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1. 1 The Main Points and Fingering(¥ ]S HEBARM R IEZE)

Part One Warming-up

Type the following paragraphs into a computer without looking at the keyboard and
mark out your time.

1. In January, Miicrosolt said it needed to resotl to its first mass layoffs, cutting 5,000 jobs,
and on Thursday it announced it would do away with merit pay increases for employees in the next
fiscal year.

2. Federal Reserve Chairman Ben Bemanke told Congress Tuesday that the economy should
pull out of a recession and start growing again later this year. Still , rising unemployment, sinking
home values and eracked nest eggs will siill weigh on consumers’ willingness to spend freely.

3, “U. S.-China relations is a mutually beneficial and win-win relationship rather than a zero-
sum game,” Zhou told the conference, which was held to commemorate the 30th anniversary of

U. 5.-China diplomatic relations.
Section A The Formation and Function of a Keyboard{ §203#3a% S5IheE)

PR AR A S A AE BRI REN S ERMA RS, TE Ml 5 T
A4 ThebE X EREA X (WHRITFEIX) (R XK AR R XA I s X (R
FX), HEREX (13 M) TEREAE- AFEH Esc . F1—F12 8. FHERX(FH61 1)
NIGFRSE A—7 3526 B0 09 4810 4, F S5 B H AL — ST gR gt 25 1~ R
SR ECT T ES FH(D4 M HmEEE B9 M. #
X (3517 ) 55 0—9 48 10 MR HAM 7 A~ 2IakE.

BARRINTEFR,
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Chapter 1 Typing Elements( ¥T=ETH!)

. :
VIREREX KB RIX

fili X

HiARRETR

Section B The Functional Keys on the Typing Kevpad{ X T ZIHa:H)
Backspace JEiREE. MEEEAREIE R T

Enter P F 4, R r ot . BB ET 17017 H .

Shift g, 5TEBRERE TR ITH RS F B, ‘ﬁi&ﬂz?%ﬁiﬁﬁ’fﬁl‘]ﬁ
BT R B TR,

Ctr] B, SSRGS E.

Al TGRS, A SH A A .

Tab BoAgEE, LR A BT R AR,

Caps Lock  BUEHE. I CFRE HREPRZ.

SR I PNEY

TIAESEX FI—F(2 BTNBEMRR LR R e AP TE , ZE A THEE Word SRR
—BAEMEHEN.

Section C  The Functional Keys on the Editing Keypad{ B8 X T EINAEE)
Print Screen SvsRq FafEE. SR E LR RAORENA

Scroll Lock FRYER, WTIHEEEE LSJJ,E@JF}U\?EEE’EE%EU

Pause Break HiEE, WT s, 4T A58t (REE RS .

Insert AR, 1 F i, 8 A SCFERRBHIES AR S B9 H 22

Home TR BT Y . WG Col 8@ FAat, mDg AR 2 308y
H:%D

Page Up BT, TSR E E—

Delete THEREE. 2T bR MBS YR S B 2T

End TR, X ETRE, BS Cal GTHE, BARESERRE Z S0k
.

Page Down TR . T IR, AR R ET — i,

Section D The Shortcut Keys and Their Functions Used in Word ( 4538 Word 3Z#S842s
gk EER S HIbAE)
Cul + A PR R BT T, ) 5 Y T S SO B AR AT



Chapter 1 Typing Elements( IS EM) &

Cirl
Cirl
Carl
Cirl
Cirl
Cirl
Cirl +
Ctrl
Ctrl
Cirl
Cirl
Ctrl + Enter
Shifi + = fip4
Al +F4

+ + + + + o+

+ + 4+ o+

K5 P SRR T, T B A P A DAL

K PRI, T B A A A AR
PRI 2 T, TR 2 A P A S BT AR
B EEIRIL T, AR Y P DY I B B AR A
W BT, AT BT IR P AN EE I B AR AL
KRR T, T E R X EHE

e F SR BT T, AT 7 — BT

¥ p GRS E T, FTAT R F T X 5 HE -

e BRI BHE T, 70X 4R SR TR AT

Hr g R R, AT B R AR

R R IE T, T A S T

KRR R, AR R T — U,

FEP RN T, T AR S 7.

W PR ERIRII T, P OCH] ETH S B Lo

Part Two English Touch System{ N FTFEE)

ITERE, TR M ER R ARSI, BURER FRETIFI8E. AAEETE#

s, RATHTI FE B A RERS LR R

FrEmn BN THEE & AN T, A EA AR, BRI, HRE 8 4F 4500

TEREAGE b B AE SR 80 T, B EHE, 7+ T

“*”,1,Tab,Caps Tock,Shill, Ctrl , AL, Q, A, Z 8{I AT /MEAT 2, W, S, X B A

FEAENTIED, CRBEATHIRMAH4,.RFLV,5,T, G, B B AT RIEMNH;6.Y,
H,N,7,U,J,M 8 i FREAE;S, LK "BMAFFHRIE,0,L, . "#fH T L4
RPDE RS OO 0 AR B AT DS . RRITEETR,

AMEAT

EFIETTY REIET BB

AMEET

¥ \

g (A HTF) giech T HRET LERET

ER AT, RATAFE GRS R ARTE R AR EARA E(A,S,D,

FOLK L") EFRIEHAE F B L, EFHHE LA DEINRED S, AR L AT

BIERTE ) B, PP LR MR KL b AT R R
Bt | B RN B FRAE IR THIRETT , PR R BRI EARA




Chapter 1 Typing Elements( 3T2=&THH)

%
i#| Part Three Correct Typing Posture( [ETREVITSRAAR)
E Frat, KM - BRI R, MRBEARLH, AMAREE, 1 BIERE S B
v| s EmmTEES R,
e 1. FHPERAEN b R REE, PV O AR T R TN TR
2. BHRTBEATRL, B R AYIE AT 2424 20 em ~ 30 omy;
3. TP R BRI A e, F R IR R SRS , B AR BRI
4. FFTTE BE—EEREEY.
Part Four Basic Fingering Practice( BEARISEES)
Section A RS
* %t a,s,d,f,j,k,1,"; "M%
asdf asdj asdk asdk sadf sadj sadk
sadl dasf dasj dask dasl fdad fasd
% fdad [kl fjka fiks fikd fikj aass
es;dd d;dff 1) jik sk k:kll kl;d df;j
@ 3 a,s,d.f,g,h,j,k,1," ;" %S
asdfg asdfh asdfk asdfl sdfga sdfha sdfja
dsafg dsfgkj scifgkl ghikl sdfgh dfghj fjghk
lkjh lihg lasdf kasdf glkas ghjkd jkefg
jdsfl lehis sjkgh dfjkh htksl ghje assgik
® 3t q,w,e,r,t,y,u,i,0,p B3]
(werll gwerty geruip wunep rutico qieuru vitoew
urueot releoo ruiow ypeori Tuieow ielowo tuieow
qowue rueiwe rptoru Tineiw goeiru turyei furieo
puoyil iutyre uywiq riotarp wueur tuyyeo riwogqp
@ 3tz,x,c,v,b,n,m %3]
zxcvh zevbn ZXCV zvnbn Zmxne vbhenx cmzch
zevam mmboey mxbey zxnmb cvmnx xemnz cvbnx
yIexm zxcvb vhenx mnxcv byvnxz nbxmv nbxcy
mznxe nxchz bvnmx xchvz vbnex nemxb Xmvne
@ 3 A—Z RRHSENET
gdwen wejdeu fyurhr njuyh nkilow khgre vedwy
hytedb vdetyu wafgtr jhytiv knyrdc iklotr vryjjbe
virhkj rdewsh vgtrhu njkirf wsgrf] bvrgty cfujmn
fs il I i/ [ 4] [/ 5
> <77 T 7 > i O + b7 VA




Chapter 1 Typing Elements( $T=2ELTH)

Section B 8A4>
& 2iFH1

jovial behalf nearby
purely should sandal
follow jasper cattle
future evolve hourly
little rundle dislal

& BRI 2
facile Friday filthy
noodle nick nuzzle
hoding board ticker
Jewish blame hoxer
unease tedium vision

* BiFES]3
north 260 essuy
house tramp three
height hrisk annul
differ golden - rosy
often exam error

* BR%4
festival prankish roughish
packmark speedily therefore
vigilant neighhouring learning
yearbook Zululand zealotry
zodiacal tangible dynamite

& BA%KSS
tortuous manulacture housewife
maroons salable embroidered
reasonable  possibility  importance
equipment  workman information
producers equipment  underground

Section C 934>
® GFEHs1

pigsty

blazed
colour
weekly

around

bidder
voice
hallow
yuppie
rithbish

next
rough
civil
cubbish
chief

official

quantity
follower
cmbilter

citified

hospital

calalogue
anlicipate
including

yesterday

fabled
labour
fifth
raonthly

Easter

Teason
foiled
treat
ticket

turkey

giant
SEXY

south
quest

night

distress
Japanese
dwarfish
electrical

branched

handmade
business
meantime
exporters

shipment

vellow
thresh

intend

2
il
[
7
£7
ez

mother

nseful

jerkin
toggle
yester

hollow

mend

handle
eleven
temp
wives

Kodak

hungrily
velvet
Xanthippe
jealousy

hysteria

magnificent
ingurance
prezently
handbags

colouring

1. I am always suspicious of anyone who wants to sell me something on the cheap.

2. He is the only successor amonyg his brothers.
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Chapter 1 Typling Elements{ FJSPE4H)

3.

4.

5.

6.

7.
lue.

8.
cle.

9.

Boeing 747 plane is a huge, luxurious supersonic passengers’ plane.
Dolphins can be useful for the submarine explorations if trained properly.
They still remembered each ather after a stretch of twenty years.

We have striven to the full to convince hitm,bul we have made no headway.

Susan likes to strell around the flea market on the chance of picking up something of va-
Sociology deals with the facts of crime, poverty, marriage , divorce , the church, the school,

The perennial conflict between national egoism and international solidarity becomes more

and more visible,

10.
11.
12.
13.
14.
I5.
16.
17.
18.
19.
20,

Many scienlists remain skeptical about the value of this research program.

The liquid is purified by passing it through charcoal.

What are the prospective relurns from an investment of 20,000 over three years?
The delegation decided 10 prolong their visit time by five days.

Although this area is very poor now ,its potential wealth is great.

X-ray is a practicable way of discovering diseases.

The tourists were preceded by their guide.

She preceded her speech with welcome w the guesis.

Mike should get a lawyer 1o plead his case.

The: principles of the two methods are completely polar.

This country i1s now practically occupied by the armed forces of the L. 8. A.

& FFES)2

1.

e e R

9.

The way he writes about the disease that killed her is simply ohscene,
Taxes are an obligation which may fall on everybody.

He tried to prevent the marriage bul it took place notwithstanding,

My trip throughout the world made an interesting narrative,

If you neglect this property it will depreciate.

He doesn’t manifest great interest in his business.

Katrina has been lured to the Middle East by the promise of high wages.
The magnitude of the epidemic was frightening.

Some people go hack for their education to acquire another degree or diploma to impress

the society.

10.
11.
12.
13,

lightly.

14.
15.

Treading on any part of this floor activates the alarm system.
His work was not innavative,but it attracted and activated others.
There are moral principles by which socicty coheres.

An adequale water supply for city people is already a problem no sovernment can take

Even the youngest musician vould realize the quality of this youthful voice.

A spoiled child is often a child that has been idolized by his parents,



Chapter 1 Typing Elements( T3B!

16.
17.
18.
19.
20.

Our club is afliliated to a national organization of similar clubs.

The weather bureau declares that the rain is going to stop.

We can afford the house if we save our pennies.

If T was obliged to define politeness,I should call it the art of making oneself agreeable.

Her various wages for the year aggregated $ 1,500,

¥ NFE&HI3

1.
2.
3

4.
5.

The mistakes of the ministers provided perfect ammunition for their political enemies.

Let me amplify so that you will understand the overall problem,

. There is an analogy between the way water moves in waves and the way light travels.

A man who always anticipates his income can never save or become rich.

The residents in the neighborhood all applauded the council’s decision to close the small

dye factory.

6.
7.
8.
9.

10.

This encyclopedia has a supplement covering recent events.

Withdraw from the political arena! The world is an arena of moral conflict.
John is so arrogant that he thinks he is better than everybody else.

He gave me a definite assurance that the repairs would be finished tomorrow,

Is that an authentic painting [rom Picasso or a modern copy?

11. The harvest is better on an average this year.

12. We tried and tried ,but it was all to ne avail, we failed.

13. A summer at ihe seashore benefits the entire family,

14. The earth rotates about an axis between the North Pole and the South Pole.

15. To do the job,you must have al least a bachelor degree in science.

16. The old woman from the country was hewildered by the crowds and traffic in the big city.

17. They prepared a special dinner which was se claborate as to become a banquet.

18. Tt is not the guantity of the lood , but the cheerfulness of the guests that makes the feast
wonderful.

19. The remote barren land has blossomed into rich granaries.

20. These are the last batch of letters to be answered.
& AFES 4

1. His birth background biases him against businessmen.

2

ducts.

e S

The future of this firm will he very bleak indeed if they can’t devise new models of pro-

Withont my glasses [ blundered into the wrong room.

No one else could look more beautilul than she when she was flushed from the fire.
Every purchaser of a pound of coffee received a box of cookies as a bonus.

A trivial misunderstanding caused a breach between them.

Our mulual understanding and ceoperation will certainly result in important business.

Surgeons have made a greal breakthrough in the kidney transplantation.

T
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hapter 1 Typing Elements{ $T=,EHH)

9. Lack of achievements in work sometimes breeds pessimism.

10. The murderer tried to bribe the judge into convicting him of being ungnilty.

[1. He budgeted for all his expenses in the coming year,

12. By this time next year you ought to have a very good knowledge of English.

13, We sailed round the cape to shelter from the storm.

14. I dide’t understand the drawing until read the caption.

13. Many people would like Lo soe all captive animals set free.

16. The comer grocery was a casualty of the expanding supermarkets.

17. The war was a terrible catastrophe in which many people died.

18, There are some diseases which cannot be caught by a person who has already had it.

19. The priest fuvored sending Catholic ehildren to Catholic schools.

20. The vensus enumerated] eighty-six persons over one Jundred vears old in this mountain area.
& GFEI5

1. The c¢rowd’s chant was “More Jobs! More Money!”

2. We never cherish any unreslistic fancies about these desperate criminals.

3. He produced a board,onto which his secretary had clipped all the important documents.

4. The clearance between the bridge and the top of the ecar was only ten feet.

5. His election to the manager was the climax of his career.

6. I am determined to face the challenge whatever may come to me.

7. The building was built to commemorate the Fire of London.

8. One should refrain from applause during a debate.,

9. I argued with her for a long time, but she refused to listen to the reasons.

10. He and his wife cheated every one with whom they had dealings.

l1. An accident has disrupted railway services into and out of the city.

12. The noises of cars passing along the road is a continual disturbance 10 our quiet at home.

13. I think the present armed clash on the boarder was a diversion to make their people forget
the internal difficult economic situation.

14. Flong Kong offers lots of diversions for every type of person.

15. The U. S. A. conquered many countries and controlled them as domains for political and
economic development.

16. The newspaper extracted several passages from the speech aud printed them on the front
page.

17. These superstitious practices should be abolished as soon as possible.

18. He has flushed with excitement when he learned that he had won the first prize.

19. The treaty will give an impelns to trade belween Russia and China.

20. The Export Commodities Fair was inaugurated the day before yesterday.

Section D NE&HT
® TEHS1

Yeliow Crane Tower

Yellow Crane Tower is an imposing pagoda close to the Yangz River. Situated at the top of



Chapter 1 Typing Elements({ 3 TSP BETH) 4

Sheshan( Snake Hill} ,in Wuchang,the tower was originally built at a place called Yellow Crane
Rock projecting over the water,hence the name. Over the centuries the tower was destroyed by fire
many times,but its popularity with Wuhan residents ensured that it was always rebuilt. The current
tower was completed in 1985 and its design was copied from a Qing Dynasty { 1644—1911 ) pic-
ture. The tower has 5 stories and rises to 51 meters covered with yellow glazed tiles and supported
with 72 huge pillars, it has 60 upturned eaves layer upon layer. It is an authentic reproduction of
both the exterior and interior design, with the exception of the addition of air-conditioning and an

elevator.

® JELHS2
Shangri-La Hotel

Consistently being voted as the finest hotel in the world, Island Shangri-La is cenirally located
in the heart of Hong Kong. Towering 56 floors above Victoria Harbour, it has direct access to
Pacific Place—the island’s most prestigious shopping and entertainment complex. The rooms and
suites of this luxurious hatel are among the largest in Hong Kong and each offers breathtaking views
of the city and famous harbour. Its award-winning restauranis bring an exquisite dining experience
for the culinary epicurean. The hotel also features the world’s largest Chinese silk painting, “the

Great Motherland of China”in its atrium.

* TEH53
The Language of Music

A painter hangs his or her finished pictures on a wall,and everyone can see it. A composer
writes works, but no one can hear it until it is performed. Professional singers and players have
great responsibilities, for the composer is utterly dependent on them. A student who majors in music
needs as long and arduous a training to become a performer as a medical student needs to become
a doctor. Most training is concerned with technique, for musicians have to have the muscular profi-
ciency of an athlete or a ballet dancer. Singers practice breathing every day, as their vocal chords
would be inadequate without controlled muscular support. String players practice moving the fingers
of the left hand up and down,while drawing the how to and fro with the right arm—two entirely dif-
ferent movements.

Singers and instruments have to be able to get every note perfectly in tune, Pianists are spared
this particular anxiety ,for the notes are already there, waiting for them, and it is the piano tuner’s
responsibility to tune the instrument for them. But they have their own difficulties ; the hammers that
hit the string have to be coaxed not to sound like percussion,and each averlapping tone has to
sound clear.

This problem of getting clear texture is one that confronts student conductors: they have to
lsarn to know every note of the music and how it should sound,and they have to aim at controlling
these sound with fanatical but selfless authority.

Technique is of no use unless it is combined with musical knowledge and understanding. Great

artists are those who are so thoroughly at home in the language of music that they can enjoy per-
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forming works writtens in any century.

* XEHT4
British Pub Culture

Visitors to Britain may find the best place to sample local culture is in a traditional pub. But
these friendly hostelries can be minefields of potential gaffes for the uninitiated.

An anthropologist and a team of researchers have unveiled some of the arcane rituals of British
pubs—starting with the difficulty of getting a drink. Most pubs have no waiters—you have to go to
the bar to buy drinks. A group of Italian youths had been waiting 45 minutes before they realized
they would have to serve themselves. This may sound inconvenient,but there is a hidden purpose.

Pub culture is designed to promote sociability in a society known for its reserve. Standing at
the bar for service allows you to chat with athers waiting to be served. The bar counter is possibly
the only site in the British Isles in which friendly conversation with strangers is considered entirely
appropriate and really quite normal behavieur. “If you haven’ been to a pub,you haven’t been to
Britain. " This tip can be found in a booklet—~Passport to the Pub:The Tourists’ Guide to Pub Eti-
quette ,a customers’ code of conduct for those wanting to sample “a central part of British life and
culture”. The trouble is that if you do not follow the loeal rules,the experience may fall flat. For
example ,if you are in a hig group, it is best if only one or two people go to buy the drinks. Nothing
irritates the regular customers and bar stafl more than a gang of strangers blocking all access to the

bar while they chat and dither about what to order.

& NEHSS
Bern

As the Swiss capital,Bern is an important city of diplomats and the site of many international
organizations and meetings. I's one of the oldest and loveliest cities in Furope, with origins going
back to the 12th century. Since much of its medieval architecture remains today, Bern evokes the
feeling of a large provincial town rather than a city. In 1983 ,the United Nations declared it a World
Cultural Landmark.

Over the vears the city landscape has been praised by many famous visitors , including Horace
Walpole , who called it “the most fair city”. Dorothy, sister of William Wordsworth, gushed , “ There
is a beautiful order,a solidity,a gravity in this city,which sirikes one at first sight and then never
loses its effect. ”

The modern mingles harmoniously with the old in this charming city, and in recent years
residents have discreetly added contemporary-style homes and structures to the historic environ-
ment. Such coexistence between the old and the new is also evident in Bern’s university, known
equally for traditional studies and pioneering scientific research,

Bern joined the Swiss Cenlederation in 1353, In 1848, it replaced Zurich as the seat of the
federal government. The city stands on a thumb of land that's bordered on three sides by the Aare
River, hence the several bridges connect various sections of the city.

Market days in Bern—ideal time to visit—are Tuesday and Saturday. People from the outlying



