Are You Using Your Computer Like a Typewriter?

1. What is the difference between a monospaced font and a proportional spaced font?

2. How many spaces are placed between sentences? ______________

After colons?


After semi-colons?


After question marks?


After quotation marks?


After exclamation points?


3. Is there a difference in meaning between “ and ″ or ‘ and ′? If yes, what is the difference?

4. Are commas and periods placed inside or outside of quotation marks?

5. Which is the possessive form of the word?

A. 
its

B.
 it’s

6. To what does the phrase “in the 80s” refer? Is it different than “in the ’80s”?

7. Is there a difference between a hyphen, an en dash or an em dash? If yes, do you know what the difference is and how to use each of them?

8. Is a double hyphen more like an en dash or an em dash?

9. How do you locate the special characters in the various fonts on your machine?

10. Are accent marks available from your keyboard?

11. Where is underlining appropriate? Where is italicizing appropriate? Are the two interchangeable?

12. Which is easier to read: all capital letters or a combination of upper and lower case letters and why?

13. For what is the first line indent tab used?

14. What are widows and orphans as related to documents?

15. Which is better: justified or non-justified text and why?

16. Is this test printed in serif or sans serif type?
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