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Keyboarding Essentials

Ground Rules to practicing your Typing skills
Before learning to type, take a look at the keyboard setup. The number of keys varies between
50 to 54. The key row beginning with the character “A” is referred to as the “Home Row”. This

row is very important in learning typing as it acts as the ruling base in typing the keys.
1. Keep the left hand four fingers as mentioned below:

e The little finger on ‘A’
e The ring finger on ‘S’
e The middle finger on ‘D’

e The index finger on ‘F’.
2: Keep the right hand four fingers as mentioned below:

e The little finger on *;’
e The ring finger on ‘L,
e The middle finger on ‘K’

e The index finger on ‘J’.
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Following the guide above keep your eight fingers lightly placed on eight keys of the Home row,
palms slightly above the frame of the keyboard and bend the finger a bit to adjust yourself so that
you can press the keys easily.

Press and Release the key as quickly as you can. Always use Right hand thumb to press Space
bar key.

Keyboarding Finger Chart
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space bar
Left Right
Home Row Keys: ASDF Home Row Keys: J KL ;
Color Coded Version

*Help is available on Resource 1 Link below.
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Appropriate Seating Posture

0-20" below horizontal
Vg - line of sight (stightly
below eye level)

.....

Screen should be free
' of glare and should tilt
Upper Back : y and pivot

Lower Back (et
(support lumbar curve) SR Arms
(minimal bend at the wrist)

Sitting Bones
(distributed pressure)

\Area Behind the Knee
(not touching seat pan)

Thigh Behind the Knee
(distributed pressure)

Feet
(flat on floor or footrest)
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Good sitting posture at your workstation means your shoulders are relaxed, your feet are flat on
the floor, and you can sit up straight to do your work.

Guidelines include:

e A chair that helps you keep your normal spinal curvature. A supportive chair:

o Isadjustable, so that you can set the height to rest your feet flat on the floor. Keep
your feet supported on the floor or on a footrest to reduce pressure on your lower
back. Some people like to sit in a slightly reclined position because it puts less
stress on the back, although this may increase stress on the shoulders and neck
when reaching for items.

o Supports your lower back.



Imunu:tinna.l

ISMD =

Dinribminn

o Has adjustable armrests that allow your elbows to stay close to your sides. If you
are not comfortable with armrests, move them out of your way. It is still important
to keep your arms close to your sides even if you choose not to use armrests.

o Has a breathable, padded seat.

o Rolls on five wheels for easy movement without tipping.

e A computer keyboard and keyboard tray that allow comfortable typing or keying.

o Your keyboard should be at a height that allows your elbows to be bent about 90
degrees and close to your sides.

o Many keyboards and keyboard trays have wrist supports to help keep your wrists
in a neutral, almost straight position. But wrist pads are just there for brief rests.
They are actually not meant to be used while you are typing. But some people
find the pads helpful even when they are using their keyboard or mouse. When
you type or use your mouse, try raising your forearms a little so your wrists are in
a neutral position and your arms and hands can move freely. If you have arm rests
on your chair, you may be able to adjust them so your forearms are parallel to the
floor and your wrists are neutral. Your wrist is in a neutral position when the
thumb is in line with the forearm and the wrist is bent slightly back, such as when
your arm is hanging at your side. You may want to alternate between resting your
wrists on the pads and raising them up. If you use a wrist pad, it's best to rest your

palm or the heel of your hand on the support, rather than your wrist.
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o The tilt of the keyboard can be adjusted. Some people find in more comfortable if
the keyboard is flat or tilted slightly down at the top. Try different tilt angles to

see what is most comfortable for you.

Right and Wrong way position Hands
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Right and Wrong way to sit at Workstation

Resource I: Interactive Typing / Finger Placement Tutorial

http://www.customtyping.com/tutorials/kb/Correct fingering.htm

Resource II: Practice on your own at any time.

http://www.sense-lang.org/typing/tutor/lessons.php?lang=EN&lesson=1



http://www.customtyping.com/tutorials/kb/Correct_fingering.htm
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