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INTRODUCTION

 This book, More Games Keyboarding Teachers Play, is a follow-up to 
the #1 selling keyboarding reference book, Games Keyboarding Teachers 
Play. With over 10,000 copies in print, Games Keyboarding Teachers Play 
has inspired and motivated thousands of keyboarding teachers and their 
students alike.

 More Games Keyboarding Teachers Play includes even more games, 
activities, and strategies that will make teaching and learning keyboarding 
an interactive, fun experience for classrooms across America. This book 
will help keyboarding teachers take the day-to-day monotony out of 
learning how to type. The ideas in this book will spark new energy and 
spirit in your classroom. The games and activities have been carefully 
selected to offer students a variety of methods in which to learn. From 
keyboarding clocks to hang gliders, students will be creatively challenged 
to improve their keyboarding speed and accuracy skills.

 So dive right in and start using the ideas found in this book in your 
keyboarding classroom today!
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Objective:
To give students additional keyboarding 
reinforcement by conducting a spelling bee

Materials Needed:
A list of spelling words

Time Required:
Approximately one class period

Procedure:

 A spelling bee is a great way to add excitement and variety to a 
keyboarding class. Note: Prior to using this activity, the students need to 
have learned all the letter keys.

Here’s how it works:

 Before holding your keyboarding spelling bee, prepare a list of 
words that the students will spell and type. The list should begin with 
easy spelling words and progressively get more diffi cult (as is the case 
with traditional spelling bees). Announce to the class that they will 
participate in a keyboarding spelling bee.
 Before the class begins the spelling bee, be sure that the auto-
correct feature, found in most word processing programs, is turned 
off. To start the spelling bee, the teacher reads the fi rst word in the list. 
The students must type and spell the dictated word correctly within a 
designated timeframe such as fi ve seconds. After reading the fi rst word, 
have students run their spell checkers. Any student who did not spell the 
word correctly is eliminated from the spelling bee competition.
 Continue this pattern until a keyboarding spelling bee champion is 
crowned.

Contributor:
The editors of Teaching Business Education Newsletter

•

•

•

The Keyboarding Spelling Bee
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Objective:
To give students practice in using the 
formatting features of word processing 
software and to add some sugar-sweet 
fun to any keyboarding classroom

Materials Needed:
Copies of the “Oh Henry!” story shown on page 30
A variety of bite-size candy bars

Time Required:
Approximately one class period

Procedure:

 Distribute a copy of the “Oh Henry!” story on page 30 to each 
student in your keyboarding or word processing class. Have each 
student key the story into a blank word processing document. 
 After the story has been keyed, have students apply the following 
formatting changes to their documents:

 1. Center, bold, and underline the title
 2. Bold all words that are the names of candy bars
  (Hint: There are 12)
 3. Change the font of the second paragraph to Comic Sans (you
  can substitute a different font if Comic Sans is not available on
  your computer)
 4. Center and italicize the last line (“The End” is the last line)
 5. Change the font size of the last line to 18 points
 6. Underline the words “computer” and “computers”

•

•
•

•

Oh Henry!
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 7. Add a header to the document that includes the student’s name
  and the current date
 8. Proofread the document making sure that there are no typing or 
  spelling errors
 9. Save the fi le

Contributor:
Danielle Gee, Clearlake Middle School, Cocoa, FL
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Objective:
To provide students with additional keying 
practice by using birthstone names

Materials Needed:
A list of the 12 months and their coordinating birthstone names 
(provided on the next page)

Time Required:
Approximately 20-30 minutes

Procedure:

 To break up the day-to-day monotony of textbook drill and practice 
exercises, try this fun lesson with your keyboarding students.
 Start the activity by saying a month of the year (start with January) 
aloud to your students. Ask students whose birthday falls in the month 
called to stand up. At this point, identify that month’s birthstone name 
and meaning. Continue this pattern until you have called all 12 months 
of the year.
 Then, distribute copies of the handout shown on the next page and 
have students (using word processing software) key in each month, the 
birthstone name, and its meaning. For additional fun, have students 
format the coordinating color of the stone.

Contributor:
Sue Hoffman, Business Teacher, Morrisville-Eaton Middle/High School, 
Morrisville, NY

•

•

•

A Keyboarding “Gem”
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Month Birthstone Meaning

January Garnet Constancy

February Amethyst Sincerity

March Aquamarine, Bloodstone Courage

April Diamond, White Sapphire Innocence

May Emerald Love, Success 

June Pearl, Moonstone, 
Alexandrite

Health and
Longevity 

July Ruby Contentment

August Peridot, Sardonyx Married Happiness

September Sapphire Clear Thinking

October Opal, Tourmaline, Pink 
Sapphire

Hope

November Topaz, Citrine Fidelity

December  Turquoise, Zircon Prosperity
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Objective:
To create an alternate timed writing stopwatch using 
Microsoft PowerPoint®

Materials Needed:
Microsoft PowerPoint® software

Time Required:
Approximately 30-60 minutes to create the timed writing 
stopwatch

Procedure:

 It’s happened to every keyboarding teacher––you’re ready to begin 
a timed writing test only to discover that your stopwatch or timing clock 
is either missing or not working!
 Thanks to Microsoft PowerPoint®, you’ll never lose your timed 
writing stopwatch again. With a little time and effort, you can turn a 
basic slide show presentation into a visual timed writing stopwatch 
you’ll use over and over again, and you’ll never misplace it because it 
sits on your computer hard drive (assuming that your hard drive doesn’t 
crash).
 Using PowerPoint® for your timed writing tests allows you to move 
freely around your classroom and keep your eyes on your students––not 
your stopwatch.

Steps to create your PowerPoint® Timed Writing Stopwatch:

In this example, the timing test slide show is designed to be used to 
administer one-minute timed writing tests. However, the time interval 
can be changed to whatever you desire.

•

•

•

Make Your Own Timed Writing Stopwatch 
using Microsoft PowerPoint
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Step 1:
Using Microsoft PowerPoint®, create a new fi le that contains three 
blank slides.

Step 2:
On slide 1, add text that reads “Get ready…” and a clipart image of a 
stopwatch. See fi gure 1.

Step 3:
On slide 2, add text that reads “GO!” and a clipart image of a traffi c 
light. See fi gure 2.

Step 4:
On slide 3, add a clipart image of a stop sign. See fi gure 3.
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Step 5:
For slide one, go to the slide transition option and set the advance slide 
option to automatically after fi ve seconds. This will give students fi ve 
seconds before each timing test begins. See fi gure 1.

Step 6:
For slide two, go to the slide transition option and set the advance slide 
option to automatically after one minute (or however long you want the 
timing test to last). See fi gure 2.

Step 7:
Now you are ready to run your PowerPoint® timed writing test slide 
show. When you run the show, slide 1 (the “Get Ready...” slide) screen 
should appear for fi ve seconds. Then slide 2 (the “Go” slide) should 
appear. At this point, students begin their timed writing test. After 
one-minute, slide 3 (the “Stop” screen) will appear signaling you to 
announce “stop” to conclude the timed writing test.

 Simply run the slide presentation show again when you’re ready to 
give your next timing test.

 Variation: You can add a sound to the third slide, such as a bell 
ringing, to signify the conclusion of each timing test.

Contributor:
The editors of Teaching Business Education Newsletter




