GETTING STARTED

1. Open Microsoft Word.

2. Use 12 point Times New Roman font. Use single line spacing. 

3. Heading:

a. Type your name on the first line. Enter.

b. Your partner should type his or her name on the second line. Enter.

c. Type the date (type it like this: August 20, 2008) on the next line. Enter

d. Type your period (type it like this: Period 2) on the fourth line. Enter. Enter.

4. Change to center spacing and type the title: (Jean and Sue’s Computer Conversation – use your real names instead of  Jean and Sue)

Enter. Enter. Change back to left alignment.

5. Save to the T-drive under Etheridge in your class period – use last names for the file name (example: Brown and Smith)

Writing Assignment: Computer Conversations
You will work with a partner and share a computer for this assignment. Write a conversation. Use the punctuation skills and paragraph skills demonstrated in this sample:

   Susie asked, “How are you going to grade this, Mrs. Etheridge?” 

“This assignment will count for the same grade for both of the partners,” said Mrs. Etheridge. “Correct each other as you type. It should be a fun class period for you.”
Susie asked, “How long do we have to work on our conversation? I am not a very quick typist.”

“You will only have one period to work on this conversation, so use your time wisely,” Mrs. Etheridge answered.

“Oh,” Susie responded. “I’d better get busy typing with my partner. Forty minutes is not a long time to do this.”

“Right, Susie,” Mrs. Etheridge agreed. “I will be checking all of the details carefully. Be alert!”

Tips for writing dialog correctly:
a. Indent before the first person speaks. Use the tab key to indent.

b. Open quotes and capitalize the first word of the quotation. Use a comma and then close quotes at the end of the quotation. Then add the tag. The tag is who said it. 

Example: “I like Mountain Gap, and I hope you do too,” said Mrs. Etheridge.

c. You can also put the tag first. Then you put the comma after the tag and before the quote. The period goes inside the quotation marks.

Example: Mrs. Etheridge said, “I like Mountain Gap, and I hope you do too.”

d. You can even put the tag in the middle of a sentence.

Example: “I like Mountain Gap,” said Mrs. Etheridge, “and I hope you do too.”

e. Do not hit enter until you have finished what you are saying. Let the computer wrap the lines of text. Only hit enter when you are finished talking. Then your partner will hit tab to indent and begin what he or she wants to say.

f. Use instead of said words – don’t use said all of the time.
g. Stick to school appropriate topics. No slang.
