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CHAPTER I 

INTRODUCTION 

There have been many volumns written concerning the techniques to 

use in the teaching of typewriting. I have read studies dealing with 

electric versus non-electric instruction; blank versus printed keyboards; 

home-row method of introducing the keyboard; perfect copy; etc., etc., 

I have also read about and participated in programmed instruction. But, 

I have never seen a study dealing with the programmed instruction concept 

in the teaching of typewriting. 

This experiment came about from an idea received in a course entit¬ 

led Business Education Curriculum taught by Dr. J. B. Walden at Montana 

State University, Bozeman, Montana during the summer of 1969. In this 

course, the class was instructed to prepare an instructional guide for 

use in a business class. The instructional guide was to be designed so 

that a student could use the guide as a step by step procedure in the 

completion of a classroom project without the assistance of the teacher. 

Becoming intrigued with these instructional guides, I attempted to 

prepare certain instructional guides for use in a second year typewriting 

class at Oscoda Area High School, Oscoda, Michigan. These were to be 

used to supplement, n-t supplant the role of the teacher in the class¬ 

room. 

The Problem Studied 

This experiment was conducted to determine if there was any differ¬ 

ence in the level of achievement between two second year typewriting 
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classes because of the use of instructional guides. One class would 

► 
receive instruction in a traditional manner, while the other group would 

receive the same instruction, except they would be provided these instruc¬ 

tional guides. 

The School 

Oscoda Area High School, Oscoda, Michigan is classified by the State 

of Michigan as a rural school, encompasing an area of approximately 360 

square miles. At the time this experiment was conducted, there was a 

system-wide population of approximately 4400 students. The high school 

contained a student body of 900 in grades 9—12. 

Oscoda itself has a population of just under 3,000 persons. There 

is, however, Wurtsmith Air Force Base located at the northwest side of 

the community. The base has a total population of approximately 15,000, 

and students from the base comprise 75% of the entire student body. 

While the school district is classified as rural, its student popu¬ 

lation is extremely cosmopolitan in nature. Most of the students have 

lived and traveled across the nation and world. Turnover within the 

system is extreme, with a student turnover rate of just over 50% per 

year. During the year this experiment was conducted, there was a high 

school student body of 900 beginning in September, 1969. By mid Decem¬ 

ber of that year, there had been a turnover of 304 students in the high 

school alone. 
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Turnover such as described, makes an experiment of this nature 

difficult at best. I have attempted to keep turnover rates in mind v.Tith 

the selection of the sample. 

Oscoda has alos been a school with much labor unrest. Before this 

experiment could begin, the teachers were on strike. While the experi¬ 

ment was in progress, bus drivers, kitchen help, and custodians were on 

strike. Many students were unable to attend school without bus service. 

The Sample 

Bearing in mind the fact of turnover and labor unrest, the sample 

was limited to 32 students in two second year typewriting classes. The 

control group consisted of 15 students, and the experimental group con¬ 

sisted of 17 students. Both groups consisted of girls in grades 10, 11, 

and 12 who had completed one full year of typewriting. A series of 

straight-copy times writings was administered to both groups at the begin¬ 

ning of the experiment. The average gross words per minute of one group 

was 37.60, with a low speed of 29 and a high speed of 54. The average 

gross words per minute of the other group was 35.88, with a low speed of 

24 and a high speed of 53. The low score group was selected as the experi¬ 

mental group. 

It will be noted from Graph I that the group chosed as the experimental 

had a lower average gross words per minute than the group chosed as the 

control. The thought being, that if the instructional guides proved to 

have merit, possibly their use could assist the experimental group to 

achieve at the same level as the faster, control group. 
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Procedures for Collecting Data 

Both groups were in typewriting class a total of 301 minutes per 

week. This was apportioned to 7 periods per week at 43 minutes per per¬ 

iod. Areas selected for experimentation included: 1. Preparing a carbon 

pack; 2. Tabulation by Guess; 3. Typing a Purchase Order; 4. Typing 

a Bill of Lading; 5. Typing an Invoice; 6. Typing an Inter-Office Corr¬ 

espondence; and 7. Typing a Telegram 

Instruction was provided both groups in an orderly manner. Both 

groups were provided with the same amount and manner of instruction. In¬ 

struction was given in form, and technique to use in preparing the selected 

forms. The only variance in the type of instruction was that the experi¬ 

mental group was provided instructional guides, and were encouraged to 

use these guides in order to formulate efficiency and proper technique 

in the preparation of their problems. 

All work was timed with the majority of timings at 25 minutes. 

Occasionally a 30 or 50 minute period was alloted for the completion of 

the assigned work. All test problems were taken from 20th Century Type- 

writing, Ninth Edition or from problems that appeared in the textbook 

correlated workbook. All problems were completed on forms provided in 

the said workbook. 

Treatment of the Data 

After each test was administered to the student, each student com¬ 

puted his gross production words per minute (GPWM) score. This score is 
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computed by dividing total words typed by the time alloted for the com¬ 

pletion of the task. Included in this time period is the length of 

time required for assemblying all materials, and the correcting of any 

typographical errors that might occur. 

The instructor then rechecked each paper to assure that all compu¬ 

tations were completed accurately. A mean score was then computed for 

each class by adding the individual scores from each participant and 

dividing by the number of participants in that particular class. 

The resulting data was then subjected to a "t" test of significance. 

A "t" test will indicate whether or not there is a significant difference 

in the scores of the two groups. The following formula was used to . 

indicate "t": 

equals the mean of the experimental group. equals the mean of the 

control group. 

In order to find the figure for (standard error of the difference 
x 

between two means), the following formula was used. 

£xi+H A 
K+n

2) ~2 lNi+v 
In this formula, N equals the number of members of the experimental 

group. N2 equals the number of members of the experimental group. £x^ 

and £x^ represents the sum of squares for each group. It is found by 
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using the following formula: 

ML 
N 

equals the sum of each score of the control or experimental group 

squared. (£X)3' equals the sum total of all the scores in the experi¬ 

mental or control group, the total of which is squared. 

After "t" was determined, the resulting figure was checked in a 

Distribution of "t" Probability Table to determine if it was signifi¬ 

cant at either the 5% or 1% level of confidence. 

Limitations 

Certain limitations are very evident with this study. The study was 

limited to Oscoda Area High School, Oscoda, Michigan. It was limited to 

two classes of advanced typewriting, a total of 32 students. The classes 

were not evenly distributed between 10, 11, or 12th grade students. All 

students that participated in this study were girls. The samples were 

of an extremely transient nature. Any conclusions drawn from this study 

should be applied only to groups of a similar nature. 

Definition of Terms 

Instructional guide. A step by step written procedure to be used 

in the completion of a typewriting activity. 

Experimental group. A group of 17 girls that received instructional 

guides to be used in the completion of typewriting activities. 
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Control group. A group of 15 girls that received typewriting instruc¬ 

tion in a traditional manner, against which the experimental group was 

compared. 

Gross words per minute. This represents the total words typed in 

a given timed writing divided by the time allotted to type that given 

number of words. 

GPWM. This represents gross production words per minute. 

Production words. Times material that is of a problem nature, such 

as letters. 

Probability table. A table to indicate the number of times a given 

event will occur to unknown individuals. 

Level of Confidence. The probability of an event either occuring 

or not occuring a given number of times out of 100. 

Mean score. An average score of a group of figures. 

o 



CHAPTER II 

REPORT OF THE STUDY 

The report, or results, of this study is shown on the following pages 

in graphic form. I have attempted to include an explanation of each graph. 

Interpretation of the Graphs 

Graph I. This graph represents average words per minute on straight 

copy material. A series of times writings was administered at the begin¬ 

ning of the experiment, and these were the average rates attained by 

the two classes. The average rate in the control group was 37.60 gross 

words per minute. The average rate in the experimental group was 35.88 

gross words per minute. A resulting "t" score of 1.72 was obtained when 

the two groups were compared. This "t" score is not significant at either 

the 1% or 5% level of confidence. The critical value of "t" at the 1% 

level of confidence is 2.750; at the 5% level of confidence it is 2.042. 

Graph II. This graph represents average production words per minute 

in the completion of letters with a carbon pack. An instructional guide 

was provided for the experimental group, but not the control group. The 

average rate in the experimental group was 12.33 gross production words 

per minute (GPKM). The average rate in the control group was 11.74 GPWIi. 

A resulting utM score of .44 was obtained when the two groups were com¬ 

pared. This "t" score is not significant at either the 1% or 5% level 

of confidence. The critical value of "t" at the 1% level of confidence 

is 2.763; at the 5% level of confidence it is 2.048. 
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Graph III. This graph represents average production words per minute 

in the completion of tabulation problems. An instructional guide was 

provided for the experimental group, but not the control group. The 

average rate in the experimental group was 6.58 GPWM. The average rate 

in the control group was 6.13 GWPM. A resulting "t" score of .61 was 

obtained when the two groups were compared. This "t" score is not sig¬ 

nificant at cither the 1% or 5% level of confidence. The critical value 

of "t" at the 1% level of confidence is 2.750; at the 5% level of confi¬ 

dence it is 2.042. 

Graph IV. This graph represents average production x^ords per minute 

in the completion of letters typed on off-size stationary. No specific, 

guide V7as prepared for the letters, but the experimental group could refer 

to their guide dealing with a carbon pack, as these letters were prepared 

with carbon copies. The average rate in the experimental group was 16.43 

GPWM. The average rate in the control group was 14.93 GPWM. A resulting 

"t" score of 1.01 was obtained x-7hen the t\>?o groups were compared. This 

"t" score is not significant at the 1% or 5% level of confidence. The 

critical value of "t" at the 1% level of confidence is 2.771; at the 5% 

level of confidence it is 2.052. 

Graph V. This graph represents average production words per minute 

in the completion of tabulation problems. Again, the experimental group 

had instructional guides to refer to. The average rate in the experi¬ 

mental group was 6.64 GPWM. The average rate in the control group was 

6.53 GPWM. A resulting "tM score of .1568 was obtained x^hen the two o 
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groups were compared. This "t" score is not significant at either the 

1% or 5% level of confidence. The critical value of "t" at the 1% level 

of confidence is 2.771; at the 5% level of confidence it is 2.052. 

Graph VI. This graph represents average production words per minute 

in the completion of letters on off-size stationary as well as tabulation 

problems. Again the experimental group had instructional guides to refer 

to. The average rate in the experimental group was 11.92 GPWM. The 

average rate in the control group was 11.60 GPWM. A resulting "t" score 

of .40 was obtained when the two groups were compared. This "t" score 

is not significant at either the 1% or 5% level of confidence. The crit¬ 

ical value of "t" at the 1% level of confidence is 2.787; at the 5% level 

of confidence it is 2.060. 

Graph VII. This graph represents average production words per minute 

in the completion of an invoice, bill of lading, and purchase order. 

Instructional guides were provided for the experimental group, but not 

the control group. The average rate in the experimental group was 8.53 GPWM. 

The average rate in the control group was 7.60 GPWM. A resulting Mt" 

score of 1.48 was obtained when the two groups were compared. This "t" 

score is not significant at either the 1% or 5% level of confidence. 

The critical value of "t" at the 1% level of confidence is 2.750; at the 

5% level of confidence it is 2.042. 

Graph VIII. This graph represents average production words per 

minute in the completion of another invoice, bill of lading, and purchase 

order. The average rate in the experimental group was 6.87 GPWM. The 
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average rate in the control group was 6.53 GPWM. A resulting "t" score 

of .63 was obtained when the two groups were compared. This "t" score 

is not significant at either the 1% or 5% level of confidence. The crit¬ 

ical value of "t" at the 1% level of confidence is 2.763; at the 5% level 

of confidence it is 2.048. 

Graph IX. This graph represents average production words per minute 

in the completion of a telegram, inter-office memorandum, and business 

reply message. Guides were provided the experimental group for the tele¬ 

gram and inter-office memorandum. The average rate in the experimental 

group was 12.0 GPWM. The average rate in the control group was 11.33 GPWM. 

A resulting "t*' score of .58 was obtained when the two groups were com¬ 

pared. This "t" score is not significant at the 1% or 5% level of confi¬ 

dence. The critical value of "t" at the 1% level of confidence is 2.750; 

at the 5% level of confidence it is 2.042. 

From this point on, no new instructional guides were provided the 

students. All subsequent test involved one or more of the previously 

cited instructional guides. Every problem involved the preparation of 

a carbon pack. With some of the test, the use of an instructional guide 

for the preparation of a carbon pack was the only difference in the 

instruction. 

Graph X. This graph represents average production words per minute 

in the completion of a manuscript and a letter. The average rate for 

the experimental group was 16.94 GPWM. The average rate for the control 

group was 16.80 GPWM. A resulting Mt" score of .10 was obtained when the 
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two groups were compared. This "tM score is not significant at the 1% 

or 5% level of confidence. The critical value of "t” at the 1% level 

of confidence is 2.756; at the 5% level of confidence it is 2.045. 

Graph XI. This graph represents average production words per minute 

in the completion of letters. The average rate for the experimental 

group was 18.75 GPWM. The average rate for the control group was 17.43 

GPWM. A resulting "t" score of .99 was obtained. This "t" score is not 

significant at the 1% or 5% level of confidence. The critical value of 

"tM at the 1% level of confidence is 2.763; at the 5% level of confidence 

it is 2.048. 

Graph XII. This graph represents average production words per minute 

in the completion of a test involving an inter-office memorandum, telegram, 

business reply message, purchase order, and a letter. The average rate 

in the experimental group was 13.63 GPWM. The average rate in the control 

group was 12.93 GPWM. A resulting "t** score of .86 was obtained when 

the two groups were compared. This "t" score is not significant at 

either the 1% or 5% level of confidence. The critical value of "t" at 

the 1% level of confidence is 2.756; at the 5% level of confidence it 

is 2.045. 

Graph XIII. This graph represents average production words per 

minute in the completion of an inter-office memorandum, and a tabulation 

problem. The average rate in the experimental group was 12.87 GPWM. 

The average rate in the control group was 12.53 GPWM. A resulting "t" 

score of .32 was obtained when the two groups were compared. This "tn 
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score is not significant at either the 1% or 5% level of confidence. 

The critical value of MtM at the 1% level of confidence is 2.763; at the 

5% level of confidence it is 2/048. 

Graph XIV. This graph represents average production words per 

minute in the completion of and inter-office memorandum and a letter. 

The average rate in the experimental group was 16.73 GPWM. The average 

rate in the control group was 14.47 GPWM. A resulting "t" score of 1.61 

was obtained when the two groups were compared. This nt" score is not 

significant at the 1% or 5% level of confidence. The critical value of 

"t" at the 1% level of confidence is 2.763; at the 5% level of confidence 

it is 2.048. 

Graph XV. This graph represents average production words per minute 

in the completion of a manuscript and a tabulation problem. The average 

rate in the experimental group was 14.35 GPWM. The average rate in the 

control group was 11.71 GPWM. A resulting "t" score of 1.33 was obtained 

when the two groups were compared. This Mt" is not significant at either 

the 1% or 5% level of confidence. The critical value of "t" at the 1% 

level of confidence is 2.756; at the 5% level of confidence it is 2.045. 

Graph XVI. This graph represents average production words per 

minute in the completion of an inter-office memorandum, and a tabulated 

table. The average rate in the experimental group was 19.41 GPWM. The 

average rate in the control group was 17.87^GPWM. A resulting Mt" score 

of 3.08 was obtained when the two groups were compared. This "t" score 
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GRAPH XVI. MEAN SCORES OF TEST INVOLVING AN INTER-OFFICE MEMORANDUM 
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is significant at both the 1% level of confidence and the 5% level of 

confidence. The critical value of "t" at the 1% level of confidence is 

2.750; at the 5% level of confidence it is 2.042. 

Graph XVII. This graph represents average production words per 

minute in the completion of letters with tabulations appearing in the 

body. The average rate in the experimental group was 20.00 GPWM. The 

average rate in the control group was 17.21 GPWM. A resulting "t" score 

of 1.86 was obtained when the two groups were compared. This "t" score 

is not significant at the 1% or 5% level of confidence. The critical 

value of "t" at the 1% level of confidence is 2.763; at the 5% level of 

confidence it is 2.048. 

Graph XVIII. This graph represents average production words per 

minute in the completion of letters. The average rate in the experimental 

group was 23.00 GPWM. The average rate in the control group was 20.64 GPWM. 

A resulting t score of 1.5 was obtained when the two groups were com¬ 

pared. This "t" score is not significant at either the 1% or 5% level 

of confidence. The critical value of "t" at the 1% level of confidence 

is 2.763; at the 5% level of confidence it is 2.048. 

Graph XIX. This graph represents average production words per minute 

in the completion of letters. The average rate in the experimental group 

was 21.00 GPWM. The average rate in the control group was 20.86 GPWM. 

^ resulting t score of .09 was obtained when the two groups were com¬ 

pared. This "t" score is not significant at either the 1% or 5% level 
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GRAPH XVIII. MEAN SCORES OF TEST INVOLVING LETTERS 

GPWM 

Experi- 
mental 

WMM group 

Control 
group 



o 
33 
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of confidence. The critical value of "t" at the 1% level of confidence 

is 2.763; at the 5% level of confidence it is 2.048. 
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CHAPTER III 

SUMMARY, CONCLUSIONS, RECOMMENDATIONS 

Summary 

This study was conducted to determine if there was any difference 

in the level of achievement between two second year typewriting classes 

because of the use of instructional guides. 

Instructional guides were provided to be used in the completion of 

the following types of activities: (1) Preparation of a Carbon Pack, 

(2) Tabulation by Guess, (3) Typing a Purchase Order, (4) Typing a Bill 

of Lading, (5) Typing an Invoice, (6) Typing an Inter-Office Memorandum, 

and (7) Typing a Telegram. Test were administered after each activity 

and a "t" test of significance was used to determine if there was a sig¬ 

nificant difference between the two classes. 

A total of 32 girls in grades 10, 11, and 12 who had completed one 

year of typewriting participated in the experiment. They were all students 

at Oscoda Area High School, Oscoda, Michigan. 

The study was conducted in the 1969—1970 school year. 

Conclusions 

From the results of this experiment there appear to be no signifi¬ 

cant differences in achievement between the experimental group and the 

control group. It is interesting to note that even though the control 

o 4 
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group had a higher average speed on straight copy timed writings, the 

experimental group achieved a higher average on all production work. 

The one test in which there was a significant difference in scores 

must be considered an accidental or chance happening. This was the only 

instance of such an occurance therefore, I would have to dismiss this 

test as not indicative of the entire experiment. 

Scores on any test involving tabulation tended to be lower than 

scores on test involving letters or manuscript typewriting. 

Recommendations 

The use of instructional guides in the teaching of an advanced 

typewriting class is a relatively recent development. Therefore, additional 

instruction should be attempted in the use of this concept. Testing 

should be conducted with various grade and ability level students. 

Bearing in mind the nature of the school in which this experiment 

was conducted, this investigator feel that an experiment of this type 

conducted at an average high school would prove valuable. 

I would further recommend that additional instruction and practice 

be conducted in the solution of problems involving tabulation. 
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PREPARING A CARBON PACK 

When working in an office, it is seldom that a typist will make 

just one copy of a letter or report. Generally two, three, four, or 

more copies must be made of any given problem, or transcript. When 

this is the case, we make carbon copies of the material we are typing. 

When we make these-copies we use a special paper known as carbon paper. 

Carbon paper is a specially treated transfer paper. It has a 

dull side and a shiny side. The shiny side is the carbon side, and it 

is this shiny material that transfers onto our copies. This is an effi¬ 

cient, easy, and inexpensive way to make copies of our material. 

Materials Required 

1. Adequate number of plain and onionskin sheets. In this 
case, you will need one sheet of regular typewriting 
paper and two sheets of onionskin paper. 

2. Two sheets of carbon paper. 

3. One envelope or another sheet of plain paper to use as 
a trough. 

Directions. 

1. Obtain all necessary materials. 

2. Read through complete instructional guide before starting 
this unit. 

3. After reading instructional guide, follow directions given 
in the guide. 

Preparing a Carbon Pack—Original and two carbon copies. 

Desk-Top Method 

1. Place one sheet of onionskin paper on your desk; 
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2. Place one sheet of carbon paper on top of the onionskin 
paper with the shiny side down. 

3. Place a second sheet of onionskin paper on top of the 
. "pack". 

4. Place a second sheet of carbon paper on the pack with the 
shiny side down. 

5. Place the original or letter head sheet on top of the 
entire pack, face up. 

6. Straighten entire pack. 

Placing Carbon Pack into the Typewriter. 

1. Make sure entire pack is straight. 

2. Pull paper re]ease lever forward. 

3. Insert the carbon pack into the typewriter with the shiny 
side of the carbon paper facing you. 

4. You will have to push the pack down into the machine. 

5. After the pack is placed into the machine, push the paper 
release lever back into its normal position. 

6. Roll the carbon pack up and make sure it is aligned into 
the machine straight. 

7. Roll the paper into the regular typing position. 

8. Begin typing your problem. 

9. Sometimes it is a help to have a guide to assist in insert¬ 
ing the carbon pack into the typewriter so that it is straight 
and even. This is done by means of a folded paper called a 
trough or an envelope. Use the following steps. 

10. Fold a standardized sheet of typewriting paper in half so 
that it is 8*5 x 5*5 in size. This is the trough. 

11. Place the carbon pack into the crease. 

12. Feed this pack into the typewriter and roll it up until 
the trough is loose. 

O 
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13. Remove the trough. 

14. Roll carbon pack back into typing position. 

15. An alternate method is to use a large envelope in place 
of a trough. This serves the same purpose with the flap 
of the envelope serving as the trough. 

Machine Method of Assembling a Carbon Pack 

1. Arrange original sheet and the onionskin papers in the 
proper order. Original on top followed by the onionskin 
sheets. 

2. Place these papers into the machine so that you will be 
typing on the original copy, making sure that they are 
anchored firmly into the machine. Do not roll these into 
the typing position. They should just be started into the 
typewriter. 

3. Flip the sheets over the front of the machine. 

4.. Place a sheet of carbon paper between the original and 
the first onion skin sheet. The shiny side of the carbon 
will be facing you. 

5. Place the second sheet of carbon paper between the two 
sheets of onionskin paper with the shiny side of the carbon 
facing you. 

6. Roll the pack into the machine to the typewriting position. 

7. This method of carbon pack assembly can be used when it 
is not required that you type at the top edge of the paper. 

Tips in the use of Carbon Paper or Making Carbon Copies. 

1. Never squeeze the assembled sheets together to hard. A 
thumb print or fingernail scratch on a sheet of carbon 
paper may spoil the appearance of the carbon copy. 

2. Handle the carbon paper carefully so that the carbon is 
not transferred to the fingers. Keep your fingers free 
of carbon so that carbon smudges will not be transferred 
to the original and the carbon copies. 
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3. Never use more than a natural touch in typing, or the 
carbon paper and original copy will be damaged. 

4. If the typewriter feel rolls make unsightly marks, adjust 
the feed rolls and turn the paper up more slowly, or use 
carbon paper with a harder finish. 

5. To make a great number of carbon copies, use thin carbon 
paper and thin paper, or the last several carbon copies 
will be blurred, smudgy, and illegible. 

6. Never use a wrinkled sheet of carbon paper because it will 
cause a carbon smudge to appear on the duplicate copy. 

7. Always keep carbon paper in a flat folder or box away from 
dust, moisture, and heat. 

8. When several sheets of paper and carbon are being used 
in an assembly, clip the sheets of paper and carbon 
together at the top after they have been inserted into the 
machine. This prevents the copies, especially the last 
ones, from being wound around the platen of the typewriter. 

9. By inserting the carbon after inserting the letterhead 
and onionskin, you can easily remove all the sheets of 
carbon from the pack without smudging by holding the very 
top of the letterhead and onionskin (no carbon paper 
reaches the very top line of the pack) while you pull all 
the carbon sheets by the small amount that protrudes from 
the bottom of the pack. 

O 
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TABULATION BY GUESS 

Introduction 

When we make reports, or do problems with material arranged in 

columns, we use tabulation procedures. We have all learned the two 

traditional tabulation procedures: the backspace from center method, 

and the mathmatical method. These methods are satisfactory for general 

typewriting, and for learning the principles of tabulation. 

In a true office situation, the secretary or typist seldom, if 

ever, follows the two traditional methods of tabulation. The efficient 

typist will guess or estimate the proper positions for the various 

columns. This is a fast, efficient, and most important, economical 

method of completing tabulation problems. 

If you will follow the procedures outlined in this guide, you will 

find tabulation to be a pleasant task, not something to just be put up 

with. We will call this procedure "Tabulation by Guess." 

Materials Required 

1. Adequate sheets of plain typewriting paper for the number 
of problems involved. 

2. Eraser to correct errors. 

Directions 

1. Obtain necessary materials. 

2. Read through entire instructional guide before starting 
this unit. ^ 

3. After reading instructional guide, follow directions exactly 
as they are given. 
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Two Column Problem 

1. Place paper into machine. 

2. Set margin stops. You must estimate the length of the 
line from the apparent length of the problem. Set your 
margins so that you can accomodate the entire problem. 

3. Clear all tab stops. 

4. Hove the carriage to the right margin. When you use this 
procedure, the right margin must be exact. If the right 
margin is supposed to be on 80, move the carriage to the 
number 80 on your cylinder scale. 

5. Backspace once for each stroke in the longest line of the 
second column. 

6. Set a tab stop. All items in the second column will be 
started at this point. 

7. Begin typing the first item in the first column at the 
left margin. 

8. After typing first item in the first column, tabulate to 
the beginning of the second column, and type the first 
item of this column. 

9. Continue this procedure until the problem is completed. 

Three Column Problem 

1. Place paper into machine. 

2. Set margin stops in the same manner at the margin stops 
for a two column problem. 

3. Clear all tab stops. 

4. Move carriage to the right margin. 

5. Backspace once for each item in the longest line of the 
third column. 

6. Set a tab stop. 

7. Move carriage to center point of the paper. 

i 
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8. Center the longest line of the second column. 

9. Set a tab stop. All items in the second column will start 
at this point. Be careful in placing this column that it 
will look proper. It may possibly be that it will look 
better to start this column slightly to the right or the 
true center. 

10. Return carriage to left margin. 

11. Type first item in column one. 

12. Tabulate to the beginning of column two. 

13. Type first item in column two. 

14. Tabulate to column three. 

15. Type first item of column three. 

16. Return carriage. 

17. Continue this procedure until problem is finished. 

Four Column Problem 

1. Place paper into the machine. 

2. Set margin stops in the same manner as the margin stops in 
the preceding sections. 

3. Clear all tab stops. 

4. Hove carriage to the left margin. 

5. Type the first item in the first column. 

6. Move carriage to the right margin. 

7. Backspace once for each item in the longest line of the 
fourth column. 

8. Set a tab stop. 

9. 

10. 

Type the first item in the fourth column. 

Move carriage to the left of the center of the paper. o 10. 
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11. Estimate or guess where column two will begin. 

12. Set a tab stop. 

13. Type the first item in column two. 

14. Move the carriage to the right of the center of the paper 

15. Estimate or guess where column three will begin. 

16. Set a tab stop. 

17. Type the first item in column three. 

18. Return carriage to the left margin. 

19. Type the rest of the problem in the manner that you would 
type any other tabulation problem. 

Five Column Problem 

1. Place paper into the machine. 

2. Set margin stops in the same manner as the margin stops 
in the preceding sections. 

3. Clear all tab stops. 

4. Move carriage to the left margin. 

5. Type the first item in the first column. 

6. Move carriage to the right margin. 

7. Backspace once for each item in the longest line of the 
fifth column. 

8. Set a tab stop. 

9. Type the first item in the fifth column. 

10. Move carriage to the center point of the paper. 

11. Center the longest line of the third column. 

12. Set a tab stop. 
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13. Type the first item in the third column. 

14. Hove carriage to the left of the center and estimate the 
the starting position for column two. 

15. Set a tab stop. 

16. Type the first item in the second column. 

17. Move carriage to the right of the center and estimate the 
starting position for column four. 

18. Set a tab stop. 

19. Type the first item in the fourth column. 

20. Return carriage to the left margin. 

21. Type the rest of the problem in the same manner that you 
would type any other tabulation problem. 

Six Column Problem 

1. Place paper into the machine. 

2. Set margin stops in the same manner as the margin stops 
in the preceding sections. 

3. Clear all tab stops. 

4. Move carriage to the left margin. 

5. Type the first item in the first column. 

6. Move carriage to the right margin. 

7. Backspace once for each item in the longest line of the 
fifth column. 

8. Set a tab stop. 

9. Type the first item in the sixth column. 

10. Move carriage to the left of the center of the paper. 

11. Estimate the starting point for column two. 
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12. Set a tab stop. 

13. Type the first item in the second column. 

14. Estimate the starting point for column three. 

15. Set a tab stop. 

16. Type the first item in the third column. 

17. Estimate the starting point for column four. This will 
be to the right of the center of the paper. 

18. Set a tab stop. 

19. Type the first item in the fourth column. 

20. Estimate the starting point for column five. 

21. Set a tab stop. 

22. Type the first item in the fifth column. 

23. Return carriage to the left margin. 

24. Type the rest of the problem in the same manner that you 
would type any other tabulation problem. 
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Introduction 

TYPING A PURCHASE ORDER 

Whenever we need to purchase goods for our company, we must fill out 

a form called a purchase order for these goods. The purchase order is 

then sent to the company that we wish to order our goods from. 

We will make our purchase orders in triplicate. The original copy 

is sent to the company we are purchasing goods from. The second copy is 

for our own files, and the third copy is sent to our receiving department. 

When you look at your purchase order form, you will notice that it 

has blanks for various kinds of information. These blanks are for the 

following items: 

To. This place is where we place the name and address of the 
company we are purchasing our goods from. 

Order No. This blank is where we will place our purchase order 
. number. All purchase orders are numbered. 

Date. The current date is placed in this blank. 

Terms. This blank will contain a short explanation as to how 
we are going to pay for the goods we are ordering, 
such as "Net 30 days." This means that we agree to 
pay the entire bill within 30 days after receiving 
the merchandise. 

Ship Via. In this space we indicate the manner in which we 
want our goods shipped to us. 

You also have the following columns: 

Quantity. How much of any one item is ^to be sent. 

Cat. No. Genreally our goods are ordered from some form of 
catalog. We indicate the number that is given in the 
catalog for the item we are purchasing. o 
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Description* In this blank we place a short description of 
the item we are purchasing. 

Price. In the price column, you place the price of the entire 
quantity of any given item. This is totaled at the 
bottom of this column to obtain a price for the entire 
purchase. 

Materials Required 

1. Purchase order in triplicate. 

2. Two sheets of carbon paper. 

3. Slip sheets to use in making corrections. 

4. Eraser or correcting tape. 

Directions. 

1. Read entire instructional guide before typing. 

2. Correct all errors as you type. 

Typing a Purchase Order. 

1. Assemble carbon pack with one original and two carbon copies. 

2. Place pack into the machine. 

3. Align this pack in your machine according to the lines on the 
form itself, not according to the top edge of your paper. 

4. Move margin stops to the end of the scale. 

5. Clear all tab stops. 

6. Space down to the box indicating to whom we are sending our 
purchase order to. 

7. Fill in the blank indicating to whom we are sending our purchase 
order to. Be sure that your typing falls within the proper lines 
on the box. Remember that you do not type directly on the lines 
of your form. Be sure that all lines in this box are lined up 
on the left side, and are single spaced. 

8. Move carriage to the blank entitled "Order No." o 
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9. Using the variable line spacer, align your form so that you will 
type exactly on the same line as it is printed on the form. You 
should be able to type an underscore under "Order No." and the 
actual number you type and they will be perfectly in line. Be 
sure to have a double space after the colon following "Order No." 

10. Set a tab stop. 

11. Type the order number. 

12. Return carriage. 

13. Tabulate to the previously set tab stop. 

14. Align purchase order to type the date. 

15. Type the current date. • 

16. Return carriage. 

17. Tabulate to previously set tab stop. 

18. Align purchase order to type the terms. 

19. Type the terms. 

20. Return carriage. 

21. Tabulate to previously set tab stop. 

22. Align paper to type how goods are to be shipped. 

23*. Type shipping instructions. 

24. Return carriage. 

25. Clear tab stop. 

26. Set your left margin for the quantity column. Your margin will 
be set for the most frequently occuring first digit position. 
Any variation from this can be adjusted for by using the space 
bar or the backspace key. 

27. Space over to the "Cat. no." column. 

28. Set a tab stop approximately 2 spaces from the left vertical line 
of this column. This tab stop is placed so that all items in o 
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this column will fit between the vertical lines on the form and 
also so they will be in line. 

29. Space over to "Description" column. 

30. Set a tab stop approximately two spaces in from the left vertical 
rule of this column. 

31. Space over to the "Price" column. 

32. Set a tab stop for the most frequently occuring first digit posi¬ 
tion. Be sure to set your tab stop so that you will be able to 
type the longest line of this column and it will fall within the 
vertical rules of the column. Also remember that the decimal 
points must be lined up vertically. 

33. After setting machine according to the preceding instructions, 
type the purchase order as it is given in the book. Be sure 
to type across the line until all items in any one line are 
completed, rather than typing down any one particular column. 
Generally, we will double space between items in the purchase 
order, unless it is an unusually ling purchase order. If any 
entry requires more than one line, we will single space between 
lines of any one item, and continue to double space between 
items. In this case the price is placed on the line on which 
the item ends. 

34. After the last line of the price column, backspace to the start 
of that column. 

35. Underscore this column. 

36. Double space down. 

37. Type the total of the price column, keeping in mind that decimal 
points must be kept in line. 

38. Check to see that there are no uncorrected errors. 

39. Remove purchase order pack from the machine. 
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• TYPING A BILL OF LADING 

Introduction 

The Bill of Lading is the principal document used in freight ship¬ 

ments. The Bill of Lading includes such information as the name of the 

consignee, address of the consignee, the name of the transportation comp¬ 

any, the name of the shipper, the route of the shipment, the car number, 

the freight item, and the weight of the shipment. 

Materials needed 

1. Bill of Lading form in triplicate. 

2. Slip sheets for making corrections. 

3. Eraser or correcting tape. ' 

Directions 

1. Read the entire instructional guide before beginning to type. 

2. Secure necessary materials. 

3. Correct all errors as you type. 

Typing a Bill of Lading 

1. Assemble carbon pack with one original and two carbon copies. 

2. Place the pack into the machine. 

3. Align this pack in your machine according to the lines on the 
form itself, not according to the top edge of your paper. 

4. Move margin stops to the end of the scale. 

5. Clear all tab stops. 

6. Space down to the line marked "Shippers Number" and align your 
paper so that you type on the exact line as "Shippers Number." 
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7. Type the shippers number. 

8. Return the carriage. 

9. Space to line entitled "Carrier." 

10. Line paper so that you type slightly above the line, not directly 

on the line itself. 

11. Type the name of the carrier, or shipping company. 

12. Return carriage. 

13. Space down to line entitled "From." 

14. Align paper so that you do not type directly on the line. 

15. Type information for this line. 

16. Space over and type the current date. 

17.. Return carriage. 

18. Space down to the line entitled "At." 

19. Check alignment of paper. 

20. Type the city and state of the company shipping the merchandise 

on this line. It will be lined up on the left with the preceding 

line. 

21. Return carriage. 

22. Space down to line entitled "Consigned to." 

23. Check alignment. 

24. Set a tab stop for the start of this line. 

25. Type the name of the company to whom shipment is being sent. 

26. Return carriage. 

27. Tabulate to previously set tab stop. 

28. Check alignment. 
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29. Type destination address, city, county, and state. 

30. Return carriage. 

31. Tabulate to previously set tab stop. 

32. Check alignment. 

33. Type the routing information. 

34. Return carriage. 

35. Type information concerning delivering carrier, vehicle or car • 

initial, and the number. 

36. Return carriage. 

37. Clear tab stop. 

38. Space dovm to table portion of the Bill of Lading. 

39. Set left margin for items to placed in "No. of Packages" column. 

The margin will be set at. the most frequently occuring first 

digit position. 

40. Space over to "Description" column. 

41. Set a tab stop approximately 2 spaces in from the left vertical 

line. 

42. Space over to "Weight" column. 

43. Set a tab stop for the most frequently occuring first digit 

position. 

44. Type information in the body of the Bill of Lading. Remember 

that you do not type directly on any line. 

45. Return carriage. 

46. Space down to line entitled "Shipper" at the bottom of the form. 

47. Type name and address of the shipper on the appropriate spaces. 

48. Proofread entire problem before removing it from the machine. 
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TYPING AN INVOICE 

Introduction 

When the seller ships the merchandise you ordered, he usually mails 

an invoice to you on the same day. The invoice is known to the seller 

as a sales invoice and to the buyer as a purchase invoice. An invoice 

usually includes the current date, the name and address of the seller, 

the name and address of the purchaser, the invoice number, the purchaser's 

order number, the terms of payment, the method of shipment, the quantity 

of each item, a description of each item, the unit price, the extensions, 

and the total. It may also show trade discounts and other deductions 

allowed the purchaser. 

Materials Required 

1. Invice forms in triplicate. 

2. Two sheets of carbon paper. 

3. Slip sheets to be used in making corrections. 

A. Eraser or correcting tape. 

Directions 

1. Read entire instructional guide before typing the invoice. 
/ 

2. Secure necessary materials. 

3. Follow instructions exactly as they are given. 

A. Correct all errors as you type. 

Typing an Invoice 

1. Assemble carbon pack with one original and two carbon copies. 
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2. Place pack into typewriter. 

3. Align this pack in your typewriter according to the lines on the 

form itself, not according to the top edge of the paper. 

4. Clear all tab stops. 

5. Space down to the blank indicating the date. 

6. Using your variable line spacer, align your form so that you 

will type exactly on the same line.as it is printed on the form. 

You should be able to type an underscore unter "Date" and the 

actual current date you type and have them line up perfectly. 

7. The lines Date, Our Order No., Cust. Order No., and Terras will 

be lines up vertically on the left. Space over so that you 

are approximately a double space to the right of the longest 

line title. 

8. Set your left margin at this point. 

9. Type the current date. 

10. Return carriage. 

11. Space down to the line entitled "Our Order No." 

12. Check the alignment and adjust if necessary. 

13. Type our order number. 

14. Return carriage. 

15. Space down to line entitled "Cust. Order No." 

16. Check alignment and adjust if necessary. 

17. Type the customers order number. This is the number that would 

appear on the customers purchase order. On the purchase order 

it would be labeled purchase order number, or just order number. 

18. Return carriage. 

19. Space down to line entitled "Terms/" 

20. Check alignment and adjust if necessary. 
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21. Type the terms. 

22. Space over to the blank entitled "Shipped Via." 

23. Approximately a double space to the right of this blank, type 
the shipping information. This is telling the customer the 
name of the company handling the shipment. 

24. Roll your paper up and position the carriage so that you can 
type inside the box entitled "Sold to." 

25. Set a tab stop for the first line of the customers name and 

address. 

26. Type the customers name. 

27. Return the carriage. 

28. Tabulate to the previously set tab stop. 

29. Type the customers address. 

30. Return carriage. 

31. Tabulate to the previously set tab stop. 

32. Type the customers city, state, and Zip code. 

33. Hove left margin stop to the left end of the scale. 

34. Return carriage. 

35. Clear tab stops. 

36. Space down to the body of the invoice. 

If you will look at the body of your invoice form, you will 
notice that the vertical lines for the various items in the body 
have been omitted. When setting the following tab stops, you 
are to assume that these lines are projected down between the 
columns. Your typed material will, therefore, be placed in 
the approximate center of these columns. 

37. Set the left margin for the most frequently occuring first digit 
position in the quantity column. Be sure to have the "1" digit 

o for all lines properly lined up. 
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38. Space to the "Description" column. 

39. Set a tab stop for the beginning of this column. 

40. Move the carriage to the "Unit Price" column. 

41. Set a tab stop for the most frequently occuring first digit 
position. Remember that the decimal points must be in line. 

42. Move the carriage to the "Total" column. 

43. Set a tab stop for the most frequently occuring first digit 
position. 

44. Type the body of the invoice. When typing the body of an invoice, 
we use double spacing between entries. If any one entry requires 
more than one line in the description column, single space for 
the second line and indent the second line approximately 3 spaces 
in the description column.' You will then, place the entry for 
the "Unit Price" and "Total" column on the second line. 

45. After typing the last item in the "Total" column, backspace to 
the $ sign and underscore this column.. 

46. Double space down. 

47. Type the total of the "Total" column. 

48. Proofread your problem. 

49. Correct any uncorrected errors. 

Remove the invoice from your typewriter. 50. 
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TYPING AN INTER-OFFICE MEMORANDUM 

Introduction 

In the office in which you will be employed, you may type many short 

business reports on forms called inter-office memorandums. These memo¬ 

randums remain within the organization itself. They are brief and to 

the point because their only purpose is to communicate with other mem¬ 

bers of the organization quickly and clearly. The chief advantage of 

these forms is that they can be typed quickly. Titles (Mr., Mrs., Dr., 

etc.), the salutation, the complimentary close, and the formal signature 

are usually omitted. 

Materials Required 

1. Inter-office memorandum form. 

2. One sheet of carbon paper. 

3. Plain paper for carbon copies. 

4. Eraser or correcting tape. 

5. Slip sheets for making corrections. 

Directions 

1. Read entire instructional guide before typing. 

2. Secure necessary materials. 

3. Follow instructions exactly as they are given. 

4. Type the problem that is assigned using the insturctional guide. 

Typing an Inter-Office Memorandum 

1. Assemble a carbon pack with ah original and one carbon copy. 
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2. Place the carbon pack into the machine. 

3. Align your carbon pack according to the lines on the form itself, 
not according to the top edge of your paper. 

4. Clear all tab stops. 

5. Set your margins for approximately a one-inch side margin, or 
so that the left margin is lines up on the left with the word 
"FROM” in the heading section. 

6. Space down to the blank entitled "TO." 

7. Make sure your paper is lined up with this line. 

8. Set a tab stop a double space to the right of the colon follow¬ 
ing "TO." 

. 9. Type the name of the person to whom you are sending the message. 
If the name and title require more than one line, make sure you 
single space the lines and also be sure they are aligned on the 
left side. , 

10., Return your carriage. 

11. Space down to the line entitled "FROM." 

12. Make sure your paper is aligned with this line. 

13. Tab to the previously set stop. 

14. Type the name of the person that is. sending the message. 

15. Move your carriage to the blank entitled "DATE." 

16. Make sure your paper is aligned with this line. 

17. Set a tab stop approximately a double space to the right of the 
colon. 

18. Type the current date. 

19. Return the carriage. 

20. Tabulate to the second tab stop. 

21. Align your paper on the line entitled "FILE." 
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22. Type the file number. 

23. Return the carriage. 

24. Tabulate to the second tab stop. 

25. Align your paper on the line entitled "SUBJECT." 

26. Type the subject of the inter-office memorandum. 

27. ' Return your carriage and triple space down. 

28. Begin typing the message of the inter-office memorandum. 

When typing your memorandum, you will use single spacing with 
double spacing between paragraphs. You will notice that there 
is no salutation or complimentary close. 

29. After typing the body of the inter-office memorandum, return 
your carriage and double space down. 

30. Type your reference initials. 

31. Proofread and correct any errors that you may have missed. 

32. Remove the pack from your machine. 

Typing an Envelope for the Inter-Office Memorandum 

1. Turn your original copy of the just completed memorandum over. 
You will notice that there is an envelope blocked out on the 
back of this form. 

2. Place this envelope form into your machine. 

3. Line your paper so that it is straight. 

4. Move your carriage to the stamp position. 

5. Type the words "COMPANY MAIL" across the stamp position. This 
is typed in all capital letters. 

6. Space down to the normal address position. 

7. Type the name of the person to whom we are sending the message 
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8. Double space down. 

9. Hove the carriage back so that you will type directly under the 
name you just typed. 

10. Type the address or department of the person who is to receive 
the message. 

11. Remove the form from your machine. 
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TYPING A TELEGRAM 

Introduction 

When you want to send the most rapid written communication, send a 

telegram. It can be transmitted from coast to coast and delivered in a 

few minutes. You can be sure, too, of getting attention, for a telegram 

carries with it a note of urgency and importance. 

The telegraph company provides three different types of message 

service. Messages are transmitted and delivered according to the type 

of service used. Some are transmitted and delivered immediately, others 

are transmitted during the night and delivered the following morning. 

Following is a short description of the three types of service. 

Full-Rate Telegram. The message is transmitted immediately at any 

time during the day or night, and, if it is received during business hours, 

it is telephoned or delivered to the addressee at once. If it is received 

after business hours, it is relayed to the addressee as soon as possible. 

Day Letter. If the message dictated is a long one (over fifty words) 

and should be delivered today, but not necessarily within the hour, the 

service you should choose is the day letter. 

Night Letter. The night letter, as the name implies, is a telegra¬ 

phic message that is transmitted during the night. It will be accepted 

by the telegraph office at any time up to two o’clock in the morning for 

delivery the next morning. It is the slowest and least expensive type 

of service. 
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Materials Required 

1. Telegram from in triplicate. 

2. Two sheets of carbon paper. 

3. Slip sheets for making corrections. 

4. Eraser or correcting tape. 

Directions 

O 

1. Read entire instructional guide before beginning to type. 

2. Secure necessary materials. 

3. Follow instructions exactly as they are given. 

4. Type the problem that is assigned using this instructional guide. 
Correct errors as you type. 

Typing a Telegram 

1. Assemble your carbon pack with one original and two carbon copies. 

2. Place the pack into the typewriter. 

3. Align your carbon pack according to the lines on the form itself, 
not according to the top edge of the paper. 

4. Set margins for approximate one-inch side margins. 

5. Space to the box labled "Domestic Service." 

6. Make sure your paper is lines up so that you will type in the 
box labeled "TELEGRAM". 

7. Type an "x" in the box marked "TELEGRAM". If no box is checked, 
the message will automatically be sent as a full rate telegram. 

8. Space down to the box entitled "PD. OR COLL." 

If the message is to be sent prepaid and charged to the sending 
company, the letters "Pd." should be typed in this box. 

If the message is to be sent collect with the charges to be 
paid by the addressee, the letters "Coll." should be typed in 
this box. 



o 
65 

9. Make sure that you will type slightly above this line. 

10. Type the appropriate information for the explanation in step 8. 
We will assume that the sending company is paying for the message, 
therefore, you will type "Pd." in this box. 

11. Space over to the box entitled "CHARGE TO THE ACCOUNT OF." 

12. Set a tab stop two spaces inside this box. 

13. Type the name of the company that is paying for this telegram. 

14. Return the carriage and double space down. 

15. Tabulate to the previously set tab stop. 

16. Type the city, and state of the sending point of the telegram, 
followed by a comma. 

17. Type the current date immediately following the city and state. 

18. Return the carriage and double space down. 

19. Type the complete name and address of the person who is to receive 
the telegram. This is typed exactly as you would type the inside 
address on a letter. 

20. On the next line down from the addressee’s city and state type 
the addressee’s telephone number if it is known. 

21. Double space down. 

22. Set your machine on double spacing. 

Generally a telegram is typed using double spacing. When this 
is the case paragraphs are indented five spaces. If the message 
is a long one, you will use single spacing and double space 
between paragraphs. The paragraphs are not indented in this 
case. You will also omit the salutation and complimentary close. 

23. Type the message of the telegram, keeping in mind the following 
points: 

a. Include punctuation marks. They make the message clearer 
and there is no charge for them. 

b. Eliminate unnecessary words as long as they aren't necessary 
to the meaning of the message. O 
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c. Do not use abbreviations and contractions that nay confuse 
the addressee. 

d. Do not divide vjords at the end of the line—carry the com¬ 
plete word to the next line. 

24. After typing the message itself return the carriage and double 
space down. 

25. Tabulate to the previously set tab stop. 

26. Type the senders name at this point. 

27. Return the carriage, single space down. 

28. Tabulate to the previously set tab stop. 

29. Type the senders complete address starting at this point. You 
will use the same form as an inside address on a letter, only 
all lines start at this tabulated point. 

If the senders address is to be sent with the message, it is 
typed directly under the senders name, as you are doing in 
this problem. If it is not to be sent with the message it is 
typed directly below the reference initials. For our illus¬ 
tration, we will assume that we are sending the address with 
the message. 

30. Return the carriage and double space down. 

31. Type your reference initials at this point. 

32. Proofread your telegram and correct all uncorrected errors. 

33. Remove the telegram from your typewriter. 

o 


