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Objective 2.4.0.A1 
Keyboard Mastery – Part I 
 

 

To complete this objective, you will need the following: 

Gregg College Keyboarding & Document Processing text, 11e (Lessons 1-20) 
 

Turn in this objective when Lessons 1 through 5 have been completed AND all 

sections have been signed by an Instructor. 

 

One important item to remember in typing is to follow all directions given on the 

objective sheets.  Each objective sheet contains your goal, the learning activities, and the 

assignment.  If the directions in the typing book/handout are different than on the 

objective sheet, follow the directions on the objective sheet.  Your objective sheet is your 

guide; keep it with you as you type. 

 

Typing by Touch 
Practice with a purpose.  Do not type just to be typing; type to master the alphabet keys 

by touch—without looking at the keys.  Your speed will improve with practice. 

 

Getting Started 
Find an available computer in the B&OT Computer Lab and log on to the network.  Open 

a Web browser and go to avtec.gdp11.com. To log in to the Gregg College Keyboarding 

Web site, use your AVTEC User ID and use your Student ID as your password.  

 
GOAL 
Your goal in this objective is to: 

 

 Type by "touch"—without looking at the keys—using proper technique. 

 Complete Lessons 1 through 5 

 Complete a 1-minute timing with a minimum speed of 14 words per minute 

(wpm) with no more than three errors (14 wpm/1’/3e). 

 Determine how to count errors and determine typing speed. 

 Demonstrate proper typing technique. 
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LEARNING ACTIVITIES 
Complete the following Lessons and Exercises listed below.  If at any time you have 

questions, see an Instructor. 

 

Make sure any required sections needing an Instructor’s signature have been 

signed, and that the Assignment section of this objective is successfully completed. 

 

Required Lessons and Exercises for Objective 2.4.0.A1 
 

Lesson 1 Complete exercises A, B, C, D, E, F, G, H, I, J 

  Pages 3 – 5 Enrichment Lesson 1 exercises are optional on page 6. 

 
STOP after completing Exercise J and have an Instructor initial 

your work. 

 
Instructor’s Initials & Date ______________ 

All Exercises have been completed 

Lesson 2 Complete exercises A, B, C, D, E, F, G, H, I 

  Pages 7 – 9 Enrichment Lesson 2 exercises are optional on page 10. 

Lesson 3 Complete exercises A, B, C, D, E, F, G, H 

  Pages 11 - 12 Enrichment Lesson 3 exercises are optional on page 13. 

Lesson 4 Complete exercises A, B, C, D, E, F, G, H 

  Pages 14 - 16 Enrichment Lesson 4 exercises are optional on page 17. 

Lesson 5 Complete exercises A, B, C, D, E, F, G 

  Pages 18 - 19 Enrichment Lesson 5 exercises are optional on page 20. 

 
STOP after completing Exercise G and 

have an Instructor initial your work. 

 
Instructor’s Initials & Date ______________ 

All Exercises have been completed 

 

 
ASSIGNMENT – Exercise H (1-Minute Timing, 14 wpm/1’/3e) 
Your goal is 14 wpm/1’/3e or 14 words per minute (wpm) during a 1-minute timing with 

3 errors or less.  The 1-Minute Timing is found on page 19, Exercise H. 

 

COMPLETE ONLY THREE one-minute timings, then stop and determine your speed 

and the number of errors.  Have an Instructor check your work after your second timing. 

 

Instructor’s Initials and Date ______________ 

14 wpm/1’/3e Goal – Actual Speed _______ Errors _______ 
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Attach a Progress Sheet 
Attach a Progress Sheet to this objective and turn your work into the Instructor’s top tray 

located in the Computer Lab.  An Instructor will evaluate and rate your work and then 

return it to your mailbox. 

 

 Before proceeding, check to see that you have all the required Instructor 

signatures. 

 A Progress Sheet is attached to the top of this objective. 

 

After you have turned in this objective, go on to the next objective, Objective 

2.4.0.A2.  The 2.4.0.A2 Objective Sheet can be found in the top Typing file drawer 

located in the Computer Lab. 


