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The term ten key refers to the separate arrangement of numeric
keys on a keyboard. The ten-key pad is found on calculators, cash
registers, and computers.

Accountants, bookkeepers, cashiers, and data entry operators
are just a few of the people who need ten-key skills in their work.
Many jobs require the accurate entry of numeric data at a speed of
at least 150 strokes a minute (SAM) using the ten-key pad. You will
increase your job opportunities by building speed and accuracy
on the ten-key pad.

This book is designed to help vou develop proficiency in the
use of the ten-key pad. It will enable vou to increase vour speed to
320 SAM and beyond.

You will begin by learning the proper reach and stroking tech-
nique for each key. Then vou will be readyv to work vour way
through a series of speed-building drills. At any point while you
are working on these speed drills. vou can turn to the back of the
book and do another series of drills that are designed to improve
your accuracy. At the verv end of the book is a graph on which
you can keep a record of vour progress.
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While completing this section:

® Turn your machine  OFF  asvyou learn each new key. This
means vou do not have to use the ~ ENTRY  key until the
end of this section.

* Do not strike the decimal point for any entries. Most machines
can be programmed to enter the decimal point automatically.

* Keyboard verticallv down the page in columns. The LEARN
column introduces vou to new kevs, while the REVIEW col-
umns cover all the kevs vou have previously learned.
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Straighten your 5 finger up to reach the 8  key.
Strike 8  as you snap your finger backto 5

Keep your other fingers on the home keys.

Keyboard the LEARN column and then the REVIEW columns.

LEARN REVIEW
8 48 586 84 .85 868.
5 58 486 86.84 684.
8 68 848 86.84 868.
8 48 586 85.86 586 .
5 58 848 84.85 858.
5 68 586 86 .84 586.
8 58 848 85.84 858.
5 68 584 85.86 485.
8 48 858 84.85 868.
5 58 684 86 .84 868.
5 68 858 85.86 485.
8 48 684 85.86 848.
8 58 858 84.85 586.
5 68 685 86 .84 868.
8 68 868 84 .85 684 .

48
85
48
84
48
84
68
86
58
48
86
58
85
58
85
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Straighten your 4  finger up to reach the 7  kev.
Strike 7 as you snap your finger back to 4

Keep vour other fingers on the home keys.

Keyboard the LEARN column and then the REVIEW columns.

LEARN REVIEW
7 57 074 72.78 TRT .
7 47 767 72.74 574 .
4 67 278 76.72 T27T.
7 27 757 78.75 574.
4 87 475 74.76 T2T.
4 57 727 72.76 578.
7 47 876 75.74 T27.
7 67 747 76.72 574 .
7 27 672 78.76 T2 .
4 87 787 74.76 875.
4 57 o574 72.78 TeT.
7 47 767 75.74 574.
4 67 278 76.72 757.
7 57 737 78.75 672.
4 87 476 75.76 797 .

87
76
87
76
87
76
87
76
87
76
27
76
47
78
47
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Strike the 3  key as you drop your 6

to 3 .
Snap your finger back to

LEARN

53
63
43
23
73
83
93
53
63
83
93
93
63
43
23
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finger down

6 as part of the same motion.
Keep your other fingers on the home keys.
Keyboard the LEARN column and then the REVIEW columns.

738
393
237
383
935
363
432
373
634
323
738
393
536
343
935

REVIEW

36.

32
38

.35

34

32

32

34

.37
.39
35.
38.

37
39

.36
34.
37.
.32
37.
39.
36.
.39
36.
.37

32
38

38
35
34

34

383.
536.
393.
634 .

373
932
383

383

373

373

93
38
53
32

.83
37
.93
536.
323.
432 .
.93
736.
.03
634 .
.83

34
43
37
34

32
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Strike the 0
your right thumb.

key with a short, sharp down-and-in motion of

Keyboard the LEARN column and then the REVIEW columns.

LEARN

10
40
70
90
20
50
80
30
60
20
50
80
10
30
60

WOOMOUIONOWONOAPO =

10

609
407
306
902
407
105
804
701
305
802
609
508
204
609
307

REVIEW

10
S0
50
10
80
70
40
80
50
30
30
70
20
10
S0

.60
.30
.70
.40
.20
.10
.60
.20
.90
.80
.90
.90
.60
.40
.40

608

501

408
603
801
209
701
709
508
602
801

.01
307.

02

.05
709.

02

.03
.06
.04
.05
.04
.02
.03
.05
.03
609.
703.

04
06
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These drills begin at 61 strokes a minute (SAM) and extend to

160 SAM. They may also be completed twice in order to reach 320
SAM (see p. 64).

All the drills are set up for three-minute timings. Attempt to
enter all the entries in the eight-column format of each drill within
three minutes.

If you complete a drill in exactly three minutes:

* Write vour SAM speed—the figure that appears at the top of the
drill—in the space provided below the drill.

* Move on to the next drill.

If you do not complete a drill within three minutes:

* Calculate vour actual SAM speed bv counting the number of
strokes (both digits and  ENTRYs ) vou did not enter.
dividing the total number of missing strokes by 3. and subtract-
ing vour answer from the given SAM speed.

* Write vour speed in the space provided below the drill.

* Continue to work on that drill until vou can complete it within
three minutes and then move on to the next drill OR go back to
a drill that is closer to vour actual SAM speed.
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