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&~ Chapter 1 o=
Introduction

1.1 English Audio-Typing

English Audio-Typing ( EAT) requires you to input the listening materials into a
computer at the same time you hear it. Thus, not only your English competence and
computer operation skills can be enhanced, but also the new skill of “English Audio-
Typing” can be mastered.

The purpose of EAT is that, through lots of training and practice, you can
independently accomplish EAT tasks in meetings, interviews, negotiations and
professional work. It both requires and develops your basic knowledge of English
language , including the listening skills, computer operating skills and general knowledge
in other fields.

As a quite comprehensive process, EAT poses too many challenges to you in
mastering EAT skills well. Some of you with good English listening ability and fast
keyboard inputting skills may still fail in accomplishing EAT tasks. Factors influencing
EAT process might be as follows .

1.1.1 English Listening Skill

“Listening” refers to “input” in language learning, and it determines the “output”
of language. EAT which combines English listening and keyboard inputting skills
together requires you have high level of English listening. If your English listening is not
good enough, you may fail in EAT tasks or not be able to accomplish EAT tasks
efﬁcienﬂy. But listening skill in EAT course is a little bit different from the listening
skills in *listening comprehension” or “interpreting”. For accomplishing EAT tasks,
you're required to type all the information almost simultaneously. EAT emphasizes the
importance of listening skills greatly, but good English listening skill is just one of the
requirements of mastering EAT skills. Remember, your high level of English listening
may still fail in accomplishing EAT task.

1.1.2 Keyboard Inputting Skills

Fast keyboard inputting skill is the basic requirement of EAT learning. For ordinary
|
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learners, the keyboard inputting speed is around 90-120k/m ( keyboard stroke per
minute). A 160k/m typing speed can meet the basic requirement of EAT practice. The
keyboard inputting skill of advanced EAT has to reach at least 260k/m. Faster keyboard
imputing ability is preferred. EAT learners with high English listening skill but low
keyboard inputting ability can easily fail in accomplishing EAT tasks. Your typing speed
can be easily improved if appropriate practices are employed. From personal learning
and teaching experience, the author points out that after 2 weeks' keyboard inputting
practices, you can increase the speed greatly.

Fast keyboard inputting skill is a must of learning EAT. And for EAT learners, you
have to know how to use the keyboard to complete some editing work of WORD, but not
with the help of mouse. Completing editing work of WORD without mouse can save
time, thus improving EAT speed, achieving the goal of mastering EAT skills.

1.1.3 Coordination of Listening and Typing

Good English listening and fast keyboard inputting skill are the basic requirements of
EAT learning, but the coordination of listening and typing is the key factor which
determines the outcome of EAT. EAT needs you to type listening materials into
computer simultaneously when you hear the material. In order to accomplish EAT tasks
effectively, you have to learn and practice your coordination of listening and typing.

1.2 English Translating and Audio-Typing ( ETAT)

The Course of English Translating and Audio-Typing ( ETAT) mainly focus on the
training of translation and audio-typing. It requires you to input the target language into
the computer at the same time when you hear the source language. The purpose of the
course is that through adequate ETAT training and practice, you may enhance your
knowledge in the fields of current affairs, international relations and business,
education, science and technology, sports, agriculture, tourism, cultures and history
and so on.

ETAT is quite a comprehensive course, through learning this course, you should
improve the skills of translating or interpreting, fasten the typing speed, and also,
master note-taking skills. Since men'’s typing speed can never catch up with the speaking
speed, any ETAT learner couldn’t input all the target language into a computer at the
same time when he or she hears the source language, thus note-taking skills appears
relatively important. In order to accomplish ETAT tasks, you should have a good
command of English, be good at interpreting/translating and have fast typing speed as

well, and also, the coordination of listening, translating and typing is a must.
o)

“



Chapter 1  Introduction )'\

The following elements may help you master ETAT skills well.
1.2.1 Fingering

Appropriate fingering is the basic requirement in ETAT process, it can help you
fasten the typing speed and improve your working efficiency. Before and during the
learning of ETAT, you should practice your typing speed, and let the speed of typing
English letters reaches about 160k/m ( keystroke per minute ). The suggested
appropriate fingering is illustrated in the following picture.

1.2.2 Listening and Translating Skills

Listening and translating skills are other two basic requirements in ETAT. ETAT
requires you input English into computer when you hear Chinese, or vice versa. For
you, it is quite a challenge, only fluency in listening and translating can you accomplish
ETAT tasks well.

1.2.3 Coordination of Translating and Typing

Coordination of translating and typing is the key element in ETAT. Those who can
input the target language into computer immediately with appropriate words or sentences
after they hear the source language can accomplish ETAT tasks well. Some learners may
fail in inputting target language even though they can get very good understanding of the
source language. The failure of inputting target language may lead the failure of the
whole task.
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1.3 Note-taking Skills

As what mentioned before, people’s typing speed can never catch up with the
speaking speed. Thus during the process of ETAT, it is impossible to input the target
language into computer at the same time when you hear the source language. In order to
achieve the goal of ETAT, you should use some note-taking skills to cover or record the
main idea or the main points of the inforrnation mentioned in source language.

Note-taking directly influences, even determines the final result of ETAT practice.
The human mind is a processor with limited capacity, which cannot store all the relative
information in a very short time. In ETAT process, you have to take notes in a very
special way thus to accomplish ETAT tasks, such ways include acknowledging
abbreviation and acronym, special signs, figures, etc. Notes can remind you of the
information offered in source language.

In this course, notes in English and Chinese are both needed. The following
paragraphs offer some suggestions of note-taking strategies.

1.3.1 Notes in English

ETAT is a quite complex process. When you are required to input English into
computer when you hear Chinese, it is impossible for you to type every English letter or
every English word, even though their outcomes are sentences or paragraphs. In order
to record sufficient information gathering from Chinese listening materials, you should
employ some note-taking strategies to fasten their ETAT process.

Here are the suggested note-taking strategies.

a. use the shortened forms of words

gov. = government; pl =people; pls =please; u. =university

b. ignore the spelling of words

c. ignore the grammatical mistakes

d. use key words

e. type each sentence in different lines

Taking notes with a computer is quite different from doing so with pen and paper.
Symbols, punctuation marks, Chinese and some other strategies are hard to be
employed in ETAT practice. The employment of using abbreviations or acronyms is
recommended. The shortened forms of words and sentences are quite convenient and

useful in note-taking when completing ETAT practice. During the ETAT practices, you
4



