Typing Directions


This is how your paper should look.  Use a 12-point, Times New Roman font with one inch margins all around.  The beginning of each paragraph should be indented 5 spaces, and 2 spaces after each period, an exclamation mark (!), or a question mark (?).  Students should reread the directions to make sure one is answering each question correctly, and students should reread their own work.  It would be best and most ideal if students would read their work ALOUD to someone or have someone read the student’s work aloud for them.  Reading one’s work aloud helps make sure the writing makes sense.


When going to another paragraph, as Teacher has done here, do not make double the spaces.  Simply tap the Enter key once, not twice.  Double-spacing lines are only between sentence lines, not between paragraphs.  What will help students most is if they reread the directions frequently.  

Typing Tips

Additional tips for a well typed paper are to use CAPITAL letters for the beginning of each sentence and for all official names of places.  These official names are called proper nouns and must be capitalized, just as one would capitalize Disneyland, Taco Bell, Walker Junior High School, or your street or your own name.  Another tip is to use your computer’s Spell Check tool to make sure words are used correctly and spelled correctly.  This tool will make sure a writer uses the correct words, such as “there” for a place as in “I have put my book over THERE.”   Often kids use “there” for the word “their”, as in “The students put THEIR books over THERE.”  Using spell check also checks the correct use of a comma (,) or other grammar.  Another tip is to spell out all numbers less than ten (10), such as one, two, three, or four, not 1, 2, 3, and 4.  


Since most students don’t write very well, it is advised they read their book pages first, answer the questions in bullet point form which is taking notes, then hand-write the paragraph summary, and THEN type up the final draft.  It is not a good practice to “hunt” for the answers, and begin writing a final draft in sentences and paragraphs without first writing and editing a rough draft.  These are all good tips for doing a good research paper.
