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TECHNIQUE 

 SELF-ASSESSMENT 

By Arlene Zimmerly, Coauthor 

Gregg College Keyboarding & 

Document Processing, 11e 

 

Note: This presentation was created for use by instructors or students to serve as 
a possible model in a keyboarding course. Specific course requirements may vary. 



Typing Technique Self-Assessment 

 If you are an online student or typing in a setting in 
which your technique will not be formally assessed by a 
keyboarding instructor, you should routinely perform a 
self-assessment of your typing technique. 

 Practicing acceptable technique on a daily basis sets 
the foundation for your ultimate success in achieving 
those valuable keyboarding skills.  

 Each time you sit down to type, renew your commitment 
to learning the keyboard by touch with correct fingering 
and proper technique. Your keyboarding success is 
literally in your own hands.  
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Keyboard Watching 
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When Alex Hailey was asked what he would 

have done differently if he had known that Roots 

would be so successful, he answered, 

  

“I would have typed faster”! 
 

Set a reasonable goal to reduce 

keyboard watching. You will soon 

develop locational security and muscle 

memory and find that you are typing 

faster and more accurately than ever 

before! 
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Keyboarding is a life skill 

— you must decide that 

building technique slowly 

and deliberately now will 

build a foundation that will 

“pay” big dividends in the 

“long run.” 

Remember who 

won the proverbial 

race! 



Getting Started  

 If you can type but you are not sure if you are using 
correct fingering, complete a technique self-assessment 
before beginning Lesson 1; otherwise, complete your 
first self-assessment after Lesson 10.  

 If your instructor has posted the Technique Self-
Assessment form, in GDP, from My GDP, Resources, 
click Open to display the Technique Self-Assessment 
form. 

 Review and complete each item on the checklist. Repeat 
this assessment again after Lesson 10. Proceed through 
Lessons 1-20 paying special attention to the New Keys 
portion of those lessons.  
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Read New-Key Procedures 

 Read and follow important procedures like the ones 
found in Lessons 1 . . . 
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Read New-Key Procedures (cont’d) 

 . . . and Lesson 2. 
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New-Key Demonstrations 

 Demonstrations include audio and video and can be 

replayed as many times as needed.  
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Color-Coded Charts 

 Pay special attention to color-coded keyboarding charts 
in Lessons 1-20 that remind you to check finger 
placement; for example, the "D" finger controls all the 
keys shown in red above and below it. 
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Body Movements 

 Correct position at the keyboard enables you to type 
with greater speed and accuracy and with less fatigue.  

 When typing for a long period, rest your eyes 
occasionally by looking away from the screen.  

 Change position, walk around, or stretch when your 
muscles feel tired.  

 Making such movements and adjustments may help 
prevent your body from becoming too tired. In addition, 
long-term bodily damage, such as carpal tunnel 
syndrome, can be prevented. 
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Correct Position 
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Type by touch with 

the pads of the 

fingertips, 

 not fingernails. 

When you can 

“feel” the 

raised bars on 

the “F” and “J” 

keys, you know 

you’re on home 

row. 

See page xxix in your textbook for 
tension-reducing exercises. 



Workstation 
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Position at the Keyboard 
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Keystroking 
14 

Critical areas of technique: You MUST use the 

correct fingers on all keys and type by touch 

with continuity and accuracy most of the time. 



Triple-Focus Remediation 
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 Remediation using GDP’s Lessons, Enrichment pages, 

Skillbuilding, and MAP+ features will be discussed 

briefly in this presentation.  

 See “Skillbuilding and MAP+” (a related presentation 

and movie) for details on using these very powerful 

features for remediation after a technique self- 

assessment. 



Skillbuilding, Lessons, & MAP+ 
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 Use the Skillbuilding button, New Key Drill and New Key 
Review, to relearn keys and practice new keys. 

 Use the Lessons button, Lesson “X” Enrichment, for extra 
practice on Lessons 1-20. 

 Use the MAP+ button for unlimited skillbuilding drills beginning 
with Lesson 1 and for intensive practice and diagnostics for 
Lesson 17 on. 



Skillbuilding Drills Tab 
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 Use the Skillbuilding button, Drills tab, to go 

directly to the skillbuilding routines listed below. 



Problematic Keys 
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Letter Lesson Fingering 

C 5D Typed with the D finger. 

X 7B Typed with the S finger. 

B 5B Typed with the F finger. 

Period 4D Typed with the L finger. 

Right SHIFT 6B Hold the Right SHIFT down to capitalize any 

letters typed with the left hand. 

Left SHIFT 4C Hold the Left SHIFT down to capitalize any 

letters typed with the right hand. 

Many students in Professor Zimmerly’s keyboarding courses throughout the years 

had problems learning the correct fingering for the keys listed below. Double-check 

that you are using correct fingering on these keys. 



Feedback? 
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If you have any questions or comments regarding this 

presentation, please send an e-mail: 

Note: This presentation was created for use by instructors or students to serve as a possible 

model in a keyboarding course. Your specific course requirements may vary. 


