KEY BASICS

Space bar – only for 1 space between words, never at the end of a sentence between the

last word and the punctuation.

Tab key – only to indent a paragraph

Shift key – only to capitalize 1st letter of a sentence, or proper nouns

· 1st word of every sentence

· names of people

· names of streets, cities, states, countries

· a person’s initials

· the word “I”

· names of places

· names of days, months, holidays

Caps lock – to capitalize a series of words for emphasis only

Punctuation – 

· a period (.) ends a statement-it is also used after abbreviations and initials

· a comma (,) separates words in a series, between a date and a year, between a city and a state

· an exclamation (!) shows a very strong feeling

· an apostrophe (‘) contractions (don’t) – ownership (Maria’s shoes)

· quotation marks (“ “) show where someone has spoken
