
CompuKeys'

For Today's Students in Tomorrow's World
Introducing the most comprehensive, research-based,

keyboard-learning courseware ever produced.
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The CompuKeysTM Breakthrough



W o m A t e t Z e r l ,  A t c .

St. P a u l ,  M N  5 5 1 0 8

P.O .  B o x  8 1 4 2

(612)  6 4 1 - 0 0 3 9

Dear Educator:

As every educator is aware, microcomputers are having a major impact on schools
and students. W h e n  students are taught t o  use the  microcomputer keyboard
appropriately, using the right fingers and the right techniques, they actually have
more time available for the "traditional" curriculum. B u t  when this is not done,
their two-finger ("hunt and peck") use of the microcomputer actually hinders their
educational growth and creates a frustrating classroom environment.

Because o f  this, increasing numbers o f  schools, from elementary through post-
secondary, have become interested in providing appropriate keyboarding instruction
to t he i r  students pr ior  t o  using t h e  microcomputer f o r  other  applications.
Unfortunately, a  number o f  t h e  software packages t h a t  a re  being sold a s
keyboarding packages have been developed by persons who are not knowledgeable
about keyboarding or keyboarding learning processes. A s  a result, many students
are still not acquiring appropriate keyboarding skills.

Based on more than 20 years of personal research in keyboarding, my experience as
a teacher educator at  a major midwestern university, and an extensive review of
the research of others, I have designed a new keyboarding software package that is
compatible with everything we know about how high-level skill in keyboarding is
acquired. Further, this package is fully managed to relieve the teacher from much
of t h e  drudgery usually associated w i th  keyboarding instruction. W i t h  th is
management package, student progress is monitored automatically.

You can now provide excellence in keyboarding instruction to your students through
a low, affordable introductory price. A l l  students may have access to this program
at very low cost through a license agreement that will permit unlimited duplication
within your district. U n t i l  the end of the current school year, we are providing
such licenses at  60% savings for  both the secondary and elementary editions of
both Alphabet and Numbers & Symbols disks. There is no additional cost other than
the very minimal cost of blank disks on which to copy the program. I f  you do not
wish to license your entire district, individual schools can be licensed, or individual
disks can be purchased a t  the prices listed on the order form. A s  part of  this
promotion, orders exceeding $100 w i l l  receive a  free copy o f  my monograph,
published by Delta Pi Epsilon, entitled Teaching Keyboarding/Typewriting. We look
forward to receiving your order and helping your students acquire excellence in
keyboarding!

Sincerely,

Gary N. McLean, Ed.D.
President

See how affordable a  license can be for your district!



Affordable!

good through the end of the current school year.)
Normal Price Promotional Price

Student Enrollment Elementary or Secondary 60% Off
100 $ 5 0 0 . 0 0 $200.00
300 $ 5 0 0 . 0 0 $200.00
500 $ 5 0 0 . 0 0 $200.00
700 $ 5 0 0 . 0 0 $200.00
900 $ 5 0 0 . 0 0 $200.00

1,100 $ 5 5 0 . 0 0 $220.00
1,300 $ 6 5 0 . 0 0 $260.00
1,500 $ 7 5 0 . 0 0 $300.00
1,700 $ 8 5 0 . 0 0 $340.00
1,900 $ 9 5 0 . 0 0 $380.00
2,100 $1,050.00 $420.00
2,300 $1,150.00 $460.00
2,500 $1,250.00 $500.00
2,700 $1,350.00 $540.00
2,900 $1,450.00 $580.00
3,100 $1,550.00 $620.00
3,300 $1,650.00 $660.00
3,500 $1,750.00 $700.00
3,700 $1,850.00 $740.00
3,900 $1,950.00 $780.00
4,100 $2,050.00 $820.00
4,300 $2,150.00 $860.00
4,500 $2,250.00 $900.00
4,700 $2,350.00 $940.00
4,900 $2,450.00 $980.00
5,100 $2,550.00 $1,020.00
5,300 $2,650.00 $1,060.00
5,500 $2,750.00 $1,100.00
5,700 $2,850.00 $1,140.00
5,900 $2,950.00 $1,180.00
6,100 $3,050.00 $1,220.00
6,300 $3,150.00 $1,260.00
6,500 $3,250.00 $1,300.00
6,700 $3,350.00 $1,340.00
6,900 $3,450.00 $1,380.00
7,100 $3,550.00 $1,420.00
7,300 $3,650.00 $1,460.00
7,500 $3,750.00 $1,500.00
7,700 $3,850.00 $1,540.00
7,900 $3,950.00 $1,580.00
8,100 $4,050.00 $1,620.00
8,300 $4,150.00 $1,660.00
8,500 $4,250.00 $1,700.00
8,700 $4,350.00 $1,740.00
8,900 $4,450.00 $1,780.00
9,100 $4,550.00 $1,820.00
9,300 $4,650.00 $1,860.00
9,500 $4,750.00 $1,900.00
9,700 $4,850.00 $1,940.00
9,900 $4,950.00 $1,980.00

Item/Description Quantity Price Total
Alphabet Disk 539.95

with Management Disk 559.95
Number &  Symbol Disk 539.95

with Management Disk $59.95
Alphabet and Number & Symbol Disks $59.95

with Management Disk $79.95
Additional student disks

(on the same purchase order) $15.00

CompuKeys LICENSE AGREEMENT PRICING

Compare your savings. (60% price reduction on both Elementary and Secondary versions

Here's how to order:

Complete this order form and mail
to:

CompuKeys, Inc.
P.O. Box 8142
St. Paul, MN 55108

30-Day Money-Back
Guarantee

If you are no t  satisfied wi th the
CompuKeys' software, return the
package in resaleable condition and
we will refund the purchase price.'

ORDER FORM
O Send Demo Disk. (Enclose check for $5.00)
O Send information on license agreement.
0  Place my order for the following:

0  Check enclosed
Visa #E x p .  Date
RUSH TO:

P 0  *

• Not applicable to licensing agreements.

Authorized Signature



Innovative Yet Affordable!

Item/Description Quantity Price Total
Alphabet Disk $39.95

with Management Disk $59.95
Number & Symbol Disk $39.95

with Management Disk $59.95
Alphabet and Number & Symbol Disks $59.95

with Management Disk $79.95
Additional student disks

(on the same purchase order) $15.00

Right now you can have the managed keyboarding
tutorial b y  CompuKeys, the revolutionary way t o
teach keyboarding at the elementary and secondary
levels. Take a look. Try i t  out. We're sure you will
agree that it's a better way to teach—a better way to
learn.

Created b y  professional keyboarding, elementary
education, and programming experts for classroom
use with Apple® I I  + , Ile, and Ilc, CompuKeys is based
on psychologies of learning and recognized research
into how keyboarding is actually learned.
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U s e  t h e  p o i n t e r  f i n g e r  o f  y o u r  l e f t
h a n d  t o  k e y C3-
K e e p  y o u r  l i t t l e  f i n g e r  o n  t h e  0  k e y .

Student Tutorials
This unique software consists of  two educational packages with full documentation:
• Alphabet  Disk includes eleven alphabetic tutorial lessons.
• N u m b e r  & Symbol Disk includes seven number and symbol tutorial lessions.
The Management Disk may be purchased with each package. This disk saves students' scores and prints
reports.

DOES WHAT MAJOR KEYBOARDING PACKAGES HAVE FAILED TO DO:
• e a s y  to use
• s h o r t  lessons
• c o n t e n t  from a variety of fields
• f u l l -color, animated graphics
• o p e n  exits from lessons
• f r e q u e n t  lesson re-entry points
• h i g h l i g h t s  errors for easy identification
• ins t ruc t iona l  focus on self-competition
• a d j u s t s  to individual skill levels

G o a l  i s  2 4  g w p m .
P r e s s  a t  t h e  e n d .  '

11.0111111,61

41*--• - - -001-70
K e y =

-
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A d e t e c t i v e  g u a r d s  t h o s e  f a c t o r i e s .
A d e t e c t i v e .

Educational Games

• des igned  by educators
• m o r e  emphasis on tutorial
• a c c e p t s  entry speeds in excess of 140 gwpm
• l e a r n i n g  games integrated into lessons
• teacher  options—including error limits and student

numbers or names
• s o r t  options on class roster, records, and profile
• u t i l i t i e s  include disk label maker
• m a n a g e s  a classroom set of disks

C o m p u K e y s
M a n a g e m e n t  M e n u

C O M B I N E
ll

P r o f i l e

R o s t e r

D e l e t e

R e c o r d s

II
S t o p

U s e  t h e  a r r o w  k e y s  t o  c h o o s e .
T h e n  p r e s s En1=1

Tracks Student Progress

PURCHASE OPTIONS:
• License  Agreement-permits unlimited duplication within school or district
• Individual Packages-price can be applied to licensing agreement

Here's how to order:

Complete this order form and mail
to:

CompuKeys, Inc.
P.O. Box 8142
St. Paul, MN 55108

30-Day Money-Back
Guarantee

If you are not  satisfied with the
CompuKeys' software, return the
package in resaleable condition and
we will refund the purchase price.*

()RIMER FORM
El Send Demo Disk. (Enclose check for $5.00)
111 Send information on license agreement.
0  Place my order for the following:**

CI Check enclosed P.O.*
Visa #E x p .  Date
RUSH TO:

* Not applicable to licensing agreements.
* *  Specify Elementary or Secondary

edition. Authorized Signature



CompuKeysTM Keyboarding Series
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Item/Description Price Available
(1985)

Alphabet Disk $ 39.95 spring
with Management Disk $ 69.95 summer

Number & Symbol Disk $ 39.95 spring
with Management Disk $ 69.95 summer

Drill dc Timing Material $ 39.95 late fal l
with Utilities Disk $ 69.95 late fal l

Alphabet and Number dc Symbol Disks $ 59.95 spring
with Management Disks $ 89.95 summer

All 3 packages with Management and
Utilities Disks $119.95 late fall

Additional student disks (on the
same purchase order) $ 15.00

Right n o w  y o u  c a n  h a v e  a  d e m o  d i s k  o f
CompuKeys Keyboarding Series, the revolutionary
way t o  t e a c h  keyboarding a t  t h e  e lementary
education level ,  FREE fo r  30 days. Ta k e  a  look.
Try i t  out .  I f  you don't agree tha t  i t ' s  a  bet ter
way t o  teach--a bet ter  way t o  learn-- just return
the d i s k  a n d  documentat ion w i t h  n o  f u r t h e r
obligation.

Created by  professional keyboarding, elementary
education, a n d  p r o g r a m m i n g  e x p e r t s  f o r
classroom u s e  w i t h  A p p l e ®  I I + ,  H e ,  a n d  I l c ,
CompuKeys is  based on psychologies o f  learning
and recognized research in to  how keyboarding is
actually learned.
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DELETE EESET1

U s e  t h e  p o i n t e r  f i n g e r  o f  y o u r  l e f t
h a n d  t o  k e y  c m
K e e p  u o u r  l i t t l e  f i n g e r  o n  t h e  0  k e y .

This unique software package consists of three educational disks, wi th fu l l  documentation:
•  Alphabet  Disk includes eleven alphabetic lessons.
•  Number  & Symbol Disk includes seven number and symbol lessons.
•  D r i l l  &  Timing Material Disk includes dri l ls, teacher-authored timings, and provision fo r  t imings

from texts.
•  C l a s s  management is available with each disk.

DOES W H A T  M A J O R  P U B L I S H E R S
•  e a s y  to use •
•  s h o r t  lessons •
•  app rop r ia te  reading levels •
•  f u l l -color,  animated graphics •
•  o p e n  exits from lessons •
•  f r e q u e n t  lesson re-entry points
•  h i gh l i gh t s  errors for easy identi f ication •
•  i ns t ruc t i ona l  focus on self-competit ion •
•  c o n t e n t  from a variety of fields •

G o a l  i s
P r e s s

K e y

F f gwpm
RETURN

A d e t e c t i v e  g u a r d s  t h o s e  f a c t o r i e s .
A d e t e c t i v e .

H AV E  F A I L E D  T O  D O :
designed by educators
more emphasis on tutor ia l
accepts entry speeds in excess of 140 gwpm
learning games integrated into lessons
teacher options--including error l imi ts and
student numbers or names
sort options on class roster, records, and prof i le
uti l i t ies include disk label maker
manages a classroom set of disks

C o m p u K e y s
M a n a g e m e n t  M e n u

COMB I H E
II Ilj

P r o f i l e

111
R o s t e r

II:.:.::.. II

D e l e t e

li;;;11:!!1;:

R e c o - d s

III III
S t o p

U s e  t h e  a r r o w  k e y s  t o  c h o o s e .
T h e n  p r e s s RETURN

P U R C H A S E  O P T I O N S :
•  L i c e n s e  agreements -  School distr icts may purchase a license permitt ing unlimited duplication for

use in their K-12 classrooms.
•  I nd i v i dua l  packages

• CompuKeys FREE TRIAL Reservation Form

YES! Please send me CompuKeys Keyboarding Series Demonstration Disk free for 30 days. I
understand that  I  may return i t  in  resaleable condition wi th in 30 days fo r  f u l l  credit .  I f  I  keep the
materials beyond the 30 day free t r ia l  period, I wi l l  be billed $15.00.

CompuKeys Keyboarding Series R U S H  TO:

SECONDARY EDITION AVAILABLE SUMMER 1985.
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C o m p u K e y s ,  I n c .
P. 0 .  Box 8142
St. Paul, MN 55108
(612) 641-0039

AUTHORS:
Dr. Gary N .  McLean, Professor,

Business Educat ion,  Un ive rs i t y  o f
Minnesota, a  nat ional ly  recognized
keyboarding authority

Ronald R .  Geiser,  experienced
educational programmer and designer
with emphasis o n  management and
authoring systems

Timothy F.  Cimbura, experienced
educational programmer and designer
with emphasis on graphics and sound

David C. Lindgren, M.A., licensed
secondary business education teacher
with e x t e n s i v e  t y p e w r i t i n g  a n d
microcomputer teaching experience

Joyce M. Lindgren, M.A., licensed
elementary s c h o o l  t e a c h e r  a n d
Coordinator o f  I n s t r u c t i o n a l
Computing f o r  a  large, educational
computing consortium
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The s o f t w a r e  accepts  e n t r y
speeds in  excess o f  140 gross
words per minute.

Games h a v e  b e e n  p rov ided
and i n t e g r a t e d  i n t o  e a c h
lesson. O n e  type o f  game is
provided for  each objective- -
speed and accuracy develop-
ment.

Competit ion i s  based on  t h e
student's e a r l i e r  p e r f o r -
mances.

The p r o g r a m  manages  t h e
class records, with the poten-
t ial  to  have records displayed
on the screen or printed.

Teachers are given a number
of options, e.g., sett ing error
l imits, t u rn i ng  sound o n  o r
off ,  etc.

Teachers m a y  en te r  s tudent
names and numbers o r  have
students do so.

Rosters, records, and profiles
may b e  pr in ted b y  alphabet
or student number order.

The software w i l l  accept any
entry s p e e d  t h a t  s t u d e n t s
provide.

Games a d d  v a r i e t y  t o
enhance s tudent  mot iva t ion .
Speed and accuracy, accord-
ing t o  research ,  m u s t  b e
developed separately.

Focus i s  on  se l f -competit ion
rather than competi t ion wi th
other students.

Students h a v e  a c c e s s  t o
individual p a s t  per formance
by g r a p h  a n d  s t a t i s t i c s .
Teachers h a v e  a c c e s s  t o
printed individual records and
class profiles, el iminating the
need to keep wr i t ten records.

While t h e  developers h a v e
used defaul ts  t h a t  f i t  m o s t
settings a c c o r d i n g  t o
research, f l e x i b i l i t y  i s  p r o -
vided for exceptional c i rcum-
stances.

Teachers have t h e  opt ion o f
improved a c c u r a c y  w i t h
increased t e a c h e r  w o r k ,  o r
they may  l e t  students en ter
data w i t h  t h e  c h a n c e  o f
increased errors.

Provides a  var iety o f  teacher
options.

Uti l i t ies i n c l u d e  a  l a b e l  T h i s  pe rm i t s  a  professional
maker for disks. a p p e a r a n c e  o n  s c h o o l -

duplicated d i sks  w h e n  p u r -
chased by license.

The u s e r  s u p p o r t  m a n u a l
includes a l l  program screens
with a n  explanat ion o f  w h y
the program funct ions a s  i t
does at each point.

Al l  content material  fo r  each
lesson is  included in the user
support manual.

Software is standalone.

Any screen can be ident i f ied
easily. Te a c h e r s  w i t h  n o
background i n  keyboard ing
can de termine  w h y  var ious
educational judgments w e r e
made.

The user support manual can
also s e r v e  a s  ins t ruc t iona l
material f o r  students who do
not have  access t o  compu-
ters, only typewriters.

No printed material is needed
by students t o  use the  so f t -
ware. T h e  p r imary  r o l e  o f
the teacher i s  t o  ensure that
appropriate techn iques  a r e
being used.

HOW SHOULD STUDENT PERFORMANCE BE EVALUATED?

Evaluation should be  taking place continual ly.  T h i s  simply
means providing students w i t h  feedback o n  t h e i r  progress
toward t h e i r  ob ject ives ( a s  i den t i f i ed  previously) .  T h e
management sys tem inc luded  i n  t h e  so f twa re  has  been
designed t o  p rov ide  s u c h  feedback o n  a  regu la r  bas is .
Teachers also need t o  provide verbal  feedback t o  enhance
motivation and the learning process.

I f  keyboarding instruction is to be graded, then i t  is necessary
for teachers t o  grade based on progress toward t h e  objec-
tives. S u c h  g rad ing  MUST N O T  b e  done  o n  p rac t i ce
material. R a t h e r ,  tests should be administered toward the



end o f  instruct ion and should consist o f  mater ia l  s imi lar  t o
that w h i c h  t h e  students have been  pract ic ing.  F o r  t h i s
software, m a t e r i a l  should  cons is t  o f  approx imate ly  1 0 0
strokes (20 "standard" words). S t u d e n t s  who have success-
fully accomplished the  software objectives should f in ish t he
material wi th in a t  least one minute (i.e., 20 gross words per
minute) and have no more than three words typed incorrect ly.

Item/Description Price Available
(1985)

Alphabet D isk $ 39.95 spring
with Management Disk $ 69.95 summer

Numbers & Symbols Disk $ 39.95 spring
with Management Disk $ 69.95 summer

Dri l l  & Timing $ 39.95 late fa l l
with Ut i l i t ies Disk $ 69.95 late fa l l

Alphabet and Numbers & Symbols Disks $ 59.95 spring
with Management Disk $ 89.95 summer

All  3 packages with Management and
Uti l i t ies Disks $119.95 late fa l l

Additional student disks (on the
same purchase order) $ 15.00

WHAT ARE MY PURCHASING OPTIONS?

Two options for purchase are available. P r i ces  are subject to
change without notice.

Option 1: INDIVIDUAL UNITS

Individual packages m a y  b e  purchased f o r  t h e  fo l l ow ing
prices. Individual disks may not be copied or altered.

Individual uni t  purchases w i l l  apply toward the license fee i f
the school d is t r i c t  l a te r  decides t o  proceed w i t h  Opt ion 2 .
One backup copy w i l l  be provided w i th  each package. D i s k s
wil l  be replaced a t  a  charge o f  $10 per disk upon return of
the original disk.

Students may ex i t  a lesson at
any point and reenter a t  pre-
designated p o i n t s  i f  t h e
lessons are managed.

Actual words  a n d  sentences
are used as soon as  possible
in the pract ice mater ia l .  N o
nonsense syllables are used.

Content comes f r o m  a  va r i -
ety o f  f i e l d s --math,  s o c i a l
studies, reading, health, etc.

No stroke-by-stoke pacing o f
students is  provided. P a c i n g
is in larger blocks.

Students m a y  cor rec t  er rors
at any  po in t  b y  backspacing
and correcting.

Students a r e  given feedback
on speed fol lowing each l ine
keyed. T h e y  a r e  also given
feedback i f  t h e  e r r o r  l i m i t
has been exceeded.

Errors made by  students are
highlighted.

Students d o  n o t  have  t o  g o
through previously completed
work t o  reach  t h e  p o i n t  a t
which t h e y  l e f t  a  lesson.
They m a y  a l s o  r e v i e w
reaches f r o m  p r e v i o u s l y
completed l essons  a t  a n y
point.

Transfer and  mot i va t ion  a re
maximized when l e t t e r s  and
words are used in the context
in which they w i l l  u l t imate ly
be used.

Keyboard learn ing  enhances
learning in other fields.

Stroke-by-stroke pacing leads
to metronomic rhythm which
interferes w i t h  d e v e l o p i n g
appropriate k e y b o a r d i n g
responses.

This i s  the  process t ha t  w i l l
be used by the  students a t  a
later point ,  thus maximiz ing
transfer.

Contiguity ( i m m e d i a c y )  o f
feedback i s  a n  i m p o r t a n t
factor i n  deve lop ing  k e y -
boarding skills.

Such feedback p e r m i t s  s t u -
dents t o  ident i fy  quickly and
easily t h e  k i n d s  o f  e r r o r s
they have made.



The p rog ram uses  students '
names, reinforcement, and an
animated logo.

Init ial emphasis i s  on keying
speed w i t h  generous e r r o r
l imits.

Throughout t h e  p r o g r a m ,
students are reminded o f  the
correct fingers to  use.

Graphics dep ic t  ac tua l  hand
position a n d  movement  f o r
proper keystroking.

In t h e  b e g i n n i n g  s t a g e s ,
visual access to  the keyboard
is encouraged.  A s  s k i l l
develops, s t u d e n t s  a r e
encouraged t o  k e e p  t h e i r
eyes o f f  t h e  keyboard ( b u t
they are  not  prohibited f rom
watching, i f  needed).

A w i d e  v a r i e t y  o f  d r i l l s  i s
provided.

Content i s  based on adapta-
tion o f  word  l is ts  f r o m  f o u r
major publ ishers o f  r e c e n t
readers, grades one  through
three.

Such personalization may  b e
helpful i n  increasing interest
and motivat ing students.

Research has  shown consis-
tent ly t h a t  keyboarding s k i l l
is developed most  e f f i c ien t ly
when accuracy development
takes p l a c e  a f t e r  s p e e d
development.

The ma jo r  problem f o r  s t u -
dents in  learning to  keyboard
is remember ing t o  use  t h e
correct fingers.

Students can  see t h e  ac tua l
motions t o  b e  m a d e  w h e n
keyboarding properly.

Since students MUST be able
to see the  keyboard in i t i a l l y
to make the desired response,
they a re  no t  given an incor -
rect expec ta t ion  t h a t  t h e y
can k e y  w i t h o u t  wa tch ing .
Even experts "peek"!

Each type o f  d r i l l  is based on
sound theory; var iety adds t o
student interest.

Content i s  a t  a  l e v e l  o f
understanding for  a  high per-
centage o f  s tuden ts  a b o v e
grade fou r,  including special
education students.

Option 2: LICENSING FOR UNLIMITED DUPLICATION

A school d is t r ic t  may purchase a license permit t ing them to
make un l im i ted  copies f o r  use  i n  t h e i r  K - 1 2  classrooms
ONLY.  I f  other schools wish t o  be included i n  t h e  license
agreement (e .g . ,  voca t iona l -technical schools, communi ty
colleges, etc.),  the i r  enrol lment would be added to  the K-12
enrollment. I f  individual schools wish to  purchase a license,
the individual school fees wi l l  apply.

CompuKeys, Inc. ,  w i l l  provide two  master sets o f  disks and
one user support manual. Separate user support manuals may
be purchased f o r  an addit ional $25.00 each. Separa te  disks
may be purchased a t  an additional cost o f  $7.50 per disk i f
the distr ict  chooses not to duplicate their own disks.

The fee  f o r  such a  license w i l l  be  based on student enrol l -
ments in grades K-12, on the following basis:

Alphabet Disk and Numbers dc Symbols Disk: 5 0  p e r
student p e r  package, w i t h  a  min imum o f  $500 and a
maximum of  $5,000 for  10,000 students.

Drill and Timing Disk: 2 %  per student w i th  a minimum
of $250 and a  maximum o f  $2,500 i f  t he  Alphabet and
Numbers &  Symbols Disks l icense has been purchased.
Otherwise, t h e  l icensing f e e  shal l  b e  3 5  p e r  student
with a  minimum o f  $350 and a maximum o f  $3,500 fo r
10,000 students..

Districts w i t h  a n  e n r o l l m e n t  g r e a t e r  t h a n  1 0 , 0 0 0
students may negotiate individual contracts.

Individual school fees w i l l  be based on the to ta l  number o f
students ( fu l l - t ime  and par t - t ime)  i n  t h e  school, o r ,  under
special circumstances to  be determined by CompuKeys, Inc.,
the program of study in which the software wi l l  be used. T h e
same minimum fees w i l l  apply.



SPECIFICALLY, WHAT'S IN THIS PACKAGE?

The fo l low ing  d iagram shows t h e  relat ionship among t h e
three CompuKeys d isket tes f o r  w h i c h  t h i s  u s e r  suppor t
manual is provided.

Alphabet Disk

Numbers &  Symbols Disk

Management Disk

You w i l l  need t o  decide i f  you wan t  students t o  learn t h e
number and symbol keys. I f  you do, they should go on t o  the
Numbers &  Symbols D i s k  when  t h e y  have  completed t h e
Alphabet Disk. I f  you decide tha t  they do not  need t o  learn
those keys, students should go t o  the Dr i l l  and Timing Disk.
This disk, among other  things, i s  designed t o  permi t  you  t o
enter pract ice mater ia l .  T h i s  is most useful f o r  teachers o f
students w i th  vocabulary ski l ls beyond the  th i rd  grade level ,
or f o r  teachers who want the students to practice material  in
a specific subject area, such as science or social studies, or  in
specific content  areas. W h e n  teachers provide t h i s  input ,
students wi l l  receive feedback on both speed and accuracy.

FEATURES AND BENEFITS OF CompuKeys

FEATURE

The software was designed by
a t e a m  inc lud ing a  r e c o g -
nized a u t h o r i t y  o n  k e y -
boarding a n d  p ro fesso r  o f
business education at  a major
university.

Lessons and games are based
on research i n  psychology,
education, and keyboarding.

The introductory mater ia l  i s
brief bu t  provides the neces-
sary technique instruction for
eff ic ient keyboarding.

BENEFIT

Years of research and wr i t ing
of t y p e w r i t i n g  t e x t s  a n d
methods b o o k s  p r o v i d e
authority f o r  s o f t w a r e
design.

Principles e m p l o y e d  a r e
educationally sound and used
because o f  t h e i r  e f f e c t i v e -
ness, no t  t h e i r  technological
or f a d i s h  a p p e a l .  O t h e r
existing keyboard ing games
are b a s e d  o n  i n c o r r e c t
assumptions about  how  k e y -
boarding skil l is developed.

Students do no t  l i ke  t o  read
extensively. T h r o u g h
graphics, students a re  shown
how t o  keyboard  f o r  b e s t
results.



usage, the order chosen for  presentation may not  appear
to be systematic.

3. t h e  need  t o  present  po ten t i a l l y  compet ing  responses
close together,  though no t  necessarily w i th in  t he  same
lesson. A  f r e q u e n t  cause o f  s t r ok i ng  e r r o r  i s  t h e
"substitution" error--where one key tha t  requires almost
the same response as another substi tutes f o r  i t .  F o r
example, " e "  and " i "  require t he  same reach using t he
same f inger,  b u t  on  opposite hands. B y  presenting the
keys close together,  students have considerable oppor-
tunity t o  learn t o  distinguish the responses between the
two keys wi th a minimum of  confusion.

4. t h e  need t o  present the  most  commonly used funct ion
keys (such as: re tu rn ,  space bar, arrows, and shift) early,
so t h a t  sentences can  b e  t yped  and  t h e  instruct ional
components o f  t h e  software can be  accessed and used
eff ic ient ly.

WHAT IS MY ROLE AS TEACHER?

The software is very easy t o  use and is designed t o  be sel f -
instructional, w i th  the only supplementary material necessary
being exist ing classroom mater ia ls.  S t u d e n t s  should begin
with the Alphabet Disk and complete the introduction as wel l
as a l l  lessons. I f  your students have not  used the computer
before, you  w i l l  need t o  teach  t hem h o w  t o  t u r n  on  t h e
monitor, boot ( turn on) the computer,  and handle the disks.
Your mos t  impor tant  ro le  as teacher i s  t o  be available t o
monitor student progress and encourage student at tent ion t o
the instructions provided by the software. T h i s  may include
frequent reminders t o  use appropr iate f inger ing o r  t e c h -
niques, o r  assist ing students b y  adjust ing cha i rs  o r  desks
(where possible). Y o u  may have t o  provide footrests when
students c a n n o t  t o u c h  t h e  f l o o r ,  o r  pi l lows/books w h e n
students cannot reach the keyboard comfortably.  I f  a  pr inter
is avai lable,  and  i f  y o u  wan t  students t o  p r i n t  o u t  t h e i r
individual graphs, you  w i l l  need t o  teach  t h e  use  o f  t h e
printer.
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ALPHABET DISK

This s t u d e n t  d i s k  inc ludes  1 1  t u t o r i a l  lessons
introducing t h e  alphabet ic  keys a s  w e l l  a s  some
punctuation and special function keys.

Additional pract ice mater ia l  i s  integrated in to  the
lessons i n  game  fo rma ts  f o r  speed development.
Upon complet ion o f  t h e  disk, a  game f o r m a t  f o r
accuracy development is provided.

An opt ion  t o  rev iew reaches f o r  each  lesson i s
included.

This disk may be used alone without management, or
with t h e  Management D i s k  t o  manage  s tuden t
records.

NUMBERS & SYMBOLS DISK

This s t u d e n t  d i s k  i nc l udes  7  t u t o r i a l  lessons
introducing t h e  n u m e r i c ,  spec ia l  f u n c t i o n ,  a n d
programming keys, using both the keyboard numbers
and a numeric pad.

Additional p rac t i ce  ma te r i a l  i s  provided i n  game
formats for speed and accuracy.

An op t i on  t o  r ev i ew  reaches f o r  each  lesson i s
included.

This disk may be used alone without management, or
with t h e  Management D i s k  t o  manage  s tuden t
records.

MANAGEMENT DISK

This d i sk  a l l ows  t h e  teacher  t o  manage s tudent
records on the  Alphabet and Numbers &  Symbols
Disks.
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D r i l l  &  T i m i n g  D i s k

U t i l i t i e s  D i s k

DRILL AND TIMING DISK

This s tudent  d i s k  includes d r i l l s  wh i ch  pace  t h e
students to encourage the development of  speed and
accuracy.

The teacher  m a y  use t h e  Util it ies Disk t o  en te r
practice mater ia l  on  th is  disk. F e e d b a c k  on  both
speed and accuracy is provided.

Students have the option o f  entering mater ia l  f r om
texts o r  o t h e r  c o p y  w i t h  feedback prov ided o n
speed. S t u d e n t s  m a y  t h e n  p rac t i ce  proofreading
skills by locating their own errors.

UTILITIES DISK

This disk al lows the teacher t o  author mater ia l  on
the D r i l l  and Timing Disk a n d  manage  s tuden t
records on that disk.

A f rustrat ion fac ing students and teachers, al ike, i s  the lack
of d r i l l  ma te r i a l  w i t h  proven v a l u e  i n  improv ing  s tuden t
accuracy. A t  t h e  present  t i m e ,  t h e  o n l y  known ways  t o
improve accuracy are through pract ice and keying at  a  speed
that i s  s l igh t l y  l o w e r  t h a n  t h e  student 's max imum speed.
Some of  the dr i l ls provided on the Dr i l l  and Timing disk pace
the students t o  keep t h e m  s l igh t l y  be low t h e i r  max imum
speed, thus encouraging the development of accuracy.

Knowledge o f  resul ts i s  an especially impor tant  too l  i n  t he
development o f  good keyboarding sk i l ls .  T h u s ,  w i t h  each
practice exerc ise,  t h e  s tudent  i s  g iven in fo rmat ion  about
speed performance and, in  la ter  lessons, about accuracy. I n
addition, t h e  management por t ion o f  t h i s  package provides
both student and teacher w i t h  a  graphic display o f  pe r fo r -
mance t o  permi t  the  ear ly  ident i f icat ion o f  plateaus and t o
encourage students, par t icu lar ly  i n  t h e  ea r l y  stages, w i t h
visual evidence o f  the  rapid improvement they w i l l  probably
experience. Knowledge  o f  results is one o f  the reasons why
students need visual access during early lessons.

WHAT DETERMINES THE ORDER IN WHICH THE KEYS
ARE PRESENTED?

Many factors are  involved in  deciding the  order in  which t o
present the keyboard. Such considerations include:

1. t h e  ease o f  making the keystroke. H o m e  row keys are
the eas ies t ,  f o l l o w e d  b y  " u p "  reaches  a n d  " d o w n "
reaches, w i t h  t h e  t o p  r o w  (numbers and symbols) t h e
most d i f f i cu l t .  I n  addit ion, index f inger  keys  a re  t h e
easiest with the ring and l i t t le  fingers the most d i ff icu l t .

2. t h e  frequency o f  use of  the keys. O n e  of the objectives
in developing the dr i l l  material  was to permit  the use o f
high frequency words appropriate to  third grade vocabu-
lary as soon as possible. T o  do that,  i t  was necessary to
present f i r s t  t h e  keys tha t  are  used most  of ten.  S i n c e
the keyboard was not designed systematically for  today's



on t h e  appropr ia te  response t o  b e  m a d e .  K i n e s t h e t i c
responses i n  keyboarding are  developed by making numerous
responses to  a given stimulus. Thus ,  students w i l l  " learn" to
strike an " r "  when desired by str iking that key many times.

Keyboarding, however, i s  no t  s imply learning the  26  alpha-
betic keys, 10 number keys, and various symbol keys. E f f i -
ciency i n  keyboarding i s  developed b y  "chain ing"- - that  i s ,
typing combinations o f  k e y s  a s  s ingle un i t s .  T h u s ,  i t  i s
necessary t o  ' learn" t o  key "e r, "  " f r , "  " t r , "  e tc . ,  i n  learning
the " r "  key. Such chains are not formed cognit ively. Ra ther,
they are developed by  repeti t ious typ ing o f  l e t te rs  forming
the chains as closely together as possible. W h i l e  teachers
over the years have used music and other devices t o  develop
"rhythm," t h e  ou tcome,  instead,  h a s  been  t o  i nh ib i t  t h e
development o f  chains. M e t r o n o m i c  rhythms (stroking keys
with equal intervals between) is  harmful  i n  developing key-
boarding skill and should not be used.

While many people learned t o  type  under conditions o f  no t
watching their fingers o r  the keyboard, research has provided
evidence that  watching the fingers, keys, or product produces
skill more quick ly.  T h u s ,  students should receive as  much
feedback as possible f rom these sources in the early stages of
learning. Encouragement (not  prescription) t o  keep eyes on
the copy  and  away f r o m  t h e  keyboard should be  g iven as
students acquire competence. Wa l l  charts hinder this process
and are not  useful learning tools because they inhibi t  visual
access to the keyboard and immediate feedback. I n  addition,
wall charts misrepresent the relationship of  the keys to each
other.

Another area i n  which learning has typ ica l ly  been hindered
has been the too early emphasis on accuracy. W h i l e  the end
goal o f  keyboarding is  learning how t o  key accurately,  i t  i s
important t h a t  e a r l y  emphasis b e  o n  speed,  w i t h  l a t e r
emphasis moving toward accuracy. T h u s ,  i n  th is  software,
during the presentation lessons on the keyboard, emphasis has
been placed o n  speed. G e n e r o u s  e r r o r  l i m i t s  have been
provided s imply t o  keep students f r o m  s t r i k ing  keys indis-
criminately.

WHAT SHOULD I PURCHASE?

What y o u  should purchase depends o n  w h a t  you  i n ten t  t o
teach, i f  you want to  save your student records, and how you
organize your class.

Before you purchase any  keyboarding software,  you should
decide the reason you want to teach keyboarding. (See pages
2-4 o f  th is  manual.) D o  you want  t o  prepare students f o r
word processing or  some o f  t he  many other  applications o f
the microcomputer such as programming, or using data bases
and spreadsheets?

If your goal is to:

1. p r e p a r e  students for  word processing, you must purchase
a package wh ich  teaches alphabetic,  punctuation, and
special function keys.

2. p r e p a r e  students fo r  some o f  the other applications, you
must purchase a  package w h i c h  teaches a lphabet ic ,
punctuation, number, symbol, and special function keys.

3. k e e p  t r ack  o f  your students' progress on the computer,
you m u s t  pu rchase  a  p a c k a g e  w i t h  management
capabilities.

4. h e l p  students develop substant ia l  gains i n  speed and
greatly improve accuracy through longer paragraph and
page dr i l ls ,  you  must  purchase a  package which allows
students to practice material of  up to 4,000 characters.
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What does CompuKeys offer?

USE:

Teach word processing
Manage student records

Teach other applications

Manage student records

Develop speed and accuracy

Author material and manage
student records

CompuKeys PACKAGE:

Alphabet Disk
with Management Disk

Alphabet Disk
Numbers & Symbols Disk
with Management Disk

Dri l l  and Timing Disk

Uti l i t ies Disk

How many copies should I purchase?

The answer to this question depends on how you organize your
class. Yo u  must have one package for your class with enough
additional student disks f o r  each computer in  your teaching
environment. T h e  char t  on the  fo l lowing page should help
you determine the number o f  copies you should purchase fo r
your classroom needs.

$
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by themselves, wi th in a classroom where other act iv i t ies
are taking place. T w o  drawbacks to  this approach are a
loss o f  teacher  a t ten t ion  t o  t h e  learning process and
missing the  informat ion being presented t o  t h e  res t  o f
the c lass  du r ing  t h e  t i m e  a  s tudent  i s  learn ing  t h e
keyboard. T h e  sound o n  t h e  computer  a lso  should b e
turned o f f  so i t  is not distracting to the rest of  the class.

5. O P E N  LAB:  Students  may need to  be sent t o  a centra l
location (e.g., a  l ibrary)  t o  complete the i r  keyboarding
lessons. T h i s  approach has both of  the problems outlined
in # 4 ,  above, as  w e l l  a s  remov ing  t h e  s tudent  f r o m
teacher observation. O n  the  other  hand, i f  t he  profes-
sional in that  environment is interested and competent in
keyboarding instruct ion,  and has t i m e  t o  g i ve  t o  i nd i -
vidual students, this approach can work well.

6. H O M E  USE: S t u d e n t s  may check out  the  sof tware t o r
use a t  home. T h i s  opt ion i s  least  desirable because i t
l imits instruct ion t o  those w i t h  t he  appropriate equip-
ment a t  home, and i t  has a l l  o f  t h e  o ther  drawbacks
outlined above fo r  se l f - instruction. O n  the other hand,
such an approach is  workable when equipment does no t
exist i n  t he  school, and parents can be drawn in to  the
educational experience. T h i s  approach m a y  a l so  b e
useful for  review purposes.

HOW DO STUDENTS ACQUIRE GOOD KEYBOARDING
SKILLS?

Several principles apply t o  learning how t o  keyboard, a l l  o f
which have been incorporated in to  t h e  development o f  t h i s
software. M a n y  practices that  have been used in the past to
teach typewr i t ing have since been found n o t  t o  b e  useful ,
and, in  many cases, have proven to  be detrimental in learning
to keyboard.

The pr incipal  sense t ha t  i s  used i n  learning t o  keyboard i s
kinesthesis--a muscular sensation t h a t  provides in format ion

7



HOW CAN I  ORGANIZE MY KEYBOARDING CLASS?

COPIES TO PURCHASE
Packages Additional

(1 student, student disks
1  management)

1
1  2

1  14

. -
f  \ I

CN
CNI

O \

— - - . - - ,

/ /  of Computers

1
3

15

V-1
CV

0
I n

0
Lr1

/ /  of Students

1-50
1-50

1-200
(max: 50/class)

1-200
(max: 50/class)

1-200
(max: 50/class)

1-200
(max: 50/class)

Instructional
Setting

Individual class
Individual class

Lab

. 0
a l-)

. 0

-  co :
. 0

n:—1

The del ivery  o f  keyboarding instruct ion c a n  t a k e  p lace  i n
many di fferent  ways:

1. C L A S S R O O M  L A B :  A  c lass  c a n  b e  o f f e r e d  i n  k e y -
boarding within a computer tab sett ing in the elementary
school. I n  t h i s  environment,  each  s tudent  w i l l  have
access to a computer or a typewri ter.  I t  is not e ffect ive
use o f  t ime  t o  have more  than one student assigned t o
the same keyboard. A  person learns to  key by keying. I f
there are  no t  suff ic ient  computers f o r  each student t o
have access t o  one, i t  is possible to  have some students
assigned t o  a  t ypewr i te r  f o r  d r i l l  purposes, using t h e
computer t o  complete each new lesson. T h e  sentences
that a re  reproduced i n  the user support manual can be
duplicated for  student use in such a sett ing. T h i s  model
is the preferred one-- t ime is  used most e f f ic ient ly,  and
the teacher  maximizes t h e  oppor tuni ty  f o r  h e l p  a n d
entry.

2. D I S T R I C T  LAB: A  simi lar setting can be used in a junior
or sen ior  h i g h  school .  S t u d e n t s  w o u l d  n e e d  t o  b e
transported t o  the school, or classes could take place on
weekends, a f te r  school, o r  dur ing the  summer. I f  th is
model i s  used, ample recognit ion must  be given t o  the
appropriate at tent ion span fo r  the ages o f  the  students.
Having f o u r t h  graders s i t  th rough t w o  hours o f  k e y -
boarding instruct ion each day f o r  a  f i v e -week summer
session does not make much sense.

3. S M A L L  GROUP: T h e r e  may be  some instances where
small groups c a n  b e  provided w i t h  a d u l t  supervision,
either i n  special classes (e.g., special education, g i f ted
education) o r  through t h e  use o f  a d u l t  volunteers o r
paraprofessionals.

4. L I M I T E D  COMPUTERS/ROTATION: W h e r e  the re  a r e
not suff ic ient  machines t o  permi t  f u l l  class par t ic ipa-
tion, students may need to  learn in small groups, or even
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WHO ARE THE AUTHORS?

Gary N .  McLean is a Professor o f  Business Education a t  the
University o f  Minnesota, St. P a u l .  D r .  McLean has over 20
years o f  exper ience i n  teach ing  keyboarding/ typewri t ing
(including his own s ix  children) and conducting research on
the subject. H e  has authored numerous ar t ic les and given
hundreds o f  presentations on keyboarding. H e  has authored
several textbooks, as  w e l l  as  a  monograph o n  TEACHING
KEYBOARDING/TYPEWRITING. D r .  McLean has served as a
consultant on  keyboarding t o  numerous school d is t r ic ts  and
corporations. H e  has also served as a  consultant on  o ther
keyboarding software materials.

Ronald R.  Geiser has been programming fo r  10  years. M r .
Geiser has  been  a n  educat ional  programmer f o r  a  l a rge
computer consortium since 1981. H e  specializes in  tu tor ia l ,
management, and authoring systems. H i s  objective has been
to set  new user-fr iendly standards f o r  each system h e  has
programmed. H i s  experience includes tutor ia l ,  management,
and au thor ing  sys tems f o r  Eng l i sh ,  phys i ca l  educa t ion ,
computer l i teracy,  and keyboarding. M r .  Geiser is current ly
working o n  h i s  own  word  processing package and  suppor t
uti l i t ies.

Timothy F .  C i m b u r a  h a s  b e e n  programming s i n c e  t h e
beginning of the Apple computer. H i s  experience and talents
lie espec ia l l y  i n  t h e  g raph i cs  a n d  s o u n d  aspec t s  o f
programming. H i s  major  accomplishment i s  t he  character
generator APEXTEXT, which is currently being used in many
educational packages wor ldwide.  M r .  C i m b u r a  i s  a l s o
president of Apex Software, publisher of APEXTEXT.

David C. Lindgren has a Masters degree in Business Education
and i s  a  teacher a t  Hudson Senior High School i n  Hudson,
Wisconsin. M r .  L i n d g r e n  h a s  b e e n  t e a c h i n g  business
education, including keyboarding, f o r  over 14 years. H e  has
extensive experience i n  using microcomputer  courseware.
Mr. L i n d g r e n  h a s  u s e d  s e v e r a l  keyboard ing  s o f t w a r e
packages, in his classrooms.

WHO SHOULD TEACH ELEMENTARY KEYBOARDING?

There are several options available fo r  providing elementary
keyboarding instruction:

1. t h e  regular classroom teacher

2. a n  elementary teacher  who  i s  g iven spec i f ic  responsi-
bi l i ty for  keyboarding instruction

3. a  business education teacher f r om t h e  junior  o r  senior
high school

4. a  support person within the school, such as a media aide,
librarian, computer lab instructor, etc.

5. a  community volunteer

6. i n  some instances, a  special education o r  g i f ted  educa-
tion teacher

7. s t u d e n t s  l e f t  o n  t h e i r  o w n  w i t h  ins t ruc t ion  provided
entirely from the software

Research at  present does not permit  a f inal answer as to  who
is in the best position t o  provide such instruction. Th ; , ,  last
choice l is ted (no instructor)  i s  probably no t  a  good choice.
No software can provide feedback as t o  the appropriateness
of the students' techniques and correct fingering. Inst ructors
should, at minimum, be competent at  keyboarding, have some
understanding o f  t h e  developmental  needs o f  e lementary
school children, and understand the rudiments of keyboarding
instruction.



WHAT OBJECTIVES SHOULD I HAVE FOR MY
KEYBOARDING STUDENTS?

What you can reasonably expect your students to  do depends
largely on thei r  ages and the amount o f  instruct ion provided
them. I n  general, students need about 30 hours of instruction
to acqui re  t h e  a b i l i t y  t o  use  t h e  c o r r e c t  f ingers  t o  k e y
without watching the  keyboard f o r  an inordinate amount o f
time.

Following 3 0  hours o f  ins t ruct ion a t  t h e  upper elementary
grades, average students wi l l :

1. k e y  alphabetic material  fo r  one minute at  approximately
25 gross words pe r  m inu te  (gwpm). ( G r o s s  words pe r
minute takes  i n t o  account  t h e  strokes keyed w i t h o u t
adjustment o r  penalty f o r  errors.) W i t h o u t  sk i l l  a t  th is
level, students receive l i t t l e  reinforcement t o  continue
using correct fingering.

2. k e y  alphabet ic  mater ia l  f o r  one  minute w i t h  n o  more
than th ree  errors.  E m p h a s i s  o n  accuracy (except  t o
prevent t h e  e n t r y  o f  nonsense) should n o t  begin u n t i l
students are keying approximately 25 gwpm.

3. u s e  appropriate fingers for  a l l  alphabetic keys.

4. k e y  number  a n d  symbol  m a t e r i a l  f o r  o n e  m i n u t e  a t
approximately 20 gwpm.

5. k e y  number and symbol mater ia l  fo r  one minute wi th  no
more than four errors.

6. u s e  appropriate fingers for  number and symbol keys.

Students should NOT be expected, wi th in  this t i rneframe, t o
key wi thout  watching thei r  fingers. Even  experts watch their
fingers a t  t imes .  S t u d e n t s  a t  t h e  a b i l i t y  l e v e l  o f  these
students w i l l  w a t c h  t h e i r  f i ngers ,  t h e  keyboard,  o r  t h e
monitor much of the t ime.

Joyce M .  L indgren i s  a  l icensed elementary teacher.  Ms .
Lindgren h a s  a  Masters  degree  i n  Ins t ruc t iona l  Des ign /
Educational Computing and has been designing and developing
educational sof tware f o r  10  years. S h e  is  cur rent ly  Coor -
dinator o f  Inst ruct ional  Services f o r  a  l a rge  educat ional
computer consortium. H e r  major responsibilities fo r  the past
several y e a r s  h a v e  b e e n  d e s i g n i n g  a n d  d e v e l o p i n g
keyboarding, w o r d  process ing ,  a n d  c o m p u t e r  l i t e r a c y
materials for students in grades K-12.

WHERE CAN I GET HELP?

A bibl iography o f  useful  t ex t s  and periodical references i s
appended. F o r  informat ion about learning t o  keyboard, t he
West and McLean references are part icularly recommended.
Specific questions can be directed to:

Dr. Gary N. McLean
Professor, Business Education
420D Vo-Tech Building
1954 Buford Ave.
St. Paul, MN 55108
(612) 373-9723

CompuKeys, Inc.
P. 0 .  Box 8142
St. Paul, MN 55108
(612) 641-0039



REFERENCES

KEYBOARDING REFERENCES

Alexander, W.  J. ,  &  P.  A .  Dickey-Olson. " Issues Related t o
Keyboarding." Da ta  Base, Spring, 1983, 4-6.

Andrews, D .  " T e a c h  Yo u r s e l f  To u c h -Typing." P o p u l a r
Computing, January, 1984, 180-182, 184, 187.

Dickey-Olson, P .  A .  " K e y b o a r d i n g . "  B a l a n c e  S h e e t ,
November, 1981, 91-93.

Dickey-Olson, P.  A .  " R e m e m b e r  When Business Educators
Taught Business Classes--." J o u r n a l  o f  Business Education,
October, 1982, 11-12.

D'Souza, P.  "Us ing  the Microcomputer to  Learn Keyboarding
Skills." Century  21 Reporter, Fall, 1983, 10-11.

Erickson, L .  " T y p e w r i t i n g  v s .  Keyboarding--What's t h e
Difference?" Century  21 Reporter, Fall, 1983, 5-9.

Lambrecht, J .  J . ,  &  J .  M .  Pu l l i s .  " C o m p u t e r  Ass is ted
Instruction i n  Typ ing. "  E d u c a t i o n a l  Computer  Magazine,
May-June, 1983, 42-45, 66-68.

Ownby, A .  C . ,  &  H .  Perreaul t .  "Keyboard ing :  A  N o -Fai l
Model." Business Education Forum, May, 1983, 9-12.

Rigby, S. "Keyboarding is for  Everyone." Business Education
Forum. October,  1983, 13-14.

Robinson, J .  W .  " L e a r n i n g  t o  Keyboard: M i c r o -tutor ing
vs./and 'L ive '  Instruct ion."  C e n t u r y  2 1  Repor te r,  Spr ing,
1983, 11-12.

Robinson, J .  W., &  G. L .  Johnson. "Learn ing  Microcomputer
Keyboarding." Balance Sheet, March, 1982, 228-231.

i

that 62 percent of  al l  elementary schools in the United States
had a t  l eas t  o n e  microcomputer  i n  u s e  f o r  ins t ruc t iona l
purposes. T h e r e  is no question that this number has increased
dramatically since the t ime of tha t  survey. W i t h o u t  inst ruc-
tion in  keyboarding, students have access only to  a "hunt and
peck" approach to f inding the correct keys.

In the  ear ly  stages o f  microcomputer  use, students may be
able t o  ge t  by  w i t h  "hunt ing and pecking."  N o  inordinate
amount of  t ime is wasted while students look for  a "Y"  or "N"
to respond to a specific question. However,  when the teacher
is ready t o  move students on t o  word processing or  some o f
the many other applications o f  the  microcomputer,  students
who have  n o t  developed appropr iate sk i l l s  f i n d  t h a t  t h e y
spend m o s t  o f  t h e i r  t i m e  look ing  f o r  k e y s  r a t h e r  t h a n
entering in format ion.  C lass room  t i m e  i s  then used i n e f f i -
ciently. Students  and teachers al ike are frustrated, and the
computer becomes a hindrance to learning rather than an aid.

Further, wha t  students learn a t  ear l y  stages a f f ec t s  l a t e r
learning. T h u s ,  i f  "hun t  and peck"  habi ts  a re  established,
they become very  d i f f i cu l t  t o  break when t h e  students are
older and are  at tempt ing t o  develop greater  prof ic iency a t
the keyboard. A n d ,  n o  m a t t e r  h o w  good  students m a y
become a t  such "hunt and peck" methods, the i r  sk i l l  level is
capped sooner (at  about 40 gross words per minute a t  most)
and fa t igue  i s  g reater  t han  when appropriate f inger ing i s
used.

At  this t ime, using the computer effect ively is motivating for
most elementary school students. Cap i ta l i z ing  on this factor
can enhance the learning o f  a l l  students, f rom students w i th
special needs t o  g i f t ed  students. T h e  bu i l t - i n  indiv idual i -
zation o f  ins t ruc t ion  t h a t  occurs  o n  t h e  computer  i s  a
positive factor  fo r  dealing w i th  a range o f  student abi l i t ies.
Again, however, the  more students are capable o f  using the
keyboard correct ly,  the more they are able to  take advantage
of what the computer has to offer.



WHAT IS KEYBOARDING?

Keyboarding (or  keying) has become a popular term to  use to
refer t o  the  process o f  using t h e  appropriate f ingers o n  a
typewri ter or  computer keyboard wi thout  regard fo r  fo rmat -
ting problems. T h u s ,  the  pr imary emphasis o f  instruct ion i n
keyboarding i s  d i r e c t e d  t o w a r d  s p e e d  a n d  accu racy  o f
entering characters.

AT WHAT GRADE LEVEL SHOULD INSTRUCTION IN
KEYBOARDING BEGIN?

There i s  no one " r igh t "  answer t o  th is  question. T h e r e  are
studies indicat ing success i n  teach ing keyboarding o n  t h e
microcomputer t o  preschool  ch i ld ren .  S u c h  ins t ruc t ion ,
however, requ i res  in tens ive teacher  a t t e n t i o n  a n d  h i g h l y
motivated students and,  o f t en ,  paren ta l  involvement.  I n
addition, because o f  s tuden t  hand  s i z e  a n d  psychomotor
development, major adjustments may need to  be made in how
such students key.

By the t ime students are in  the second t o  th i rd  grades, they
are o f t e n  physio logical ly  capab le  o f  u s i n g  t h e  c o r r e c t
fingering and  techniques f o r  keyboarding. M o s t  studies i n
keyboarding h a v e  ind ica ted  t h a t  s tuden t  a t t e n t i o n  span ,
physiological development, and mot ivat ional  levels seem t o
come together best  a t  about  t h e  f ou r th  grade. T h u s ,  t h e
materials used i n  CompuKeys has been drawn f r o m  t h i r d -
grade read ing ma te r ia l .  T h i s  c l ea r l y  does  n o t  prec lude
instruction a t  ea r l i e r  stages i f  t he re  i s  suff ic ient  teacher
support and f lex ib i l i ty.

WHY SHOULD ELEMENTARY STUDENTS LEARN TO
KEYBOARD?

There i s  n o  quest ion about  t h e  popu lar i ty  o f  t h e  m i c r o -
computer in education and in the home, beginning as early as
preschool. S tud ies  conducted in  September, 1983, indicated
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BACKGROUND

Congratulations! Y o u  h a v e  s e l e c t e d  t h e  keyboa rd i ng
software package t h a t  combines t h e  b e s t  o f  educat ional
research on the acquisition of keyboarding skil l and "s ta te-of -
the-art" programming.

WHAT ARE THE OBJECTIVES OF THIS MANUAL?

The objectives of  this user support manual are to:

o define keyboarding.
o suggest t he  grade level  a t  wh ich  keyboarding ins t ruc-

tion should begin.
o provide a  rat ionale f o r  keyboarding instruct ion a t  t he

elementary school level.
o suggest ob jec t i ves  f o r  a n  e lemen ta ry  s c h o o l  k e y -

boarding course.
o suggest options for  delivering keyboarding instruction.
o provide suggestions o n  h o w  t o  organize a  c lass  f o r

keyboarding instruction.
o provide educat ional ly  sound procedures f o r  teach ing

keyboarding.
o explain how t h e  order o f  key  presentation was de te r -

mined.
o def ine the  role o f  the  teacher in  a computer-presented

keyboarding class.
o ident i fy  t h e  features o f  CompuKeys and explain how

they benefit  the students.
o provide suggestions for evaluating student performance.
o describe the options for purchasing software.
o explain t h e  overa l l  keyboarding package and how t h e

various disks relate to each other.
o provide an order form for  you to purchase CompuKeys.
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STUDENT SAMPLE

This section o f  t h e  user support manual w i l l  include screen
displays of each screen the student w i l l  see, wi th  an explana-
tion o f  why the  program functions as i t  does at  each point.
Any screen can be easily identi f ied, and teachers w i th  l i t t l e
background in keyboarding can determine why various educa-
tional judgments were made.

MANAGEMENT UTILITIES

This section o f  the  user support manual w i l l  include screen
displays o f  each screen i n  the  management program. A n y
screen can  b e  eas i ly  ident i f ied,  a n d  teachers w i l l  b e  i n -
serviced i n  t h e  use  o f  t h e  management system f o r  t h i s
package. (See diagram on the following page.)

APPENDICES

This section o f  the user support manual w i l l  include several
items t o  help users integrate this package in to  the curr icu-
lum.
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I Z I A M I N G O W S I l i f f

The purpose of this manual is to  provide you wi th background
information about keyboarding and t o  introduce you t o  the
CompuKeys Keyboarding Series.

WHAT IS CompuKeys?

CompuKeys i s  a  courseware package designed t o  he lp  s tu -
dents learn correct  f ingering and techniques for  keyboarding,
and t o  help them develop t he i r  keyboarding sk i l ls  by  p rac -
ticing on appropriate sentence and paragraph materials.

The CompuKeys Keyboarding Ser ies inc ludes a  comp le te
management sys tem,  w h i c h  a l l o w s  teachers  t o  m o n i t o r
student progress w i thou t  separate test ing.  Te a c h e r s  m a y
obtain rosters, records, graphs and prof i les o n  one pr in tou t
for 1 t o  50 computers in the instructional setting.

Grade Level: E l e m e n t a r y  Version
Secondary Version

Type of Program: T u t o r i a l / D r i l l  and  Pract ice/Educat ional
Game

Hardware
Requirements: 4 8 K  Apple II+, Ile, or IIc

- 7  ri t r  , A l t h o u g h  the program only requires 48K,
I L t  i t  w i l l  t a k e  advantage o f  add i t i ona l=  t o

c  m e m o r y .•-••••••, . - I

A p r in te r  i s  required f o r  t he  p ro f i l e  i n
the management system.



CompuKeys, Inc.
P. 0 .  Box 8142
St. Paul, MN 55108

Copyright (c) 1985 by CompuKeys, Inc.
Al l  rights reserved.

CompuKeysTM i s  a  t rademark  o f  CompuKeys, I nc .  o f  S t .
Paul, MN.

APEXTEXT, t h e  character  generator program used i n  t h i s
package, is copyrighted (1983) by Tim  Cimbura, 1163 Khyber
Lane, Columbia Heights, MN 55421.

Apple® i s  a  registered t rademark o f  App le  Computer,  I nc .
of Cupertino, CA.  Reference hereinafter in this manual is to
the Apple.

Apple Computer,  Inc.  makes no warranties, e i ther  expressed
or imp l ied ,  regarding these  compu te r  so f tware  packages,
their merchantabi l i ty  o r  f i tness f o r  any par t icu lar  purpose.
The exclusion of  implied warranties is not permit ted by some
states. T h e  above exclusion m a y  n o t  apply t o  you.  T h i s
warranty provides you w i th  specif ic legal  r ights. T h e r e  may
be other r ights that  you may have which vary f rom s ta te  t o
state.

DISTRIBUTION

CompuKeys is  sold by CompuKeys, Inc. f o r  use in education.
Duplication o f  CompuKeys wi th in  the educational agency i s
prohibited unless the agency has licensed the courseware.

DISCLAIMER

CompuKeys i s  so ld  w i t hou t  war ran ty  w i t h  respect  t o  i t s
applicability t o  meeting the purchaser's needs. CompuKeys,
Inc. w i l l  make every e f f o r t  t o  assist users having d i f f i cu l ty
with program use.  H o w e v e r ,  a n y  loss o f  d a t a  o r  o t h e r
inconvenience result ing f rom using CompuKeys remains the
l iabi l i ty of the purchaser.

Thank you for reviewing CompuKeys!

CompuKeys, Inc.
P. 0 .  Box 8142
St. Paul, MN 55108
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