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INSTRUCTIONS TO INVIGILATORS

1.

2.

Candidates should be given FIVE minutes to read through this speed test
before keying-in.  They may underline and highlight words during the reading
time.

The Computer Applications Technology teacher controls the time accuracy
test with a stopwatch.  A second invigilator must also use a stopwatch to
monitor time control.

(NOTE: The keying-in of the candidate's examination number and question
number does NOT form part of the 10 minutes allocated for the
keying-in of the timed accuracy test.)

3. The invigilator(s) must use blue ink to initial the last word/letter of each page
that the candidates hand in.

INVIGILATORS MAY NOT MOVE AMONG CANDIDATES DURING THE TIMED
ACCURACY TEST.

INSTRUCTIONS AND INFORMATION TO CANDIDATES

1.

2.

3.

4.

5.

6.

This optional test is conducted on the same day and at least 15 minutes prior
to the Computer Applications Technology practical paper.

The purpose of this test is to give an endorsement of the highest typing speed
level attained, indicated in words per minute (wpm).  An endorsement will only
be credited if a minimum of 20 words per minute is attained.

NO marks are allocated for this question paper and this assessment will NOT
be included in the promotion mark.

FIVE MINUTES READING TIME will be allowed before the signal to
commence the speed test is given.  You may highlight or underline
words/phrases during this allocated reading time.

Insert a header with your name/examination number on the left and the
question number on the right for this question.  This is done outside the 10
minutes allocated for keying-in.

Provision has been made for speeds of 5 to 50 words per minute.

*
*

Words per minute are indicated as wpm.
The speed limits are indicated by an arrow ( ).

7.

8.

PRINT the question once only AFTER the allocated 10 minutes keying-in and
hand the hard copy to the invigilator(s).

Save this document using the filename SPEED.
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 5 wpm

 10 wpm

15 wpm

 5 wpm

 10 wpm

 15 wpm

TIMED ACCURACY TEST (Time limit:  10 minutes)

SCENARIO:

* Assume you are employed at a magazine called Computer Bytes.

* Use the following default settings:

LANGUAGE: SA English or UK English
UNITS OF MEASUREMENT: Centimetres (cm)
JUSTIFICATION: Left
FONT STYLE: Courier New 12 or Courier 12
MARGINS: 2,54 cm
HEADER/FOOTER: 1,27 cm

* You are required to key-in the following article in 1½ line spacing.

You will never learn to love or even tolerate a computer if it

causes you discomfort or pain.  If you are planning to spend

hours at the keyboard, it is therefore worth taking time to

make the experience as comfortable as possible.  Setting up

your workstation properly is not just about feeling good,

although that is a worthy goal in itself.  It is also a way of

preventing painful and potentially debilitating conditions like

carpal tunnel syndrome, tendonitis, repetitive motion disorder,

or chronic back pain.

The basic rules are that the top edge of your monitor should be

at eye level or slightly below so that you are looking down

slightly, you might have to prop up the monitor with a large

book or stand.  Your wrists should never be higher than your

elbows.  Ideally your elbows should be bent at a ninety degree

angle and your wrists should be straight rather than flexed

upward or downward.
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20 wpm

 35 wpm

 40 wpm

 45 wpm

20 wpm

 30 wpm

 25 wpm

If you cannot achieve this position given your desk height,

your desk is too high, or your chair seat too low.  You may

want to get a typing desk or a keyboard drawer that allows the

keyboard to sit lower than the desktop.

Your feet should touch the floor or a foot rest and the angle

between your thighs and spine should be ninety degrees or a bit

more.

One of the worst things you can do to your wrists is lean the

heel of your hand on the desk so that your wrist is flexed

backward as you type.  Either train yourself to hold your

wrists up, like your piano teacher always told you to, or buy a

wrist rest that raises your wrist to the level of the keyboard.

You can also alleviate wrist strain by adjusting the angle of

your keyboard.  You can angle most keyboards so that the back

is slightly higher than the front.

Part of the problem with most computer keyboards is that they

force you to hold your hands at an unnatural angle to your arms

so that your hands are both more horizontal to the desk than

they would like to be and rotated slightly outward at the

wrist.

Many people also experience some eye strain after staring at a

computer screen for a few hours.  The best approach is to rest

your eyes periodically by focusing on a distant object once in

a while, blinking often, and taking short breaks every hour or

two.
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You should also make sure that you have proper lighting.  Avoid

overhead lights whenever possible because they almost always

reflect off your screen.  The best source of lighting is

probably a desk or floor lamp or track lights that are not

directly aimed at your screen.


