
9th Grade Computer Applications Unit: 2 
Grade Level: 9 
Unit Name: Typing technique and intermediate skills (2 weeks) 

Priority Standards:  
 
Input Methods 
 

Demonstrate improvement in speed and 

accuracy of keyboarding 

 

Demonstrate proper keyboarding technique 

 

Identify proper ergonomic principles 

Learning Targets: 
Identify proper technique and finger placement 

for the common English words 

 

Identify proper technique and finger placement 

for easy home row words 

 

Identify proper technique and finger placement 

for easy top row words 

 

Identify proper technique and finger placement 

for easy bottom row words 

 

Identify proper technique and finger placement 

for shift key and capitalization 

 

Identify proper technique and finger placement 

for basic punctuation 

 

Identify proper technique and finger placement 

for quick sentences 

 

Identify proper technique and finger placement 

for short paragraphs 

 

Identify proper technique and finger placement 

for speed drills. 

 

 

 

 

Supporting Standards:  
 
CCSS.ELA-Literacy.CCRA.W.6 

Using technology, including the Internet, to 

produce and publish writing and to interact and 

collaborate with others. 

 

CCSS.ELA-Literacy.W.3.6 

Use technology, including the internet, to 

produce and publish writing and to interact and 

collaborate with others. 

 

CCSS.ELA-Literacy.W.4.6 

With some guidance and support from adults, 

use technology, including the internet, to 

produce and publish writing as we as to interact 

and collaborate with others; demonstrate 

sufficient command of keyboarding skills to 

type a minimum of one page in a single sitting. 

 

 

 

   



Big Ideas: 
 
Being fluent in keyboarding skills which would 

be a target of 55 words per minute at 98% 

accuracy are office skills that are necessary in 

the work world. 

 

 

 

Essential Unit Questions: 
 
What skills can I work on to perfect my speed 

and accuracy? 

 

 

Vocabulary: 
 

1. ALIGNMENT: arrangement of text on a 
page (left, right, center, or justified)  

2. ARROW KEYS: keys used to move the 
cursor up, down, left, or right around 
screen  

3. BACKSPACE KEY: key used to back 
up and erase the character or space to 
the left of the cursor  

4. BOLD: characters shown with thicker, 
darker strokes  

5. CAPS LOCK KEY: key pressed to turn 
everything you type into capital letters 

6. CLICK: to press and release a button 
on your mouse  

7. CPU: (Central Processing Unit) 
component of a computer system 
where programs actually operate  

8. CURSOR: visually distinct mark that 
shows the point on a display screen 
where the next letter, number, symbol, 
or space will be entered  

9. EDIT: the process of rearranging, 
changing, and correcting text or 
graphics  

10. ENTER KEY: the key pressed to begin 
a new line in a word processor, or to 
signal the computer that data has been 
typed in and completed (also called 
Return Key)  

11. FILE: a collection of information stored 
on a computer, network, or on a with its 
own file name  

12. FONT: a set of characters with a 
particular design and size  

13. HOME ROW KEYS: on the keyboard, 
the keys A, S, D, F, J, K, L, and ; 
(semicolon)  

14. ICON: a small image on the screen that 
represents a file, program, or tool 



15. INDENT: to set in from the margin, as 
the first line of a paragraph  

16. ITALICS: style of characters which 
slant upward to ~the right  

17. KEYBOARD: an arrangement of keys 
on a "board" that is attached to a 
computer used to input data  

18. LOG OUT: terminating a connection to 
a network  

19. MONITOR: a device that displays text 
and graphics generated by a computer 

20. MOUSE: a device that controls the 
pointer on the screen  

21. NUMERIC KEYPAD: section of a 
keyboard, set up like an adding 
machine or calculator  

22. PRINT: to produce a paper copy of 
information displayed on a monitor. A 
user can also print files, faxes, and 
screens. 

23. PRINTER: a device that produces a 
paper copy of the information on your 
screen  

24. SAVE: to store a document for future 
use  

25. SHIFT KEY: a key used to make capital 
letters and certain symbols when 
pressed in combination with another 
key  

26. SPACE BAR: a long bar at the bottom 
of a keyboard used to create a blank 
space in text, moving to the right one 
space at a time  

27. WPM: words per minute 

 
 

 


