 which have been incorporated
into the development of this software. Many practices that have been used in the
past to teach typing have since been found unnecessary—and in many cases
detrimental--to keyboard learning.



BACKGROUND INFORMATION (continued)

The principal sense that is used in learning keyboarding is kinesthesis, a muscular
sensation that provides information on the appropriate response to be made.
Kinesthetic responses in keyboarding are developed by making numerous responses to
a given stimulus. In other words, students learn to strike an "r" 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. Efficieney in keyboarding is developed by "chaining"—that
is, entering combinations of keys as single units. It is necessary to learn to key
"er," "fr,” "tr," and so forth, in learning the "r" key. Such chains are not formed
cognitively. Rather, they are developed by repetitious typing of letters forming
chains as close together as possible. Thus, while teachers for many years have used
music and other devices to develop "rhythm," the outcome, instead, has been to inhibit
the development of chains. Metronomie 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, research has provided evidence that watching the
fingers, keys, or product produces skill more quickly. Therefore, students should
receive as much feedback as possible from these sources in the early stages of
learning. Encouragement (not preseription) to keep eyes on the copy and away from
the keyboard should be given as students acquire competence. Also, wall charts are
not useful learning tools.

Another area in which learning has typically been hindered is the premature emphasis
that is placed on accuracy. While the end goal of keyboarding is learning how to
key accurately, it is important that early emphasis be on speed, with later emphasis
placed on accuracy. 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 indiseriminately, but the limits are very
generous.

A frustration facing students and teachers alike is the lack of proven drill material
for improving students' accuracy. At the present time, the only known ways to
improve accuracy are practice and keying at a speed that is slightly lower than the
students' maximum speed. The other package in the MECC Keyboarding Series,
Keyboarding Master, contains drills that pace students to keep them slightly below
their maximum speed, thus encouraging the development of accuracy.

Knowledge of results is an especially important tool in the development of good
keyboarding skills. Thus, with each practice exercise, the students are given
information about speed performance. Students are also given feedback on accuracy
when they later use the Keyboarding Master package. In addition, the management
portion of this package provides both students and teachers with a graphic display
of performance to permit the early identification of plateaus and to encourage students,
particularly in the early stages, with visual evidence of the rapid improvement they
will likely experience.




BACKGROUND INFORMATION (continued)

What Determines the Order in which Keys Are Presented?

Many factors are involved in deciding the order in whiech to present the keyboard.
Such considerations ineclude:

EASE OF MAKING THE KEYSTROKE. Home row keys are the easiest,
followed by "up" reaches and "down" reaches, with the top row (numbers
and symbols) the most difficult. In addition, index finger keys are the
easiest, with the ring and little fingers being the most difficult.

FREQUENCY OF USE OF KEYS. One of the objectives in developing
the drill material was to permit the use of high-frequency words
appropriate to an elementary-level vocabulary as soon as possible. To
do that, it was necessary first to present the keys that are used most
often. Since the keyboard was not designed systematically for today's
usage, the order chosen for presentation may not appear to be systematic.

NEED TO PRESENT POTENTIALLY COMPETING RESPONSES CLOSE
TOGETHER, THOUGH NOT NECESSARILY WITH THE SAME LESSON. A
frequent cause of stroking error is the "substitution" error, where one
key that requires almost the same response as another substitutes for
it; for example, "e" and "i" require the same reach using the same finger,
but on opposite hands. By presenting the keys that are close together,
students have considerable opportunity to learn to distinguish the
responses between the two keys.

NEED TO PRESENT MOST COMMONLY USED FUNCTION KEYS EARLY.
For example, Return, Space Bar, Shift, and arrow keys are presented
early, so that sentences can be entered and the instructional components
of the software can be accessed and used efficiently,



DESCRIPTION

Keyboarding Primer is a series of lessons designed to introduce students to touch
typing on an electronic keyboard. It includes an introduction that covers posture
and positioning at the keyboard and also includes eighteen lessons designed to teach
students the correct location and stroking for alphabetic, numerie, special function,
and programming keys.

Curriculum Area: General Purpose
Subject:  Keyboarding
Topie:  Touch Typing
Type:  Tutorial
Reading Level: 3
Grade Range: 4-9

Classroom Use: Individual

LEARNING OBJECTIVES

After using this courseware, the student should be able to:
] type a thirty-space line containing no more than three uncorrected errors;

] maintain or increase gross speed (gwpm—gross words per minute) while
learning new keys on the keyboard.



PROGRAM PREVIEW

Preparing Student Program Diskettes

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

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

1.

Decide on the format in which you will use the Keyboarding Primer diskettes,
The following are possible arrangements for using the diskettes:

. one or more unmanaged Student Program diskettes;

) one managed Student Program diskette;

° multiple (2 to 48) managed Student Program diskettes;

° an unmanaged network version of the Student Program diskette;
° a managed network version of the Student Program diskette.

If you plan to use the lessons in unmanaged mode, you don't have to make any
modifications to the package. You can use the Student Program diskette(s) or
network version as is and ignore the Teacher Utilities diskette. It is not
necessary for you to read further in this section.

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, continue on through the remaining steps.

Gather the necessary materials. You will need:

a. Keyboarding Primer Teacher Utilities diskette;

The Teacher Utilities diskette can monitor:

° a maximum of 3 classes;
° a maximum of 48 students per class (a total of 144 students);
. one set of 1 to 48 Student Program diskettes.

The maximum number of student records you can monitor remains
the same—up to 144 records—but the student records can be on 1
to 48 different Student Program diskettes in the set.



PROGRAM PREVIEW (continued)

b.

Keyboarding Primer Student Program diskette(s);

A Student Program diskette can store records for:
. a maximum of 3 classes;

° a maximum of 48 students per class (a total of 144 student records
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 package, you next must decide
how many Student Program diskettes to include in the set. If you are
the second or third teacher to use this package, gather all Student
Program diskettes modified by the first teacher and go to Step 4.

Your Teacher Utilities diskette can monitor only one set of Student
Program diskettes. The set can include 1 to 48 diskettes. The three
classes or teachers who share the Teacher Utilities diskette must share
the Student Program diskettes in the set. For example, if the first
teacher creates the set with 10 Student Program diskettes, the other
classes can use only those 10 Student Program diskettes.

Note: It is important that the first teacher prepare enough Student
Program diskettes to meet the needs of all three classes. After you
have completed 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 records from all diskettes. (See
"Deleting Student Records," starting on page 23.)

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

i Find out how many Student Program diskettes each of the three
classes will need.

ii. Determine the maximum number of Student Program diskettes any
of the three classes will need.

For example, the needs of three classes 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 Program diskettes.

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



PROGRAM PREVIEW (continued)

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

If you don't have the number of Student Program diskettes you
need, there are two ways to obtain extra copies:

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

° If you are not a MECC Institutional Member, you can
purchase a "Lab Kit" of additional Student Program
diskettes from your MECC dealer. "Lab Kits" are priced
to offer you a significant savings on multiple copies of the
Student Program diskettes,

c. An Apple //e or Apple //e computer.

If you are the first teacher to use the diskettes in managed mode, you should
label your Student Program diskette(s) with the letter "A" and number them
consecutively 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, label it
A-1.

Please note that Keyboarding Primer diskettes are the first diskettes in the
MECC Keyboarding Series. Keyboarding Primer Teacher Utilities and Student
Program diskettes, being the first diskettes in the series, are labeled with the
letter "A" and referred to as "Disk Set A.,"

Put the Teacher Utilities diskette into Drive 1 and turn on your computer.
You will see the main menu (Figure 1).

Seleet Option 1, "Manage Student Records.”

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

Keyboarding Primer ——--__‘W Keuboarding Primer
Teacher Utilities Management - Disk A

L JEREVY B £X)

Which frozram 4o you want te use? [RD

. Manmaze itudent Rzcords

8 Flesze enter uour last nawe
Cleanup and press CRETORHI.
Descriptions
Then enter the 1nitial for
End gour first name and prass CRETURN]

Last name CAMITH________ B ]
Initial [ 1]

‘ Fregs LE3C] to ent2r 3g3in g——___—’J
T —— .

Figure 1 Figure 2




PROGRAM PREVIEW (continued)

If you are the first teacher to use the diskettes in managed mode, you will
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 second or third
teacher, the program skips this option, because you can 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 teacher 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 necessary to label the diskette if you did it in Step 3.

=

Keubnsrdine Frimer
Management - Disk A

Kauboarding Frimer
Management - Disk R

Houw many dizkzs do you want
in disk set A7 (W]

Remouve the disk from the .
dizk drive
Label cone 2f the disks 1n set A: A-1

Inzert that disk
into the disk drive.

l____i:ifs CESC]) to raturn to cptions ‘

o skip this disk
SPACE BAR1 to‘contxnii_:_————J

Figure 3 Figure 4

If you are the second or third teacher to use the Teacher Utilities diskette,
the program will prompt you to put in the diskettes prepared by the first
teacher (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 at a later time, do not use it for your class.
It will not be formatted for your class 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 will

instruct you to reinsert your Teacher Utilities diskette and press the Space
Bar. The main menu will then appear.

10



PROGRAM PREVIEW (continued)

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 computer.

2, After showing the introductory screens, 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 correctly

(Figure 2).

Students enter Y to continue if the name is entered correctly. If

the diskette is set to managed mode, this is only necessary the first time

students enter their names,

—

Find the letterz to spzll vour name.
Entar vour first name

Then prass the ERETURH] key.

CHARK 1

Now enter your last name.
Then prass the [RETURN] key.
CTRUNNELLR ]

-

B

Figure 1

11

—

CMARK TRUHNELL 1
Is this the rigcht way to spell wour
name? [A__]

Enter YES or NO and pr=ss CRETURN].

Figure 2

-
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PROGRAM PREVIEW (continued)

4. If the Student Program diskette is set up to be managed, the first time students
use the program, they are asked to identify which class they are in (Figure 3).
After identifying their teacher, students are taken directly to the introductory
lesson (Step 7). All future records for the students are recorded under the

teacher they choose.

If students choose "Teacher Not Listed," no records are saved, and the program

operates in unmanaged mode.

5. For students working in unmanaged mode, the program next asks whether they
have used this diskette before (Figure 4).

Hi, MARK!

What is dour teacher's name?

Prass an arrow key to move the arrcouw
ta your teacher's name

Then presz the [RETURNI] key.

= 3 ZMITH
F BALLIF
TEACHER MOT LISTED

-

i

Figure 3

12

—

Hauve wou usad thisz disk
before? (M __]

=

Enter YES or NO and presz CRETURNI

Figure 4

—




PROGRAM PREVIEW (continued)

6‘

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

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

Students see the following topies in the introductory lesson:

pressing the Space Bar;
body position and posture;
home row finger placement;

function of the cursor.

When students have completed the introductory lesson, they see the Lesson
menu (Step 8).

= | )

Do you wizh to use the THTRODUCTICH
to the lessonz? CL_]
Enter YES or MO and press CRETURHI].

=

Figure 5
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PROGRAM PREVIEW (continued)

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 restrictions when choosing a lesson:
° Unmanaged mode allows students to choose lessons in any order they want.

° The managed mode expects students to choose the next new lesson in
the sequence or to repeat any lesson they did earlier.

It is possible for students in managed mode to choose any new lesson they
want; however, when they select a new lesson out of order, the program
discourages them by giving the message, "Lessons should be done in order!"
(Figure 7). Students can 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 can then continue from the point they reached on
the lost or damaged diskette.

Note: When students complete a new lesson out of sequence, the program puts
an asterisk next to that lesson and all previous lessons on the Lesson menu.
Because of that, the Lesson menu may show that students have completed some
lessons when they really haven't.

-

—

000 = ST S a5 30mn .0 00 IOV £ (I

P .

o
[L.Xx]
-

mz

Lesson Menu Leeson Menu
Intro b Intro
szt B asde
st “EsniFTa $ .-.+ é‘-.HIFT]
in. 4
ro - . S r'n:-
uh ¥ Shows which & uh £ Shouws which
cp lazzons you 7T cp lessons wou
my have used 3 w4 have useé.
ug 2. u3
bw a2, bv
fi; 11 ¥92
23 12, 123
gSg_ 13 435
;§<¥_ {4 73309
g9 150 700K
T:f 15 -=%
ISR TN N iff.&h.
Report-Stop }3‘ Report.Stop
lesson do you wWant to use? [l 550NS i !
rh; number and press [PETURNU @;n i shonspchengae*énj:.-c g:r. L4_1

Figure 6 Figure 7

14



PROGRAM PREVIEW (continued)

9. After students enter the number of a lesson, the program goes to that lesson.
Each lesson contains four parts:
® a preview of the skills in the lesson (Figure 8);
° an introduction to stroking new keys (Figure 9);
° practice exercises using new keys (Figure 10);
) a speed check on new keys (see Step 10).

(’—- Hi, MAREK!
Helcome to Lezson 73

In this lesson. you will lesarn how to
usa the LEI. L[T). CZHIFTY. and C.Y-
kauys .

l Press the [3PRCE BARD tc 2o on. B

Figure 8

Mow key the line 1n tha bosx below.

Yo may use the left arrcw kay Cem]

to fix a mistake.
Ramember to press each keu quicklu.
Press CRETURH] when done.

Key:
Ft ft jet eazt take teasze faat
Ft ft jet 23l

gour left hand up and 3 little ta

Eﬁhﬁ_ég_'{eep your little finger an the
Key LT] to go on. N g

Figure 9 Figure 10
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PROGRAM PREVIEW (continued)

10.

11.

Calculations."

—

Sea how quickly wou cCan kay the

letters in the box. If wou make a

mistake you may fix 1t, but you

Jon't have to Start when you are

—

)

ready. Fraszs CRETURNI uhen done.
Kay:
Ted tastes 3 feast: faelz fat
[ |
V Figure 11

At the completion of each lesson, students are given a speed check on the
material they have learned (Figure 11).

If students enter the speed check line with no more than three errors, they
are shown their speed in gross words per minute (Figure 12).
99 gross words per minute are reported as 99 gwpm.
speed and accuracy scores are calculated,

Any scores over
For information on how

see Appendix F, "Speed and

Zee how quickly you can key the

If gou maka 3
but

Start when you sre

lettars in the box

mistake Jou may fix it. wau

dJon't have to

raazdy. Press CRETURN] uhen done

Key:
Ted tastes a faast, feels fat.

Ted tastes 3 faast, feel fat

Your speed is 17 uwords per winute.

Press the [SPACE BAR] to go on B 4_____)

Figure 12

No mention is made of errors unless students make more than three of them.
In that case, students are told they made too many errors, and they must re-

enter the speed check.
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12.

13.

RAM PREVIEW (continued)

After the speed check, students see a menu giving them five options (Figure 13).
The first two options allow students to repeat the speed check section of the
lesson. (Students' final three attempts on the speed check are averaged in
the managed version to give a score 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 choose 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 all their lessons on the
graph, whereas students working in unmanaged mode only see results for the

-

What do you uwant to do. MaRK?

Enter the number and press CRETURNI.
ml

lesson just completed.
Jcores for
LHERE TRINNELL b|

{ 3 4 3 3 7 2

Lesson:
= left right A& = up 2 = douwn
} ® B hriat T DBRCE Bera"t o3 on EJ

.0 m

[P MY N Y N

Try this line again

Do another line.

[25 I o B

0o this lesson again

G0 on to tha next lesson.

o &

Return to the Lasson Menu.

(2l FIGY RN L ¥ [erl Vel Lt (PICY R 4

[ ]

14.

Figure 13 Figure 14

Students can change the portion of the graph displayed by using the Left- and
Right-Arrow Keys and the A and Z Keys. Students press P to print the portion
of the graph shown on the sereen, at which point they are instructed to prepare
the printer. (Note: You must have a graphies printer properly installed to
use this option. For more information, see Appendix B, "Printer Compatibility.")
After the printout is completed, the graph display returns to the screen.

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

When students have finished viewing the graph, they press the Space Bar to
continue 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 stop.
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PROGRAM PREVIEW (continued)

Retrieving Student Records

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:

Combining Student Records

1. Gather your materials. You need:
a. Keyboarding Primer Teacher Utilities diskette;
b. Keyboarding Primer Student Program diskette(s);
You need only the Student Program diskettes containing the information
you want in your report. It is not necessary to gather diskettes that
contain student records you don't want, such as diskettes used by another
class but not yours, or diskettes that contain no student records, such
as backups.
c. an Apple //e or //c computer;
d. a printer (see Appendix B).
2. Put the Keyboarding Primer Teacher Utilities diskette into Drive 1 and turn

on your computer. You will see the main menu (Figure 1).

3. Select Option 1, "Manage Student Records."”

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

Keyboarding Primer ‘——___-Nw Keuboarding Primer
Teacher Utilities Management - Disk A

4o wed f —

End

Manage Studant Racords

Cleanup and prasz CRETURH]
Dacscriptions

Flease enter *Fur last nams=

Then =ntar the 1niti13l for
Jour firszt name and fress CRETURN]

Last nawe CSMITH________
L3y

Initial

Which program 40 gou want to use? CHI
L Press CE3C] to 2nter azain.

Figure 1 Figure 2
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PROGRAM PREVIEW (continued)

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

Select Option 1, "Combine records from disks." If you are using only one
Student Program diskette, go directly 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).

533333223?9-P5§§§ra ﬁ———_——hw Disk Set: A S dizks defined.

=0isk | Qizk 3 Risk S
Management Menu Oisk 2 Disk 4
1. Combine records from dizks
2. List currant clas:z rostar
3. List individual :student record
4 Frint 3 class fFrafile
3. Delete records on =lassz files
5. Stop
Hhich optinn do you want to usze? C[M] ormp = move arrow A = 3ll
L 1 @ﬂza:[éa&engﬁsso Lz
— J
Figure 3 Figure 4

All student records are kept on the Student Program diskette(s), so each time
you ask for a report, you must "combine" the data from the Student Program
diskette(s). (No student records are stored on the Teacher Utilities diskette.)

Highlight each 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.

Press the Space Bar when you have finished choosing diskettes to include in
your report.
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PROGRAM PREVIEW (continued)

8.

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
chosen in Step 6 one at a time.

A percentage figure in the upper right-hand corner of your screen will show
you how many student records have been combined. The percentage is based
on the maximum number of 48 student records per class, and it tells you what
percentage of 48 student records have been combined. Each student record
accounts for about 2%. For example, 50% indicates that the program has
combined 24 student records.

When you have finished combining student records, the program returns to the
Management Menu (see Figure 2). You can now choose to:

° list the current class roster (see Step 10);
° list individual student records (see Step 11);
° print a class profile (see Step 12).

Listing a Class Roster

10.

To list the current class roster:
a. Select Option 2, "List current class roster,” on the Management Vienu.

b. You will see three options for displaying the class roster (Figure 6).
Select the format you want for displaying the class roster.

c. 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 class roster, select Option 4 to return to the
Management Menu.

Keuboarding Frimer ‘_——-~W Keuboarding Frimer
Management - Qisk A Management - Disk A

Remove the disk from the Teacher & S3SHITH
digk drive I
Options:
Incart a Student Tutorial 1. List the class roster on the
disk into the disk drive screen
2. Lizt the claes rostar on 2
printer
3. List the class raoster by disk
on 3 printer
4. Peturn to the menn
Press CESCY to return to options. Uhich opticn do wou want teo used CH
Fress the ESFACE EBAR]Y to continue B}

Figure 5 Figure 6
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PROGRAM PREVIEW (continued)

Listing Individual Student Records

11. To list individual student records:

Select Option 3, "List individual student record," on the Management

You will see three options for displaying individual student records
(Figure 7). Select a format for displaying the student information.

After selecting the format for displaying the record, enter the name of

Note: If you choose to see the individual student graph (Figure 9), you
can see other parts of the graph on the screen by using the Left- and
Right-Arrow Keys and the A and Z Keys. If you have a graphies printer,
you can press P to print the portion of the graph that is shown on the

Kaeuboarding Primer Keubosrding Frimer
Management -~ Disk A Management - Disk A

For which student do uou want

a.
Menu,
b.
c.
the student (Figure 8).
screen.
Teacher: 3 SMITH
Options:

1. List the individual student
racord on the zcreen

o Fi

2 List the individual student tﬁﬁﬁﬁ ]
record on 3 printer

- . o Last:

3 Oisplay individual ztudent CTRUNNELLR b]

¢rarh on the zcreen or printer

4 Return to the menu

individual ztudent reacords’

Press CESCT to enter asain

L-_-iiich option do 4ou want to use? [M]

Figure 7 Figure 8

et et 1 et et e e e PO TP LT )
R d SXDOVE L T R N T TR P, ST N TN — ~ Y

Figure 9
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PROGRAM PREVIEW (continued)

d.

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

Printing a Class Profile

12.

To print a class profile:

a.

b.

Select Option 4, "Print a class profile," on the Management Menu.

The program will print a table containing all students in your combined
list and their scores on each of the eighteen lessons in Keyboarding

Primer, This option can only be used with a printer.

Note: The scores that are shown are the average scores of the last
three tries students made on the speed check at the end of the lesson.
Student scores are reported in gross words per minute (gwpm). Student
seores in excess of 99 gwpm are shown as 99. For information on how
speed scores are calculated, see Appendix F, "Speed and Error
Calculations."

When the class profile has finished printing, the program returns to the
Management Menu.

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

Note:

When you leave the Management Menu, the records you have combined

are lost. You must start by combining student records each time you enter
the Management Menu.
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PROGRAM PREVIEW (continued)

Deleting Student Records

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

) Deleting Individual Student Records. The first method allows you to
delete the records of one or more students in a class while leaving
intact all management modifications you have made on the Student
Program diskette(s). There is no effect on the records of the remaining
students in the class, and the diskettes continue in managed mode as
before (see Step 1).

° Deleting the Records of an Entire Class. The second method deletes
the records of an entire class, including any references to the teacher,
on the Teacher Utilities diskette and Student Program diskette(s). To
use managed mode again, you must repeat the steps you originally followed
in preparing the Student Program diskettes for managed mode (see Step 7).

Deleting Individual Records

1. To delete individual student records, you must first "combine™ the records you
want to delete. To combine student records, follow Steps 1-8 under the
"Retrieving Student Records" section (pages 18-22).

2. When you have finished combining student records, the program returns to the
Management Menu (Figure 1). Select Option 5, "Delete records on class files."

3. You next see two options for deleting the records you have combined (Figure 2).

Select Option 1 to delete an individual student record (see Step 4) or Option 2
to delete all of the student records you have combined (see Step 5).

Keyboarding Primer _———_hw Keuboarding Frimer
Manadement - Disk R Management - Disk A

Manacement Manu

. dptions:

1. Combine racords from dJiszks
. ) ! Delete 3 student record
2. Lizt curraent class roster .
) ) 2. Deletz 3ll combined recaoards
3. List individual student record
3 PReturn to the wenu

4. Print 3 class profile
5. Delete racord: on class files Which cption do wou want to us=? [RA]
€. Stop
Which option do you want fto use? (M1

Figure 1 Figure 2
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PROGRAM PREVIEW (continued)

4, If you choose to delete an individual student record:
a. The program 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 record (Figure 4).

Keybosrding Primer Keyboarding Frimer
Management - Disk A Management - Disk A
What ix the name of tha student Enter -0 to delete the student
whose record dou uant to delete? racoards for LAURA HAMELIH
Then prezz CRETURN]
First: ]
LCLAURA ] n
Last:
CHAMBL THE_ ]

Prasz LE3C] to =nter azain. L\--iiiss CESCT to return to cptions.

Figure 3 Figure 4

c. The program will tell you which Student Program diskette to put into
the computer (Figure 5). Put in the diskette and press the Space Bar.
The record will be deleted.

r——__——7 Keyboarding Primer *———-—‘w
sk A

Management - Di

Insert the student disk marked n-1.

L___j:jfs the [SPHCE BAR1 to continue @l ‘

Figure 5
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PROGRAM PREVIEW (continued)

3. If you choose to delete all student records you have combined:

a. The program will ask you to enter a special code (/D) to verify that
you really want to delete the records (Figure 6).

Keyboarding Primer
Managdement - Disk A

Enter <D to delate all student
racords currantly combined.
Then press CRETURN]

Im_1

Press CESCY to return to -:ptions.;/J

Figure 6

b. The program will tell you which Student Program diskette(s) to put in
(Figure 7). Put in the diskette(s) and press the Space Bar. The records
will be deleted.

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

8. When you are done deleting individual student records, select Option 6 to leave
the Management Menu.

Keuboarding Primer ﬂ ( ardinc Frimer
Management - Disk A ;gﬁgg:me;\g‘- Disk A

Insert the student disk marked A-1

4 recorde hawve now been deleted.

Frress the [3FACE BARD to continue Fress the L3PACE BARY to continue @

Figure 7 Figure 8
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PROGRAM PREVIEW (continued)

Deleting the Records of an Entire Class

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

a. Keyboarding Primer Teacher Utilities diskette;

b. Keyboarding Primer Student Program diskette(s);

Gather all diskettes in "Disk Set A" that were prepared to be used by

your class.
c. an Apple //e or //¢ computer.
8. Put the Teacher Utilities diskette into Drive 1 and turn on your computer.

You will see the main menu (Figure 9).

9. Seleet Option 2, "Cleanup." The program will deseribe this option and ask if
you really want to do it. Enter Y to continue.

10. The program shows you a menu listing the teachers with records on the diskette

and then asks you to enter the number of the teacher whose information you
want -to delete (Figure 10). Enter the number.

Kewboarding Primer ¥eyboarding Pri 4——_-_-1
[f-——— Teacher Ut?lxtles B]egaup H oféﬂez

List af teachers:
Manaje Student Kkecords
. 1S SMITH
Cleanup
2 P BRLLIF

1
2
3. Descriptions
4 End

Enter thz rumber of the teacher

whose 1nformation you want
to delete. CR3

Which prograwm do you want to use? (W] -
L\-_i:iii_[Eﬁu] uhen finished.

Figure 9 Figure 10
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PROGRAM PREVIEW (continued)

The program once again asks you to verify that you really want to delete the

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 you are done, the program informs you that all of the information for
the given teacher has been deleted (Figure 12). Press the Space Bar to continue.

11.
records (Figure 11). Enter Y to continue.
12.
when the program asks for it.
13.
14.

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

Keeboarding Primer KeBboarding Primer
leanup - Disk A 1

2anup - Disk A

Hre you zure wou want to delete

All information for:

all teacher information from

dick set A for: . 3MITH

[m__3]

Enter YES or MO and press LRETURN].

=

1

3. SMITH

has been

delated from disk set A

Fress the L[SPACE BAR] to contxnui;:-__—J

Figure 11 Figure 12
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USE IN AN 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 section titled "Preparing Student
Program Diskettes" (pages 7-10).

If students will be printing their lesson scores, you should set up the printer, make
certain that it works correctly, and then instruct students on how to use it to get
copies of their scores at the end of the lessons. (For more information on using a
printer, see Appendix B, "Printer Compatibility.")

Using the Program

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

Students should be comfortable at the keyboard in order to use the lessons effectively.
This may require that you adjust chairs or desks, supply footrests for students who
cannot reach the floor, or provide pillows for students to sit on.

One of your major roles as a teacher is to be a resource to students. You may need
to give occasional reminders on technique. A list of proper fingering positions is
listed in Appendix E, "Fingering Positions." You may refer to this listing to find
the correct stroking for any key taught in the lessons.

Students should be encouraged to complete the lessons in order because later lessons
build on letters taught in earlier lessons.

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

Follow-up

As students are using the package, it is recommended that you give them frequent
feedback and encouragement on their progress toward the objectives. The best way
to get information about student progress is to monitor student scores on the lessons.
It is not recommended 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 sources of information and help are listed in Appendix G, "Bibliography."
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Name:
1When vou finish a lesson, put your score in the box in front of that lesson number.
Score  No.  Lesson
Intro
1. asdf
2. ;1kj
3. et (Shift].
%- 4. in,
—
5. ro
6. uh
7. cp
8. my
9. wg
10. bv
11. Xgz
12. 123
13. 456
14. 7890
15. 20*/
16. -=$
17. T+
18. Oi#& %!
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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 MecLean of
the University of Minnesota and the text was composed by Nancy Jacobson. This
manual was written by Loren Sucher of the MECC Software Development staff.

APEXTEXT, the character generator program used in this package, is copyrighted by
Tim Cimbure, 1318 Skywood Lane, Fridley, Minnesota.

Production of this package was funded in part by the Minnesota High Technology and
Educational Improvement Act.

TO THE READER:

MECC has made every effort to ensure the instructional and technical quality of this
courseware package. Your comments—as user or reviewer—are valued and will be
considered for inclusion in any future version of the product. Please address comments
to:

MECC Courseware Development

3490 Lexington Avenue North
St. Paul, MN 55126
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Appendix B

PRINTER COMPATIBILITY

Two kinds of printing are used in Keyboarding Primer:

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

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

This product does not have a "Printer Support" option. Instead, the programs are set
in advance to work with a variety of printers. The following tables list the interface
cards and printers that will work for each option. While other combinations may
work, these combinations are known to work. If a listed combination does not seem
to work, check your printer manual. The DIP switches may not be set correctly for
the printer you are using.

Note: Your printer interface card must be in Slot 1 of your computer.

GRAPHICS PRINTING

Interface Card Printers
Grappler Epson MX80
Epson FX80
Grappler+ Epson MX80
Epson FX80
Apple DMP
Print-It! Epson M X380
Epson FX80
Apple DMP
Super Serial Image Writer
TEXT PRINTING
Interface Card Printers
Grappler Epson MX80
Epson FX80
Apple DMP
Grappler+ Epson MX80
Epson FX80
Apple DMP
CCS Serial Malibu 200
Parallel Malibu 165
Print-It! Epson MX80
Epson FX80
Apple DMP
Super Serial Image Writer

32



Appendix C

USING A CORVUS SYSTEM

Installing Keyboarding Primer on a Corvus System

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

When you install the package, assign the Student Program diskette to one volume and
the Teacher Utilities diskette to another volume. You will be asked to define user
codes. Give the students "read" and "write" access to the Student Program volume,
and give the teacher "read" and "write" access to both the Student Program volume
and the Teacher Utilities volume. Note: If you do not know how to assign access
codes, consult with the person who manages your Corvus system.

Each time you sign on to use the Teacher Utilities volume, a setup sereen appears
(Figure 1). The first time a teacher logs on, the drive and volume numbers are set
to "0"; the teacher should enter the drive and volume numbers where the Teacher
Utilities volume can find the Student Program volume. Whenever the setup screen
appears thereafter, the drive and volume numbers for the Student Program volume
will appear automatically.

Note: Keyboarding Primer works only on the Apple //e and Apple //ec. Therefore,

you should ignore the first row of disk and volume numbers (following the "A+") and
set only the values for the second row (following the "Ae").

Keyboarding Primer
Teacher Utilities

Corvus satup

Bisk Drive Uolume

A+ 91 C 23

Ae €13 tazl

Jo keep the prasent walue, press

CRETURNT.

To change a value, enter the ney
L—--iziiir and prezs LCRETURN]

Figure 1

Operating Keyboarding Primer on a Corvus System

When teachers or students use Keyboarding Primer, the Corvus system keeps track
of who is using the programs. Keyboarding Primer uses that information to protect
the student records on the Student Program volume by allowing only one user at a
time to access the records. For example, if students are using the Student Program
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USING A CORVUS SYSTEM (continued)

volume, the Corvus system will not allow you to use the Teacher Utilities volume. If
you are working on the Teacher Utilities volume, the Corvus system will not allow
students to use the Student Program volume, nor will it allow a second teacher to
access the Teacher Utilities volume,

Note: Because of the way the Corvus system keeps track of students or teachers
who are using the system, it is extremely important that teachers and students always
choose "Stop" or "End" on the main menu to leave the Keyboarding Primer volumes. It
is equally important that they follow through by answering the questions until the
computer leaves the program completely.

Teachers and students should never exit from Keyboarding Primer by turning off their
computers or pressing the Reset Key. If you exit in either of those two unexpected
ways, the Corvus system will not know you have left and may deny access to future
users.

For example, if you turn off the computer or press the Reset Key before completely
leaving the Teacher Utilities volume, the Corvus system will think you are still on
the system and will not allow students or other teachers to log onto Keyboarding
Primer. If students turn off their computers or press the Reset Key, the Corvus
system will deny you access to the Teacher Utilities volume and may deny access to
or refuse to record 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, causing other users to have problems,
follow these steps:

1. Attempt to access the Teacher Utilities volume from a computer attached
to the Corvus system.

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

f Keyboarding Frimer Ke-. i i ﬂ———___\w
Teacher Ut?llties (f__—_—f ngggg;dﬁg?lﬁggzgr

R teacher semaphore named KBATEACH A student semaphore named KBASTAO1
is on. There could be a3 teacher is on Ther2 could be a student
currently working! Do you want to currently working! Do you want to
run the SEMAPHORE UTILITY program run the SEMAPHORE UTILITY program
to clear it7?7 TH__1 to clesr it? [A__1

Entar YES or MO and rress CRETURNI Enter TE3 or HO and press CRETURNIY.

— ) =

Figure 2 14 Figure 3




USING A CORVUS SYSTEM (continued)

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

You will then see the SEMAPHORE UTILITY screen (Figure 4). The
sereen 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 packages.

SEMAPHORE UTILITY :

FLAG 1-LCABSTAA3] FLAG I7-C ]
FLAG 2-C 1 FLAG 18-C 3
FLAG 3I-EKBASTOA1Y FLAG 19-C . |
FLAG 4-LT3T57891] FLAG 29-€ b}
FLAG 3-C 1  fLaG 2i-C 3
FLaG o-C 1 FLAG 22-C 1
FlLag 7-C 1  FLAG 23-C 1
FLAG 8-C 1 FLAG 24-C 3
FLAG 9-C 1 FLAG 25-C 1
FLAG 16-C ] FLAG 26-L 3
FLAG 13-C 1 FLRG 27-L 3
FLAG 12-C 1 FLAG 28-C 1
FLAG 13-C 1 FLAG 29-L 1
FLAG 14-C 3 FLAG 30-LC ]
FLAG 195-C 1 FLAG 31-C 1
FLAG 16-C ] FLRG 32-C ]
L-—EiEEP SOET COLEAR OUIT: [
Figure 4

The Corvus system uses four different semaphores to keep track of who
is using Keyboarding Primer. You must decide which semaphore to clear.
(In keeping with the analogy, you must remove the string from the finger
so Keyboarding Primer doesn't think it is still busy with the person who
exited improperly.) Use the list below to identify which semaphore you
must clear:

KBATEACH - The Corvus keeps this semaphore on the entire time you
are using the Teacher Utilities volume. If you exit improperly, this
semaphore will stay on and stop any other teacher or students from
accessing Keyboarding Primer. Students will see the message, "A teacher
is working," when trying to log on, or a teacher will see a screen telling
that the "semaphore KBATEACH is on" (see Figure 2).

Make sure no teachers are using the Teacher Utilities volume. You can
then clear this semaphore, and a teacher or students can log on.

KBAST001 - (The number "001" at the end may differ.) The Corvus
keeps this semaphore on the entire time students are using the Student
Program volume. Each time a new student logs on, the number (001)
increases by 1, so the Corvus can tell how many students are using the
Student Program volume. If one or more students exit improperly, this
sempahore will stay on, preventing you from using the Teacher Utilities
volume. When you try to log onto the Teacher Utilities volume, you
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USING A CORVUS SYSTEM (continued)

will see a screen telling you that the "Semaphore 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 can
then clear this semaphore and use the Teacher Utilities volume.

KBAUPDTE - This semaphore is on for just a few moments each time
the Student Program volume records data for a student. If a student
exits improperly while the program is saving scores for a lesson, this
semaphore may stay on, preventing the program from saving other
students' scores. Students will get the message "Waiting to update!”

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

KBALOGON - This semaphore is on for just a few seconds each time a
student logs on or off of the Student Program volume. After the student
successfully logs on or off, the semaphore goes off. If a student exits
improperly while logging on or off, this semaphore may be left on,
preventing other students from logging on or off. Students will see the
message "Waiting to log on" or "Waiting to log.off."

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

Once you've determined which semaphore to clear, type C and press the
Return Key.

Type the number of the semaphore you want to clear and press the
Return Key. The listing on the screen changes to show that the
semaphore was cleared.

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

When the neéessary semaphores are cleared, the program will go into
the Teacher Utilities volume. You may then use the Teacher Utilities
volume or exit using the "End" option.

If semaphores remain on that prevent you from going into the Teacher
Utilities volume (for example, you might have only cleared the
KBALOGON or KBAUPDTE semaphore and the KBASTO001 remains on),
the program will return to the question asked in Step 2. If you have
cleared the semaphores you needed to clear, you should answer No to
the question. The program then ends.
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Appendix E

FINGERING POSITIONS
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FINGERING POSITIONS (continued)
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FINGERING POSITIONS (continued)

U HHE AR ZHHE | {HRHHBAE e

TRE l@ .'.-'IIEJ rlT

o] Jalfd T

rT%MIH H{

TNER

Q Left Little Finger R Left Pointer Finger

€'|'|§|3|:|q|n|§|§|3ln[: * Joewere ZIRHEE [ IBHHE lnlf ! Joawerd

TR ol wlelrftlviulilo Pltlf}lll TAE Q E"R I‘ ,, pltl’l\'__

| f cosThn gy ﬁﬂgﬁt H J .
s (1Y H Uﬂl

ot "’n

S Left Ring Finger T Left Pointer Fmger

U Right Pointer Finger v Left Pointer Finger

SHHHE I%'IEIE'
THBJQ} .
cwvﬂg[ﬂ

A AL

w Left Ring Finger X Left Ring Finger

40



FINGERING POSITIONS (continued)
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FINGERING POSITIONS (continued)
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FINGERING POSITIONS (continued)
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FINGERING POSITIONS (continued)

EHHEHE thﬁlé‘ngJal e PRLURLL
L , mm",,[gri'f AmL
MM L af.wﬁru
[ A

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

—

HHHHHEBRHRARRREE ZHE |*|3]q|hry|,,|nr e
TRE ol u|efr]tlelulila SHHE TRE T F‘l[l]l'
rnmm’d ’ el ] ’lL',' pEIRM rmm]‘ﬂl% clu nl‘d'_ , wm
"'F‘Ea I ulel IV SHIFT SH'FIa I l,. B n] i | SHIFT
g_:;r-_[ilil Bt e A=

’ Right Middle Finger . Right Ring Finger

ZHHHHEARHAHEHI e ] |,_|:|;Hh|f|3|q[n[ arr
l : {518 8 | o] ulelel sl lulilo F‘[[[]l
]n?um

< Right middle Finger on , > Right Ring Finger on .
Left Little Finger (Shift Key) Left Little Finger (Shift Key)

s HHHH Flﬁl*lﬂaln’ 2 e

ThB Q

u:mnm’
SHIF ‘

/ Right Little Finger ; Right Little Finger

44



FINGERING POSITIONS (continued)
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Appendix F

SPEED AND ERROR CALCULATIONS

Speed (gwpm) Calculation

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

GWPM = # OF KEYSTROKES ] # OF SECONDS ELAPSED
5 KEYSTROKES/WORD 60 SECONDS/MINUTE

For example:
Using the content line: When are you going to be home?
The student enters: When are your g
The student sees an error,
uses the Left-Arrow Key to
back up (+3 strokes),
removes the extra character
(r), and completes the line: When are you going to be home?

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

Plugging the numbers into the formula yields:

37 keystrokes < 36 seconds = 12 gwpm
5 strokes/word 60 seconds/minute

Error Calculation

A generous error margin is provided. One mistake is any error, or combination of
errors, within a word. In this instance, a "word" is any combination of characters
between two word spaces. The mistake can be any of the following:

a simple type "goung" instead of "going"

an extra word "are are you" instead of "are you"

a missing word "When you'" instead of "When are you"
a long word "homeee" instead of "home"

a short word "t" instead of "to"
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SPEED AND ERROR CALCULATIONS (continued)

For example:

—

Good. SUSAN!

Practice keying the LE] key.

You may uze the laft arrow keu C[em]
to Fix a mistake.

Prass CRETURNI when done.

zled lakes elze safe

=1
aq adsee sled lakas elses safefl

— )

In the figure above, there are three mistakes.

l. "edsee" instead of "ed" - this is a long word,
2. the word "see" is counted as a missing word, and
3. "eises" instead of "eise’ - another long word.

Students are allowed three mistakes before they are required to retype a content line.
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MECC SERVICES Appendix H

The Minnesota Educational Computing Corporation is an organization established in
1973 to assist Minnesota schools in implementing educational computing. MECC
provides a variety of services to eduecation, including 1) development and distribution
of instructional computing courseware; 2) in-service training for eduecators and
development of materials for conducting training; 3) educational computing assistance
through newsletters and computer purchase contracts; and 4) management information
services, including the development and maintenance of statewide payroll/personnel
and financial accounting software and administrative computer packages. MECC's
knowledge and expertise in the educational computing field comes from more than a
decade of working with and providing leadership for thousands of local educators on
a daily basis.

e MECC Educational Computing Catalog
A catalog containing instructional computing courseware, all-purpose training
materials, and administrative software is published annually and distributed at
no charge. To request a catalog, write or call MECC Customer Services.

o Institutional and MECC Club Memberships
Non-Minnesota non-profit educational institutions may obtain annual service
agreements with MECC which qualify them to obtain MECC courseware and
training at special reduced prices. For information, write or call MECC
Institutional Memberships. Also, schools, departments, and individuals can now
become members in the brand new MECC Club. To learn more about joining,
write or call the MECC Club.

e Training Programs
MECC conducts educational computing workshops for educators throughout the
United States. For information on workshop schedules or to arrange a special
training activity, write or call MECC Training Services.

o Administrative Software
MECC provides a variety of quality administrative microcomputer packages.
For information on available packages and on training and maintenance
contracts, write or call MECC Management Information Services.

e MECC Network Newsletter :
Published regularly throughout the school year, MECC's newsletter focuses on
MECC activities, services, and products. To obtain, write or call indicating
your interest in the MECC Network newsletter.

For information on all the above items, use the MECC General Information
telephone number: 612/481-3500.

e | Help Line
If you have any problems using MECC software:
1) make note of the name and version number of the product;
2) note the brand and model of the equipment involved, as well as the
type of printer card used if the problem concerns a printer;
3) write or call the Help 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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