Exercise:  1 Wordprocessing Rules L1
· Enter text or follow instructions below the line;

Word Processing Rules

There are a number of rules that apply to word processing.  Those who are inexperienced in Word Processing need to practice applying these rules until they become second nature.  The rules are;

One space after a comma, two spaces after a full stop, one blank line between a heading and a paragraph and one blank line between paragraphs.

Practice makes perfect!


· Now carry out the following;
1. Proof read the text you have entered.

2. Save the file as Word processing rules L1 v1
3. Print preview the document

4. Print the document

5. Close the document
Key Skills Demonstrated: enter text, save, print, print preview, 
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