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« Practice Exercises and
Document Processing Jobs

A You will need Microsoft Word for Windows and
basic Windows file management skills to complete
the Practice exercises that begin in Lesson 21 and
to complete any document processing jobs.

A Have your textbook and Word Manual available and
log in to GDP.

A You can complete the activities in the presentation
or just read about them and try them on your own
later.

Note: If you are already familiar with basic Word features, you may skip the
Practice exercises in Lessons 2124. However, if you are not familiar with basic
file management practices in Windows, complete Lesson 21 and 22.



+ GDP on a Mac

A GDP is entirely Web-based, and you can complete
all skillbuilding using the GDP Web site, a high-
speed Internet connection, and your textbook.

A To complete any document processing jobs in
Lessons 21 to 120, consider using Boot Camp to
create a Windows bootable partition on the Mac
hard drive where the Windows version of Word
could be installed. For detalils,
visit http://www.apple.com/support/bootcamp/.

A Alternatively, if you have access to a PC with Word
2007 or 2010 installed, you could use a Mac to
complete skillbuilding and a PC to complete
document processing activities.


http://www.apple.com/support/bootcamp/

Word Options

Before you begin, you must verify certain Word Options so that
Word will behave as expected:

A To get to Word Options in Word 2007, click the Microsoft Office
button, and click the Word Options button (in the lower right-hand

corner).

A To get to Options in Word 2010, from the File tab, click Options at
the bottom of the drop-down menu.

Now, verify or set these Word options:
ﬂ Right-click Status bar; Customize Status Bar; click Vertical Page

Position.

Off Word Options, Proofing, AutoCorrect Options, AutoCorrect tab:
A Check: Show AutoCorrect Options buttons
A Uncheck: Capitalize first letter of sentences

Off Word Options, Advanced group. Under Editing options:
Uncheck: Use CTRL + Click to follow hyperlink

Note: S e &5etfing Ready for GDP11e in Internet Exploret 6 fSet Al | Wi
for GDP,0 for details and a compl ete 5l



http://gdpkeyboarding.com/Word_Files/Getting_Ready_for_GDP_11e_Internet_Explorer.pdf

File Management

To simplify file management, create a GDPFILES
directory on the Windows Desktop (or on your flash
drive) to segregate all Word files associated with GDP.

A Press WINDOWS + M to show the Desktop.

A Right-click on an open space on the Desktop; click New,
Folder.

A With New Folder still highlighted in the folder name box, type
GDPFILES; press ENTER.

A Double-click the folder to open Windows Explorer; click
Inside the Address box to display and highlight the directory
path.

Note: S e &5etfing Ready for GDP11e in Internet Explorer oCreate GDPFILES
Directory, 0 f or detail s.



http://gdpkeyboarding.com/Word_Files/Getting_Ready_for_GDP_11e_Internet_Explorer.pdf

Microsoft Word Manual

Review these Word features on pages 1-36 of the
Word Manual.

Word Manual Features - Switch Windows

GDPA Word Settings - Select Text

Appendixes A, B, and C - Bold

GDPo Help - Undo/Redo a Command
GDPo Start Word - Help

Choose a Command - Print Preview

Filed Open - Spelling and Grammar
GDP& Quit Word Check

Navigate in a File - Show/Hide Formatting
Filed Save/Close/New - Zoom

Print



Lesson 21E & File Management

You must download a Resource file before you start the
Practice exercise for Lesson 21E. Hands-on practice in 21E
will reinforce some basic Windows file management skills you
will use throughout the course.

Basic Business Documents

e . ;
o & un; @ Lesson Z1e: Word Frocessing
4 W Unit 5
bieys) [z ==aiTy) el (S Your Gregg College Kevboarding & Document Processing
& Lesson 21 instructions on the features of Word to be learned in ea
Orientation to Word Processing—A . yill complete in this software.
21A: Warmup 'f ee Appendix A, GDP--Word Settings, in the Word Manuj

ST Ee - =t (or verified) when using Word with GDP.

n Lessons 21-24 of your Word Manual, yvou will complets

21C: Progressive Practice: . .
an, unscored practice exercises.

Alphabet
Open your manual to Getting Started, and read the intro

Help; then open to Lesson 21, Crientation to Word Procs

¥ 21E: Word Processing: Getting see a boxed PRACTICE section, its time to complete a ha
Started and Orientation to Word ] . . . .
0 Processing—a In this lesson, Orientation to Word Processing-A, you wil

lem=vmim byiminan fim o

-,,r’r 210: Commas and Sentences




\ Lesson 21E: Getting Started and
Orientation to Word Processingo-A

A From the GDP menu, click 21E; read the
Introductory screen, and click Download File.

V In Internet Explorer, click Save; browse to the GDPFILES

directory, and click Save; when the download is complete,
click Close.

V In Firefox, click Save File, OK; right-click the file name in
the Downloads list to see where it is savedd remember

this location as you might need it later when browsing to
open a file!

A You are now ready to start the Practice exercise.

Download Resources to Use During Practice Exercise

On page 11 of your Word Manual, you are asked to open the file named practice-21. First, you must save the
file to a location where you can open it later. To do this, click the Download File button. A dialog box will

appear asking if you want to open or save the file, click the Save button. Navigate to the location where you
want to save the file, and click the Save button.

[ Download File J




Lesson 21E (coint 6d)

A Read the introductory paragraphs, and click Start

Work.

VIn Internet Explorer, click Save; browse to the GDPFILES
directory, and click Save; when the download is complete,

click Open.
V In Firefox, click Save File, OK; double-click the file name
In the Downloads list to open it.
A You are now ready to follow the steps in the
Practice exercise, page 4, for now, just review the
basic parts of the Word window.

Start the Practice Exercise

Study Getting Started and Lesson 21 in your Word Manual, then complete this Practice exercise as directed in
the Word Manual.

Click the Start Work button and then click the Open button in the dialog box to open a blank unnamed file in
Word. Follow the steps to complete the Practice exercise.

[ Start Work |




Lesson 21E (coint 6d)
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Lesson 21E (coint 6d)
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Lesson 21E (coint 6d)

Move to page 100peereadséebel
move to the Practice exercise, step 1, page 11, to
practice manually opening practice-21, the resource

file you downloaded eatrlier.

A In Word, press CTRL + O.

A From the Open dialog box, browse to the file.

V In Internet Explorer, browse to the GDPFILES directory,
and double-click practice-21.

V In Firefox, double-click practice-21 in the Downloads list
to open it. If you closed that list, browse to the Downloads
folder on your computer (or wherever Firefox saved it).



Return to GDP

Best PracticaVhen you save a file before closing it, alway
useSave AgF13 rather tha®aveto verify or change the sav
location so that you can later find and upload this previou

saved file usiBgowsein GDP.

A

A

Click the Close button (X) to close both Word files without
saving any changes.

Resume GDP activities; the GDP1le 1 Internet Explorer or
GDP1lle 1 Mozilla Firefox browser window should be the
active window at this point.
to close Word and return to the GDP browser window.)

Or:

If the GDP browser window is not the active window, from the
Windows Taskbar, click the task button named GDP11le i
Internet Explorer or GDP1le i Mozilla Firefox to resume
GDP activities.



Lesson 67J

A Lesson 67 is presented next because it includes a typical
Practice exercise. You will not complete Lesson 67 until later

in the semester.

A Click Start Work, and follow the same steps to download the
start file as you did in Lesson 21E; then follow the steps in

the Practice exercise, page 1009.
A In step 3, page 110, save practice-67 to the GDPFILES
directory.

I e WS A JUUR.A\.J&.HIIH

Sort
Study Lesson 67, Special Correspondence Features, in your Word Manual, then complete this Practice
exercise as directed in the Word Manual.

Click the start Work button to open the practice file automatically in Word. Follow the steps to complete the
Practice exercise. When you are finished, save the file as directed by yvour instructor. Practice exercise files are
not stored in the GDP software. Each time vou click the Start Work button, you will open a fresh copy of the

file.

\

Start Work J

Note: None of the Practice exercises are ever permanently saved in GDP.




Document Processing Jobs

Correspondence 65-63 is a typical document processing job and
IS also designated as a Proofreading Check in your textbook.

Corresponaence 6o-63: Follow-Up Letter In BIOCK Style
“ Download File to Begin Work

Click the appropriate button to work on your document in Microsoft Word

! Start Work J R
Opens the starting file Opens the last file you
for this document. have uploaded to GDP

for this job, so that
you may edit it.

When you are finished working on the document, save it to the location on your computer as directed by
your instructor. You will need to remember this location in order to find the file to upload to GDP in the next
step (Step 2).

ﬂ! Upload/Save File to GDP

To upload a copy of your in-progress or completed work to GDP, click the Browse button and find the saved
file on your computer. Clicking the Browse button and selecting your work will replace any existing file that
has been previously uploaded for this project attempt.

m} Score Your Work

To submit your project for grading, click the Submit Work button. In order to submit a project for grading you
need to first upload the completed project. (See Step 2)




Use the Reference Manual

A Review any formatting information or steps in the textbook before
beginning any document processing job. Formatting must be correct.

A Review the corresponding section in the electronic Reference Manual
in GDP or the printed one in the front of the textbooks as needed.

~vlféssans Sklllbmldlng ‘ MAP+
\OVU/

» COMPUTER S5YSTEM
v CORRESPOMNDENCE
» application letter
» attachment notation
» blind copy notation
¥ block style
Business Letter in Block Style
» body
» cOompany name
» complimentary closing
» copy notation
» date line
» delivery notation
» e-mail
» enclosure notation
» envelope formatting

» executive stationery

FY

Tlmad Writings ‘ [ Benguaga Arts zmnca Manual

NSICICHILS IVIAD TUA]

A. Business Letter in Block Style (with standard punctuation and in
display)

15x%

Daie line mmsrm.l4x

Ingide adiress pgs joan R Hunter
Bohwater Assoriates
One Parklands Drive

Darien, cruﬁszul %

Salvtation pear Ms. Hunter: sz Standard poncivation
Body wou will soon receive the signed contract to have your organization conduct a
one-day workshop for our employees on eliminating repetitive-motion injuries in
the workplace. As we agreed, this workshop will apply to both our office and
factory workers and you will conduct separate sessions for each group. LEX

we revised Paragraph 4-b shown below to require the instructor of this workshop

to be a full-time employee of Bolwater Associates: 9y




GDPo-Start Work

Click Start Work, to download the starting file. When you click Start
Work, several things happen:

A Any previous attempts at this job are not reopened; instead, GDP
downloads the starting file for this document (typically, a blank
screen with an assigned file name).

A Atime stamp is added (any Start Work attempt is considered a new
attempt by GDP), and time restarts from zerod Time Spent, which
will be recorded later in the Portfolio, begins to accumulate now.

Note: Time Spent is recorded in your Portfolio based on the time elapsed
between Start Work and Browse actions. If you move away from this
screen and return later to use Browse and Submit Work, GDP continues to
add minutes to Time Spent. Therefore, if elapsed time is a factor in grading,
use Submit Work immediately after browsing, and work quickly to complete
any file management activities.

\._,J\_.Jllk..,Jl-\_.-’rJ\..Jll\_-l\...Jlluk...J L A R AT L R AL UH Ll T A T '\-._,JL)-'J\...J

._. Downlead File to Begin Work

Click the appropriate button to work on yvour document in Microsoft Word

Eo=] or

Opens the starting file Opens the last file yvou
for this document. have uploaded to GDP




Correspondence 65-63

A Open the starting file, type the job, and proofread
carefully for keystroking and formatting errors
correcting copy as you go.

A Can you identify the errors below? Typically, we
miss about 1/3 of all proofreading errors.

q Stephen-K.-Hamilton]

1 6183-Nicollet-Avenue-Southf]
Mrs.-Denise-A.-Klenzman-1] @ Minneapolis,-MN-554041]
Director-Human-Resourcesy] @ 1 @

Cole-Enterprisest|

3714-Crestmont-Avenuef]
Minneapolis,"MN-MN-554051]

1 4

Dear-Mrs.Klenzman:

1

@nkﬂgou-for-’che- opportunity- to-meet-with-you-¥ @

yesterday-and-to-learn-of-the-exciting-career-opportunities




Save and Return to GDP

A Press F12 to save the Word file. Browse to the GDPFILES
directory, save the file there, and note the file name.

Note: You may change the file name if desired. Also note that your browser
might add a number after the file name to help you identify the file version.

A Click the Close button (X) to close both Word files without
saving any changes.

A Resume GDP activities from the GDP1le i1 Internet
Explorer or GDP1le i Mozilla Firefox browser window,
which should now be active. Or if the GDP window is not
active, from the Windows Taskbar, click the task button
named GDP1le i Internet Explorer or GDP1lle T Mozilla
Firefox.



GDPo Browse

A Click Browse; browse to the GDPFILES directory.

A Double-click the file to be uploaded and saved to GDP; when
the browse action is complete, the file name appears in the
Browse box.

u Upload/Save File to GDP

To upload a copy of your in-progress or completed work to GDH
Browse button and selecting yvour work will replace any existir

Browse

At this point, several things happen:

A The uploaded file is now saved to the GDP Web site but will not yet
appear under My GDP, Portfolio. If desired, you can move to a
second location and use Edit Work to download the browsed file
and resume work at that location (perhaps at home or at work).

A Atime stamp has been added for the document. Time Spent begins
when you click Start Work and ends when the file name appears in
the Browse box.

A When you click Submit Work to score work and send it to the
Portfolio, Time Spent is recorded in the Portfolio.



GDPo-Submit Work

When you click Submit Work, several things happen:

A The job is scored and sent to your instructor.

A When your instructor logs in to GDP, a special icon will
appear next to your name to alert the instructor to new work.

m Score Your Work

To submit your project for grading, click the Submit Work button. In order to submit a project for grading you
need to first upload the completed project. (See Step 2)

L Submit Work J

A The Time Spent recorded in your Portfolio is based on the
time elapsed between Start Work and Browse actions.

Date Lesson Title Total Time
. ¥ 12/02/2010 9:52 AM 30 Correspondence 30-19: Business Letter in Block e f31:52 =
(This example
iS frOm Attempt Keystroking Er| Attempt Origin [ Time Spent Last Modifi
Keyboarding 1 Attempt #1 9 Started 03:42 [ Details |
COUI’SG.) Attempt #2 9 Edited attempt | 31:52 12/02/2010 | Details |
9:52 AM —_ |

Note: If Time Spent is a factor in grading, work quickly to start, complete, and save
your job; use Browse to upload it; click Submit Work immediately after browsing.




- B

Check Annotations

Your instructor will assess your work and add
annotations, which you can view in your Portfolio.

ANote thado fal agd al | | t dalwaywi t
click Show All to be sure that all work is displayed.

A Click Advanced Filter Off; in the Filter Student Portfolio
dialog box, click Annotated only to view only annotated
work. (Click Advanced Filter On and uncheck it to reverse

the filter.)
Filter: | Advanced Filter On | | Show All |
(Thi s Date Lesson Title
document = 12/03/2010 10:25 AM A 30 Correspondence 30-19: Business Letter in Block Style
example IS = 11/18/2010 12:21 PM A 28 Correspondence 28-11: Mailing Labels
from > 11/18/2010 11:21 AMA 27 Correspondence 27-6: Business Letter in Block Style
Keyboardmg 1 = 11/16/2010 7:40PM A 26 Correspondence 26-5: Business Letter in Block Style
course. ) .
) = 11/16/2010 7:31 PM A 26 Correspondence 26-4: Business Letter in Block Style
= 11/16/2010 7:16 PM A 26 Correspondence 26-3: Business Letter in Block Style




Check Annotations (ccioint 6 d)

A Click the desired item in the Portfolio to expand it; then click
Details to view all General Comments and Annotations.

Student: Arlene Yahoo Date: 12/03/2010
Filter: | Advanced Filter On | | Show All |
Date Lesson Title Total Time
EIEIDS,FEDID 10:25 M A | 30 Correspondence 30-19: Business Letter in Block Style  16:47
Attempt Keystroking Er Attempt Origin| Time Spent Last Modified
, ) 11/19/2010 .
Attempt #1 2 Started 05:07 15053 PM A
. . ) 11/19/2010 :
-~ Attempt £2 0 Edited attempt 05:59 12:23 PM A | Details |
. ) 12/03/2010 :
document Attempt #3 9 Started 10:48 10v35 AM A | Details |
example 1S Average 4
from
Keyboarding 1 ||» 11/18/2010 12:21 PM A | 28 Correspondence 28-11: Mailing Labels 00:00
Course') = 11/18/2010 11:21 AaM A | 27 Correspondence 27-6: Business Letter in Block Style  27:54
= 11/16/2010 7:40PM A | 26 Correspondence 26-5: Business Letter in Block Style 10:31
= 11/16/2010 7:21PMA | 26 Correspondence 26-4; Business Letter in Block Style 03:11
= 11/16/2010 7:16 PM A | 26 Correspondence 26-3; Business Letter in Block Style  17:58




Check Annotations (ccioint 6 d)

A Read the General Comment; mouse over it to display a long comment.
A Always scroll down to view any annotated items that might be hidden.

Lesson 65: Correspondence 65-63: Follow-Up Letter in Block Style At the bottom Of the
Attempt #1 screen.

Last Modified 02/05/2011 3:15PM GCIICk Prlnt tolp(rjlnt the
- ocument, including
annotations.

Formatting Errors O AC“Ck V|eW in Word tO
download the document
and open it in Word.

Keystroking Errors 7

General Comment W

Click Start Work to recreate this Proofreading Check document from a blank

screen; then Browse and ... AC“Ck Next tO move tO
Keystroking Errors the neXt screen.
Click on a word to insert a text-specific annotation after that word.
1" Y
March 19,]20--0 . - F = :
L= Type the current year when you see20--. | Use any pnntouts
................................................ that include
v Lzl comments as a
handy study guide.

I T T S



GDPO - Edit Work

When you click Edit Work, several things happen:

'\._,-'\_.-'II'-‘.,-"\.J‘\-\_,-"\_.-I'I A W | 1 . W e | WIS WY "\-\_.-I"I\-\..-" LA | [ A AT ULJ’J'&J

l “ Download File to Begin Work

Click the appropriate button to work on yvour document in Microsoft Word

Start Work 0 R I Edit Work I

PP S Y PoE SIS S o | P TP = Y l— ot £ iroa

A GDP downloads the most recently uploaded version of the job and

opens the Scoring Results window behind the Word window.

A The Time Spent recorded in the Portfolio for that attempt begins

and is added to the Time Spent on previous attempts. In the

example below, the Total Time spent on Attempt 1is 8:30
(8 minutes, 30 seconds).

A The Total Time for both Attempt 1 and Attempt 2 is 9:41.

Date Lesson Title Total Time Score
¥ 02/05/2011 3:56 PM &5 Correspondence 65-63: Follow-Up Letter in Block Styl  9:-44
AR? Grading Category: Proofreading Checks (Manual/s
Attempt Keystroking E (Beta) Forma Attempt Origi | Time Spent odified
i . J05/2011 .
Attempt #1 7 0 Started 08:30 3:15 PM A Details
. : 02/05/2011 :
ALt t =2 0 0 Edited 09:41
empt # ite 346 PM Details

Grade




Edit Correspondence 65-63

A

When Word opens, edit the job: Press ALT + TAB or use the
Windows Taskbar and alternately click the buttons for
GDP11e and the Word file as you edit to move back and forth
from the Scoring Results window to the Word document.

Note: If this job is designated as a Proofreading Check, you must
use Start Work (not Edit Work) on any subsequent attempts.

Proofread carefully for keystroking and formatting errors,
press F12, save the file to the GDPFILES directory, close
Word, return to GDP, and close the Scoring Results window.

Use Browse and Submit to upload, score, and submit this
edited attempt again.

Repeat this process on any document processing job until
the job is mailabled no keystroking or formatting errors
whatsoever. Because this job is a Proofreading Check, you
would not get credit for Attempt Keystroking E (Beta) Forma| Attempt Origi
an Edited attempt with | atempr 21 7 0 Started

O keystroking errors. — 0 Cdited]




Scoring Results

1. To correct the misstroke, type the current year whenever you see --.
2. Press ENTER to insert the omitted hard return.

3. Del ete the tr aKlehzmang 0swhcehatf serch
misstroke.  Suc hpriinmnotn ngo errors woul d

4.  Typethe omittedwor d nof . o

Scoring Results

Error Key

finsertion} <omission> correct misstroke

KEYSTROKING ERRORS: 7

in red are misstrokes (keystroking errors) of some
areh 15 0.« type. Errors displayed in green are omission errors.
2= @Q Type the omitted word to correct this type of error.

”
.
! Note: Errors displayed in the Scoring Results window
.
.

Mrs. Denise A. Elenzman-1(3
Director <of:>Human ResourcesT L4}

Cole Enterprisest




Scoring Results (ccioint 6 d)

5. Del et e A MN, iosertethtwiceh wa s

6. Delete the hard return inserted by mistake. Press ENTER only
between paragraphs. The paragraph line endings will typically not
match those in the book.

Scoring Results

Error Key

{insertion} <omission®> misstroke

KEYSTROKING ERRORS: 7

3714 crestmont hvenuef Note: Errors displayed in the Scoring
Minneapolis, MN {MN-}554051 Results window in blue are insertion

| @ errors. Delete the characters shown in
Dear Mrs. Elenzman:" blue to correct insertion errors.

I'I
Thank you for the opportunity to meet with you {1} @

yesterday and to learn of the exciting career opportunities

29



Scoring Results (ccioint 6 d)

7. Delete the trailing hard return inserted by mistake at the end of the
document . -pTrhiinst ifinngopbn er r or woul d

this job.

Sincerely yours,"

Stephen E. Hamilton®
6183 Nicollet Avenue Southt

Minneapolis, MN 55404{1} (7)

Note: The results displayed in the Scoring Results window may be revisited in
the Portfolio: click the desired job to expand it, click the desired attempt to
expand it, and click Details. The Scoring Results window will also reappear for

the most recently uploaded attempt when you click Edit Work.



Developing Proofreading Skills

Developing proofreading skills is a four-step process:

1. Recognition: Study the Scoring Results to learn to
recognize keystroking errors you might otherwise miss.

2. Practice: Use the Edit feature to practice correcting errors
until a document is mailable.

3. Reinforcement: Use Proofreading Checks to demonstrate
that you have developed the skills necessary to find and
correct all keystroking errors without assistance.

4. Assessment: Demonstrate that you can consistently
submit Proofreading Check documents with zero errors on
the first Started attempt.

Note: See iDeveloping Proofreading Skillso for tips on proofreading
Language Arts exercises and document processing jobs.



http://11e1.gdpkeyboarding.com/Word_Files/Developing_Proofreading_Skills.pdf

Proofreading Checks

A Five documents have been designated as Proofreading
Checks for this course. Check the course Web site,
Proofreading Checks page, for details.

# Week 4, Correspondence 65-63, letter

# Week 7, Report 75-55, minutes

# Woeek 7, Table 79-35, boxed, multipage

# \Week 9, Report 84-59, business report, multipage, two tables
# Week 11, Report 90-66, bibliography

A The goal in any document processing job is to submitit as a
mailable job, free of any keystroking or formatting errors.

A A Proofreading Check job must be submitted with zero
keystroking errors on the first Start Work attempt.

A You may repeat any Proofreading Check job using Start
Work as many times as needed to complete it successfully.


http://11e2.gdpkeyboarding.com/
http://11e2.gdpkeyboarding.com/Proofreading_Checks.htm

Bl Prooieacing Checks & Start Work_

A If ajob is designated as a Proofreading Check, you must use
Start Work (not Edit Work), retype the job from a blank
screen, and Browse and Submit Work again.

A Proofread carefully for keystroking and formatting errors,
press F12, save the file to the GDPFILES directory, close
Word, return to GDP, and close the Scoring Results window.

A Use Browse and Submit to upload, score, and submit this
edited attempt again.

A Repeat this Start Work process until the job is scored with
zero Keystroking Errors. Attempt #3 qualifies as a
successful Proofreading Checkd Keystroking Errorsa r €0
and the Attempt Origin is Started (cannot be Edited).




