
 

 

Day 11-12 
 Activity Guide - ASCII Text 

 

 

Why Binary? 
In order to input, output, store, and process information computers need to represent it first. Engineers used the tools 

they had at hand, which was wires carrying electricity. It’s easy to tell if a wire does or doesn’t have electricity flowing 

through it, so engineers needed a system based on just two states electricity, or no electricity, or in other words on / off.  

 

ASCII 
There’s lots of possible binary systems for representing the letters in binary information, but the most popular is called 

ASCII. You can see the way patterns of ons and offs represent each letter in the table below. 

Binary: anything that can only be one of two options 
ASCII: a popular system for representing text in binary 

 

 
 

 

 

Note from Teacher: I did the first one as an example. 

Follow these Steps to help you solve each system. 

 

First: draw a line right after the seventh item. That will 

get you your letter. 

 

Second: Right the letter above each system.  
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Challenge 
 

In each of the challenges below the ASCII system has been used to represent a secret message. Luckily you now 

know the ASCII system so you’re going to be able to decode the messages. Each challenge is representing the letters 

in a different way though. 

 

 

 
  

C 

S C K 

O R S 
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Create a Puzzle 
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Day 13-15 

Designing a Keyboard 
 On day 12 of your AMI work, I want you to create a keyboard. 

 These are your instructions: 

o Your keyboard must include the entire alphabet and should be in the exact 

same order/placement as the standard keyboard. 

o You must also include the numbers above the keyboard. Examples: 1, 2, 3, 

4, 5, 6, 7, 8, 9, 0.  

o You must also include the following symbols: (,<) (.>) (/?) (;:) (‘”) (-_) (=+) 

o You must also include the following commands: Caps Lock, 2 Shift Keys, 

Enter, Tab, and Backspace 

o Try your best to remember where all the keys are located. If you have 

trouble, you make look it up, but try to fill in the blanks without looking at 

the answer. 
 

Your Keyboard Design 
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Day 16: Finger Placement & 

Reaches 
 On Day 13 of your AMI work, I want you to answer the following questions 

regarding which finger hits what letter on the keyboard. 

 Instructions: I will give you a letter and you will have to tell me what finger will 

strike that letter on the keyboard. 

 

1. H: 

2. J: 

3. G: 

4. F: 

5. R: 

6. K: 

7. B: 

8. V: 

9. W: 

10.  I: 

11.  P: 

12.  X: 

13.  C: 

14.  N: 

15.  Z: 

16.  U: 

17.  Y: 

18.  T:  

19.  O: 

20.  Q: 

21.  E:  

22.  A:  

23.  S:  

24.  D:  
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Day 17-19: Proofreading and Editing 
Before you begin writing any kind of document, it is crucial to have a plan in place. 

Using concepts and processes that allow you to employ the appropriate steps in 
document production will help you easily create clear, organized final products. 

First of all, you should answer the five W’s and H: 

 WHO will be reading the document? 
 WHAT information does the reader need to complete the task? 
 WHEN will the document need to be finished? 
 WHERE will the receiver read the document? 
 WHY am I writing, or what is my purpose? 
 HOW can I best achieve my purpose, or what organization and format makes the 

most sense? 
After answering these questions, you should proceed with the writing process, 

which is as follows: 

 
In this lesson, you will learn the importance of proofreading documents as well as 

how to apply proofreaders’ marks. 

Editing 

No matter how accomplished a writer you are, writing a perfectly polished 
document is not something that is going to happen on the first try. Writing requires 
an editing stage that is just as vital as the actual composing of the document.  

Once writers compose a first draft, they embark on revision and editing in the next 
phase. This is a chance to take unpolished writing and refine it into something 
presentable and publishable. Writers do this by reviewing each sentence and 
paragraph and making changes where needed. A writer may even tweak the 
organization of a piece during the editing phase and check to ensure that the main 
idea and supporting details work in unison. If the main idea is not clear, a writer will 
go back and rewrite statements to create clarity. If supporting details are missing, a 
writer will circle back and find the best place to integrate them. Writers may work 
from a rough draft typed on the computer, or they may edit handwritten material 
and then type the document once major rewrites are finished. The editing phase is 
where the true recursive work happens—writers will read, reread, and rewrite as 
many times as needed until the written document is publishable. 

Proofreading is reading and marking final corrections of terminology, grammar, 
punctuation, spelling, and voice. Sometimes writers introduce new errors when 
revising and editing, so a final read through for corrections is often necessary 
before finalizing a written document. To expedite proofreading, writers and editors 
use a system of shorthand marks to communicate changes that should be made to 
a document before publication. These are known as proofreaders’ marks. 
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Proofreaders’ Marks 

Now that you have read about the importance of careful proofreading, click the 
button below to download the document and review the most common 
proofreaders’ marks used when editing. 

Editing for Audience, Purpose, and Voice 

To communicate in a clear, courteous, concise manner, you must be able to edit 
language for audience, purpose, and voice. Audience refers to the recipient of the 
message, while purpose is the reason behind the message—to inform, persuade, 
instruct, or request. Professional communicators use the writing process to 
produce emails and letters appropriate to task, purpose, and audience. This means 
they consider what objective they want to accomplish, who they need to 
communicate with to drive action, and the reasoning behind their 
communication. Voice refers to the author’s style of writing, the quality that makes 
their writing unique. Your voice varies depending on your audience. For example, if 
you were writing a report for your boss, you would not use the same slang and 
informal language that you would use in an email to your friend. 

When you edit a document, it is important that you not only edit it for spelling and 
grammatical errors, but also consider whether its audience, purpose, and voice is 
appropriate for the task at hand. Generally, documents written for school or 
business purposes should maintain a formal voice. 

Editing for Tense and Syntax 

As you proofread, also look for shifting tenses. Tense is the grammatical word to 
describe the ending of a verb (usually –ed for past and –s for present). As you edit 
your work, it may be necessary to ask yourself what tense the writing should be in. 
Are you talking about events happening now? If so, you should use present tense. 
Are you talking about events that happened in the past? If so, you should use past 
tense. Sometimes it may be necessary to change tense. For example, if the time 
frame changes from past to present, the tense should change as well: “I had a 
yellow cat when I was a child. I think I prefer dogs now.” However, a common 
writing issue is switching between tenses. The following sentences demonstrate 
how this error can occur and how it can be fixed: 

 Incorrect: I walked to the park, where a big dog runs up to me. 
 Correct: I walked to the park, where a big dog ran up to me. 

Syntax refers to the way the words are arranged in phrases, clauses, and 
sentences. Syntactic rules permit us to understand how words and punctuation are 
organized within a sentence. Syntax is critical because it shapes how readers 
interpret a message. The following sentences demonstrate how one sentence can 
be syntactically incorrect by missing punctuation. 
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 Incorrect: Please send the meeting notes I need them for my records. 
 Correct: Please send me the meeting notes. I need them for my records. 

Both at school and in the workplace, you will be evaluated for your writing skills. 
Being able to write with a clear audience, purpose, and voice as well as 
understanding appropriate tense and syntax will go a long way toward making you 
a proficient writer. 

I. True or False? Read the statements below and select T if the statement is true or F if the 
statement is false.  

1. Only business writing requires an editing stage. T F  

2. The purpose of a message may be to inform, persuade, instruct, or request. T F  

3. Editing is recursive work that requires both rereading and rewriting. T F  

4. Tense refers to the way the words are arranged in phrases, clauses, and sentences. T F  
5. The five W’s and H can help you plan a document you need to write. T F 

 II. Multiple Choice Choose the answer that best fits each statement below. 

 ______ 6. Reading and marking final corrections of terminology, grammar, punctuation, spelling, and voice is known 
as: a. Drafting b. Analyzing c. Proofreading d. Planning 

 ______ 7. Proofreaders’ marks are: a. A system of shorthand marks to communicate changes that should be made to 
a document before publication b. A system of shorthand marks to communicate changes that should be made to a 
document after publication c. Only used by professional editors d. Unnecessary when using word processing software: 
Editing and Proofreading 

 ______ 8. When writing a document, your voice varies depending on: a. The type of word processing software you are 
using b. Whether you are writing by yourself or with a partner c. Where you are located in the United States d. The 
audience of the document 

 ______ 9. If you are writing about events happening now, your writing should be in: a. Present tense b. Future tense c. 
Past tense d. Both past and future tense 

 ______ 10. Why is syntax critical to reading and writing? A. It shapes how readers interpret a message b. It 
determines the purpose of your document c. It determines the tense of your document d. All of the above  

III.Short Answer: Answer each of the questions below in the space provided.  

11. Rewrite the following sentence, correcting for syntax: To the movies we are going 
_____________________________________________________________________________________ 
_____________________________________________________________________________________  

12. Rewrite the following sentence, correcting for tense: I go to the store and bought bread. 
_____________________________________________________________________________________ 
_____________________________________________________________________________________  

13. The following is a draft email that Derek wrote to his boss, Bill. Consider whether the voice is appropriate for the 
audience, and then rewrite the email with a suitable voice. Hi Bill, What’s up? Just wanted to let you know the report 
you wanted will be a little late LOL. But hey, I did the best I could. Hopefully I’ll get the report to you soon. Derek 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
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Day 20-21 Using Proofreading Marks 
 

 Instructions: Day 19-Copy the figure below for your notes.  
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 Instructions: Day 20-using the information that was given to you 

yesterday. Proofread the following document, put the correct mark 

on any errors that you see.  
 

a. Below is the rough draft of a formal memo that will be sent out to the staff of a 

small company called The Software Squad, Inc. Refer to the proofreaders’ marks 

on the previous page and apply them as needed to edit the memo below.  

 

TO: All Software Squad, Inc. Employees  

 

FROM: Oliver Patterson, Director of Consulting Services  

 

DATE: January 12, 20XX  

 

SUBJECT: New Video Conferencing Softwear 

 

 Hi all, how are you doing?? As you no, The Software Squad, Inc. recently expanded 

its customer base into canada. In order to best serve are customers in the united states 

and canada, we will be utilizing vidoe conferencing as a communication tool. Some of 

benefits video conferencing will bring were increased productivity, reduced travel 

costs, and advantages over our competitors. 

 

 Smart Video is a video conferencing software that has a variety of of features that will 

make our online meetings and colaboration sessions easy and effective. With Smart 

Video, meetings can be scheduled on the spot or well in advance. Smart Video will be 

used company-wide beginning in february. Prior to this start date, all employees must 

attended a training session. Management were very happy to introduce this new soft 

ware. If you any have questions about SmartVideo, please feel free to email me 

anytime!!! 😊😊 LOL! 

 


