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INSTRUCTOR: Comments Library, 
General Comments, & Annotations 

Arlene Zimmerly, Coauthor 

Gregg College Keyboarding & Document Processing, 11e 

Note: This presentation is intended for instructor use only. You will learn about GDP’s Comments 
feature,  which you access via Course Manager. Your specific procedures may vary.  
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Preferences 

• Preferences settings for Messaging, 
Resources, Gradebook, Formatting Assistant, 
Score Keystroking, and Proofreading Viewer 

affect GDP screen content and functionality.  
• Your GDP screens may vary from those 

shown in this presentation. 

Note: See the handout “Comments Library” for details on all topics in this presentation. 

http://gdpkeyboarding.com/Word_Files/Comments_Library_GDP11.doc
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Comment Type 
Use Course Manager’s Comments feature to create 

two types of comments: Annotation and General. 
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Create Comments 
Create comments in advance via the Comments 

Library or create them on the fly as you insert them 

from the Student Portfolio. 
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Create Comments Library 

 From GPS (Grade Posting System), click the Comments 
tab. 

 From the Comments tab, click the Add Comment 
hyperlink link just below the box. 

 From the Add Comment dialog box, click the list arrow 
next to the Type box; click either Annotation or General. 

 In the Add Comment dialog box, type (or paste) a title in 
the Title box. 
  

Tip: Copy/paste from the “Comments Library” Word file. 
  

 In the Comment box, type (or paste) the comment 
  

 Tip: Copy/paste from the “Comments Library” Word file. 

 Click Add Comment. 
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General Comment 
A General comment applies to the entire item and 

appears directly under the attempt results. 
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Annotation 

An Annotation comment is specific and appears 

at a pertinent point in a document or exercise. 
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Copy/Paste “Comments Library” 
Entries 

Conventions 
  

 Titles in all lowercase (for example, congratulations on time) are 
generic comments that may be used a General Comments. 

 Titles shown in all caps signal (for example, LETTERS BLOCK 
STYLE) are generic comments for a specific type of document 
and can be used as a general Annotation on the first line of a 
job. 

 Titles shown in principal caps (for example, Letter Date or 
Reference Initials “urs” or Reference Manual Electronic) are  
specific comments inserted at a pertinent point within a 
document.  

 Titles in blue (for example, PROOFREADING CHECK) are 
specific comments used in Arlene Zimmerly’s Keyboarding 1 
course and will not necessarily apply to your course. 
 

http://11e1.gdpkeyboarding.com/
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Delete Annotations 

 To delete all annotations in an item: In the dialog 
box for that item, click Delete Annotations. 

 To delete a single annotation: Click the yellow 
bubble for the desired annotation; from the Edit 
Annotation window, click Delete.  
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Print Annotated Study Guides 
 From the Portfolio, expand the desired document 

and attempt; click Details; click Print to use the 
printout as a study guide. 
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Feedback? 
If you have any questions on 
the Comments feature or GDP, 

please send an e-mail: 

Note: This presentation was created as a generic guideline for instructors. Your specific 

procedures may vary.  


