
LESSON 50 
The eraser and how to use it 

PAPER: A4. 

MARGINS: 38 mm (1Y:. inches). 

SPACING: Double. 

Read this article before using your 
eraser to help you type a correct 
copy. 

Carbon paper 

Type a correct copy of the 
manuscript at the top of the page 
and take a carbon copy. 

UNIT 13 

Carbon paper enables us to take an exact copy of any typed material. It has a special 
coating on it which is placed between the top copy and the sheet on which the copy is 
required, with the coating towards the copy. Carbon paper is sold in grades depending on 
the quality or amount of coating there is on it. The best carbon paper is not paper at all 
but a thin sheet of plastic which has been coated. It is more expensive than paper but 
does not crease so easily and lasts much longer. Avoid using carbon paper that is creased 
as this will only produce messy work. The copy sheet is usually a thin sheet (Bank paper) 
while the original is a quality (Weight) paper. You should be able to take up to 7 carbon 
copies at a time. 

If you make a mistake when using carbon paper you must place a piece of rough paper, or 
an erasure shield, between the carbon paper and the copy before you erase the top copy 
error with your abrasive eraser. Erase the error an the carbon copy with a soft rubber and 
remove the erasure shield. 

If you make an error towards the bottom of a page, do not wind it up onto the roller or 
erasure platform in case you wind the paper out of the machine. It is better to wind the 
paper back into the machine and erase the error where the paper goes into the machine. 

Store carbon paper flat in a cool place. 
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