Keyboarding A — Z LANTEC

CORPORATE TRAINING
Days: 1

Prerequisites: None.
Audience: This course is ideal for those who want to improve their typing skills.

Description: Good typing and keyboarding skills are essential in today's workplace. Those who know how
to touch type with ten fingers without looking down at the keyboard are usually more focused, more
efficient, and more productive. The KAZ Method, developed in the UK by Gotham New Mediq, is designed
to help learners master touch typing in as little as 90 minutes. Through a combination of word association
and your own natural dexterity, you will learn how to type using all ten fingers and how to make firm
keystrokes without looking at the keyboard or growing fatigued.

OUTLINE:

Topic B: Typing with the First, Third, and

LESSON 1: GETTING STARTED WITH KAZ .
Fourth Fingers

Topic A: Benefits of the KAZ Method Topic C: Typing with the Third and

. Fourth Fingers of the Left Hand
Topic B: Keyboarding Posture The
Keyboard Topic D: Typing Sentences

LESSON 2: THE FIVE KEY PHRASES LESSON 4: CAPITALIZATION, NUMBERS AND

PUNCTUATION
Topic A: Using the Key Phrases

. Topic A: Using Capital Letters
Topic B: Typing the First Key Phrase

. Topic B: Using the Number Row
Topic C: Typing the Second Key Phrase

. Topic C: Using Punctuation Keys
Topic D: Typing the Third Key Phrase

LESSON 5: THE NUMERIC KEYPAD
Topic E: Typing the Fourth Key Phrase

. Topic A: Playing with Numbers
Topic F: Typing the Fifth Key Phrase

LESSON 6: SPEED AND ACCURACY
LESSON 3: WORDS AND SENTENCES

. ) . . Topic A: Improving Speed and Accuracy
Topic A: Typing with the First Two Speed Drills

Fingers

Baton Rouge | Lafayette | New Orleans

www.lantecctc.com



