GRADED KEYBOARDING TECHNIQUES

1) Sits with body erect…correct posture

2) Keeps feet flat on the floor

3) Keeps elbows near sides of body

4) Keeps thumbs on spacebar…spaces with right thumb

5) Keeps fingers curved…upright

6) Holds wrists low…not touching frame

7) Keeps eyes on monitor or copy clip

8) Strikes each letter/operation key with proper finger

9) Strikes enter key with proper finger….technique

10) Backspace key in not used

11) Works entire period…makes effort to improve…no questions asked

12) Station left neat for the next class
