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LEARNPEAKCOURSELY.COM

Typist Beginners Course
Build accurate, confident and efficient keyboard skills from the ground up.

Course level: Beginner    |    Format: Self-paced    |    Suggested duration: 2–4 weeks

Welcome
This beginner-friendly course introduces the essential skills needed to become a capable typist. You will learn correct
finger placement, touch-typing habits, keyboard awareness, accuracy techniques, speed-building drills, and practical
typing routines for everyday work.

Learning Outcomes

• Identify the main sections and functions of a standard computer keyboard.

• Use the home row and correct finger assignments for letters, numbers and common symbols.

• Develop touch-typing habits instead of relying on looking down at the keyboard.

• Improve accuracy, rhythm, consistency and typing speed through structured practice.

• Use Shift, Backspace, Enter, Tab, Spacebar, Caps Lock and punctuation confidently.

• Apply typing skills to emails, documents, forms, notes and other everyday tasks.

How to Use This Course

Practice regularly rather than trying to master everything in one sitting. A focused 15–30 minute session each day is
usually more effective than occasional long sessions. Track both speed and accuracy, and prioritize accuracy first.

Golden rule: Slow down when you make repeated mistakes. Correct technique and accuracy create speed
over time.



LEARNPEAKCOURSELY.COM • Typist Beginners Course • Page 2

Module 1 — Keyboard & Finger Placement
1. Know Your Keyboard

A standard keyboard contains letter keys, number keys, punctuation keys, modifier keys and navigation/function keys.
The most important area for beginners is the main typing section. Learn the position of frequently used keys before
trying to type quickly.

2. The Home Row

Place your left-hand fingers on A S D F and your right-hand fingers on J K L ;. The thumbs rest lightly on the
Spacebar. The small raised marks on F and J help you find the correct position without looking.

3. Basic Finger Assignments

Hand Finger Primary keys

Left Pinky A, Q, Z + nearby Shift/Ctrl

Left Ring S, W, X

Left Middle D, E, C

Left Index F, R, T, G, V, B

Right Index J, H, Y, U, N, M

Right Middle K, I, ,

Right Ring L, O, .

Right Pinky ;, P, / + nearby Shift/Enter

Note: keyboard layouts vary slightly. The goal is to learn the movement pattern and return your fingers to the home row.

4. Posture & Hand Position

• Sit comfortably with your back supported and shoulders relaxed.

• Keep wrists neutral rather than sharply bent upward or downward.

• Keep elbows comfortably near your sides and forearms relaxed.

• Look at the screen as much as possible; use the F/J bumps to re-center your hands.

• Press keys gently. Excess force wastes energy and can reduce endurance.

Practice Drill: Type the home row slowly for 3–5 minutes: asdf jkl;. Then add simple patterns such as fj dk sl a;
lk. Focus on returning to the home position after each movement.
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Module 2 — Accuracy, Rhythm & Speed
1. Accuracy Comes First

Typing speed is measured in words per minute (WPM), but speed without accuracy creates extra work. During
beginner practice, aim for consistent accuracy and a steady rhythm. If errors increase, reduce your speed and rebuild
control.

2. Build Muscle Memory

Use short, repeated drills. Type familiar letter combinations, common words and short sentences. Keep your eyes on
the screen and allow your fingers to learn the locations of keys through repetition.

3. Essential Keys to Master

Key Purpose

Spacebar Separates words; normally pressed with a thumb.

Shift Creates capital letters and the upper symbol on a key.

Backspace Deletes the character immediately before the cursor.

Enter/Return Starts a new line or confirms an action in many applications.

Tab Moves to the next field or creates indentation in some programs.

Caps Lock Keeps letters uppercase until turned off.

Arrow keys Move the cursor through text and selections.

4. A Simple Daily Practice Routine

Time Activity

Minutes 1–5 Warm-up: home row and finger-placement drills.

Minutes 6–15 Accuracy practice: short words and sentences.

Minutes 16–25 Timed typing: one or two short tests.

Minutes 26–30 Review mistakes and repeat the difficult patterns.

Progress Target

For a beginner, a reasonable first milestone is 20–30 WPM with high accuracy. Once that feels comfortable,
gradually work toward 30–40 WPM and beyond. Your ideal target depends on your work, keyboard, language and
experience.

Common Mistakes to Avoid

• Looking down constantly instead of learning key locations.

• Using only two or three fingers for all typing.

• Chasing WPM while accuracy is still poor.

• Tensing the shoulders, wrists or fingers.

• Skipping practice for several days and then trying to compensate with a very long session.
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Module 3 — Practical Typing & Final Assessment
1. Practice With Real-World Text

Once basic drills become comfortable, practice typing realistic material: short emails, meeting notes, addresses, lists,
simple reports and form fields. This helps transfer keyboard skills into everyday work.

2. Punctuation & Capitalization

Practice commas, periods, apostrophes, quotation marks, parentheses and question marks. Use the correct Shift key
for capitalization and symbols. Accuracy matters especially when typing names, dates, web addresses and
professional documents.

3. Four-Week Suggested Study Plan

Week Main focus Suggested outcome

1 Home row, finger assignments, posture Comfortable basic finger placement

2 Letter combinations, common words, accuracy Fewer errors and better rhythm

3 Numbers, punctuation, capitalization, short texts Confident everyday typing

4 Timed tests, real-world documents, review Consistent speed with strong accuracy

Final Beginner Assessment

Complete a 5-minute typing session using unfamiliar text. Record your WPM and accuracy. Then answer these
questions:

1. Can you find the home row without looking down?

2. Are you using the assigned fingers for most letters?

3. Can you type a short paragraph while keeping your eyes on the screen?

4. Can you use Shift, Backspace, Enter and punctuation confidently?

5. Is your accuracy improving from week to week?

Completion Checklist

■ I understand correct home-row positioning.
■ I can type without constantly looking at the keyboard.
■ I can use common editing and punctuation keys.
■ I practice regularly and track my progress.
■ I can complete a short typing test and understand my WPM and accuracy.

Keep Practicing

Typing is a practical skill that improves through repetition. Continue with short daily sessions, gradually increase the
difficulty of your text, and review your most common errors. With consistent practice, the keyboard will become faster,
more comfortable and more familiar.

LEARNPEAKCOURSELY.COM
Learn skills. Practice consistently. Build confidence.


