
LESSON 31 
MARGINS: Pica, 20-70; Elite, 

30-80. 

Warm up 

Clinic 

Space bar operation. 

Tabulator bar operation 
Clear margins and tabs. 
Set tabs at: Pica 22, 33, 43 and 54; 
Elite 31, 42, 52 and 63. 

I ncr ease Speed 

35 wpm 1 minute. 

S11 -SI1.03 

S12-SI1.10 

S13-SI1.10 

Improve Accuracy 

30 wpm 1 minute. 

AS- Sl 1.23 

A9- Sl 1.30 

A10 -SI1.30 

Test your Skill 

1 minute. 
T4-SI1.19 
Use double-line spacing. 

UNIT 8 

Type this paragraph as many times as your teacher asks. 

1. Both teams worked with equal skill to free it 
and each was joined by gangs of people from Dover. 
They promised extra zinc if it was needed. 

If you find that you are making errors through faulty operation of the space bar, bounce 
your right thumb off the space bar as you type each line 3 times. 

2. a as i if t to s so b be rn my a at i it w we o ore 
3. an me as my if it so do to is go no by he am in we 
4. It is on if he is in so do it as it is to be done. 

If you have difficulty operating the tabulator bar, try to type this exercise within one 
minute. Reach with the j off finger to the tab bar and rold it down until thee arriage stops. 

black brown orange silver 
blue green purple white 
bronze grey red yellow 

Soon they could see that the storm had washed 9 
the sand out of the bay. The rocks were now quite 19 
a long way up the beach where the water had th~own 29 
them at the foot of the cliff. 35 

The paint was not yet dry, but the men had to 9 
put on the top coat as they were short of time. I 19 
could see that the damp air would cause it to form 29 
huge blisters when it did dry. 35 

On such a fine day it was a crime not to walk 9 
out in the sun which was so hot after the cold and 19 
damp of the winter days. They had gone by so very 29 
slowly. Spring was here again. 35 

If you want to be able to type at high speed, 9 
with great accuracy, make sure that you learn good 19 
habits right from the start. Little points matter 29 
a lot. 30 

You can save precious seconds every line just 
by returning the carriage ~Y· See that the 
left hand only moves from the keys at the end of a 
line. 

The paths taken by your fing~ as they reach 
from the horne keys to others have great beariQg on 
how accuratelY you type. Make sure you never sway 
about. 

It is often said that the years spent at your 
school are the happiest of your life. It is not a 
saying that many would agree with at the time. It 
is only later on in life that the saying starts to 
seem true. 
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