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Touch Typing

If you are looking at your hands as you type,  this is a VERY hard habit to break. However, you CAN break it by making a conscious decision each time you sit down to type that you will NOT look once you begin typing a line. When you are completely finished, examine your errors, determine which keys you don't know by touch, and focus on those keys. If you will do this, I promise you that in time, your speed and accuracy will increase nicely. If you don't do this, your speed and accuracy will not change much at all.  Also, if you cannot type by touch during the technique check, you cannot pass keyboarding. So make a decision now to break that bad habit and develop a new one. You'll do fine.

tt
Keyboarding Talk Posts

Please don't complete your Keyboarding Talk posts all at once. You will find that the posts are assigned in certain weeks for a reason. You are often introduced to a concept in the week in which the post is assigned, and you will find it easier to answer the question in Keyboarding Talk if you wait until the week in which it is assigned. Thank you.
ktp
Editing Extra Credit Work
Any extra credit work that earns a C or better qualifies you for extra credit on that document. It is really not necessary to go back and edit these documents until they are perfect. Their purpose is to give you another opportunity to practice and learn. Short documents like tables earn ½ extra credit. I don’t' recommend doing extra credit documents. They provide very little extra credit. The best way to be successful in this course is to do extra skillbuilding and repeat any missed points for proofreading checks or get extra credit for proofreading non-proofreading check documents on the first attempt.
eecw
Proofreading and Formatting

Edit all proofreading and formatting errors on all documents until the document is mailable (error free). In GDP, press F1 and click the Index tab; in box 1, type Error Marking and click the Display button. Read about the color coding on scoring.
pf
Proofreading Grade Addition, Yes (Check Row 21 of the spreadsheet for this grade.)
Documents designated as Proofreading Checks serve as a check of your proofreading skill. One percentage point will be added to your proofreading grade average because you proofread this document with zero errors on the first scored attempt. Congratulations!

pga
Proofreading Grade Deduction, No (Check Row 21 of the spreadsheet for this grade.)
Documents designated as Proofreading Checks serve as a check of your proofreading skill. Your goal is to have zero typographical errors when GDP first scores your document. One percentage point will be deducted from your proofreading grade average because you had one or more typos. To regain this lost point, reselect this document in GDP, click "Create" rather than "Edit" to erase the document and begin again with a blank document. If the document scores with zero errors on this attempt, you have earned back the lost point.
pgd
Proofreading Grade Regained, Reg (Check Row 21 of the spreadsheet for this grade.)
Documents designated as Proofreading Checks serve as a check of your proofreading skill. One percentage point will be added back to your proofreading grade average because you proofread this document with zero errors on the first scored attempt. Congratulations!

pgr

Copying and Pasting

In comparing the time in your first attempt and the time in your most recent attempt, there is quite a discrepancy. I assume in your most recent attempt, you copied and pasted your work rather than retyping. This disqualifies you from earning a proofreading check point. The only way to earn a proofreading point is to retype the entire document and proofread the entire document again. If I'm incorrect in my assumption on your time on your most recent attempt, please advise. Thanks.

cp

Proofreading Grade, Extra Credit: 

Since this was not a designated Proofreading Check and you proofread this document with zero errors on the first scored attempt, you have either regained a lost proofreading point or extra credit will be added to your final grade average. Congratulations!

pgec

Proofreading Grade Notice

The proofreading deductions on the Proofreading Check documents you have earned to date are really hurting your grade. You have a total of a 6% deduction from your final grade average so far. All you need to do is recreate and retype any Proofreading Check documents with zero errors on the first scored attempt, and you'll regain the lost point.

pgn

Improving Document Grades
You can edit any document with a low grade (D or F, for example) once and resubmit it for grading so that you can earn a better grade. In the future, please don't submit a document for grading until it is perfect—no typos and no formatting errors. If the format is perfect and there are no typos, you will earn a grade of A for formatting. I will grade the most recent attempt you make on all documents when assigning a formatting grade. To edit the document, press Edit on the Lesson menu for that document. Notify me by email that you are resubmitting a document to improve your grade.
idg
Document Grades
Don't let a low formatting grade scare you. You can edit any document with a low grade once and resubmit it one time only. The new grade will replace the old one and there will not be a penalty.
dg
Drill Lines

Go to the Web site to Week 1, and look at the box entitled "Orientation to Keyboarding Drills." There you will see an example of the Speed Pattern for typing drills. Type your drill lines as shown under the Speed Pattern. You should always type each line twice before proceeding to a new line. The first time you type the line, you are learning. The second time, you are reinforcing the new line so it should be easier. If you type a line once and go to a new line without repeating, you are not getting the reinforcement you need. 

Speed pattern: Each practice line is typed twice before proceeding to the next line:

jamb lamb limb limp lump bump pump jump

jamb lamb limb limp lump bump pump jump

pals pale sale same sane vane cane cape

pals pale sale same sane vane cane cape

cure core cove wove move more mare maze

cure core cove wove move more mare maze

dl
Correcting Errors

It is very important NOT to correct errors on skillbuilding. It's OK to correct on timings, just not on skillbuilding. When you correct errors during skillbuilding, you slow down or stop, take your fingers off the keyboard, look, etc., all of which are very bad for your technique. Also, when I look at your skillbuilding, I have no way of telling which keys are giving you trouble and therefore can't help you. Type drills without correcting errors. When you are done, go back and see which letters give you problems, and then try the line again if you think it is needed. Under Options, Personal Settings, check or uncheck Full Editing in Timings and/or in Drills as desired.

ce
Warmup Drills

I notice that most of your warmup drills don't have errors. When you learn to type, it is natural and normal to make errors. Usually, when I see a perfect Warmup, it indicates you are probably either looking at your hands or going to slow. Type the Warmup with a steady pace without looking at your hands. Don't be concerned about a few errors--they are normal.

wd
Language Arts

Language Arts exercises like this one are indicated with a + sign on the assignment sheet. Edit these exercises until you have one error maximum. If you make more than two errors on a Language Arts drill, complete the tutorial for that exercise, and then retype the Language Arts drill until you can complete it with one error maximum. Language Arts drills must be completed with one error maximum to earn credit for this exercise. Repeat this exercise until you have one error maximum.

la

Extra Credit Documents
Even though it's just great that you're typing documents that are not required, please do not do any more extra credit documents until you are typing the required documents satisfactorily. Extra credit documents are any documents that are not assigned on the weekly Assignment Sheet. Only do those listed on the assignment sheet and on the Progress Folder. Also, turn these documents in one by one so you can see how you did before going on to a new document.
I don’t' recommend doing extra credit documents. They provide very little extra credit. The best way to be successful in this course is to do extra skillbuilding and repeat any missed points for proofreading checks or get extra credit for proofreading non-proofreading check documents on the first attempt. You would also be much better off to go back and raise the grades on the required documents. After you have caught up and are completing the required documents satisfactorily, are meeting goals in the timed writings, and have earned back all lost proofreading points, then by all means go back and do extra credit if you like, but not now.

Ecd
Corrections List and Extra Credit Documents
Because you are doing extra credit, you should go to FAQ 16 on the FAQs page, where you can download a list of corrections in the book and/or software. I have deliberately skipped problem. Please take a moment to download the list and check it before you do an extra credit document so that you don't waste time unnecessarily figuring out a scoring error or some other problem with a document that is not required. 

cl
Timings and Skillbuilding

In order to build your skill in speed and accuracy, you must practice every day. Looking through your Portfolio, I can see that your skillbuilding is not regular and consistent, and that's why you aren't making steady progress. Try to practice at least one hour each day when you are rested for maximum results.
When you don't meet either your speed goal or accuracy goal on a timing, try it a couple more times. If you still don't meet your goal, retype the skillbuilding in a lesson and try the timing again. You generally should not go on to a new lesson until you have met the timing goal for the current lesson. If you will go to File, Performance Chart, in GDP, you will see the progress your are making in meeting the lessons goals for speed and accuracy. Remember that the speed and accuracy of your timings at the end of the course are weighted heavily in calculating your final grade (60% in Keyboarding 1 and 50% in Keyboarding 2). Don't underestimate the importance of skillbuilding and maintaining your lessons goals. The only way to build skill is regular, daily practice by typing skillbuilding drills with a clear goal in mind for each drill. 

ts
Turn in Documents Regularly

When you are typing documents, it's very important for you to know how you did on one document before you continue to the next so that you don't repeat the same errors. Never wait this long to turn in work. Turn it in document by document so you will have continued success in the documents that follow.

tdr

Scoring and Error Marking

From the GDP menu, click Help, Program Overview. Under Basic Features click each hyperlink to learn about the Portfolio, printing, scoring, speed/accuracy goals, and word wrap. Use your Back button after reading each topic. 

Edit all documents to zero errors so that all typos are corrected before submitting any document for grading. For information on error marking, press F1 in GDP. Click the Index tab and type error marking in the box. Click Display and click Display again. You could also go to http://caot.lacitycollege.edu/001/Week5.htm#Scoring or http://caot.lacitycollege.edu/002/Week2.htm#Scoring for information. Basically, red indicates a typo (something typed incorrectly when compared to the book like misstrokes, spacing errors, or hard return errors); green indicates keystroke(s) you need to add; blue indicates keystroke(s) you need to delete. The ¶ symbol indicates the Enter key and a dot indicates a space.

sem
Reference Initials

Type your reference initials in lowercase, no spaces, no periods, and no parenthesis. Make sure you have typed them the exact same way in Personal Information. To check, go to Options, Personal Information, and click in the Your initials box. Type your initials correctly there and click OK. Open the document and fix your initials if necessary. When you rescore the document, the initials should score with zero errors. 

ri
Document Editing: Formatting, and Proofreading

Don't let a low formatting grade scare you. You can edit this document once and resubmit it for grading so that you can earn a better grade. In the future, please don't submit a document for grading until it is perfect—no typos and no formatting errors. If the format is perfect and there are no typos, you will earn a grade of A for formatting. I will grade the most recent attempt you make on all documents when assigning a formatting grade. To edit the document, press Escape to return to your Lesson menu. Reselect the document from the menu, click the Edit button to reopen the document. Continue editing the document until the format is perfect and there are no typos.

Remember to use the electronic reference manual in GDP by clicking the Reference Manual button and while in Word by clicking GDP, Reference Manual, from the menu. 

The number of attempts does not affect your formatting grade in any way unless your document is designated as a Proofreading Check on the assignment sheet. Proofreading Check documents must be proofread with zero scoring errors on the first scored attempt to earn one percentage point (+1% to your final average) for proofreading. See your Assignment Sheet for details.

de
Practice Test.

NEVER take an actual document processing test on campus until you have successfully completed the practice document processing tests listed on the Assignment Sheet! You will not be successful.
pt
Print Layout View:
On the Word menu click View, Print Layout or click the Print Layout View button to the left of the horizontal scroll bars at the bottom of the Word window. This view allows you to see whether or not a document like a table or title page is centered on the page both horizontally and vertically, page numbers, headers and footers, and other items that are hidden in Normal View.

plv
Show/Hide.

On the Standard toolbar, click the Show/Hide button—it’s the one that looks like the paragraph symbol. This will allow you to see formatting symbols like tabs, paragraph symbols representing hard returns, and spaces so that you can check your document format more easily.
sh

C25-1

Corr. 25-1, Email Message

Formatting Grade: 

Follow the directions on the Assignment Sheet and look at the example for this document and try it again.

Before you type this document, you must edit your Personal Information in GDP. From the GDP menu, choose Options, Personal Information. In the Salutation box, type the greeting for your email (Hi, Any Name) replacing "Any Name" with your first name. For example, if I were typing this document, I would fill in "Hi, Arlene:" in the Salutation box. In the Closing box, type the closing for your email including any punctuation. For example, my closing might be "Jane Smith" or some other fictitious name. In the Byline box, type a one-line signature line, including any punctuation. For example, my signature line might be "Jane Smith, Professor" or some other made-up name and title. When you type this email message, type the information exactly as you typed it in the Personal Information boxes or you will get a scoring error. If you can't remember what you typed, write it down before closing the Personal Information window.

Don't press Enter at the end of a line—only at the end of a paragraph.

C26-1

Report 26-1, Business Report

Formatting Grade: 

Review the Reference Manual, R-8A, R-8B, and R-9A for business report format. In the electronic Reference Manual in GDP, review Report in Business Style.
Set single spacing for the entire report. Press Ctrl-A to select the entire document and Ctrl-1 to set single spacing.

Begin the report 2 inches from the top by pressing Enter 6 times after setting single spacing.

Do not change to 14-point font until after you press Enter 6 times to begin the report. Do not change to 14-point font for the title until after you press Enter 6 times to begin the report. Turn it off right after you type it or the spacing is thrown off. To fix this now, press Ctrl+A to select the entire document. Change to 12 point for the entire document. Go back and select the title only and change it to 14 point.
Type the title centered in bold and all caps, with a 14-point font size and press Enter 2 times after typing the title.

Single-space between the lines of the 2-line title.

Type the subtitle centered in bold with upper- and lowercase letters, with a 12-point font size and press Enter 2 times after typing the subtitle.

Type all side headings at the left margin in all caps and bold,

Insert only 1 blank line above and below all side headings by pressing Enter 2 times.

Remove all the hard returns at the end of each line. Press Enter only at the end of a paragraph.

Do not indent paragraphs. 

C27-3

Report 27-3, Multipage Business Rpt

Formatting Grade: 

Review the Reference Manual, R-8A and R-8B for multipage business report format. In the electronic Reference Manual in GDP, review Report in Business Style.
Set single spacing for the entire report. Press Ctrl-A to select the entire document and Ctrl-1 to set single spacing.

Review the proofreaders' marks on p. 68 of the textbook.

Begin the report 2 inches from the top by pressing Enter 6 times after setting single spacing. 

Do not change the top margin. Leave it at the 1-inch default.

Do not change to 14-point font until after you begin the report 2 inches from the top by pressing Enter 6 times after setting single spacing; otherwise, you will be too far down on the page.

Single-space between the lines of the 2-line title.

Types the title centered in bold and all caps, with a 14-point font size, and press Enter 1 time only between the first and second line of the 2-line title.

Press Enter 2 times after the title, subtitle, and date.

Type the subtitle centered in bold with upper- and lowercase letters, with a 12-point font size and press Enter 2 times after typing the subtitle.

Do not indent paragraphs. 

Type all side headings at the left margin in all caps and bold. 
Press Enter 2 times above and below each side heading.
Press Enter 2 times between paragraphs.
Type all paragraph headings at the left margin in upper- and lowercase letters; they are followed by a bold period and one space. Continue the paragraph immediately after the heading.
Insert a page number at the top right of the second page and suppress the page number on the first page. In the Word Manual, review Lesson 27, Page Numbering and Page Break for steps to number a multipage document.

Remove all the hard returns at the end of each line. Press Enter only at the end of a paragraph.

There is a one-liner at the bottom of page one, but I didn't count off for it. Never leave a heading by itself at the bottom of the page. Force it to the next page with a hard page break.

Report 28-5, Bus. Report With List

Formatting Grade: 

Review the Reference Manual, R-8A, R-8B, and R-9A for business report format. In the electronic Reference Manual in GDP, review Report in Business Style.
Begin the report 2 inches from the top by pressing Enter 6 times after setting single spacing. 

Do not change the top margin. Leave it at the 1-inch default.

Type the title centered in bold and all caps, with a 14-point font size and press Enter 2 times after typing the title.

Type the subtitle centered in bold with upper- and lowercase letters, with a 12-point font size and press Enter 2 times after typing the subtitle.

Type all side headings at the left margin in all caps and bold, and press Enter 2 times above and below each side heading.

Remove all the hard returns at the end of each line. Press Enter only at the end of a paragraph.

Do not indent paragraphs. 

Type the list unformatted, select the lines for the list, and then apply the bullet and numbering feature.

Decrease the indent on the list so that the list appears at the left margin. 

If you apply the number feature first, you will get the undesirable indent you see on the paragraphs following the list.
Single-space each item in the multiline numbered list.

Insert 1 blank line between items in the multiline list and above and below the list itself.

Go to http://caot.lacitycollege.edu/List_Frameset/Frameset_Lists.htm for a complete explanations and illustrations of list formatting. In the Word Manual, review Lesson 28, Bullets and Numbering, for steps to create a list.

See Lesson 28-J. WORD PROCESSING: BULLETS AND NUMBERING, for steps on using this feature.
29-7

Report 29-7, Multipage Academic Rpt.

Review the Reference Manual, R-8C and R-8D for academic report format. In the electronic Reference Manual in GDP, review Report in Academic Style.
Review the proofreaders' marks on p. 68 and 76 of the textbook.

Set double spacing for the entire report. Press Ctrl-A to select the entire document and Ctrl-2 to set double spacing.

Begin the report 2 inches from the top by pressing Enter 3 times after setting double spacing.

Type the title centered in bold and all caps, with a 14-point font size and press Enter 1 time after typing the title.

Type the subtitle centered in bold with upper- and lowercase letters, with a 12-point font size and press Enter 1 time after typing the subtitle.

Type all side headings at the left margin in all caps and bold, and press Enter 1 time above and below each side heading.

Insert a page number at the top right of the second page and suppress the page number on the first page. In the Word Manual, review Lesson 27, Page Numbering and Page Break for steps to number a multipage document.

Remove all the hard returns at the end of each line. Press Enter only at the end of a paragraph.

Indent all paragraphs by pressing Tab 1 time. 

Report 30-9, Multipage Academic Rpt.

Practice Test Formatting Grade: 

This report is very similar to the report you will type for Unit 6 test. Make sure it is perfect and that you can type it with zero errors on the first scored attempt within 45 minutes. You didn't type it perfectly on the first scored attempt, so you should recreate it. Remember, this is a practice test, so I have to count errors on the first scored attempt as if this were a real test. Your formatting grade includes a deduction for the number of typos you have on the first scored attempt.
Review the Reference Manual, R-8C and R-8D for academic report format. In the electronic Reference Manual in GDP, review Report in Academic Style.
Review the proofreaders' marks on p. 68 and 76 of the textbook.

Set double spacing for the entire report. Press Ctrl-A to select the entire document and Ctrl-2 to set double spacing then adjust any extra spaces between lines by deleting hard returns as needed.

Begin the report 2 inches from the top by pressing Enter 3 times after setting double spacing but before changing to 14-point font.

Remove all extra hard returns from the report. The entire report is double spaced without any extra hard returns.

Type the title centered in bold and all caps, with a 14-point font size and 

Press Enter 1 time after typing the title, subtitle, and date.

Type the subtitle centered in bold with upper- and lowercase letters, with a 12-point font size and press Enter 1 time after typing the subtitle.

Press Enter 1 time above and below all side headings.

Insert a page number at the top right of the second page and suppress the page number on the first page.

In the Word Manual, review Lesson 27, Page Numbering and Page Break for steps to number a multipage document.

Remove all the hard returns at the end of each line. Press Enter only at the end of a paragraph.

Indent all paragraphs by pressing Tab 1 time. 

Remove the extra hard returns above and below the side headings.

Increase the indent of the list as needed so that the list begins at the same point of indention as the paragraphs in the report. 

Type the list unformatted at the left margin. Highlight the list, and apply the number or bullet feature to the selected lines, and click the Increase Indent button twice to align the list with the indention in the paragraphs. If you apply the number feature first, you will get the undesirable indent you see on the paragraphs following the list. You will have to decrease the indent on the paragraph below the list to realign it.

Go to http://caot.lacitycollege.edu/001/List_Frameset/Frameset_Lists.htm for a complete explanations and illustrations of list formatting. WORD PROCESSING: BULLETS AND NUMBERING, for steps on using this feature.
Press Enter 1 time above and below the displayed paragraph. 

Type the long quotation (“Look deep within . . .”) by indenting the paragraph 0.5 inch from both the left and right margins. In the Word Manual, review Lesson 30, Double Indent, for steps to indent the displayed paragraph.

U6T

UNIT 6 TEST

Multipage Academic Report

Formatting Grade: 

The time limit for this test was 45 minutes.

Review the Reference Manual, R-8C and R-8D for academic report format. In the electronic Reference Manual in GDP, review Report in Academic Style.
Set double spacing for the entire report. Press Ctrl-A to select the entire document and Ctrl-2 to set double spacing.

Begin the report 2 inches from the top by pressing Enter 3 times after setting double spacing.

Do not change the font size to 14 point until after you set double spacing and press Enter 3 times to begin the report.

Type the title centered in bold and all caps, with a 14-point font size and press Enter 1 time after typing the title.

Type the subtitle centered in bold with upper- and lowercase letters, with a 12-point font size and press Enter 1 time after typing the subtitle.

Remove all the hard returns at the end of each line. Press Enter only at the end of a paragraph.

Indent all paragraphs by pressing Tab 1 time. 

Bold the paragraph headings.

Insert a page number at the top right of the second page and suppress the page number on the first page.

Corr. 31-3, Block-Style Letter

Formatting Grade: 

Review the Reference Manual, R-3A for business letter format. In the electronic Reference Manual in GDP, review Business Letter in Block Style.
Press Enter 6 times before typing the date.

Press Enter 4 times after the date.

Use standard punctuation: a colon after the salutation and a comma after the complimentary closing.

Press Enter 2 times after the inside address and salutation and paragraphs.

Press Enter 4 times after the closing.

Press Enter 2 times after the writer's identification.

Corr. 32-6, Block-Style Letter

Formatting Grade: 

Review the Reference Manual, R-3A for business letter format. In the electronic Reference Manual in GDP, review Business Letter in Block Style.
In a blocked letter, all lines begin at the left margin.

Press Enter 6 times to begin the letter about 2 inches from the top of the page.
Press Enter 4 times after the date.

Use standard punctuation: a colon after the salutation and a comma after the complimentary closing.

Press Enter 2 times after the inside address and salutation and paragraphs.

Press Enter 4 times after the closing.

Press Enter 2 times after the writer's identification.

Press Enter 1 time after the reference initials to the enclosure notation.

Corr. 33-9, Envelope

Formatting Grade: 

In the Word Manual, review Lesson 33, Envelopes and Labels, for steps to prepare an envelope.

Corr. 33-10, Envelope

Formatting Grade: 

In the Word Manual, review Lesson 33, Envelopes and Labels, for steps to prepare an envelope.

Edit Letter 31-3.

Corr. 33-11, Mailing Labels

Formatting Grade: 

Please skip this job. The steps to save the labels after they are created as a separate document become too complicated. Thank you.
In the Word Manual, review Lesson 33, Envelopes and Labels, for steps to prepare labels.

Avery standard, 5160, Address, is a good choice for this job.

Corr. 34-14, Memo

Formatting Grade: 

Review the Reference Manual, R-7C for memo format. In the electronic Reference Manual in GDP, review Memo.
Press Enter 6 times to begin the first line of the memo about 2 inches from the top of the page.

Type the headings (including the colons) in all caps and bold.

Press Tab 1 time after typing the colon to reach the point where the heading entries begin.

Insert 1 blank line between all heading entries and before the body.

Press Enter 1 time after the last paragraph to the enclosure notation.

Corr. 35-17, Memo

Formatting Grade: 

Review the Reference Manual, R-7C for memo format. In the electronic Reference Manual in GDP, review Memo.
Press Enter 6 times to begin the first line of the memo about 2 inches from the top of the page.

Type the headings (including the colons) in all caps and bold.

Press Tab 1 time after typing the colon to reach the point where the heading entries begin.

Insert 1 blank line between all heading entries and before the body.

Underline the second sentence in the second paragraph.

Italicize the book title in the third paragraph.

Press Enter 1 time after the last paragraph to the attachment notation.

CORR. 35-19, BLOCK-STYLE LETTER

Practice Test Formatting Grade: 

This letter and envelope are very similar to the document you will type for Unit 7 test. Make sure it is perfect and that you can type it with zero errors on the first scored attempt within 20 minutes. You didn't type it perfectly on the first scored attempt, so you should recreate it. Remember, this is a practice test, so I have to count errors on the first scored attempt as if this were a real test. Your formatting grade includes a deduction for the number of typos you have on the first scored attempt.
Review the Reference Manual, R-3A for business letter format. In the electronic Reference Manual in GDP, review Business Letter in Block Style and Envelope.
In the Word Manual, review Lesson 33, Envelopes and Labels, for steps to prepare an envelope.

Press Enter 6 times before typing the date to begin about 2 inches from the top of the page.

Press Enter 4 times after the date.

Use standard punctuation: a colon after the salutation and a comma after the complimentary closing.

Press Enter 2 times after the inside address and salutation and paragraphs.

Press Enter 4 times after the closing.

Press Enter 2 times after the writer's identification.

Press Enter 1 time from the reference initials to the enclosure notation.

U7T

UNIT 7 TEST

Letter and Envelope

Formatting Grade: 

The time limit for this test was 20 minutes.

Review the Reference Manual, R-3A for business letter format. 

In the Word Manual, review Lesson 33, Envelopes and Labels, for steps to prepare an envelope.

Press Enter 4 times after the date.

Use standard punctuation: a colon after the salutation and a comma after the complimentary closing.

Press Enter 2 times after the inside address and salutation and paragraphs.

Type the date spelled out (July 14, 20--), not in numbers.

Press Enter 4 times after the closing.

Press Enter 2 times after the writer's identification.

Press Enter 1 time from the reference initials to the enclosure notation.

Include an envelope with the letter.

Table 36-1

Formatting Grade: 

In the Word Manual, review Lesson 36, Table—Create and AutoFit to Contents, for steps to prepare a table.

Automatically adjust the columns widths for all columns using AutoFit.

Table 36-2

Formatting Grade: 

In the Word Manual, review Lesson 36, Table—Create and AutoFit to Contents, for steps to prepare a table.

Automatically adjust the columns widths for all columns using AutoFit.

Table 37-6

Formatting Grade: 

In the Word Manual, review Lesson 36, Table—Create and AutoFit to Contents, and Lesson 37, Table—Merge Cells and Borders, for steps to prepare an open table.

This is an open table. Remove all table borders.

Type the title centered in all caps and bold.

Bold and center all lines in the table heading block.

Press Enter 1 time after the subtitle.

Automatically adjust the columns widths for all columns using AutoFit.

Table 38-9

Formatting Grade: 

In the Word Manual, review Lesson 36, Table—Create and AutoFit to Contents; Lesson 37, Table—Merge Cells and Borders; and Lesson 38, Table—Center Horizontally and Center Page, for steps to prepare a table.

Type the title centered in all caps and bold.

Insert only 1 blank line below the title.

Type the column headings centered in upper- and lowercase letters and bold.

Center the table horizontally.

Automatically adjust the columns widths for all columns using AutoFit.

This is an open table. Remove all table borders.

Center the table vertically using the Center Page command. Review Lesson 38 Center Page in the Word manual.

Center the table horizontally. Review Lesson 38 Center a Table Horizontally and Center Page in the Word manual.

In Column B, press Enter 1 time above the column heading "Professor" to move it down to the bottom of the cell.

Table 39-12

Practice Test Formatting Grade: 

This table is very similar to the document you will type for Unit 8 test. 

Make sure it is perfect and that you can type it with zero errors on the first scored attempt within 15 minutes. You didn't type it perfectly on the first scored attempt, so you should recreate it. Remember, this is a practice test, so I have to count errors on the first scored attempt as if this were a real test. Your formatting grade includes a deduction for the number of typos you have on the first scored attempt.
If column entries include a dollar sign, add 2 spaces for each number after the dollar sign to align the dollar sign just to the left of the widest column entry below it and add 1 space for each comma. Add 2 spaces only after the dollar sign in Column B to align the dollar sign just to the left of the widest column entry below it--in this case, add 2 spaces ($  .60) to accommodate the single-digit numbers below it in Rows 4 and 5. Do not add any extra spaces in front of the other numbers. They are not needed and will cause scoring problems if added.
Press Enter 1 time after the subtitle.

Remove the spaces after the dollar sign in Column C. The dollar sign is already aligned as it is.

In the Word Manual, review Lesson 36, Table—Create and AutoFit to Contents; Lesson 37, Table—Merge Cells and Borders; and Lesson 38, Table—Center Horizontally and Center Page, for steps to prepare a table.

Type the title centered in all caps and bold.

Type the column headings centered in upper- and lowercase letters and bold.

Center the table horizontally and vertically.

Automatically adjust the columns widths for all columns using AutoFit.

This is a ruled table. Remove all table borders and apply borders to the top and bottom of Row 2 and to the bottom of the last row.

Align everything in Column A at the left and everything in Column B and C (number columns) at the right.

U8T

UNIT 8 TEST

Table

Formatting Grade: 

The time limit for this test was 15 minutes.

Type the title centered in all caps and bold.

Type the column headings centered in upper- and lowercase letters and bold.

In Column A, press Enter 1 time before typing the 1-line column heading.

Align everything in Column A at the left.

Align everything in Column B and C (number columns) at the right.

Center the table horizontally.

Center the table vertically.

Automatically adjust the columns widths for all columns using AutoFit.

A boxed table requires borders on all cells.

There is no need to add spaces after the dollar sign or before any of the dollar amounts in this table. That is what caused the scoring problem.

Report 41-13

Formatting Grade: 

I have included extremely detailed instructions on the Assignment sheet for this document including a screen shot of the finished document. It is absolutely critical that you review your assignment sheets for any special steps or warnings regarding a given document.

Review the Reference Manual, R8-A and 4-8B for business report format. In the electronic Reference Manual in GDP, review Report in Business Style, both pages.
Review the proofreaders' marks on p. 68 of the textbook.4-14C of the Reference Manual.

In the Word Manual, review Lesson 41, Footnotes, for steps to prepare footnotes.

Ignore any scoring error you might get for the dash (--) between "encroachments--trees" in the displayed paragraphs. As long as you know you typed two hyphens to create the dash, you have typed this line correctly.

Type a dash (--) rather than a hyphen (-) between "encroachments--trees" in the displayed paragraphs. Set single spacing for the entire report. Press Ctrl-A to select the entire document and Ctrl-1 to set single spacing.

Begin the report 2 inches from the top by pressing Enter 6 times after setting single spacing.

Type the title centered in bold and all caps, with a 14-point font size and press Enter 2 times after typing the title.

Type the subtitle in bold in 12-point font.

Type the subtitle centered in bold with upper- and lowercase letters, with a 12-point font size and press Enter 2 time after typing the subtitle.

Insert 1 blank line between all paragraphs

Do not indent paragraphs in a business report. 

Insert 1 blank line and above and below the displayed paragraph. 

Type the long quotation (“Key problems are . . .”) by indenting the paragraph 0.5 inch from both the left and right margins and by inserting 1 blank line above and below the displayed paragraph. In the Word Manual, review Lesson 30, Double Indent, for steps to indent the displayed paragraph.

Remove all the hard returns at the end of each line. Press Enter only at the end of a paragraph.

Underline or italicize the book and periodical titles in the footnotes, but don’t use a combination of both.

Report 41-14

Formatting Grade: (Extra Credit)

Review the Reference Manual, R8-A and 4-8B for business report format. In the electronic Reference Manual in GDP, review Report in Business Style, both pages.

Review the proofreaders' marks on p. 68 of the textbook.4-14C of the Reference Manual.

In the Word Manual, review Lesson 41, Footnotes, for steps to prepare footnotes.

Ignore any scoring error you might get for the dash (--) between "encroachments--trees" in the displayed paragraphs. As long as you know you typed two hyphens to create the dash, you have typed this line correctly.

Italicize the book titles in each footnote.
Set single spacing for the entire report. Press Ctrl-A to select the entire document and Ctrl-1 to set single spacing.

Begin the report 2 inches from the top by pressing Enter 6 times after setting single spacing.

Type the title centered in bold and all caps, with a 14-point font size and press Enter 2 times after typing the title.

Type the subtitle centered in bold with upper- and lowercase letters, with a 12-point font size and press Enter 2 time after typing the subtitle.

Type the long quotation by indenting the paragraph 0.5 inch from both the left and right margins and by inserting 1 blank line above and below the displayed paragraph. In the Word Manual, review Lesson 30, Double Indent, for steps to indent the displayed paragraph.

Remove all the hard returns at the end of each line. Press Enter only at the end of a paragraph.

Do not indent paragraphs. 

Underline the book and periodical titles in the footnotes.

Report 42-15

Formatting Grade: 

Review the Reference Manual, R10-A, for academic report in APA style format. In the electronic Reference Manual in GDP, review Report in APA Style.
In the Word Manual, review Lesson 42, Margins, Headers, and Footers.

Begin the report 1 inch from the top of the page.

Change the left and right margins to 1 inch in an APA-style report.
Double-space all lines in an APA-style report. To fix this, press Ctrl+A to select all lines and Ctrl+2 to change to double spacing.
Type the title centered, in upper- and lowercase letters, 12-pt. font, no bold, using the default top margin of 1 inch. Enter 1 time after typing the title.

Type the subtitle centered in upper- and lowercase, no bold, and press Enter 1 time after typing the subtitle.

Indent all paragraphs. 

The header is incorrect. Align the header information at the right by clicking the Align Right button on the Formatting toolbar. 

Add a page number to the header .

You will notice that the page number in the header begins with 3 rather than 1. To begin numbering pages with a number other than 1, do this when you create the header: After you click the Insert Page Number button from the Header and Footer toolbar, click the Format Page Number button. Click the Start at radio button, type 3 in the box, and click OK.

The main headings should be typed centered and in upper- and lowercase letters (no underline).

If you read the assignment sheet, you should have noticed a checkmark alerting you to a special correction you must make for a possible print error in your textbook on p. 130 for Report 42-15: 

In the first sentence of the fifth paragraph, insert a space after the hyphen in 1971 to fix the scoring error. The line should be typed like this: "This generation is placed in the 1971- to 1999-time category."

In the last line of the fifth paragraph, type a semicolon (;) rather than a comma (,) after "and faster" like this: "Computers were becoming faster and faster; and they . . ."   

 In the second line of the last paragraph, type a semicolon (;) rather than a comma (,) after "generation" like this: ""According to Allen, the turn of the century marks this generation; and it will be . . ."  

Note: Remember to type two hyphens to create the dash in the last paragraph. Ignore any scoring error you might have on the dash if you know you have typed this line correctly. In the header, type a dash between the name and the page number to avoid a scoring error. If you have a scoring error after doing this, just ignore it. 
Report 44-19

Formatting Grade: 

Review the Reference Manual, R-9B, for bibliography format. In the electronic Reference Manual in GDP, review Bibliography.

In the Word Manual, review Lesson 44, Hanging Indent, for steps to use a hanging indent for the bibliography.

Set single spacing for the entire page. Press Ctrl-A to select the entire document and Ctrl-1 to set single spacing.

Press Enter 6 times to type the title 2 inches from the top of the page. Do not use the Center Page command and do not set a top margin.
Type the title centered in bold and all caps, with a 14-point font size.

Press Enter 2 times after typing the title.

Italicize the book titles in the bibliography rather than underline, which is out of date.

Insert 1 blank line between each entry in the bibliography.

A hanging indent has to be set for the entire document. This will happen automatically if you set the hanging indent just before you type the first entry and continue to type the rest of the document; however, you must have done it some other way. To fix it, press Ctrl-A to select the entire document. Choose Format, Paragraph, Indents and Spacing Tab; under Special, choose Hanging from the drop-down arrow list and click OK.
Report 44-20
Formatting Grade: 

Review the Reference Manual, R-9B, for reference list pages in APA format. In the electronic Reference Manual in GDP, review References in APA Style.

In the Word Manual, review Lesson 42, Margins, for steps to set 1-inch left and right margins in an APA report.

In the Word Manual, review Lesson 42, Headers and Footers, for steps to add a header and a page number (including setting a page number to a different page) in an APA report.
Set double spacing for the entire page. 
Press Ctrl-A to select the entire document and Ctrl-2 to set double spacing.

Ttype the title, References, at the top of the page starting at 1 inch. 
Do not use the Center Page command and do not set a top margin.
Type the title centered no bold with a 12-point font size.

Press Enter 1 time after typing the title.

A hanging indent has to be set for the entire document. This will happen automatically if you set the hanging indent just before you type the first entry and continue to type the rest of the document; however, you must have done it some other way. To fix it, press Ctrl-A to select the entire document. Choose Format, Paragraph, Indents and Spacing Tab; under Special, choose Hanging from the drop-down arrow list and click OK.
Report 45-22

Formatting Grade: 

Review the Reference Manual, R-7B, for title page format. In the electronic Reference Manual in GDP, review Title Page.
In the Word Manual, review Lesson 38, Center Page, for steps to center information vertically on a page.

Center the page vertically.

Type the title centered in bold and all caps, with a 14-point font size and press Enter 2 times after typing the title.

Type the subtitle centered in upper- and lowercase and press Enter 2 times after typing the subtitle.

Press Enter 12 times after the subtitle.

Press Enter 12 times after the recipient’s name and identification above the date.

Remove the extra hard returns below the date. They throw off the vertical centering of the page.
R45-23

Report 45-23

Formatting Grade: 

Review the Reference Manual, R-7D, for table of contents format. In the electronic Reference Manual in GDP, review Table of Contents.
In the Word Manual, review Lesson 45, Tab Set—Dot Leaders.

Press Enter 6 times to before typing the title in the document. 

Do not use the center page command in this document.

type the title centered in bold and all caps, with a 14-point font size and press Enter 2 times after typing the title.

Indent subheadings 0.5 inch and type them in upper- and lowercase letters single spaced.

Corr. 46-23, Letter

Formatting Grade: 

Review the Reference Manual, R-3A for business letter format. In the electronic Reference Manual in GDP, review Business Letter in Block Style.
Press Enter 4 times after the date.

Use standard punctuation: a colon after the salutation and a comma after the complimentary closing.

Press Enter 2 times after the inside address and salutation and paragraphs.

Press Enter 4 times after the closing.

Press Enter 2 times after the writer's identification to the reference initials.

Press Enter 1 time from the reference initials to the enclosure notation.

In the closing lines, type the name and business title on two separate lines without the comma.

Corr. 47-24, Personal Letter

Formatting Grade: 

Review the Reference Manual, R-3A for business letter format  and R-3D for personal business letter format. In the electronic Reference Manual in GDP, review Business Letter in Block Style and Personal-Business Letter.
In a block-style letter, all lines are typed at the left margin.

Press Enter 4 times after the date.

Use standard punctuation: a colon after the salutation and a comma after the complimentary closing.

Press Enter 2 times after the inside address and salutation and paragraphs.

Press Enter 4 times after the closing.

Reference initials are not used in a personal business letter.

Corr. 48-27, Memo

Formatting Grade: 

Review the Reference Manual, R-7C for memo format. In the electronic Reference Manual in GDP, review Memo.
Press Enter 6 times to begin the first line of the memo about 2 inches from the top of the page.

Type the headings (including the colons) in all caps and bold.

Press Tab 1 time after typing the colon to reach the point where the heading entries begin.

Insert 1 blank line between all heading entries and before the body.

Single-space each item in the single-line bulleted list.

Decrease the indent in the list so that the bullets begin at the left margin.

Go to http://caot.lacitycollege.edu/001/List_Frameset/Frameset_Lists.htm for a complete explanations and illustrations of list formatting. WORD PROCESSING: BULLETS AND NUMBERING, for steps on using this feature.
Corr. 48-28, Memo

Formatting Grade: 

Review the Reference Manual, R-7C for memo format. In the electronic Reference Manual in GDP, review Memo.
Press Enter 6 times to begin the first line of the memo about 2 inches from the top of the page.

Type the headings (including the colons) in all caps and bold.

Press Tab 1 time after typing the colon to reach the point where the heading entries begin.

Insert 1 blank line between all heading entries and before the body.

Single-space each item in the multiline numbered list but insert 1 blank line between items and above and below the list itself.

Decrease the indent in the multiline numbered list so that the numbers begin at the left margin.

Go to http://caot.lacitycollege.edu/001/List_Frameset/Frameset_Lists.htm for a complete explanations and illustrations of list formatting. 
In the Word Manual, go to p. 49, BULLETS AND NUMBERING, for steps on using this feature.
Corr. 49-30, Block-Style Letter

Formatting Grade: 

Review the Reference Manual, R-3A for business letter format. In the electronic Reference Manual in GDP, review Business Letter in Block Style and Business Letter in Simplified Style (copy notation).
Press Enter 4 times after the date.

Use standard punctuation: a colon after the salutation and a comma after the complimentary closing.

Press Enter 2 times after the inside address and salutation and paragraphs.

Press Enter 4 times after the closing.

Press Enter 2 times after the writer's identification.

Type the copy notation on the line directly below the reference initials.

Corr. 50-32, Modified-Block Letter

Formatting Grade: 

Review the Reference Manual, R-3B for modified-block style business letter format. In the electronic Reference Manual in GDP, review Business Letter in Modified-Block Style.
In the Word Manual, review Lesson 50, Ruler Tabs and Tab Set to learn to set tab stops at the center.

In a modified-block style letter, the date and complimentary closing are typed at the center of the line. Do not center these lines. Type these lines starting AT the center by setting a left tab at 3 inches (the horizontal center of the line), pressing the Tab key to move to the center, and then typing the date or complimentary closing and writer's identification. To set a left tab at 3 inches, click the left-aligned tab marker and then click in a left tab at 3 inches on the ruler. See the assignment sheet on the Web site for a detailed illustration. In your GDP software, click the Reference Manual button.  Under the Contents tab, click Business Letter in Modified-Block Style. Click each numbered blue callout and read the information on how to format a modified-block style letter.

Press Enter 4 times after the date.

Use standard punctuation: a colon after the salutation and a comma after the complimentary closing.

Press Enter 2 times after the inside address and salutation and paragraphs.

Press Enter 4 times after the closing.

Press Enter 2 times after the writer's identification.

Type the copy notation on the line directly below the reference initials.

Corr. 50-34, Modified-Block Letter

Formatting Grade: 

Review the Reference Manual, R-3B for modified-block style business letter format. In the electronic Reference Manual in GDP, review Business Letter in Modified-Block Style.

In the Word Manual, review Lesson 50, Ruler Tabs and Tab Set to learn to set tab stops at the center.

In a modified-block style letter, the date and complimentary closing are typed at the center of the line. Do not center these lines. Type these lines starting AT the center by setting a left tab at 3 inches (the horizontal center of the line), pressing the Tab key to move to the center, and then typing the date or complimentary closing and writer's identification. To set a left tab at 3 inches, click the left-aligned tab marker and then click in a left tab at 3 inches on the ruler. See the assignment sheet on the Web site for a detailed illustration. In your GDP software, click the Reference Manual button.  Under the Contents tab, click Business Letter in Modified-Block Style. Click each numbered blue callout and read the information on how to format a modified-block style letter.

Press Enter 4 times after the date.

Use standard punctuation: a colon after the salutation and a comma after the complimentary closing.

Press Enter 2 times after the inside address and salutation and paragraphs.

Press Enter 4 times after the closing.

Press Enter 2 times after the writer's identification.

Type the copy notation on the line directly below the reference initials.

In the copy notation, type the title on the same line as “Mr. George Lambrecht.”

There was a special direction on the Web site about the closing lines. "Note: In the writer's identification, type Mrs. Alice G. Schmidt on one line by itself without the comma, press Enter, press Tab to indent the line to 3 inches, and type her title Co-owner on the following line."

Report 51-27, Resume

Formatting Grade: 

The body of this resume should be typed inside a 2-column, 1-row table with a top border only.

See Week 4 on the Assignment Sheet for a detailed look at how to arrange this resume. Always look at your Assignment Sheet in addition to your textbook for all documents. Many times I have detailed explanations there that you won't find anywhere else.
Review Lesson 51-E, Traditional Resumes, Steps 1-14, pp. 169-170, for steps to format a traditional resume. 
Notice the placement of the hard returns inside the resume information. Press Enter 2 times after the last line in the resume heading and create a 2-column, 1-row open table with a top border to hold the information in the body of the resume. Do not use separate rows for the various sections in this resume.

Use the Increase Indent feature to indent the paragraphs in the "Experience" section. 
In the Word Manual, review Lesson 51, Fonts and Tables—Changing Column Width to learn to change fonts and adjust column widths in a resume.

Adjust Column A to accommodate the longest entry in the column. Apply a top border to the open table.

Corr. 53-36, Modified-Block Letter

Formatting Grade: 

Review the Reference Manual, R-3B for modified-block style format. In the electronic Reference Manual in GDP, review Business Letter in Modified-Block Style.
In a modified-block style letter, the date and complimentary closing are typed at the center of the line. Do not center these lines. Type these lines starting AT the center by setting a left tab at 3 inches (the horizontal center of the line), pressing the Tab key to move to the center, and then typing the date or complimentary closing and writer's identification. To set a left tab at 3 inches, click the left-aligned tab marker and then click in a left tab at 3 inches on the ruler. See the assignment sheet on the Web site for a detailed illustration. In your GDP software, click the Reference Manual button.  Under the Contents tab, click Business Letter in Modified-Block Style. Click each numbered blue callout and read the information on how to format a modified-block style letter.

Press Enter 4 times after the date.

Use standard punctuation: a colon after the salutation and a comma after the complimentary closing.

Press Enter 2 times after the inside address and salutation and paragraphs.

Italicize only (don't underline) the newspaper title in the first paragraph.

Press Enter 4 times after the closing.

Press Enter 2 times after the writer's identification.

Insert 1 blank line above the enclosure notation.

Corr. 54-38, Block-Style Letter

Formatting Grade: 

All lines should be typed at the left margin in a block-style letter.

Review the Reference Manual, R-3D for personal business letter format. In the electronic Reference Manual in GDP, review Business Letter in Block Style and Personal Business Letter.

Type "Ms. Carole Rothchild" on one line of the inside address followed by her business title "Personnel Director" on the following line. Don't type the comma when the name and title are on two lines.

Press Enter 6 times to begin the letter 2 inches from the top of the page.

Press Enter 4 times after the date.

Use standard punctuation: a colon after the salutation and a comma after the complimentary closing.

Press Enter 2 times after the inside address and salutation and paragraphs.

Press Enter 4 times after the closing.

Corr. 56-46, Memo

Formatting Grade: 

Review the Reference Manual, R-7C for memo format. In the electronic Reference Manual in GDP, review Memo.

Press Enter 6 times to begin the first line of the memo about 2 inches from the top of the page.

Type the headings (including the colons) in all caps and bold.

Press Tab 1 time after typing the colon to reach the point where the heading entries begin.

Insert 1 blank line between all heading entries and before the body.

Single-space each item in the list.

Insert a blank line above and below the list itself.

Decrease the indent to move the bulleted list to the left margin.

Go to http://caot.lacitycollege.edu/001/List_Frameset/Frameset_Lists.htm for a complete explanations and illustrations of list formatting. WORD PROCESSING: BULLETS AND NUMBERING, for steps on using this feature.
CORR. 40-20, LETTER/ENV

Practice Test Formatting Grade: 

This letter and envelope are very similar to the document you will type for Part 3 test. Make sure the documents are perfect and that you can type both with zero errors on the first scored attempt within 20 minutes. 

You didn't type it perfectly on the first scored attempt, so you should recreate it. Remember, this is a practice test, so I have to count errors on the first scored attempt as if this were a real test. Your formatting grade includes a deduction for the number of typos you have on the first scored attempt.
Review the Reference Manual, R-3A for business letter format. In the electronic Reference Manual in GDP, review Business Letter in Block Style and Envelope.
In the Word Manual, review Lesson 33, Envelopes and Labels, for steps to prepare an envelope.

Press Enter 4 times after the date.

Use standard punctuation: a colon after the salutation and a comma after the complimentary closing.

Press Enter 2 times after the inside address and salutation and paragraphs.

Press Enter 4 times after the closing.

Press Enter 2 times after the writer's identification.

Press Enter 1 time from the reference initials to the enclosure notation.

CORR. 50-33, MODIFIED-BLOCK LTR

Practice Test Formatting Grade: 

This letter with a list is very similar to the document you will type for Part 3 test. Make sure it is perfect and that you can it with zero errors on the first scored attempt within 25 minutes. You didn't type it perfectly on the first scored attempt, so you should recreate it. Remember, this is a practice test, so I have to count errors on the first scored attempt as if this were a real test. Your formatting grade includes a deduction for the number of typos you have on the first scored attempt.
Review the Reference Manual, R-3B for modified-block style business letter format. In the electronic Reference Manual in GDP, review Business Letter in Modified-Block Style.
In a modified-block style letter, the date and complimentary closing are typed at the center of the line. Do not center these lines. Type these lines starting AT the center by setting a left tab at 3 inches (the horizontal center of the line), pressing the Tab key to move to the center, and then typing the date or complimentary closing and writer's identification. To set a left tab at 3 inches, click the left-aligned tab marker and then click in a left tab at 3 inches on the ruler. See the assignment sheet on the Web site for a detailed illustration. In your GDP software, click the Reference Manual button.  Under the Contents tab, click Business Letter in Modified-Block Style. Click each numbered blue callout and read the information on how to format a modified-block style letter.

Press Enter 6 times to type the date.

Press Enter 4 times after the date.

In the inside address, type the first line on two separate lines like this:

Sales Manager

Bachmann’s Nursery and Landscaping

Use standard punctuation: a colon after the salutation and a comma after the complimentary closing.

Press Enter 2 times after the inside address and salutation and paragraphs.

Press ENTER 2 times to insert 1 blank line above the list. 

Type the list unformatted at the left margin. 

In this list in which any of the items are more than 1 line long, single space each item in the list but insert a blank line between the items.

Press ENTER 2 times to insert 1 blank line below the list. Highlight the list, and apply the number or bullet feature to the selected lines.

Decrease the indent to move the numbered list to the left margin.

Go to http://caot.lacitycollege.edu/001/List_Frameset/Frameset_Lists.htm for a complete explanations and illustrations of list formatting.

Press Enter 4 times after the closing.

Press Enter 2 times after the writer's identification to the reference initials.

REPORT 59-34

Practice Test Formatting Grade: 

This report with a list is very similar to the document you will type for Part 3 test. Make sure it is perfect and that you can it with zero errors on the first scored attempt within 40 minutes. 

You didn't type it perfectly on the first scored attempt, so you should recreate it. Remember, this is a practice test, so I have to count errors on the first scored attempt as if this were a real test. Your formatting grade includes a deduction for the number of typos you have on the first scored attempt.
Review the Reference Manual, R8-A and 4-8B for business report format. In the electronic Reference Manual in GDP, review Report in Business Style.
Review the proofreaders' marks on p. 68 of the textbook.4-14C of the Reference Manual.

Set single spacing for the entire report. Press Ctrl-A to select the entire document and Ctrl-1 to set single spacing.

Begin the report 2 inches from the top by pressing Enter 6 times after setting single spacing.

Type the title centered in bold and all caps, with a 14-point font size and press Enter 2 times after typing the title.

Type the subtitle centered in bold with upper- and lowercase letters, with a 12-point font size and press Enter 2 time after typing the subtitle.

Type the side headings at the left margin in all caps and bold.

Insert one blank line above and below all side headings.

Type the long quotation by indenting the paragraph 0.5 inch from both the left and right margins. 

Remove all the hard returns at the end of each line. Press Enter only at the end of a paragraph.

Do not indent paragraphs. 

Decrease the indent on the list so it displays at the left margin.

Single-space the lines in the bulleted list.

Go to http://caot.lacitycollege.edu/001/List_Frameset/Frameset_Lists.htm for a complete explanations and illustrations of list formatting. WORD PROCESSING: BULLETS AND NUMBERING, for steps on using this feature.
Insert a page number at the top right of the second page and suppress the page number on the first page. In the Word Manual, review Lesson 27, Page Numbering and Page Break for steps to number a multipage document.

In the Word Manual, review Lesson 41, Footnotes, for steps to prepare footnotes.

Italicize the book titles in each footnote.

P3T

You need to schedule a testing appointment as soon as possible to take the Part 3 test. You get only one chance at passing this test, so you want to be prepared. Review your practice tests (Correspondence 40-20, Correspondence 50-33, and Report 59-34), and you should do fine.

Contact Linda Motonaga, my Instructional Assistant, at 323-953-4000, Ext. 2906, or at Lindimo@hotmail.com to arrange a testing appointment Monday through Friday.

p3tr

PART 3 TEST, Report

Formatting Grade: 

The time limit for this test was 40 minutes.

Review the Reference Manual, R-8A and R-8B for multipage business report format. Set single spacing for the entire report. Press Ctrl-A to select the entire document and Ctrl-1 to set single spacing.

Review the proofreaders' marks on p. 68 of the textbook.

I didn't count off for the errors in the dashes unless there were typos.

Begin the report 2 inches from the top by pressing Enter 6 times after setting single spacing.

Type the title centered in bold and all caps, with a 14-point font size and press Enter 2 times after typing the title.

Type the subtitle centered in bold with upper- and lowercase letters, with a 12-point font size and press Enter 2 times after typing the subtitle.

Insert 1 blank line between all lines in the title block.

Type all side headings at the left margin in all caps and bold, and press Enter 2 times above and below each side heading.

Type all paragraph headings at the left margin in all caps and bold, with upper- and lowercase letters; and press Enter 2 times above and below each side heading.

Insert a page number at the top right of the second page and suppress the page number on the first page. In the Word Manual, review Lesson 27, Page Numbering and Page Break for steps to number a multipage document.

Remove all the hard returns at the end of each line. Press Enter only at the end of a paragraph.

Do not indent paragraphs. 

Italicize the journal title in the first footnote.

Italicize the magazine title in the third footnote.

Do not italicize the magazine titles that are in quotes in the footnotes.
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PART 3 TEST, Letter

Formatting Grade: 

The time limit for this test was 20 minutes.

Review the Reference Manual, R-3A for business letter format. 

I didn't count off for including a return address.

Press Enter 6 times before typing the date.

Press Enter 4 times after the date.

Use standard punctuation: a colon after the salutation and a comma after the complimentary closing.

Press Enter 2 times after the inside address and salutation and paragraphs.

Press ENTER 2 times to insert 1 blank line above the list.

Decrease the indent on the list so that it appears at the left margin.

If all of the items are 1 line long, single-space the entire list.

If any of the items in the list are more than 1 line long, single space each item in the list but insert a blank line between the items. 

Press ENTER 2 times to insert 1 blank line below the list. Highlight the list, and apply the number or bullet feature to the selected lines.

Decrease the indent to move the bullets to the left margin.

Go to http://caot.lacitycollege.edu/001/List_Frameset/Frameset_Lists.htm for a complete explanations and illustrations of list formatting. WORD PROCESSING: BULLETS AND NUMBERING, for steps on using this feature.
Press Enter 4 times after the closing.

Press Enter 2 times after the writer's identification.

Press Enter 1 time from the reference initials to the enclosure notation.

Table 64-23

Formatting Grade: 

In the Word Manual, review Lesson 36, Table—Create and AutoFit to Contents; Lesson 37, Table—Merge Cells and Borders; and Lesson 38, Table—Center Horizontally and Center Page; and Lesson 39, Table—Align Text in a Column for steps to prepare a table.

Ignore the scoring error for $700.00. You have typed it correctly.

Type the title centered in all caps and bold.

Center the table horizontally and vertically.

Automatically adjust the columns widths for all columns using AutoFit.

Press the space bar 3 times after typing the dollar sign in Column C, Row 3, to allow for one number and one comma like this: $   700.00. Ignore any scoring error after typing it like this.

Align the column headings and column entries for the number columns at the right.

Table 64-24

Formatting Grade: 

In the Word Manual, review Lesson 36, Table—Create and AutoFit to Contents; Lesson 37, Table—Merge Cells and Borders; and Lesson 38, Table—Center Horizontally and Center Page; and Lesson 39, Table—Align Text in a Column for steps to prepare a table.

Type the title centered in all caps and bold.

Type the subtitle centered in bold with upper- and lowercase letters, with a 12-point font size and press Enter 1 time after typing the subtitle.

This is an open table. Remove all borders.

Center the table horizontally and vertically.

Automatically adjust the columns widths for all columns using AutoFit.

Center all column headings.

This is an open table. Remove all table borders.

Table 64-25

Formatting Grade: 

In the Word Manual, review Lesson 36, Table—Create and AutoFit to Contents; Lesson 37, Table—Merge Cells and Borders; and Lesson 38, Table—Center Horizontally and Center Page; and Lesson 39, Table—Align Text in a Column for steps to prepare a table.

Type the title centered in all caps and bold.

Type the subtitle centered in bold with upper- and lowercase letters, with a 12-point font size and press Enter 1 time after typing the subtitle.

Center the table horizontally and vertically.

Automatically adjust the columns widths for all columns using AutoFit.

This is a ruled table. Remove all table borders and apply borders to the top and bottom of Row 2 and to the bottom of the last row.

Align the column headings and column entries for the number columns at the right.

Report 67-43

Formatting Grade: 

Decrease the indent on the list so that it appears at the left margin.

Go to http://caot.lacitycollege.edu/001/List_Frameset/Frameset_Lists.htm for a complete explanations and illustrations of list formatting. WORD PROCESSING: BULLETS AND NUMBERING, for steps on using this feature.
Begin the report 2 inches from the top by pressing Enter 6 times after setting single spacing.

Report 68-47

Formatting Grade: 

In the Word Manual, review Lesson 42, Margins, Headers, and Footers; and Lesson 27, Page Numbering.

R69-50

Don't type in a "7" for the page number. You must add it using the Page Numbering feature in Word. See the special note on the Web site: " Note: You will notice that the page number in the header begins with 7 rather than 1. To begin numbering pages with a number other than 1, do this when you create the header: After you click the Insert Page Number button from the Header and Footer toolbar, click the Format Page Number button. Click the Start at radio button, type 7 in the box, and click OK. If you need to see an illustration, go to Week 2, Lesson 42, Report 42-15."

Don't use spaces in the header to move to and type the right-aligned information. Press the Tab key, which will move you to the preset right-tab stop set at the right margin of the document.

Begin the body of the report 1 inch from the top of the page.

Decrease the indents on both lists so they appear at the left margin.

Go to http://caot.lacitycollege.edu/001/List_Frameset/Frameset_Lists.htm for a complete explanations and illustrations of list formatting. WORD PROCESSING: BULLETS AND NUMBERING, for steps on using this feature.
Add a footer "Training Program" typed at the left margin.

Report 69-50

Formatting Grade: 

Follow the directions on the Assignment Sheet carefully for deleting the header from the first page.

In the Word Manual, review Lesson 69, Columns.

On the second page, the columns should have been split rather than all information being in one column. When you follow the steps to create columns by selecting the text first then applying the column feature, this happens automatically.

You need to turn on hyphenation. In Lesson 69-H, Step 2, p. 247, you are directed to turn on hyphenation. In the Word Manual, review Lesson 67, Hyphenation. From the menu, click Tools, Language, Hyphenation; check Automatically hyphenate document, OK. in the box next to Limit consecutive hyphens to:, type 2, OK.
Special correction. Remember to type two hyphens to create the dash in the last paragraph. Ignore any scoring error you might have on the dash if you know you have typed this line correctly. 
Special correction In the header on the second page, type one space after the author’s name, not a dash.
In Lesson 69-H, Step 2, p. 247, you are directed to use justified alignment. In the Word Manual, review Lesson 26, Alignment, for the steps: On the Formatting toolbar, click the Justify button. 
Begin the report 2 inches from the top by pressing Enter 6 times after setting single spacing.

Type the title centered in bold and all caps, with a 14-point font size and press Enter 2 times after typing the title.

Type the subtitle centered in bold with upper- and lowercase letters, with a 12-point font size and press Enter 2 times after typing the subtitle.

Type all side headings at the left margin in all caps and bold, and press Enter 2 times above and below each side heading.

Type the lists unformatted, select the lines for the list, and then apply the bullet and numbering feature.

Decrease the indent on the lists so that the lists appears at the left margin.

Go to http://caot.lacitycollege.edu/001/List_Frameset/Frameset_Lists.htm for a complete explanations and illustrations of list formatting.

In the Word Manual, review Lesson 28, Bullets and Numbering, for steps to create a list.

Type two hyphens to create the dash in the last paragraph.

Corr. 71-65, Multipage Letter

Formatting Grade: 

Review the Reference Manual, R-5A and R-5B for multipage business letter format. 

In the Word Manual, review Lesson 27, Page Numbering.

Add a page number to the second page.

Insert a page number at the top right of the second page and suppress the page number on the first page. In the Word Manual, review Lesson 27, Page Numbering and Page Break for steps to number a multipage document.

Press Enter 4 times after the date.

Use standard punctuation: a colon after the salutation and a comma after the complimentary closing.

Press Enter 2 times after the inside address and salutation and paragraphs.

Type the lists unformatted, select the lines for the list, and then apply the bullet and numbering feature. 

Decrease the indent on the list so that the list appears at the left margin. 

In the Word Manual, review Lesson 28, Bullets and Numbering, for steps to create a list.

Type the multiline list single spaced with 1 blank line between each item in the list. 

Go to http://caot.lacitycollege.edu/001/List_Frameset/Frameset_Lists.htm for a complete explanations and illustrations of list formatting. WORD PROCESSING: BULLETS AND NUMBERING, for steps on using this feature.
Press Enter 4 times after the closing.

Press Enter 2 times after the writer's identification.

Single-space from the reference initials to the copy notation.

Remove the blank line between the reference initials and the copy notation.

Corr. 72-68, Multipage Letter

Formatting Grade: 

Review the Reference Manual, R-5A and R-5B for multipage business letter format. 

Insert a page number at the top right of the second page and suppress the page number on the first page. In the Word Manual, review Lesson 27, Page Numbering and Page Break for steps to number a multipage document.

Press Enter 6 times before the date.

Press Enter 4 times after the date.

Use standard punctuation: a colon after the salutation and a comma after the complimentary closing.

Press Enter 2 times after the inside address and salutation and paragraphs.

Type the lists unformatted, select the lines for the list, and then apply the bullet and numbering feature. 

Decrease the indent on the list so that the list appears at the left margin. 

In the Word Manual, review Lesson 28, Bullets and Numbering, for steps to create a list.

Type the list single spaced. 

Go to http://caot.lacitycollege.edu/001/List_Frameset/Frameset_Lists.htm for a complete explanations and illustrations of list formatting. WORD PROCESSING: BULLETS AND NUMBERING, for steps on using this feature.
Press Enter 4 times after the closing.

Press Enter 2 times after the writer's identification.

Corr. 74-73, Multipage Memo/Table

Formatting Grade: 

Press Enter 6 times to begin the memo.

Automatically adjust the columns widths for all columns using AutoFit.

Italicize "Miami Herald" in the table.

Insert one blank line above the postscript.

Insert a page number at the top right of the second page and suppress the page number on the first page. In the Word Manual, review Lesson 27, Page Numbering and Page Break for steps to number a multipage document.

Table 76-26

Formatting Grade: 

In the Word Manual, review Lesson 36, Table—Create and AutoFit to Contents; Lesson 37, Table—Merge Cells and Borders; and Lesson 38, Table—Center Horizontally and Center Page; Lesson 39, Table—Align Text in a Column; and Lesson 76, Table—Text direction and Table—Insert or Delete Rows or Columns, for steps to prepare a table.

Select Row 1, bold all column headings, and change the text direction to display vertically top-to-bottom.

Center the table horizontally and vertically.

Automatically adjust the columns widths for all columns using AutoFit.

Drag the top border of Row 1 up so that the column headings fit without wrapping around.

Table 76-27

Formatting Grade: 

Apply a 10% shading to Row 1.

Center the table horizontally and vertically.

Automatically adjust the columns widths for all columns using AutoFit.

In the Word Manual, review Lesson 36, Table—Create and AutoFit to Contents; Lesson 37, Table—Merge Cells and Borders; and Lesson 38, Table—Center Horizontally and Center Page; Lesson 39, Table—Align Text in a Column; and Lesson 76, Table—Text direction and Table—Insert or Delete Rows or Columns, for steps to prepare a table.

Drag the top border of Row 1 up so that the column headings fit without wrapping around.

Table 77-30

Formatting Grade: 

Align the column headings and column entries for the number columns at the right.

In the Word Manual, review Lesson 36, Table—Create and AutoFit to Contents; Lesson 37, Table—Merge Cells and Borders; and Lesson 38, Table—Center Horizontally and Center Page; and Lesson 39, Table—Align Text in a Column for steps to prepare a table.

Type the title centered in all caps and bold.

Type the subtitle centered in bold with upper- and lowercase letters, and press Enter 1 time after typing the subtitle.

Center the table horizontally and vertically.

Automatically adjust the columns widths for all columns using AutoFit.

Center all column headings in a braced table.

Table 80-38

Formatting Grade: 

You can ignore the errors for the dashes. They are typed correctly.

Type the dashes in the table with two consecutive hyphens and no spaces.

In the Word Manual, review Lesson 36, Table—Create and AutoFit to Contents; Lesson 37, Table—Merge Cells and Borders; and Lesson 38, Table—Center Horizontally and Center Page; Lesson 39, Table—Align Text in a Column; and Table AutoFormat for steps to prepare a table.

Align the column headings and column entries for the number columns at the right.

Apply a table AutoFormat of your choice.

Table 80-40

Formatting Grade: 

In the Word Manual, review Lesson 36, Table—Create and AutoFit to Contents; Lesson 37, Table—Merge Cells and Borders; and Lesson 38, Table—Center Horizontally and Center Page; Lesson 39, Table—Align Text in a Column; and Table AutoFormat for steps to prepare a table.

Align the column headings and column entries for the number columns at the right.

Apply a table AutoFormat of your choice.

Corr. 74-75, Memo/Table

Practice Test Formatting Grade: 

This memo with a table is very similar to the document you will type for the Part 4 test. Make sure the document is perfect and that you can type it with zero errors on the first scored attempt within 20 minutes. 

You didn't type it perfectly on the first scored attempt, so you should recreate it. Remember, this is a practice test, so I have to count errors on the first scored attempt as if this were a real test. Your formatting grade includes a deduction for the number of typos you have on the first scored attempt.
In the Word Manual, review Lesson 36, Table—Create and AutoFit to Contents; Lesson 37, Table—Merge Cells and Borders; and Lesson 38, Table—Center Horizontally and Center Page; and Lesson 39, Table—Align Text in a Column for steps to prepare a table.

Review the Reference Manual, R-7C for memo format. 

Press Enter 6 times to begin the first line of the memo about 2 inches from the top of the page.

Type the headings (including the colons) in all caps and bold.

Press Tab 1 time after typing the colon to reach the point where the heading entries begin.

Insert 1 blank line between all heading entries and before the body.

Press Enter 2 times before the table and 1 time after the table.

Press Enter 1 time after the last paragraph to the reference initials.

Right-align the numbers in Column A.

Report 75-58

Practice Test Formatting Grade: 

This memo is very similar to the document you will type for the Part 4 test. Make sure the document is perfect and that you can type it with zero errors on the first scored attempt within 20 minutes. 

You didn't type it perfectly on the first scored attempt, so you should recreate it. Remember, this is a practice test, so I have to count errors on the first scored attempt as if this were a real test. Your formatting grade includes a deduction for the number of typos you have on the first scored attempt.
Review the Reference Manual, R-7C for memo format. 

Press Enter 6 times to begin the first line of the memo about 2 inches from the top of the page.

Press Tab 1 time after typing the colon to reach the point where the heading entries begin.

Insert 1 blank line between all heading entries and before the body.

Type the side headings in all caps and bold.

Insert 1 blank line above and below all side headings.

Type the lists unformatted, select the lines for the list, and then apply the bullet and numbering feature. Decrease the indent on the list so that the list appears at the left margin. 

In the Word Manual, review Lesson 28, Bullets and Numbering, for steps to create a list.

Go to http://caot.lacitycollege.edu/001/List_Frameset/Frameset_Lists.htm for a complete explanations and illustrations of list formatting.

Type the multiline list single spaced with 1 blank line between each item in the list. 

Press Enter 1 time after the last paragraph to the reference initials.
Table Test 4-41

Practice Test Formatting Grade: 

This table is very similar to the document you will type for the Part 4 test. Make sure the document is perfect and that you can type it with zero errors on the first scored attempt within 15 minutes.

In the Word Manual, review Lesson 36, Table—Create and AutoFit to Contents; Lesson 37, Table—Merge Cells and Borders; and Lesson 38, Table—Center Horizontally and Center Page; and Lesson 39, Table—Align Text in a Column for steps to prepare a table.

Type the title centered in all caps and bold.

Type the subtitle centered in bold with upper- and lowercase letters, and press Enter 1 time after typing the subtitle.

Center the table horizontally and vertically.

Automatically adjust the columns widths for all columns using AutoFit.

Center all column headings in a braced table.

Align the column entries for the number columns at the right.

Apply a 20% shading to Row 1 and a 10% shading to Row 2 and 10.

PART 4 TEST

Memo With Table

Formatting Grade: 

The time limit for this test was 20 minutes.

PART 4 TEST

Table

Formatting Grade: 

The time limit for this test was 15 minutes.

Align the column headings for the number columns at the right.

Add 2 spaces after the dollar sign in Column D to align the dollar sign just to the left of the widest column entry below it. 

Do not add any extra spaces in front of the other numbers. They are not needed and are the source of the scoring problem.
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