DIGITAL COMMUNICATION TOOLS

MICROTYPE 4 ASSIGNMENTS
ON ALPHABETIC KEYBOARDING

These assignments are to be worked on at your own pace, but the goal is to be finished with Lessons 1-20 in approximately two weeks.  DO ONLY THE LESSON & SUMMARY REPORTS WHEN TOLD TO DO SO.
1. Lesson 1—Home Row, DO ALL (Stop at Games)

2. Lesson 2—Review, Do ALL,  PRINT LESSON REPORT
3. Lesson 3—h & e.  Do learns, combine, and improve keystroking.
4. Lesson 4—i & r.  Do learns, combine, and improve keystroking.

5. Lesson 5—Review, Do ALL  PRINT LESSON REPORT
6. Lesson 6—o & t.  Do learns, combine, and improve keystroking.
7. Lesson 7—n & g.  Do learns, combine, and improve keystroking.

8. Lesson 8—Left shift key & (.)  Do learns, combine, and improve keystroking.
9. Lesson 9—Review.  Do ALL  PRINT LESSON REPORT
10. Lesson 10—u & c.  Do learns, combine, and improve keystroking.
11. Lesson 11--w & Right shift key.  Do learns, combine, and improve keystroking.

12. Lesson 12—b & y.  Do learns, combine, and improve keystroking.
13. Lesson 13—Review.  Do ALL.  PRINT LESSON REPORT
14. Lesson 14—m & x.  Do learns, combine, and improve keystroking.

15. Lesson 15—p & v.  Do learns, combine, and improve keystroking.

16. Lesson 16—q & (,).  Do learns, combine, and improve keystroking.

17. Lesson 17—Review.  Do ALL.  PRINT LESSON REPORT
18. Lesson 18—z & (:).  Do learns, combine, and improve keystroking
19. Lesson 19—CAPS LOCK & (?).  Do learns, combine, and improve keystroking.
20. Lesson 20—TAB & BACKSPACE.  Do learns, combine, and improve keystroking PRINT SUMMARY REPORT.
NUMERIC KEYBOARDING

21. Lesson 7--/ & $.  Do learns, combine, and improve keystroking.

22. Lesson 11—‘ and “.  Do learns, combine, and improve keystroking.

KEYBOARD CHART TEST
