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Welcome to ISAK! 
Improving Speed and Accuracy in Keyboarding (ISAK) is a 60-lesson individualized skill-
building system designed to provide students the level of keyboarding speed and accuracy 
they will need when applying for office and administrative positions. ISAK can be used in a 
stand-alone course or as part of another keyboarding course. The only requirement is a 
touch-keyboarding speed of at least 20 wpm. 

ISAK features these innovations: 

1. Web-based software 
2. Filling the documented need for keyboarding speed 
3. MAP+ (Misstroke Analysis and Prescription) 

4. Separate practice for accuracy, technique, and speed 
5. Flexibility in scheduling 
 

Web-Based Software 

Because there is no software to install, students (and instructors) can work from any computer that has an 
Internet connection. The software’s intuitive interface is easy to understand and use. All exercises in the text 
are completed from within the ISAK software. The software keeps track of student progress and provides au-
tomatic scoring for all of the lesson exercises. When students open the software, it automatically opens where 
the student left off the last time. Students will continue to have access to the ISAK software even after their 
course ends—for additional skill development. 

 

Filling the Documented Need for Keyboarding Speed 

Even institutions that don’t offer separate keyboarding courses recognize the need for students to increase 
their keyboarding speed and accuracy before they graduate, apply for a job, and are required to pass a typing 
speed test. A recent analysis of online job postings for administrative positions (posted at 
http://www.gdpkeyboarding.com/Word_Files/Required_Typing_Speeds.pdf) found the following: 

1. The most common speed requirement (mode) was 60 wpm, accounting for 43 percent of the listings. 
The average speed requirement (mean) was 58 wpm. The middle speed requirement (median) was 
60 wpm. 

2. Job applicants who type at least 40 wpm would qualify for 10 percent of the positions that listed min-
imum typing speeds, those typing 50 wpm would qualify for 18 percent of the positions, and those 
typing 60 wpm would qualify for 80 percent of the positions.  

The action-research report concluded by stating,  

Regardless of their competence in word processing, students need high-level typing speeds 
(typically, at least 60 wpm) in order to even be hired for office positions. Achieving this level of 
speed requires extensive and systematic skillbuilding practice at every level of keyboarding in-
struction. 

“Extensive and systematic skillbuilding practice” is exactly what ISAK is designed to provide! 
 

MAP+ (Misstroke Analysis and Prescription) 

MAP+ is a diagnostic component within the ISAK software that analyzes each student’s pretest misstrokes 
and prescribes individualized remediation drills based on the student’s misstrokes. Each time the student 
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accesses a drill, all new drill lines appear—thus providing unlimited new drill lines for 80 different kinds of 
keystroking problems.  
 

ISAK provides separates practice for accuracy, technique, and speed improvement 

It is a well-proven fact that students cannot work to improve speed and accuracy simultaneously. After an 
initial three-lesson keyboard review, each subsequent three-lesson unit in ISAK builds skill in these three ar-
eas in separate lessons.  

 First, every lesson 
begins with the goals 
for that lesson—so 
that students always 
know exactly what 
they’re trying to 
achieve in that lesson. 
 The goals are fol-
lowed by a three-line 
Warmup. Line 1 con-
tains all letters of the 
alphabet—to improve 
accuracy. Line 2 con-
tains various types of 
drills—to improve 
technique. And Line 3 comprises a sentence made up of short, easy-to-type words—to improve speed. 

 

Accuracy Lessons 

Lesson 1 of each unit provides systematic practice on these types of accuracy-improvement exercises: 

1. MAP+: Each accuracy lesson provides one MAP+ exercise in improving keystroking accuracy on the al-
phabet keys and one MAP+ exercise on either the number or symbol keys—for individualized practice. 

2. Corresponding-
Finger Practice: 
Students often 
type a letter using 
the corresponding 
finger of the 
wrong hand. 
Therefore, ISAK 
provides practice 
in distinguishing 
between F and J 
reaches, D and K 
reaches, S and L 
reaches, and A and 
Sem reaches. 
 Note the Pre-
test-Practice-Post-
test (P/P/P) for-
mat of this drill. 
This routine was 
developed by Dr. Fred Winger of Oregon State University, based upon his extensive body of keyboarding 
research. The Pretest comprises a 1-minute timed writing passage that is filled with examples of the 
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reach being practiced (in this case, words requiring  extensive use of the F and J fingers—to help students 
distinguish between the two fingers. Finally, students take a Posttest to measure improvement. 

3. Confusable Keys: 
Research shows 
that three types of 
reaches cause con-
fusions for typists. 
First, reaches us-
ing consecutive 
fingers are prob-
lematic—for ex-
ample, typing rt or 
tr, both letters of 
which are typed 
with the same fin-
ger. So ISAK sys-
tematically pro-
vides exercises designed to eliminate these confusions. The other types of confusable reaches systemati-
cally practiced in ISAK are reaches using adjacent fingers (such as oi and as) and common substitution er-
rors (such as typing g for h, and vice versa). All are practiced in ISAK.  

4. Business 
Spelling. Most in-
structors agree 
that competent 
spelling skills are a 
critical component of competent keyboarding skill. Dr. Scot Ober’s published spelling research has identi-
fied vocabulary words that both (a) occur frequently in typical business writing and (b) are frequently 
misspelled by typical students. Words from his list of the 1,000 most frequently occurring and most fre-
quently misspelled words in business writing are practiced in each accuracy lesson. 

 

5. Reach Drills. ISAK 
provides system-
atic practice on (a) 
horizontal reach-
es, which move to 
a different key on 
the same row, (b) 
vertical reaches, 
which move from 
one row to the ad-
jacent row, and (c) jump reaches, which move from the upper row to the lower row, or vice versa. 

 

Technique Lessons 

To achieve higher speeds and accuracy, students must practice good technique, so Lesson 2 of each unit 
builds proper technique, using these drills: 
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1. Nonprinting 
Keys. Students of-
ten waste much 
time when reach-
ing for the TAB, 
ENTER, SPACE BAR, 
LEFT SHIFT, RIGHT 

SHIFT, and BACK-

SPACE keys. They 
either have to look 
down to find the 
keys or often then 
fail to return the 
finger immediate-
ly to home-row position. ISAK exercises are designed to remedy these weaknesses.  

2. Concentration. 
When students 
don’t concentrate, 
they lose their 
place in the copy, 
have to look at the 
keyboard to find 
the keys, or make 
other time-wast-
ing motions. ISAK 
provides three 
types of concen-
tration drills: (a) 
vocabulary words, (b) foreign phrases, and (c) sentences typed from right to left. All are designed to force 
students to keep their eyes on the copy. 

 

Speed Lessons 

Lesson 3 of each unit is designed to build student speed at the keyboard by using these drills. 

1. 15-Second Speed 
Sprints. Students 
enjoy these short 
bursts of speed 
because they are 
motivational and 
show students just how fast their fingers are capable of moving. They are also an excellent vehicle for 
helping students break the habit of looking at their hands when they type. Tell your students, “You may 
not be able to go for an entire minute without looking at your hands, but I’ll bet you can do it for just 15 
seconds.” 
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2. Common Letter 
Combinations. 
Dr. Scot Ober’s 
published re-
search has identi-
fied the most fre-
quently occurring 
2-letter, 3-letter, 
and 4-letter com-
binations in typi-
cal business writ-
ing. If students 
learn to type these frequent combinations quickly (as a “word” as opposed to letter-by-letter typing), 
their speed will increase. 

3. Progressive Practice. Progressive Practice is an individualized skillbuilding component of ISAK that is 
designed to build speed and accuracy in short, incremental steps. Thirty-second passages are provided 
for speeds ranging from 20 wpm to 100 wpm. The ISAK software automatically displays the correct pas-
sage for each student. The student practices that passage until he or she can complete it with no uncor-
rected errors and then moves to the next passage, which is 2 wpm faster. The topics of both the Progres-
sive Practice and Paced Practice relate to grammar and mechanics. 

4. Paced Practice. Paced Practice is an individualized skillbuilding component designed to build speed by 
enabling students to speed up—just a little—and then to build accuracy by slowing down—just a little; 
any gross deviation from normal typing speed is detrimental to skillbuilding. The ISAK software indicates 
at what point in the timed writing students should be at each 15-second interval. If they’re typing too fast, 
they should slow down a little; if they’re typing too slowly, they should speed up a little. Their goal for 
each timed writing is to be within a character or two of each speed marker when it disappears. 

  As soon as a student reaches his or her own individualized speed goal, ISAK displays a passage that is 
2 wpm slower than the speed goal, and then the student works for accuracy—by slowing down just a lit-
tle. 

5. 5-Minute Timed Writing. Each speed lesson ends with a 5-minute timed writing. All timed writings con-
tain all letters of the alphabet and are the same length, the same level of difficulty (as measured by syl-
labic intensity), and the same format—to ensure that student differences in speed or accuracy are the re-
sult of increased skill and not the result of changes in copy difficulty or format. The 40 Supplementary 
Timed Writings in the Appendix are written to the same standards as the lesson timed writings. 

 

Systematic Skillbuilding 

As can be seen from the table on page X, all of the above drills are practiced systematically throughout the 60 
lessons, because each type of drill builds skill in a slightly different manner. Thus, ISAK is a skillbuilding sys-
tem. 

 
Flexibility in Scheduling 

No matter what your course length is, students should complete Lessons 1-3, which comprise a complete 
keyboard review. Most students need this review in order to be successful in subsequent lessons. 
 As noted, each unit comprises one accuracy lesson, one technique lesson, and one speed lesson. Lessons 
4-60 can be used in any order you think most effective for your students. In other words, one lesson does not 
depend upon a previous lesson. 
 In a shorter course, you may opt to have students type each drill 1 time. In a longer course, you may opt 
to have your students type each exercise 2 or even 3 times. If you do this, remember that having a student 
type each line two times before moving to the next line promotes speed; having a student type the entire four 
lines of a drill 1 time and then typing the four lines a second time promotes accuracy. Or, you may opt to have 
students type all 60 lessons, and then starting over, type all 60 lessons a second time. The choice is yours. 
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A Note About Homework 

Students should be able to touch-keyboard at the rate of  at least 20 wpm before beginning ISAK. Individual-
ized drills are provided for speeds ranging from 20 wpm to 100 wpm. Each lesson has been developed to re-
quire students who type 20 wpm an average of 50 minutes to complete. Using the standard practice of count-
ing 50 minutes of class time as 1 hour (thus allowing for a 10-minute break), these students would typically 
take 60 hours to type all drills one time in all 60 lessons. You can use this information to determine the 
amount of homework to assign to fulfill your institution’s expectations for homework. 
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To the Student 
Improving Speed and Accuracy in Keyboarding (ISAK) has one purpose: to help you achieve the speed and ac-
curacy skills in keyboarding that will enable you to secure the type of employment position for which you are 
trained. It is designed to upgrade your keyboarding skills through scientific copy, proven techniques, and in-
dividualized practice. You will always be competing against your own previous best effort—not against the 
class or some arbitrarily set goals. 
 The drills in this text have been developed based on extensive research regarding how typists learn, what 
reaches cause them the most problems, and how to remediate those problems so that you become an expert 
typist. If you complete these drills and follow the practice techniques included, you should see a noticeable 
improvement in your skill level. 
 All of your work will be completed through the ISAK software, which is an online program available for 
use at any computer that has Internet access. The software will either display the copy for you to type or will 
direct you to the appropriate lesson and page number in the text. Through the software, you will always be 
able to see which lesson sections you have completed and how you performed on them. 
 

Typing Technique 

Position yourself correctly at the keyboard to achieve the best typing results, reduce fatigue, and avoid health 
problems. Follow these steps: 
 
 Make sure the surface of the monitor is clean. Position the monitor directly in front of you to minimize 

twisting of the neck, about an arm’s length away, and tilt the top of the monitor back a little.  

 Use “dynamic seating”—that is, don’t sit in the same position for long periods of time. 

 Sit slightly reclined (greater than 90 degrees) in the chair, with the lower back against the backrest and 
your feet flat on the floor. Center your body in front of the keyboard, with the text on one side and the 
mouse on the other, both at the same level as the desk. 

 Raise your hands slightly when typing so that your wrists do not touch the keyboard. There should be a 
straight line between your lower arms, wrists, and back of the hands (this is called the neutral position of 
the wrist). 

 Curve your fingers naturally, with the finger tips lightly touching the home-row keys. Make quick, light 
strokes, operating all keys by touch and using the correct fingering.  

 

Tension-Reducing Exercises  

 Hold your shoulders with your palms and rotate your elbows ten times clockwise, then ten times coun-
terclockwise.  

 Keeping your head stationary, rotate your eyes to form a circle, both eyes focusing together, five times 
clockwise and five times counterclockwise.  

 Let your hands hang loosely at your side; rotate your right hand clockwise in a circle, then counterclock-
wise. Repeat with the left hand.  

 Lock your hands behind your head, bring elbows back as far as possible, inhale deeply and hold for 20 
seconds. Exhale and relax.  

 Roll your shoulders forward in a big circle; then roll them backward in a big circle—the larger the circle, 
the better.   

 Shut your eyes tightly for 3 seconds; then open them wide, blinking rapidly; doing so produces tears that 
moisten and lubricate the eyes.  
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 Sitting back, raise your right foot slightly and rotate it clockwise in a big circle, then counterclockwise. 
Repeat with the left foot.  

 Standing at attention, breathe in while you bend backward and then breathe out as you return to the 
normal position. Then repeat, bending forward.  

 Tilt your neck to one side (ear toward shoulder), hold for 10 seconds, relax, then tilt your neck to the oth-
er side and repeat. Using the same steps, tilt your neck forward and backward.  

 While in a relaxed position, place one hand on the abdomen and the other hand on the chest; inhale slow-
ly through the nose and hold for 4 seconds; exhale slowly through the mouth.  

 With eyes closed, slowly move the eyes up to the ceiling, down to the floor, to the left, and then to the 
right.  

 With your elbows on the desk and leaning forward, cup your hands over your eyes, close your eyes, and 
inhale deeply through the nose; hold for 4 seconds, and then exhale through the mouth.  

 

Entrance and Exit Timed Writing 
Begin your study by taking the following timed writing so that ISAK can chart your beginning performance. At 
the end of the course (or at any point during the course), take the same timed writing and note your skill 
gains. 

 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

14 

15 

16 

17 

18 

If you don’t remember the location of a key when you 11 

are typing, first look at your keyboard to find it, but 22 

then look back at your copy before you strike the key, and 34 

say the letter abruptly to yourself while striking the key.  46 

Doing this will help fix the key’s location in your memory.  58 

     Initially, you may be able to type a little faster 68 

when looking at your fingers. But take the longer view:  79 

Looking at your fingers frequently will prevent you from 91 

reaching your speed potential, because it takes time away 102 

from typing and also increases your errors since you lose 114 

your place in the text and tend to either repeat or omit 125 

words, thus decreasing your accuracy.  133 

     Only you can break yourself of this habit. No person 144 

is looking over your shoulder. But making the effort to 155 

break this habit will surely pay dividends in this course 167 

and in the future, when you realize just how many hours you 179 

will spend daily in front of a keyboard. I’m confident you 191 

can do it if you set this as an important goal.  200 
 


