Ms. James


Answer Key

Practice Formatting, Cut Paste

BRITISH HISTORY

1. What kind of line-spacing does the titled section below have?  
Double

Make the line-spacing single spaced.

Gifts to the World

The British can be very proud of the many things they have given the world.  Common law, for example, and the right to a jury trial are just two of the contributions that Britain has made to democracy.  As with any culture, however, the British have a dark side to their history, too.

2. What kind of line-spacing does the titled section below have?  
1.5


Make the line-spacing single spaced.

Treason

By this we mean torture.  Though the British government denied its use, in the 17th and 18th centuries it was common practice to torture people suspected of treason. Treason is the giving away of state secrets.  All of these people were kept in the Tower of London.

3. What kind of alignment does the paragraph below have?  
Center

Left align the paragraph and indent it.
The Rack

Perhaps the worst torture was the rack.  The rack was used to stretch people until they confessed their crimes.  Once they confessed, prisoners were usually put to death.

4. Bold and center the section title “Torture” below.  Strike through the last sentence of the section.
Torture


Torture methods varied.  Prisoners could be put in chains and hung from the ceiling.  Others were put into a device which compressed the body until the prisoner suffered intense cramps.

5. Center the page number in the footer.

6. Check Spelling and Grammar on this page of your document.
7. Cut the titled-section “Gifts to the World” and paste it after the titled-section “Treason.”
Treason

By this we mean torture.  Though the British government denied its use, in the 17th and 18th centuries it was common practice to torture people suspected of treason. Treason is the giving away of state secrets.  All of these people were kept in the Tower of London.

Gifts to the World

The British can be very proud of the many things they have given the world.  Common law, for example, and the right to a jury trial are just two of the contributions that Britain has made to democracy.  As with any culture, however, the British have a dark side to their history, too.

8. Copy the titled-section “Torture” and paste it above the titled-section “The Rack.”
Torture


Torture methods varied.  Prisoners could be put in chains and hung from the ceiling.  Others were put into a device which compressed the body until the prisoner suffered intense cramps.

The Rack


Perhaps the worst torture was the rack.  The rack was used to stretch people until they confessed their crimes.  Once they confessed, prisoners were usually put to death.

Torture


Torture methods varied.  Prisoners could be put in chains and hung from the ceiling.  Others were put into a device which compressed the body until the prisoner suffered intense cramps.

9. Make the text below plain or regular text.

By this we mean torture.  Though the British government denied its use, in the 17th and 18th centuries it was common practice to torture people suspected of treason.  Treason is the giving away of state secrets.  All of these people were kept in the Tower of London.

10. Insert a 3 inch square clip art below.  Format the picture as tight.
[image: image1.wmf]
11. Put your name in the header and print preview your document.  Let your teacher check your work.
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