Insert a letter or word
Delete a letter or word
Capitalize

Lower case

Italicize

Roman font (not italic)

Bold

Transpose words or letters

Close up a space
Insert a space
Insert period
Insert hyphen
Insert parentheses
Insert em-dash
Insert en-dash
Insert apostrophe

Insert quotation marks

Insert other punctuation

Start a new paragraph

Run two paragraphs together
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I ‘e";‘\ly love to write. A

I write every s}ng{e/day. o
My favorite author is _f: Scott Fitzgerald. Cop -
He is the /}{resident of the United States. lc. -
Every year, I reread Moby Dick. ;‘h’i
This is a very important fopic. reim
This is a very important topic. P
I'hope to[someday write a great novel/ na

I hope you will go with me somg/;ﬁme. -

It will take sorﬁ time before I am ready. +
This is the end of my story™ O

She just got a part/—\:time job. -

I thoughtgémd so did she)that the movie was bad. )

A\ {

I though 1a\nd so did she that the move was terrible. ‘T/y\ AKX
N
Hef bookoplthe 1 ew York fligh o
e{s book, ot the La gaiNew York tlight. “Nn
p)
I not like I'm going to be gone forever. v
i« ») ey, A2
\ vV /v
She said:/I know. But I will still miss you. v /
2
Let’s go,too. Should we go, Let’s goi A / & / ‘
)
“Let’s talk,” she saidf\‘]‘l’d like that,” I answered. @l
“Let’s talk,” she sai@ Foun | h

@ly important that we be on the same page.”
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