


[bookmark: 3.1]Chapter 3: Keyboard Skills Training
3.1 Minimum Typing Speed Requirement
All consumers who are not currently employed must be able to type 30 words per minute (wpm) unless prevented by
· a physical impairment, or
· and/or who do not have a documented secondary disability which that significantly limits manual dexterity. must be able to type 30 words per minute unless prohibited by physical impairment or 
Employed consumers may be exempted from the typing speed requirement if unless their employer employment does not require a minimum typing speedit. 
Other exemptions are made on a Casecase-by-case basis during exceptions to the minimum typing speed requirement will be made when the baseline assessment. module is performed. Exceptions shall be based on each consumer’s individual circumstances.
If a consumer who is referred for training cannot type 30 wpm, you, the trainer, should notify the counselor or EAS immediately. Consumers who are unable tocannot satisfy the 30 words per minutetyping speed requirement will need toshould begin their training schedule with the kKeyboard sSkills tTraining described below. Basic keyboarding and typing should be taught at a training facility-based training site or community college rather than utilizing one-on-one instruction in the consumer’s home. Training facilities offer special reduced rates for practice sessions. Learning to touch-type does not justify the purchase of computer equipment. 
If a consumer who is referred for training is unable to satisfy the 30 words per minute requirement, the trainer should immediately notify the counselor or EAS specialist.
[bookmark: 3.2]3.2 Keyboard Skills Training
Keyboard skills are defined as the ability to touch-type using a Qwerty QWERTY keyboard, including the function keys on a computer keyboard..
The time required to complete the kKeyboard sSkills Training module will vary dependsing upon the consumer’s level of manual dexterity and their degree of familiarity with the keyboard. The estimated time necessary to achieve 30 words per minutewpm would be from is from 24 to 32 hours of training, together along with regular home practice at home on the material covered by the trainer..
[bookmark: 3.3]3.3 The QWERTY Keyboard (15 Hours)
Teach QWERTY keyboard skills using the following steps.
1. Test consumers to determine their speed and accuracy on the keyboard. 
2. Learning the general layout of the keyboard by touch. 
3. Provide 2.2iInstruction and exercises intended to develop consumers’ speed and accuracy on the QWERTY keyboard.  including
· teaching general layout of the keyboard by touch;
· uUsing a blindfold, if appropriate, to develop touch-typing techniques. ; 
· Learning teaching the home row position. ; and 
· Practice in locating teaching how to locate and using use the Sshift keys, Ttabs, forward and back slashes, Rreturn, and Bbackspace. 
4. Instruction and exercises intended to develop speed and accuracy on the QWERTY keyboard. 
[bookmark: 3.4]3.4 Performance Objectives and Measurements
Measure the following during keyboard skills training. 
1. The cConsumer is able tocan type ten 10 to fifteen 15 words per minute with accuracy— - Yes or /No. 
2. The cConsumer is able tocan set tabs, use capitals correctly, find the slash keys, and Bbackspace to make corrections—- Yes or /No. 
3. The cConsumer understands the function of the Rreturn or eEnter key—- Yes or /No. 
[bookmark: 3.5]3.5 The Extended Keyboard (12 Hours)
Teach extended keyboard skills using the following steps.
1. Review of the previous lesson (Unit 1—The QWERTY Keyboard). 
2. In the case ofFor speech screen-reader users, provide instruction and practice on the numeric keypad function of the nNum-lLock key is necessary. 
3. Practice andProvide drills practice in the location locating and use using of the function 2keys, arrow keys, and the six-pack keypad adjacent next to the numeric keypad. 
4. Provide iInstruction in the locationng and use usingof the aAlt keys, control Ctrl keys, and Windows logo keys. 
5. Provide Ddrills and exercises in the usinge of multiple keystrokes commands such as controlCtrl+, aAlt+, dDelete, etc. 
[bookmark: 3.6]3.6 Performance Objectives and Measurements
Measure the following during extended keyboard training.
1. CThe consumer is able tocan locate and use the arrow keys, pPage Uup and pPage dDown keys, hHome and eEnd keys, and plus and minus keys on the numeric key pad—. Yes or /No. 
2. Consumer The consumer is able tocan delete, move from the top of file to the end of the file, and etc. useing the six-pack keypad adjacent next to the numeric keypad—. Yes/ or No. 
3. The cConsumer is able tocan use multi-key commands such as sShift, controlCtrl, and F6 to accomplish various tasks—.Yes or /No. 
4. Unless exempted, Consumer the consumer is able tocan type 30 words per minute with accuracy (unless the consumer is restricted by physical limitations other than visual impairment or the consumer’s employer does not require a minimum typing speed)—.-words per minute. 




