HOW TO PROOFREAD AND MARKS

1.  Most word processing software packages provide an aid to proofreading for misstrokes which is called:

A  Character editing.

B. Paragraph editing.

C. Spell check.

D. Thesaurus.

2.  A “transposition” misstroke means that:

A  A word was repeated.

B  A word was omitted.

C  Words were keyed in reverse order.

D  Words had too many spaces between them.

3. Spell checkers are helpful in locating:

A  Punctuation errors.

B  Misspelling of words.

C  Number errors.

D  Grammar.

4. Select the type of misstroke in the following sentence:  “Halloween is on October 13.”

A  Capitalization

B  Transposition

C  Puntuation

D  Spacing

5. When proofreading a document for errors, it is recommended that you:

A  Speed-read each line quickly.

B  Not be too concerned about the first and last lines of a document, which are normally correct.

C  Always have someone proofread for you.

D  Read slower than usual.

6. Proofreading with a partner is recommended when:

A  Inspecting documents with difficult words or many numbers.

B  Checking simple letters.

C  Using a spell check feature.

D  Examining simple reports.

7. Select the type of misstroke in the following phrase:  “dead battrey.”

A  Spacing 

B  Repeated word

C  Reverse order-transposition

D  Capitalization

8. The correct way to proofread a document is to:

A  Use a spell checker feature, if available.

B  Read the copy on the screen, word for word.

C  Read the printed copy to check for accuracy and format.

D  All of the above.

9. A circled figure in a document is a proofreading mark that means to:

A  Underline the number.

B  Correct the number.

C  Spell it out.

D  Place it elsewhere in the sentence.

10. Dots that are drawn under a word marked for deletion represent the proofreading instruction that means:

A  Close up spaces.

B  Capitalize.

C  Do not delete the word.

D  Underline the word.

11. The proofreading mark  “/”  means:

A  Lowercase.

B  Insert.\\

C  Capitalize.

D  Move.

12. A handwritten punctuation mark with a circle around it is a proofreading instruction that means:

A  Ignore.

B  Delete.

C  Move.

D  Insert.

13. The proofreading mark “ds” means:

A  Decimal space.

B  Directional space.

C  Do not space.

D  Double space.

14. The delete proofreading mark is very similar to the following proofreading mark:

A  Move left.

B  Lowercase.

C  Transpose

D  Capitalize.

15. The proofreading mark “^” means:

A  Raise.

B  Insert

C  Move.

D  Delete.

16. Three lines drawn under a character or word is a proofreading mark that means to:

A  Underline.

B  Italicize.

C  Boldface.

D  Capitalize.

17. Whenever the # symbol is used with the insert proofreading mark, it means to:

A  Insert a space.

B  Insert the # symbol.

C  Begin a new paragraph.

D  Insert a number.

18. The proofreading mark “ss” means:

A  Sample space.

B  Select space.

C  Single space.

D  Simple sentence.

