
The Official  

Rules  

Of 

Word Processing 



#1  Follow the directions for font, 

font style, and size. 



#2  How many spaces go between 

words and after commas? 



#2  How many spaces go between 

words and after commas? 



#2  Put one space between words 

and after commas. 

Just wait,(SPACE)I’m not 

ready to go yet. 



#2  Put one space between words 

and after commas. 

Just  (SPACE)wait, I’m not 

ready to go yet. 



#2  Put one space between words 

and after commas. 

Just wait, I’m (SPACE)not 

ready to go yet. 



#2  Put one space between words 

and after commas. 

Just wait, I’m not 

ready to(SPACE)go yet. 



#3  What types of punctuation will 

you find at the end of sentences? 



#3  What types of punctuation will 

you find at the end of sentences? 

•   Period 

!   Exclamation Point 

?   Question Mark 

”    Quote Marks 

)    Parentheses 



#3  What types of punctuation will 

you find at the end of sentences? 

•   Period 

!   Exclamation Point 

?   Question Mark 

”    Quote Marks 

)    Parentheses 



#3  How many spaces go after 

periods and all closing punctuation? 



#3  How many spaces go after 

periods and all closing punctuation? 



#3  Put two spaces after periods and 

all closing punctuation. 

Just wait, I’m not 

ready to go yet.(SPACE)( SPACE)I’ll 

catch up later!(SPACE)( SPACE) 



#4 Do NOT type in all capital 

letters.... 

ABCDEFG 



#4 When do you use capitalized 

letters? 



#4 What key do you use to make a 

single letter capitalized? 



#4 Do NOT type in all capital letters...  

use the SHIFT key to get single capital 

letters. 



#5 Keep typing!  The computer will 

automatically go to the next line. 

Type type type type type type type type 

type type... 

Don’t press ENTER unless. . . 



...unless you need to start a new 

paragraph, 

or are told to do so. 



#6 When typing paragraphs… 



#6 When typing paragraphs… 



#6 …press TAB once to indent your 

paragraphs. 



#6 Press TAB to indent your paragraphs. 

W hen 

( TAB) When Christmas comes I always think about  
when I was young.  Christmas had many  
meanings for me.  I always enjoyed getting time  
off from school.  We usually had a week off, and  
if it was snowy, I would spend most of that time  

outside . 



#7 Use BOTH HANDS when typing. 








