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To the Reader

You want to learn to type, or you want to learn to use a computer terminal
or other equipment that uses the keyboard. Good for you. This book will
teach you how to type—quickly and at your own pace.

This book places a value on your time. In this typing course you will
have private typing lessons. Your “classes’ will meet at times and locations
suitable for you. For that reason you can work at your own pace and study
only the material you want to. For example, if you plan to type numbers
only in dates, addresses, page numbers, and occasional short lists, you do not
have to spend too much time practicing numbers.

MATERIALS NEEDED

You will need to use a typewriter, standard-size (84" across by 11" up and
down) typing paper and a twelve-inch ruler. You may already own a type-
writer, or you may want to beg, rent, or borrow one. (Don’t steal one.) Any
typewriter will do. (If you have a foreign make, there may be variations in
some symbol keys.) You may use a manual (non-electric) or electric
machine, standard-size or portable. You may also use the keyboard of a
computer terminal; if you do, see the table on page ix to see what parts of
the book apply to you.

You may use any quality of typing paper for your practice. When you
get to reports and letters, you may want to type a few of them on good
quality bond paper. You will also need a clock or timer, envelopes (or paper
and scissors), correction tape, and paper. The beginning of each chapter will
tell you which supplies you will need for that chapter.

If you plan to apply for a job that will require you to take a timed typ-
ing test, you will probably want to do all of the timed typings in the book
several times each, including the ones in Appendix A. If you plan to use
your typing for personal use, you may want to take only one or two timings
to find out your typing speed. You will also build good typing speed when
you type your own work, so it is not necessary to use only the timings to do
s0.
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How to Use This Book

Because this book is self-instructional and individualized, you can use it to
suit your own needs. The following table will help you tailor your use of
this book according to your interests. Study the table and identify those
sections that are relevant for your interests and inclinations.

If This Describes Your Situation... ...Read These Sections:
I. You have a fair idea of how Skim Chapter 1 and Chapter 2
to operate a typewriter but through page 19.
not how to type. Read Chapter 2 from page 20

and Chapters 3-6.

II. You want to learn to type on Chapter 2 from page 20 through

a computer keyboard but the end of the chapter and
not on a typewriter. Chapters 3 and 4.
III. You want to build speed. Chapters in I or II above plus
Chapter 7 and Appendix A.
IV. You are working in a busi- Appropriate chapters above plus
ness setting. Chapters 8-10 and Appendixes
B and C.
V. You plan to type school Appropriate chapters above plus
or college work. Chapters 8 and 10 and
Appendix B.
V1. You know nothing about Chapters 1-6 and other chapters
using a typewriter. and appendixes according to

your interests and needs.

At the beginning of each chapter are Objectives which outline what you
can expect to learn from the chapter. The Self-Test at the end of each
chapter will help you determine whether and how well you have met the
Objectives. If you think you already know the material in a chapter, you
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may want to take the Self-Test first and if you do well on it, skip the chapter.
If you are working on a computer keyboard, just skip the test questions that
don’t apply to you.

Because QUICK TYPING is self-instructional, you may spend as much
or as little time as you need on any particular section. The following list
gives a rough approximation of the length of time you need to cover various
parts of the book. Remember, there are wide individual differences.

¥ Letters of the Keyboard 10-15 hours
% Numbers and Other Symbols 3-5 hours
% Reports and Letters 3-5 hours
% Tables 3-5 hours

If you concentrate on speed, you will probably reach 40 words a
minute (the minimum job requirement) in 20 to 40 hours of practice after
you have learned the letters of the keyboard. The time you need to spend to
learn numbers and other symbols as well as reports, letters, and tables is
included in this 20 to 40 hours.
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Introduction

In recent years, changes in typewriters, teaching philosophies, and chang-
ing employment standards have made certain former practices in learning
to type obsolete.

In the past, students were instructed to keep the copy from which
they were typing on the right side of the table. The reason for this was
that otherwise the line of vision was obstructed on the left when the
typist returned the carriage. If you have a manual (non-electric) machine,
you should continue to put your copy on your right-hand side. However,
if you have an electric machine, you may place your copy on either side
of your table.

Typewriter keyboards for beginning students used to be blank.

There are now mounds of studies in the professional literature which

show that using marked keyboards is more effective. However, you should
do your best not to look at your keyboard until you have completed typ-
ing an entire line.

It is no longer necessary to put two pieces of paper in your machine.
This was done to protect the cylinders, but today’s cylinders will not be
hurt without a sheet in back.

ABOUT TYPEWRITERS

The first patent for a typewriter was granted by Queen Anne of Great
Britain in 1714. William Austin Burt registered the first American patent
115 years later in 1829. The first machine that typed faster than hand-
writing was patented in 1868 by Christopher Shoales, and his typewriter
was first manufactured and sold by the Remington Gun Factory in 1874.
This machine placed the letters of the alphabet where they are on the key-
board today. This is called the universal keyboard and it is used not only
on typewriters but also on computer terminals.
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Figure I-1 The Universal Keyboard

The universal keyboard is used in all languages that use Roman letters (the
letters English uses). The letter arrangement on this keyboard is far from
the most efficient one possible. (The keys that are blank in this illustration,
vary among different types of keyboards; so do the upper symbols on
many keys, especially between typewriters and computer-terminal
keyboards.)

The 1874 keyboard had only capital letters (as do today’s computers).
Typists were required to look at the reverse side of a typed page to proof-
read as the typing was printed on the back side of the paper. By 1884,
refinements had been made so that typists no longer had to be contortion-
ists to proofread their work. At about the same time, the shift key was
introduced making it no longer necessary to type in all capital letters.

Electric typewriters came to be widely used in the 1950’s. On manual
or non-electric machines, the pressure placed on each key is controlled by
the typist. If the typist places differing amounts of pressure on different
keys, light and dark strokes result. On electric machines, the machine
controls the pressure so that all typed material comes out the same shade
(called density in type). Electric machines will be discussed in more detail
in Chapter 1.

By the early 1960°s, many offices had Selectric typewriters, in which
typebars are replaced with elements or balls with all of the characters on
them. (The term Selectric is a brand name, used by IBM. Today, other
manufacturers are selling similar machines under their own names.)
Throughout this book, we will refer to these machines as “machines with
elements.” Look at Figure 1-2 to compare traditional typebars with an
element.

An element can be changed very quickly, making it possible to use the
same typewriter for different type sizes and styvles, musical symbols,
mathematical and scientific symbols, and foreign languages. It is frequently
no longer necessary to have separate machines for specialized work.

By the mid 1970’s, “‘self correcting’’ typewriters came into fairly
widespread use. To correct a mistake with these machines, a typist simply
backspaces and types over the same key—*‘erasing” the mistake—and then
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types the correct key. Errors in computer keyboarding can also be corrected
easily.

Element Typebars

Figure I-2 Typebars and Elements

By this time “‘automatic typewriters’ also had come into use in many
business offices. These typewriters type from tape hundreds or thousands of
“original” copies at very high rates of speed, working by themselves while the
operator does other work or even goes home at night. With these machines,
typists can edit material by adding, deleting, or changing copy on the tape.
The machine types all of the unchanged material. If material is added, or
deleted, some machines automatically adjust the spacing of the copy on
the page.

Portable electric machines made from lightweight metals are widely
used now. Most of these machines have all of the features of other electrics
and cost no more than good manual machines.

But whatever type of machine you are using, this book will work for
you. Where variations may exist, they are pointed out and illustrated.

Now it’s time to learn to type!




CHAPTER ONE

Setting Up

This chapter will get you set up to type, introducing the basic machine parts
and skills you will need to use to begin to type. For this chapter you will
need a typewriter, a 12-inch ruler, and several sheets of standard -size (814" X

11" ) typing paper.

OBJECTIVES

When you complete this chapter, you will be able to:

identify and locate several important parts of your typewriter;
insert and remove the paper from your machine;

single space, double space, and triple space;

distinguish between pice and elite type; and

use the carriage or element carrier return correctly.

THE TYPEWRITER PARTS

The first step in learning to type is to learn the basic parts of the typewriter.
Look at Figure 1-1 for the names and functions of various parts of the
machine.
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(1)

(2)

(3)

(4)

The cylinder is a hard rubber roller, which serves as backing for the
paper.

The cylinder knobs turn the cylinder and are used to insert or release
paper.

The line-space regulator sets the machine to type on every line, every

second line, or every third line (single space, double space, or triple
space). Your line-space regulator may not look exactly like this.

The paper guide is on the left side of the machine. It guides the left
edge of paper as it is inserted in the machine.

Figure 1-1 Some Typewriter Parts

Application

Try to follow the steps below on your own. Then use Figure 1-2 to check
your work. If you need help, you may refer to the illustration but try not

to.
1.

Set your paper guide at zero. Place the left side of your paper against
the paper guide.

Use one of the cylinder knobs to move the paper into your machine.
Turn the cylinder knob until the paper appears just at the bottom of the
cylinder. Then stop.

Set the line-space regulator at 1 for single spacing.




