Recognizing punctuation is important for typing.

Let’s go”  ”Let’s go”  “Let’s go”  “Let’s go” ”Let’s go” “Let’s go”

Punctuation may look different because of 


handwriting 


different font names


appearance on the keyboard

Quotation marks and apostrophes are the characters with the most frequent different appearances.  


An apostrophe may look different in handwriting and different fonts also.  You must recognize an apostrophe by its position above the line of writing (a comma is on the line of writing).  ‘ think of this as an “up”postrophe to remember it is above the line.

Let’s go.  Let’s go.  Let’s go.  (each of these are a correct apostrophe).  

‘The key on the keyboard is a “straight” version.


PUNCTUATION
Period -- Mrs. Jones
Comma  -- tigers, lions, and bears - bottom row

Apostrophe -- Otsego’s team  - home row

Parentheses -- (I know) (shift 9) (shift 0)


Braces -- {  }

Brackets -- [  ]
Hyphen -- one-two-three - top row next to 0

Quotations marks -- “I like this” - use shift key

Colon -- 9:30 - right pinky’s home - use shift key


Semicolon -- ; - don’t use shift

UPPER CASE KEYS
All capital letters are upper case.  On keys with two characters (like the question mark and the slash) the character at the top of the key (question mark) is upper case.
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Use the shift key for upper case characters - it takes two hands - hold the shift key with pinky of one hand and then type the character with the correct finger of the other hand.  
Quotation marks in handwriting and in some font names have a left-hand side and a right-hand side:





“Let’s roll,” the man yelled. (these have a left side and right side, with a slight curve)





"Let’s roll," the man yelled. (these straight quotation marks look the same, but are also correct for either side).





”The key on the keyboard is the “straight” version – it is used for both the left side and the right side quotation marks.








Examples of appearance of other punctuation on the keyboard:


,comma		;semi-colon		:colon








