Word Processing Worksheet 1





Exercise One.


�


For your first exercise you are to type out the alphabet. Notice how many fingers you are using. Are you using one, two, three etc. The reason why you find it hard to find the letters go back to the invention of the typewriter. When the first type writer was invented people typed too fast. The KEYS got jammed and the type writer got broken. To slow people down they put the letters in the most akward places. Rember to use more than one finger!





abcdefghijklmnopqrstuvwxyz





Do not forget to press RETURN to start a new line.





Exercise Two


Type out the alphabet using ONLY the hand you normally do NOT write with. In most cases this will be the left hand. Professional typists use both hands all the Time.





abcdefghijklmnopqrstuvwxyz





Do not forget to press RETURN to start a new line.


Exercise Three


Press the CAPS LOCK key. Everything you type will now be in capital letters.





�


ABCDEFGHIJKLMNOPQRSTUVWXYZ.





Exercise Four


Do not forget to press RETURN to start a new line.


Type out the alplabet backwards also.





ZYXWVUTSRQPONMLKJIHGFEDCBA 





�


Exercise Five


Turn off the CAPLOCKS key and type out the alphabet in capitals using the SHIFT keys.





ABCDEFGHIJKLMNOPQRSTUVWXYZ
