

    [image: ]

  

    

      
          
         Visit our How To website at www.howto.co.uk
         
 
         At www.howto.co.uk you can engage in conversation with our authors - all of whom have ‘been there and done that’ in their specialist fields. You can get access to special offers and additional content but most importantly you will be able to engage with, and become a part of, a wide and growing community of people just like yourself.
         
 
         At www.howto.co.uk you’ll be able to talk and share tips with people who have similar interests and are facing similar challenges in their lives. People who, just like you, have the desire to change their lives for the better - be it through moving to a new country, starting a new business, growing their own vegetables, or writing a novel.
         
 
         At www.howto.co.uk you’ll find the support and encouragement you need to help make your aspirations a reality.
         
 
         You can go direct to www.touchtypingintenhours.co.uk which is part of the main How To site.
         
 
         How To Books strives to present authentic, inspiring, practical information in their books. Now, when you buy a title from How To Books, you get even more than just words on a page.
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            PREFACE
            

         
 
         Almost everyone today has to use a keyboard. Of course it is possible to use two fingers, or even three, and stumble along making lots of mistakes and taking an age to type a single document. But there is a better way. Why not learn to touch type with the help of this new and easy to use book?
 
         Most keyboards still have the traditional QWERTY layout which was first introduced in the days of manual typewriters, so that the most frequently used keys did not ‘jam’ together. The diagram on each drill page shows this layout and the hand chart shows which finger to use for each key.
 
         As laptops are very popular for an increasingly mobile workforce, I have included a section on using a laptop rather than a traditional keyboard for touch typing.
 
         And new for this Third Edition is a separate section giving simple instructions on how to use Microsoft Word 2007 to produce professional looking documents. All the basics as well as more advanced tasks are included.
 
         Touch typing is easy and fun! That is the message this book seeks to convey. Gone are the days when it took months of laborious learning to master the keyboard. In just ten hours you will be able to type using the right fingers for the right keys. Then gradually, using the additional practice material, your speed will increase, and the reference guide at the back of the book will provide you with all the essential information you need to become proficient in setting out the important business documents of today.
 
         Just think, a few hours now will teach you a skill that will be with you for life. What have you got to lose? Take the book home and start working through it today. By this time next week your hard work will be paying off.
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            INTRODUCTION

         

      

      

    


  

    

      
         
         
 
         
            Getting Started
            

         
 
         Before beginning to touch type you will need suitable equipment. Today this will usually be either a desktop or laptop computer and a word processing package such as Microsoft Word. You will also need a good sized desk and adjustable chair with a supporting backrest.
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            Correct sitting position
            

            
         
 
         How you position yourself at your desk will determine your comfort whilst touch typing. In particular, take heed of the following:
         
 
         
            HEAD. This should be erect. If you tilt your head forwards it puts a strain on your neck. So does watching your fingers. A poor head position can result in headaches.
 
            SHOULDERS. These should be relaxed.
 
            ELBOWS. Keep them close to your body.
 
            FINGERS. Curve your fingers, but not unnaturally so. You may need to raise your fingers more if you are using a laptop computer rather than a traditional keyboard. This is because the keys on a laptop are closer together and the keyboard itself is flatter.
 
            WRISTS. Your wrists should be flat. Aim for a straight line from the knuckles of your middle fingers to your elbows.
 
            FEET. Keep your feet flat on the floor and do not cross your legs.

         
 
         
         
 
         Specific points for using a laptop computer
 
         Typing on a laptop is not as easy as using a conventional keyboard. You will need to raise your fingers, rather like typing on an old-fashioned manual typewriter, in order to compensate for the keys being closer together and the flatter board. You might find it preferable to plug in an external keyboard whilst you are learning to touch type or to use a cordless keyboard, although if you plan to use your laptop all the time it could be best to learn on it from the beginning.
 
         Most laptops come with a touchpad and at least two buttons underneath it. When you move your fingers over the touchpad it moves the cursor on your screen. The left and right buttons underneath it are similar to the left and right buttons on a mouse. Some laptops also have a centre button which acts as a 4-way scroll, to scroll up or down and move left or right on a page. If you are not happy with this arrangement it is a simple job to plug in an external mouse, or use a cordless mouse.
 
         
         
 
         General points to bear in mind whatever type of computer you use
 
         
            Use a copy holder whenever possible. They can be purchased cheaply and either stand on the desk or are attached to the monitor. At first it will be best to place the hand chart on this holder, but eventually your work can go there, thus reducing the chance of any eye strain.
 
            Make sure the room lighting is correct. If you are working in an office various rules and regulations will dictate where your equipment is positioned. If you are at home make sure you have the window behind your monitor. There should be no glare, either from lighting or sunshine. It is possible to buy a filter to place on the front of your monitor screen.
 
            Move about frequently so that you don’t stiffen up. Take regular breaks – at least ten minutes every hour.
 
            Have regular eye checks – at least every two years.

         
 
         
         
 
         And off we go …
 
         Use the Courier New font, 12 point size for all the drills. (See Reference Guide page 109.) This is what we call a fixed font so that each letter takes up the same amount of space, and your lines will all finish at the same point. It is also a good idea to use double line spacing (see Reference Guide page 108), so that you can see your work more clearly.
 
         There are eight keys on the keyboard known as the ‘Home Keys’. They are situated in the middle of the keyboard, and from left to right they are a, s, d, f, j, k, l,;. The four fingers of your left hand go over the a s d f and the four fingers of your right hand go over the j k l and;. Most computer keyboards have raised points on the f and j to help you locate the right keys without looking. Your fingers should always hover over these eight keys and from this position you reach up and down to every letter, figure and symbol on the keyboard. (See the hand chart for guidance.)
 
         Type each line until it is perfect and, most importantly, until it can be typed without looking at the keys or your fingers. This is what is known as ‘touch typing’. At first each line may take many attempts but this does not matter.
 
         
         
 
         Remember
 
         
            Keep your fingers on the Home Keys.
 
            Say the letters to yourself as you type them.
 
            Make sure you do not get into bad habits by using the wrong finger for the letter you are typing.
 
            Glance at the hand chart whenever necessary – do not look at the keys or your fingers.
 
            Go slowly – work at your own pace. Speed and accuracy need to come together.
 
            Watch your posture.

         
 
         Above all, remember that successful touch typing takes time and effort. There is nothing clever about it – determination and hard work singles out the good from the bad – as in most things. If you are tired, something starts to ache or everything starts to go wrong, leave it for another time. You will be surprised just how quickly your speed and accuracy will build up if you work hard enough.
 
         So what are you waiting for?!
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