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Practice Exercises and Document
Processing Jobs

= You need Microsoft Word for Windows and basic
Windows file management skills to complete
Practice exercises that begin in Lesson 21 and
document processing jobs that begin in Lesson 25.

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

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

Note: See "Practice Exercises & Document Processing” for a review of the
concepts in this presentation. If you are familiar with basic file management
practices in Windows, you may skip Lesson 21-22. If you are familiar with basic
Windows and Word features, you may skip the Practice exercises in Lessons 21-24.



http://gdpkeyboarding.com/Word_Files/Practice_Exercises_&_Document_Processing_in_GDP.pdf

B

GDP on a Mac

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

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/.

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 should verify certain Word settings so that
Word will behave as expected:

= From any document screen in Word, right-click the Status bar; from
the Customize Status Bar pane, check Vertical Page Position.

= To open Word Options in Word 2007, click the Microsoft Office
button; click the Word Options button (lower right-hand corner).

= 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:

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

Note: See “Getting Ready for GDP11e in Internet Explorer,” “Set All Word Options
for GDP,” for details and a complete listing of all Word options to be verified.



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.

= Press WINDOWS + M to show the Desktop.

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

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

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

Note: See “Getting Ready for GDP11e in Internet Explorer” “Create GDPFILES
Directory,” for details.



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 e Switch Windows

« GDP—Word Settings o Select Text

» Appendixes A, B,and C » Bold

« GDP—Help » Undo/Redo a Command
« GDP—Start Word * Help
 Choose a Command * Print Preview

» File—Open » Spelling and Grammar
« GDP—OQuit Word Check

- Navigate in a File e Show/Hide Formatting
» File—Save/Close/New ° Zoom

e Print



Lesson 21 E & 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

%"F ®unit 5 @ Lesson Z1e: Wword Frocessing

Word Processing and E-Mail Your Gregg College Keyvboarding & Document Processing

A Lesson 21 instructions on the features of Word to be learned in eaq
Orientation to Word Processing—A - il CDH’ID|EtE in this software.
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21A: Warmup -1’ ce Appendix A, GDP--Word Settings, in the Word Manug

218: MAP+: Alphabet =t (or verified) when using Word with GDP.

_ _ n Lessons 21-24 of your Word Manual, you will completd
21C: Progressive Practice:

pe Alphabet on, unscored practice exercises.
3 / 21D: Commas and Sentances Open your manual to Getting Sta¢ed, a.rn::I read the intro
Help; then open to Lesson 21, Orientation to Word Procs
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Lesson 2| E: Getting Started and
Orientation to Word Processing—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. (See "Getting Ready for GDP11e in Internet
Explorer” for steps for Internet Explorer 9.)

v"In Firefox, click Save File, OK; right-click the file name in
the Downloads list to see where it is saved—remember
this location as you might need it later when browsing to

open a file!
= 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 |



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

Lesson 2| E (contd)

= Read the introductory paragraphs, and click Start
Work.

v In 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.
= 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 21 E (contd)
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Lesson 21 E (contd)
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Lesson 2| E (contd)

Move to page 10, read the “File—QOpen” section; then
move to the Practice exercise, step 1, page 11, to
practice manually opening practice-21, the resource
file you downloaded eatrlier.

= In Word, press CTRL + O.

= 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 Practice: When you save a file before closing it, always
use Save As (F12) rather than Save to verify or change the save
location so that you can later find and upload this previously
saved file using Browse in GDP.

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

Resume GDP activities; the GDP1le — Internet Explorer or
GDP11e — Mozilla Firefox browser window should be the
active window at this point. ("Return to GDP” simply means
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 GDP11e —
Internet Explorer or GDP11le — Mozilla Firefox to resume
GDP activities.



Lesson 30E

= Lesson 30 is presented next because it includes a typical
Practice exercise and document processing job. You will not
complete Lesson 30 until later in the semester.

= 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 48.
= In step 4, save practice-30 to the GDPFILES directory.

Lowuoldll JUL. YV T 1T UWeoaall Ty

Italic and Underline

Study Lesson 30, Correspondence Review, 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 you 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 30-19 is a typical document processing job and
IS also designated as a Proofreading Check in your textbook.

Correspondence 30-19: Business Letter in Block Style
“ Download File to Begin Work

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

Start Work o 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).

M) 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

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

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

%mns ‘ .. © Skillbuilding
by w s

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

+ executive stationery

Y

MAP-+ ‘ . Timed Writings ‘ j.'--benguage Arts ﬁrﬁnce Manual |
N/ N

F1ICION Ol O IVIGLT TACR]

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

15X

Date line mmim.l ax

Ingide adireéss pgs joan R Hunter
Bolwater Assoriates
One Parklands Drive

Darien, cruﬁaml X

Salutalion Dear Ms. Hunter: sz Standard punciiation
Hody 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

tz be a full-time employee of Bolwater Associates: | 7%




GDP—Start Work

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

= 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).

= Atime stamp is added (any Start Work attempt is considered a new
attempt by GDP), and time restarts from zero—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.

uunluur,_;u“\_.iulluu L I s B dnd ] It B b L Ll I Al AT "\-\_,-'LJ'l'-\._,-'

“ Download File to Begin Work

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

_OR

| Start Work




Correspondence 30-19

Open the starting file, type the job, and proofread
carefully for keystroking and formatting errors

correcting copy as you go.

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

= & & _& _&

April-3,20-9 (1

1@

N €)
Is.-Robbie-Holt-1
Staff-Development] @
Health-Care-lncorporatedf]
1129-Market-Streetf]
Philadelphia, PA-PA'191079 (5)
1

Dear-Ms.-Holt:q]

1
I-url\_f}tand-that-ynu-were-in-charge-c:f-ielecting-sc:me-ﬂ @

Jeffrey-Keller]
Staff-Development-Coordinator]

1
urs1 (8)

Enclosuref]

19)

fabulous-new-laser-printers-for-Health-Care-Incorporated-in-Philg




ey

Save and Return to GDP

@ - Best Practice: 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.

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

= Resume GDP activities from the GDP1le —
Internet Explorer or GDP1le — 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
GDPlle - Internet Explorer or GDP1le — Mozilla
Firefox.



GDP—Browse

Click Browse; browse to the GDPFILES directory.

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.

l m Upload/Save File to GDP

To upload a copy of vour in-progress or completed work to GO
Browse button and selecting vour work will replace any exist

Browse

At this point, several things happen:

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 time 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.

Note! To record Time Spent based on time elapsed between Start Work
and Browse, you must click Submit Work before leaving this screen!



GDP—Submit Work

When you click Submit Work, several things happen:

= The job is scored and sent to your instructor.

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

u 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)

| Submit Work J

Time Spent is recorded in your Portfolio and 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 =
Attempt Keystroking Er| Attempt Origin [ Time Spent Last Modifi
Attempt #1 g Started 03:42 | Details |
" . . 12/02/2010 :
Attempt #2 9 Edited attempt §31:52 9:59 AM | Details | |

Note! If Time Spent is a factor in grading, work quickly from Start Work through
Browse; do not leave the document screen until you click Submit Work!




Check Annotations

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

= Note that a red “A” flags all items with annotations—always
click Show All to be sure that all work is displayed.

= 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:

= 12/03/2010 10:25 AM A 30
»11/18/2010 12:21 PM A 28
> 11/18/2010 11:21 AM A 27
»11/16/2010 7:40 PM A 26
*11/16/2010 7:31 PM A 26
»11/16/2010 7:16 PM A 26

Date Lesson

| Advanced Filter On || Show All |

Title

Correspondence 20-19: Business Letter in Block Style
Correspondence 28-11: Mailing Labels
Correspondence 27-6: Business Letter in Block Style
Correspondence 26-5: Business Letter in Block Style
Correspondence 26-4: Business Letter in Block Style

Correspondence 26-3: Business Letter in Block Style




Check Annotations (contd)

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

Date

Attempt

Attempt #1
Attempt #2

Attempt £3

Average

Student: Arlene Yahoo

Date: 12/03/2010

Filter:

Lesson

ﬂzma;znm 10:25 AM A 30

Keystroking Er

2

> 11/18/2010 12:21 PM A 28
> 11/18/2010 11:21 AM A 27
> 11/16/2010 7:40PM A 26
»11/16/2010 7:31 PM A 26
»11/16/2010 7:16 PM A 26

[ Advanced Filter On || Show All |

Title Total Time
Correspondence 30-19: Business Letter in Block Style  16:47

Attempt Origin Time Spent Last Modified
) 11/19/2010 .
Storted | 05:07 Ly/19/201¢
. , 11/19/2010 .
Edited attempt | 05:59 12:23 PM A | Details |
12/03/2010 .
Started 10:48
are 10:25 AM A |_Details |
Correspondence 28-11: Mailing Labels 00:00

Correspondence 27-6: Business Letter in Block Style  27:54
Correspondence 26-5: Business Letter in Block Style 10:31
Correspondence 26-4; Business Letter in Block Style 03:11
Correspondence 26-3; Business Letter in Block Style  17:58




Check Annotations (contd)

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

Lesson 30: Correspondence 30-19: Business Letter in Block Style

Attempt #3

Last Modified 12/03/2010 10:25 AM

Time Spent 10:48

Keystroking Errors 9

General Comment

MOT MAILABLE. Use Start Work to recreate this Proofreading Check frem a blank
screen with O errars.

Keystroking Errors

Rest the mouse pointer over any @ symbol to display the annotation

april 3, 20--9

+ Type the current year when you see 20--,

[ erevious K prne [ vewmwora L

Click View in Word
to download the
document and open
it in Word.

Click Print to print
the document,
including
annotations.

Click Next to move
to the next screen.

Use any printouts
that include
comments as a
handy study guide.



GDP—Edit Work

When you click Edit Work, several things happen:

1‘-._F-’\_.J'JI'~..F-~._n"i-u--"k_.-flI"\n_.l'~..p-lI'n._pl'«_pI IS | AU DD WLl T LA T UL_}'IE_F-

._. Download File to Begin Work

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

Start Work Edit Work
Sorwork |y | Esitwork ]

GDP downloads the most recently uploaded version of the job and
opens the Scoring Results window behind the Word window.

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 3:42 (3
minutes, 42 seconds).

The Total Time for both Attempt 1 and Attempt 2 is 31: 52.

Date Lesson Title otal Time
¥ 12/02/2010 9:52 AM 20 Correspondence 30-19: Business Letter in Block e f31:52 -

Attempt Keystroking Er Attempt Origin | Time Spent Last Modifi
Attempt #1 g Started 03:42 | Details |
Attempt #2 9 Edited attempt | 31:52 12/02/2010 | Details |

9:52 AM




"y

\ Edit Correspondence 30-19

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 desighated as a Proofreading Check, you must
use Start Work (not Edit Work) on any subsequent attempts.

Best Practice: 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 mailable—no keystroking or formatting errors

whatsoever.
Attempt Keystroking ErrorsjjAttempt Origin
Attempt £3 0 Edited attempt 1




Scoring Results

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

3.Delete the trailing space after “Holt,” which is charged as a misstroke.
Such “non-printing” errors would not lower your grade.

4. Type the space after “Development,” which is charged as a misstroke
against that word; and type the omitted word “Coordinator.”

Scoring Results

Error Key

{insertion} <omission> correct misstroke

KEYSTROKING ERRORS: 9

"
" Note: Errors displayed in the Scoring Results window in
T red are misstrokes (keystroking errors) of some type.

! Errors displayed in green are omission errors.Type the

! omitted word to correct this type of error.

april 3, 20--1 (1 )

I'I

<1> (2)
Ms. Robbie Holt-+4® {,3}

staff Development<Coordinator=" l4)




Scoring Results (cont’d)

5.Delete “PA,” which was inserted twice.

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.

7.Underline “fabulous.” This type of formatting error will not be
identified by GDP as a keystroking error.

Scoring Results

Error Key

{insertion} <gmission>

KEYSTROKING ERRORS: 9
1129 Market Street1t 6
Philadelphia, PR {PA-}191079

Note: Errors displayed in the Scoring
Results window in blue are insertion
errors. Delete the characters shown in

enr e Holtis blue to correct insertion errors.

l|'|

ﬂ ©
I understand that you were in charge of selecting some {7}

7 M:abulous new laser printers for Health Care Incorporated in




Scoring Results (cont’d)

8.When you see “urs” in the textbook, type the initials of your first and last
Student Name used to log in to GDP lowercase without spaces in black,

in place of “urs.”

9.Delete the trailing hard return inserted by mistake at the end of the
document. This “non-printing” error would not affect your grade on

this job.

Jeffrey Eellerd

staff pDevelopment Coordinator1

Urs @

Enclosure{T} \g)

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:

| .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 “Developing Proofreading Skills” for tips on proofreading Language
Arts exercises and document processing jobs.



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

Proofreading Checks

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

IM\Week 8, Comrespondence 27-6, letter
I\week 0, Correspondence 30-17, memo
IW\week 10, Report 31-1, business report
IW\week 11, Report 34-7, academic report
I8\eek 13, Table 39-12, ruled table

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

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

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


http://11e1.gdpkeyboarding.com/
http://11e1.gdpkeyboarding.com/Proofreading_Checks.htm

"y

\ Proofreading Checks & Start VWork

If a job 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.

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 Start Work process until the job is scored with
zero Keystroking Errors. Attempt #5 qualifies as a
successful Proofreading Check—Keystroking Errors are “0”
and the Attempt Origin is Started (cannot be Edited).

Date Lesson Title Total Time

¥ 12/02/2010 2:19 PM 30 Correspondence 30-19: Business Letter in Block Style 57:15
Attempt Keystroking Errors| Attempt Origin Time Spent Last Modified
Attempt £3 0 Edited attempt 1 17:06 il Details
1:37 PM —_
Attempt £4 0 Edited attempt 1 39:54 12/02/2010 Details
2:00 PM _
) . 12/02/2010 -
Attempt #5 0 Started 17:21 5-1a PM Detailz

t\




\ Extra Credit for Proofreading
= If you use Start Work (not Edit Work) on any
document processing job that is not designated as a

Proofreading Check and submit it with zero
Keystroking Errors, you will earn extra credit points.

= Your course grade average will be raised by 1
percentage point up to a total of 10% for each
gualifying job; for example, if your course grade is
79% and you submit one job that qualifies for extra
credit due to perfect proofreading, your course grade
will be raised from 79% to 80%.

= These extra credit points are very valuable and can
raise your course grade average significantly.



Document Assessment

= All document jobs must be mailable (free of formatting or “visible”

keystroking errors) to earn an A.

= A document assigned a D or F may be edited and resubmitted once
(unless it is a Proofreading Check). The lower grade will be dropped.

= If a document processing job includes keystroking or formatting errors, the

severity of the error is considered when assigning a grade.

50%

20%
5%
10%
5%
10%

Up to +10%

Up to -10%

5-Minute Timed Writing, 5-Error Limit (by touch)
A =45+ wpm; B = 41-44; C = 37-40;D = 33-36; F = 32 or below

Document Processing Tests

Practice Document Processing Tests

Document Processing Jobs
Proofreading Checks
Skillbuilding

Extra Credit: extra Proofreading Checks, documents, and
skillbuilding

Attendance Deductions


http://11e1.gdpkeyboarding.com/Tests.htm
http://11e1.gdpkeyboarding.com/Tests.htm
http://11e1.gdpkeyboarding.com/Proofreading_Checks.htm

Assigning Grades

= This document processing job (Correspondence 30-19) would be
assigned a “B-" due to two formatting errors even though GDP

reports zero keystroking errors.The second error is more serious
that the first in terms of mailability.

= Non-printing errors such as trailing spaces at the end of paragraphs
and extra hard returns at the end of a document are not charged as
errors for assessment purposes.

Dear Ms. Holt:

This word should  felecting some

be underlined. e Incorporated in Philadelphia. | know you researched

the needs of yo those needs in your choice. | certainly appreciate your
effort.

Several of us at Health Care Incorporated here in Los Angeles would be very interested in
seeing the printers demonstrated as we are planning a major printer upgrade with training to
follow as well. Would it be possible to schedule a demonstration soon? We are particularly
interested in learning about any f nced your printer choice.

These words
| have enclosed an article on laser] Should be italicized.

me know your reaction to the articles
| would be more than happy to do so.

Office Technology. I'Iease let
ay to arrange the demonstration,

Sincerely,




Gradebook Features

If your instructor is using GDP’s Gradebook feature, your Portfolio will include
some additional information—under each document title, a Grading Category
name is listed; under the date, special abbreviations are included; under the

Grade column, grades are posted.

[ 2

»

| 2

Filter:

Date

01/26/2011 1:13 PM
R

01/26/2011 1:05 PM
R

01/25/2011 1:04 PM
R

01/18/2011 5:56 PM
RC

01/18/2011 5:55 PM
RC

Student: Arlene Gradebook

Course Grade: N/a

Lesson
28

27

28

594

58A

01/15/2011 10:22 AM 50D

R

01122011 12:57 Ph 58C

AR
01/11/2011 4:11 PM
R

01/11/2011 4:10 PM
R

01/11/2011 4:07 PM
R

01/11/2011 4:04 PM
R

01/11/2011 4:03 PM
R

01/11/2011 4:00 PM
R

27

27

26

25

25

Title
Correspondence 28-10: Envelope
Grading Category: Proofreading Checks (Manual/5)

Correspondence 27-7: Business Letter in Block Style
Grading Category: Proofreading Checks (Manual/3)

Correspondence 28-9: Envelope
Grading Category: Proofreading Checks (Manual/5)

Warmup

Grading Category: Skillbuilding (Completion/10)
Warmup

Grading Category: Skillbuilding (Completion/10)
S-Minute Timed Writing

Grading Category: 5" Timed Writings (Custom/50)
5-Minute Timed Writing

Grading Category: 5" Timed Writings (Custom/50)
Correspondence 27-8: Business Letter in Block Style
Grading Category: Proofreading Checks (Manual/5)

Correspondence 27-6: Business Letter in Block Style
Grading Category: Proofreading Checks (Manual/5)
Correspondence 26-3: Business Letter in Block Style
Grading Category: DP Jobs (Manual/10)
Correspondence 25-2: E-Mail Message

Grading Category: Practice DP Tests (Manual/s)
Correspondence 25-1: E-Mail Message

Grading Category: Practice DP Tests (Manual/s)

Report Test 2-12: Academic Report
Grading Category: DP Tests (Manual/20)

A Annotation
h Dverriden-"LoEked Grade

R Required

? Grade Pending
-‘/ Usad in Grading

C Completion Graded

Date: 02/02/2011

L Advanced Filter Off J L Show All J

Total Time Score
0&6:04

06:47

04:02

00:47

00:43

15:00

15:00

00:58

00:43

00:40

00:33

04:20

01:06

Grade
E L

A+




\ Grading Category

the course outline.

Grading Category names correspond to each grading category in

Being aware of a Grading Category and its grading weight helps you

understand where best to concentrate your efforts. In this example,

the student should focus on raising the

D grade for the Timed

Writing category, which is weighted at 50% of the final grade.

Date 1 ¥ Lesson Title Total Time Score Grade
= 01/26/2011 3:50 PM 56C 5-Minute Timed Writing 10:00 + D
R Grading Category: 5" Timed Writings (Custom —
= 01/11/2011 4:00 PM Report Test 2-12: Academic Report 01:06 A
R Grading Category: DP Tests (Manual/20)
= 0171172011 4:02 PM 25 Correspondence 25-1: E-Mail Message 04:20 A
R Grading Category: Practice DP Tests (Manual/s)
= 01/26/2011 10:08 PN 26 Correspondence 26-5: Business Letter in Block Style\ 01:27 C
R Grading Category: DP Jobs (Manual/10)
= 01/26/2011 1:05 PM 27 Correspondence 27-7: Business Letter in Block Style | 50% 5-Minute Timed Writing, 5-Error Limit,
R Grading Category: Proofreading Checks (Manual/s) W oA =454 wpm
» 01/27/2011 10:29 AMN61B MAP+: Alphabet I8 B=4144
ARC Grading Category: Skillbuilding (Completion/10) W = 3740
IB 0=3336
IB F =32 or below

20% Document Processing Tests

5% Practice Document Processing Tests
10% Document Processing Jobs

5% Proofreading Checks
10% Skillbuilding




Abbreviations

= Under the Date column, an R means that item is required.

= Under the Date column, a C means that item has been designated
as an exercise or job that is graded based upon whether or not it
was completed—a completed item is assigned an A unless a late
penalty has been enforced if it was submitted late.

Student: Arlene Gradebook

>

>

Filter:

Date

01/26/2011 1:13 PM
R

01/26/2011 1:05 PM
R

01/26/2011 1:04 PM
R

01/18/2011 5:56 PM
RC

01/18/2011 5:55 PM
RC

01/15/2011 10:22 AMGOD

R

01/12/2011 12:57 Pp 38C

AR
01/11/2011 4:11 PM
R

01/11/2011 4:10 PM
R

01/11/2011 4:07 PM
R

01/11/2011 4:04 PM
R

01/11/2011 4:03 PM
R

01/11/2011 4:00 PM
R

Course Grade: N/A

Lesson Title
28 Correspondence 28-10: Envelope
Grading Category: Proofreading Checks (Manual/5)
27 Correspondence 27-7: Business Letter in Block Style
Grading Category: Proofreading Checks (Manual/s)
28 Correspondence 28-9: Envelope
Grading Category: Proofreading Checks (Manual/s)
594 Warmup
Grading Category: Skillbuilding (Completion/10)
58A Warmup

Grading Category: Skillbuilding (Completion/10)

5-Minute Timed Writing

Grading Category: 5' Timed Writings (Custom/50)

5-Minute Timed Writing

Grading Category: 5' Timed Writings (Custom/50)

27 Correspondence 27-8: Business Letter in Block Style
Grading Category: Proofreading Checks (Manual/5s)

27 Correspondence 27-6: Business Letter in Block Style
Grading Category: Proofreading Checks (Manual/s)

26 Correspondence 26-3: Business Letter in Block Style

Grading Category: DP Jobs (Manual/10)
25 Correspondence 25-2: E-Mail Message

Grading Category: Practice DP Tests (Manual/5)

25 Correspondence 25-1: E-Mail Message

Grading Category: Practice DP Tests (Manual/5)

Report Test 2-12: Academic Report

Graﬂnu Category: DP T

=sts (Manual/20)

A Annotation R Reguired ? Grade Pending
| Ovarriden/Locked Grade

C Completion Graded
Used in Grading

Date: 02/02/2011

| Advanced Filter Off J | Show All J

Total Time Score

06:04

06:47

04:02

00:47

00:43

15:00

15:00

00:58

00:43

00:40

00:33

04:20

01:06

! Export

Grade




\ lcons

verriden/Locked Grade EJsed in Grading

A Annotation R Required ESrade Pending C Completion Graded

= When students use the Expand arrow to see a complete listing of multiple
attempts for any item, under the Attempt column, a Vv designates the
“Used in Grading” best attempt for grading purposes.

= Alock icon to the right of the grade means that subsequent
submissions or attempts will not be considered for grading purposes.

= A ? question mark in the Grade column means that a grade is
pending for that item.

Date i v Lesson Title Total Time Score Grade
¥ 01/15/2011 10:22 Ab 60D 5-Minute Timed Writing 15:00 A+
R Grading Category: 5" Timed Writings (Custom/50)
Attempt WPM Errors Time Spent | Last Modified .
Lock icon
Attempt #1 41 18 05:00 Dll,-“ll,-“ED Details |
. 01/11/2011 .
ALt t#2 41 0
empt # 3:55 PM | Details |
, 01/15/2011 :
At t#3 45
o 2mp 10:27 AM | Detailz |
Date Lesson Title Total Time |Score Grade
= [02/02/2011 2:38 PM |28 Correspondence 28-10: Envelope 02:38
R? Grading Category: Proofreading Checks (Manual/5 )




Course Grade

= If you point to the Course Grade, you can see all the Grading
Categories and the final Category Grade on any categories that have
been locked down by your instructor, such as 5’ Timed Writings in
this example.

= When the final Course Grade has been locked down, you will
be able to see it as well.

Course Grade: N/A

5' Timed Writings (Custom,/50) n
DP Tests (Manual/20): N/A F
Practice DP Tests (Manual/S): N/A&
DP Jobs (Manual/10): MN/A

ed Writings | Skillbuilding (Completion/10}: N/A
Proofreading Checks (Manual/3): N/A
EXTRA CREDIT: F (Locked)
ATTENDANCE DEDUCTIONS: F (Locked)




Advanced Portfolio Filters

= You can use these Advanced Filters to filter for required exercises, locked
exercises, exercises pending a manual grade, and exercises with completion
grading.

Filter Student Portfolio

Exercise Category Exercise Type

|¥| Document Processing |¥] 12-Second Speed Sprints

|@| Language Arts |¥]| Alpha/Number/Symbal Practice
|£| MAP+ |i| Composing

| skillbuilding |¥] Correspondence

ﬂ Timed Writing |£| Form

|'u_l"| Formatting Instructions

|¥] Language Arts Rules

Specify a comma-separated list of ranges, like Include...

this: 1-10, 15-20, 30-32
B zll exercises

Lesson Range Test Range

_ _ . requirEd i

® locked exercises

Start Date End Date
® c=xercises pending manual grade

01/01/2010 E 01/27/2011 ﬁ

® c=xercises with completion grading

B innotated only




Feedback!?

If you have any questions regarding

word processing or GDP, please send
an e-mail:

arlene zimmerly@hotmail.com

Happy word
processing!

Note: This presentation was created for use by instructors or students to serve as a
possible model in a keyboarding course. Your specific course requirements may vary.



