CBOT 417





Name  __________________________

Skillbuilding

Directions for First Day of Typing

Directions:  Because there are three different typing classes, CBOT 415, CBOT 417, and CBOT 439 in the classroom at the same time, the Instructor will work with the larger group of CBOT 415 students first.  Please read and follow the directions below carefully until the Instructor or Lab Assistant is able to work with your group. The directions below will show you how to start the Skillbuilding typing program and what pages to do.

To Log On to the Skillbuilding Program

1. Insert your Flash drive into USB drive.

2. Next, double-click the Skillbuilding icon on the Desktop.  This will open the Skillbuilding typing program.  

3. Next, you will see the blue/white “Logon” dialog box.  You will need to do the following:

a. Type your first name only.

b. Hit the tab key and then type your last name.

c. Hit tab key again, type CBOT417 (do not space between CBOT and 417).

d. For the password, type the password assigned to you by the instructor.
4. Next, open your SkillBuilding textbook and read pages iv, v, and vi only for an overview of the different program sections you will be practicing.

Determining What Level to Begin

5. Go to page xiii of your textbook in the section titled "30-Hour/6-Week Skillbuilding Course."  Determine if you are a Level 1 or a Level 2 typist.    

Level 1—you type BELOW 40 words a minute

Level 2—you type ABOVE 40 words a minute

So, if you are typing at 35 words a minute, you are on Level 1.  If you type 42 words a minute, you are a Level 2.

6. Once you have estimated your Level (1 or 2), the Course Plan Outline will determine exactly what lessons you will be typing to help you increase your speed & accuracy.  If you are a Level 1 student, you will be typing only the lessons on the left half of the Course Plan Outline on page xiii.  However, if you are a Level 2 student, you will be typing only the lessons on the right half of the Course Plan Outline on page xiii.  If you are not sure of your starting Level, the Lab Assistant will assist you.  The Level will be important only when you have completed all your entry timing tests.

CBOT 417 Skillbuilding
Directions for First Day of Typing

Page 2

Preparing to Take your Entry Timing
Directions:  Next, you are going to do a warmup on the top of page 2 and then take the timing below the warmup lesson to determine your entry typing speed. Your entry typing speed will be compared to your exit typing speed to determine the amount of your improvement between the beginning of the course to the end of the course.

7. Turn to page 2.  As per the directions in page 1, and type the three-line “Warmup” on the top of page 2 for 2 minutes beginning with the words “Most people think that …”  

8. When you have finished the warmup exercise, take two three-minute timings on page 2 from the sentence that begins “Business today needs to be ….”  Type as much of the six paragraphs as you can.  If you finish the six paragraphs before the three-minute timing is over, begin the timing again from the top. The computer will automatically stop you when the time limit is over.

9. Select the better of the two three-minute timings, and record your speed & errors on the “Progress Check Graph” on page xvi (use pencil if you do not plan to keep your textbook.)  
Alphabetic Diagnostic Timing

Directions:  Read all of page 3. You will be typing the Alphabet Practice—Diagnostic Timing on page 4.  The timings will help you determine which letters of the alphabet you mistype the most often and help you to select practice lessons to remedy the errors.

10. Go to Page 4 and type the five-line warmup/practice session on the top of page 4 for two minutes.  When you have finished the warmup on page 4 precede to the next step.
11. Next, type two 3-minute timing on page 4 beginning with the line “Jerry Riech got his…”  Find your errors, compute your speed, and record your results.

12. Repeat the 3-minute timing again on page 4 again.  Find your errors, compute your speed, and record your results.

Number Practice Entry and Exit Timings
Directions:  Next, you will be taking timing on numbers to determine your entry speed and accuracy for typing numbers.  Turn to page 116 on the flip side of the textbook.

13. Type the “Warmup” practice for 2-minutes at the top of page 117.  
14. When you have completed the warmup lesson, read the directions for Timing A and type each line once on a one-minute timing.  Repeat Timing A again.  

15. Type Timing B.  Follow text directions for Timing B.

16. Type Timing C.  Follow text directions for Timing C.

17. You have completed Week 1 of Day 1’s work for today.

18. If you have time, proceed onto Day 2’s lessons.  You can work ahead!
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