KEYBOARDING TECHNIQUES
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Position of Hands

Keep fingers curved

Strike keys with appropriate fingers

Keep fingers over or near home row

Use quick keystrokes with immediate key release

Keep right thumb curved and close to space bar

Position of Wrists and Arms

Reach with fingers without twisting wrists or moving arms

Forearms should be parallel to the slant of the key board

Hold wrists down near, but not resting on the front of the keyboard

Do not buckle you wrists upward

Keep your elbows, arms, and wrists steady as you keyboard

Keep elbows near body

Posture and Position of Body

Adjust your chair to an appropriate level for you

Feet flat on the floor

Body seated back in chair

Eyes on copy

Sit up straight

Place the keyboard in a comfortable position for you

Miscellaneous

You must use your keyboard cover during the Alphabetic Keyboarding Section

Take frequent short breaks (every 15-20 minutes or between sections)

Keystrokes should be quick, sharp strokes

Type at a steady pace, without breaks or pauses (develop a rhythm)

Do not allow yourself to fall behind

Focus first on ACCURACY, and then focus on speed.
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