 Timed Writings

1. Timed writing word scales:

A. Indicate the number of words per minute keyed.

B. Indicate the number of strokes per minute keyed.

C. Are only useful when keying one minute timed writings.

D. Are only used by the teacher.

2. The most beneficial practice to achieve faster speed is to keep:

A. Elbows inward.

B. Eyes flat on copy being keyed.

C. Feet flat on the floor.

D. Fingers curved.

3. To figure your Gross Words a Minute for a keyboarding timed writing, count:

A. Letters and numbers

B. Punctuation marks.

C. Spaces.

D. All of the above

4. A standard or average word in keyboarding  consists of how many letters, numbers, symbols, or spaces?

A. Four

B. Five

C. Six 

D. Seven

5. Other than speed in timed writings, which two items should be stressed?

A. Accuracy and concentration

B. Accuracy and performance

C. Technique and accuracy

D. Technique and errors

6. The purpose of timed writings are to improve your:

A. Mindset and speed.

B. Performance and accuracy.

C. Speed and accuracy.

D. Technique and mindset.

7. Timed writing word scales reveal the number of words in a :

A. Report.

B. Line.

C. Passage.

D. Sentence.

8. In keyboarding, GWAM means:

A. Guide words a minute.

B. Guided words a minute.

C. Gross words a  minute.

D. Gross work a minute.

9. Speed in keyboarding is measured in:

A.GWAM

B.WAGM.

C. GAWM.

E. GMAW.

10. It is necessary to proofread or note you errors:

A. Only when completing 5 minute timed writings.

B. Only when completing 2 minute timed writings.

C. Only when a grade is being taken on timed writings.

D. After completing any timed writing to measure speed and accuracy.

11. A fifty- stroke line in a keyboarding timed writing contains the following number of words:

A. 10

B. 12.

C. 14.

D. 16.

12. Word scales used in timed writings, make sure you have:

A. Document.

B. Line.

C. Paragraph.

D. Sentence.

13. To improve accuracy on timed writings, make sure you have:

A. Correct posture.

B. Eyes on CRT or monitor.

C. Lax control.

D. Uneven pace.

14. Timed writings:

A. Must be three minutes in length.

B. Must be two minutes in length. 

C. Must be five minutes in length.

D. Can be any length.

15. In keyboarding, a 70-stroke line contains:

A. 14 words.

B. 10 words.

C. 5 words.

D. A sentence.

16. Resting your wrist on the frame of the keyboard is:

A. Recommended to increase your speed.

B. Not considered a good technique.

C. Recommended if  your hands are small.

D. Recommended if your hands are large.

17. If you key in a 12 word line two times in one minute, your GWAM could be:

A.24

B.12.

C.36

D.20

18. The recommended attitude for taking 5- minute timed writings is:

A. Total relaxation of mind and posture.

B. Total concentration.

C. Relaxed but a little talkative.

D. Extremely relaxed posture.

19. In order to increase keyboarding speed the keyboardist  must concentrate on:

A. Correcting errors.

B. Keeping eyes on the monitor.

C. Long term goals

D. Short term goals.

20. Taking timed writings using the automatic word wrap feature should:

A. Improve your accuracy.

B. Improve your technique

C. Reduce your concentration.

D. Increase your speed.

21. A 75-stroke line in keyboarding commutes to the following , you should use the:

A.12.

B.13.

C.14.

D.15.

22. To compute your GWAM after taking a 5 minute timed writing, you should use the:

A. Bottom and Cumulative word scale.

B. Cumulative and bottom word scale.

C. Side and bottom word scales.

D. Side and cumulative word scales.

23. The number of minutes used in most timed writings are:

A. Five and ten.

B. One and five.

C. One and two.

D. Three and five.

24. In speed drills and timed writings, you should be competing with your:

A. Class as a whole.

B. Classmates.

C. Self.

D. Teacher.

25. When checking to errors after a timed writing, count a maximum of:

A. 1 error per word.

B. 2 errors per word.

C. 5 errors per word.

D. 5 errors per word.

26. Making numerous corrections at the computer keyboard during a 5 minute timed writing will:

A. Check position at keyboard.

B. Check technique. 

C. Correct errors.

D. Proofread copy.

27. After completing a 5- minute timed writing, you should:

A. Check position at keyboard.

B. Check technique.

C. Correct errors.

D. Proofread copy.

28. During a 5 minute timed writing, you should:

A. Pause between words.

B. Check your hand positions frequently . 

C. Keep a steady rhythm.

D. Stretch periodically.

29. The number of strokes in keyboarding that is equal to one average word is:

A. 3.

B. 5.

C. 7.

D. 9.

30. To develop accuracy, the keyboardist is require to give equal attention to each stroke and space and space as well as to this type of pace:

A. Fast

B. Light.

C. Slow.

D. Steady.

