Arkansas Business Education Association

Keyboarding Swap-Shop

Tips:

· To help keep students on track some instructors reward students by playing the radio while students work.

· Provide periodic stretch breaks for students.

· Utilize Microtype to conduct timed writing activities for students.

· Sing the Alphabet song slowly for students to key to. Allow students to view keyboard keys. Conduct this activity for approximately two weeks.

· Have plastic cups near each student to place on top of computer monitor once they have completed introduction practice activity when learning new keys. The instructor will visit each student upon completion of studying the new keys to conduct a brief review to determine student competency.

· Utilize Venn Diagrams of terms such as formatting, letter parts, and other concepts to assist students in compare and contrast elements.



· Football Bulletin Board Idea: 



Create a Football field



Create a football 



Break class out in teams



Conduct a timed writing



Pull out 3 timed writing times from each team


       
       It is not necessary to announce which team member’s time was pulled



Average the scores for each individual team



Move football across field in pre-determined increments for winning team



Reward winning team upon completion of this activity

Other Great Keyboarding Activities Found At:

http://bigelow.afsc.k12.ar.us/balducci.htm
Fun ways to teach Business Letters:

· Have students write letters to celebrities and mail them 
(students often will receive a response) 

a. www.fanmail.biz
· Have students write “Flat Stanly” letters to business instructors across the country. Have students tell about their community and request that the instructor write back and tell about his/her community.

· Have students write past instructors

· Locate a “specific” military person and have students write letters to the military person and other individuals in his/her unit. 

Teaching Strategies:

· Tactile/Kinesthetic Activities
a. Understanding Letter Parts

i. List letter parts on card stock

ii. Print and cut out

iii. Place letter parts in zip lock bag

iv. Distribute bags to student groups

v. Instruct students to assemble letter parts in correct order

vi. Reward the first group to complete the activity

b. Understanding Vocabulary

i. Write vocabulary term on index cards and place face down

ii. Split class in half and create two parallel lines of students

iii. Instructor will read a definition for a given term

iv. Student teams take turns matching the correct term to the definition

v. Reward winning team upon completion of this activity

c. Teaching Posture

i. Instructor will place chair at front of room

ii. Students will mimic teacher as the instructor covers correct ergonomic posture from head to toe
d. Simon Says

i. Play Simon Says with students when learning the input, output, auxiliary, and processing devices.

ii. Students who move at all or look around at classmates are “Out”.

iii. Reward winner upon completion of activity
E-mail in Keyboarding

· Free student e-mail available at gaggle.net 

· Have students research a concept such as science or history. Students will all research the same concept and gather 2 interesting facts. Students will then e-mail each other facts to compile a list. Students can also utilize Carbon Copy and Blind Carbon Copy techniques by attaching information to their e-mail and sending it to peers or the instructor.
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