Instructions for My Drills
About my drills

Each zip folder contains 4 files:  1) Excel Spreadsheet, 2) Text Document, 3) Audio File 4) Power Point Slideshow.  I have broken up the legal briefs into three separate drills.  I have highlighted the briefs that I am drilling in bold in the text document and on the power point.  The spreadsheet for these briefs is on the LMS in the Speed Building course.  
The Excel spreadsheet is not necessary to run the drill.  However, if you want to randomize the lists like I did, then this is how to do it.  I’ve used formulae in Excel to generate random entries and to randomize lists.  They are quite complicated.  If you want to randomize the list again in a different order, all you have to do is press CTRL and the = sign.  Otherwise, every time you update that page, it will re-randomize.
The numbers in the “Numbers Drill” are all randomly generated by Excel.  I have programmed it to give me 20 numbers between 1-100 (10 with dollars and cents), 20 numbers between 100-1000 (10 with dollars and cents), 20 numbers between 1,000-10,000 (10 with dollars and cents), 20 numbers between 10,000-100,000 (10 with dollars and cents), 20 numbers between 100,000 and 1 million, 10 numbers between 0-10 (with three decimal places) and 10 fractions.  So, when I update the spreadsheet, all the numbers automatically change to new numbers within those boundaries.

I have generated the audio file using the text document and TextAloud.  They are set at 120 w.p.m. (according to TextAloud anyway).

When I run the Power Point slideshows, I use a Macro that allows me to randomize the order of the slides.  If you want to know how to do this for your computer, ask me.

My practice routine with the drills
1)  I use the text document if I just want to practise the words at my own pace.  So, I will just run through the list.  Once I get good at those (or bored), I will randomize it again in Excel and copy and paste it to the text file.  If I am having a hard time setting a rhythm, I will use this list along with the metronome.  

2)  I will use the audio file in conjunction with Enounce.  That way, I can lower the speed if I am having problems, and raise it if it becomes too easy for me.  I don’t always go through the entire list each time I practise, but just enough for a warm up.  Also, if I get bored with the audio (which I haven’t yet), I can just re-randomize the text document (see above) and then copy the new list into TextAloud for variety.

3)  When I use the power point slides, I usually change the order and the speed they play at.  Depending on the material and how hard it is for me, I will generally have it play at anywhere from 2-3 seconds per slide to 8-10 per slide.  Also, I don’t necessarily go through all the slides each time. I can choose how many I want to view in the slideshow setup.  For instance, because there are so many legal briefs, I usually only go through about 25 slides at a time.  Then, next time I go through the next 25, etc.  I won’t change the order of the slides until I have reached the end of them.  Then, I will randomize and start again with the first 25. 
4)  FYI, I didn’t create all these slides manually.  I created them using the text document created above and a macro.  
5)  This series of drills is a work in progress.  I will be adding more very shortly.  If you have any questions or suggestions, feel free to let me know.  
