
Faster Typing Guaranteed

Introduction

In the digital age, typing skills are more crucial than 

ever before. Whether you're a student, a professional, 

or  simply  someone  who  spends  a  lot  of  time  on  a 

computer,  being  able  to  type  quickly  and  accurately 

can save you time, boost your productivity, and open 

up new opportunities.

This  comprehensive  guide  to  typing  will  teach  you 

everything you need to know to become a proficient 

typist. Starting with the basics of hand positioning and 

finger assignments, you'll learn the proper techniques 

for typing quickly and accurately. You'll also discover 

tips  for  overcoming  common  challenges,  such  as 

frustration and plateaus, and how to set realistic goals 

and track your progress.
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Along  the  way,  you'll  learn  about  different  typing 

software  and  tools  that  can  help  you  improve  your 

skills,  as well as typing games and activities that can 

make  learning  fun  and  engaging.  You'll  also  learn 

about the importance of typing ergonomics and how to 

set  up  an  ergonomic  typing  workstation  to  prevent 

injuries.

By  the  end of  this  book,  you'll  be  typing  like  a  pro, 

whether you're working on a school  project,  sending 

emails,  or writing a novel.  So sit back, relax, and get 

ready to take your typing skills to the next level!

Typing is a skill that everyone can learn, regardless of 

age or experience. With a little practice and dedication, 

you can become a proficient typist and reap the many 

benefits that come with it. So what are you waiting for? 

Start typing today!

The benefits of being a proficient typist are numerous. 

For  students,  typing quickly  and accurately  can help 

them take better notes, write longer and more detailed 
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essays, and complete assignments more efficiently. For 

professionals,  typing  skills  can  save  time  and  boost 

productivity,  allowing  them  to  focus  on  more 

important tasks. And for anyone who spends a lot of 

time on a computer, typing skills can make everyday 

tasks easier and more enjoyable.

In addition to the practical benefits,  typing skills  can 

also  open  up  new  opportunities.  For  example, 

proficient  typists  may  be  able  to  find  work  as  data 

entry  clerks,  transcriptionists,  or  customer  service 

representatives.  They may also  be able  to  start  their 

own businesses as freelance writers, virtual assistants, 

or online tutors.

So if you're looking to improve your typing skills, this 

book  is  the  perfect  place  to  start.  With  its  clear 

instructions, helpful tips, and engaging exercises, this 

book  will  help  you  become  a  proficient  typist  in  no 

time.
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Book Description

In today's digital world, typing skills are essential for 

success  in  school,  work,  and  everyday  life.  Whether 

you're  a  student,  a  professional,  or  simply  someone 

who spends a lot of time on a computer, being able to 

type quickly and accurately can save you time, boost 

your productivity, and open up new opportunities.

Faster  Typing  Guaranteed is  the  ultimate  guide  to 

typing  mastery.  This  comprehensive  book  covers 

everything you need to know to become a proficient 

typist, from the basics of hand positioning and finger 

assignments  to  advanced  techniques  for  speed  and 

accuracy.

With  clear  instructions,  helpful  tips,  and  engaging 

exercises, Faster Typing Guaranteed will help you:

 Learn the proper techniques for touch typing

 Improve your typing speed and accuracy

 Overcome common challenges and plateaus
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 Set realistic goals and track your progress

 Use typing software and tools effectively

 Make typing fun and enjoyable

Whether you're a complete beginner or you're looking 

to  take  your  typing  skills  to  the  next  level,  Faster 

Typing Guaranteed has something for everyone. With 

its  comprehensive  coverage  and  engaging  approach, 

this  book is  the  perfect  way to  improve your  typing 

skills and reap the many benefits that come with it.

In this book, you'll learn:

 The  basics  of  touch  typing,  including  proper 

hand positioning and finger assignments

 How to improve your typing speed and accuracy

 Tips  for  overcoming  common  challenges  and 

plateaus

 How to set realistic goals and track your progress

 Different typing software and tools that can help 

you improve your skills
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 Typing  games  and  activities  that  can  make 

learning fun and engaging

 The importance of typing ergonomics and how to 

set up an ergonomic typing workstation

 Advanced  typing  techniques  for  speed  and 

accuracy

 How to use keyboard shortcuts and macros

 Tips for typing numbers and symbols efficiently

 How to format text and documents while typing

 Tips for typing in different languages

With Faster Typing Guaranteed, you'll be typing like a 

pro in no time!
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Chapter 1: The Basics of Typing

The importance of touch typing

Touch typing is the ability to type without looking at 

the keyboard. This may seem like a small thing, but it 

can make a  big  difference  in  your  typing speed and 

accuracy.

When you touch type, you can keep your eyes on the 

screen, which allows you to focus on your work instead 

of your fingers. This can help you to avoid errors and 

typos.  It  can  also  help  you  to  type  more  quickly, 

because you don't have to waste time looking back and 

forth between the keyboard and the screen.

There are many benefits to learning to touch type. For 

students,  touch  typing  can  help  them  to  take  better 

notes,  write  longer  and  more  detailed  essays,  and 

complete  assignments  more  efficiently.  For 

professionals,  touch  typing  can  save  time  and  boost 

productivity,  allowing  them  to  focus  on  more 
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important tasks. And for anyone who spends a lot of 

time on a computer, touch typing can make everyday 

tasks easier and more enjoyable.

If you're not already a touch typist, it's not too late to 

learn. There are many resources available to help you 

get  started,  including  online  tutorials,  software 

programs,  and  books.  With  a  little  practice  and 

dedication, you can become a proficient touch typist in 

no time.

Here are some tips for learning to touch type:

 Start by learning the home row keys. The home 

row keys are the keys that your fingers rest on 

when you're not typing. These keys are ASDF and 

JKL;.

 Once  you're  comfortable  with  the  home  row 

keys,  start  practicing  typing  words  and 

sentences. Focus on accuracy rather than speed 

at first.
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 As you practice, gradually increase your typing 

speed.  You can use a  typing test  to  track your 

progress and see how you're improving.

 Be patient and persistent. It takes time to learn to 

touch type, but with practice, you'll eventually be 

able  to  type  quickly  and  accurately  without 

looking at the keyboard.

Touch typing is a valuable skill that can benefit you in 

many ways. If you're looking to improve your typing 

skills, learning to touch type is a great place to start.
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Chapter 1: The Basics of Typing

Proper hand and finger positioning

Proper  hand  and  finger  positioning  is  essential  for 

efficient  and accurate  typing.  When your  hands  and 

fingers are positioned correctly, you can reach all the 

keys without straining or contorting your hands. This 

will help you type faster and with fewer errors.

To position your hands correctly, place your wrists flat 

on the keyboard and your fingers curved slightly. Your 

thumbs  should  rest  on  the  spacebar.  The  home row 

keys are the middle row of keys on the keyboard, and 

your fingers should rest on these keys:

 Left hand: ASDF

 Right hand: JKL;

Your index fingers should be on the F and J keys, which 

have small raised bumps to help you find them without 

looking.  Once  your  fingers  are  in  the  home  row 
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position, you can start typing by pressing the keys with 

the corresponding fingers.

It's  important  to  keep  your  wrists  straight  and  your 

elbows at a 90-degree angle. Your shoulders should be 

relaxed  and  your  back  straight.  If  you  find  yourself 

hunching  over  or  straining  your  wrists,  adjust  your 

posture until you are comfortable.

Here are some tips for maintaining proper hand and 

finger positioning:

 Keep your wrists flat on the keyboard.

 Curve your fingers slightly.

 Rest your thumbs on the spacebar.

 Keep your index fingers on the F and J keys.

 Keep your elbows at a 90-degree angle.

 Relax your shoulders and back.

With  practice,  you  will  be  able  to  type  quickly  and 

accurately without even thinking about your hand and 

finger positioning.
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Chapter 1: The Basics of Typing

Home row keys and finger assignments

The home row keys are the middle row of keys on the 

keyboard, where your fingers should rest when you're 

not typing. The home row keys are "ASDF" for your left 

hand and "JKL;" for your right hand.

Assigning each finger to a specific home row key helps 

you  develop  muscle  memory  and  type  more  quickly 

and  accurately.  Here's  how  your  fingers  should  be 

positioned on the home row keys:

 Left hand:

 Index finger: F

 Middle finger: D

 Ring finger: S

 Pinky finger: A

 Right hand:

 Index finger: J
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 Middle finger: K

 Ring finger: L

 Pinky finger: ;

To practice finding the home row keys without looking, 

place your fingers on the F and J keys. You should feel a 

small  bump  on  these  keys  that  will  help  you  locate 

them.  Once  you're  comfortable  with  the  home  row 

keys,  you  can  start  practicing  typing  words  and 

sentences.

Here  are  some  tips  for  practicing  home  row  key 

placement:

 Start by typing simple words, such as "cat," "dog," 

and "sit."

 Focus on using the correct finger for each key, 

even if it feels slow at first.

 Gradually increase the speed of your typing as 

you  become  more  comfortable  with  the  home 

row keys.
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 Try typing practice sentences or  paragraphs to 

get used to using all of the home row keys.

With practice, you'll be able to type without looking at 

the keyboard, which will help you improve your typing 

speed and accuracy.
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This extract presents the opening three 

sections of the first chapter.

Discover the complete 10 chapters and 

50  sections  by  purchasing  the  book, 

now available in various formats.
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sections of the first chapter.

Discover the complete 10 chapters and 

50  sections  by  purchasing  the  book, 

now available in various formats.
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