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Read-Only and Edit Screens

The Proofreading
Viewer allows you
to view scored text
while editing a
document. When
the Proofreading
Viewer is enabled,
your viewing
screen splits into
two halves: the
top half displays a
Read-Only version
of a document you
have typed and
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Dear Ms. Brewer:q|

L

Please consider me as your-applicant for the position of records operator {you-}advertised in the September 13 edition of the Sioux City
Press.q|

q

In May | will graduate with an A.A. degree in Office Systems from West lowa Business College. My enclosed resume shows that | have completed
courses in Excel, Access, and Microsoft Word. | also have considerable experience in working on the Internet. The skills | gained in using these

software packages and in accessing the Internet will be extremely useful to your branch office in Sioux City.1
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Dear Ms. Brewer:

Please consider me asyour applicant for the position of records operator you advertised in the
September 13 edition of the Sioux City Press.

In May | will graduate with an A.A, degree in Office Systems from West lowa Business College.
My enclosed resume shows that | have completed courses in Excel, Access, and Microsoft

. ‘ Word. | also have considerable experience in working on the Internet. The skills | gained in using
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scored; the bottom half displays an Edit version on which you can make

corrections.

The following screens show you how to enable and use the Proofreading
Viewer to edit your documents.




Enabling the Proofreading Viewer

To enable the Proofreading Viewer, from the File Menu click Options/
Instructor Options/[log in]/Settings to display the Settings dialog box. Then

click
the box __ . : —
UEI e Class Settings MeGraw-Hill Settings
to the
right of v Log-on password reguired W Hide desktop from view
f Word Processor
Proot- " Mo Y¥ord Processor = Use Microsoft Woard 2000 & Use Microsoft Word 2007
reading € Use Microsoft Word 2002 Use Microsoft Word 2003 Z3E S Sred o e o pone 50F 6
Viewer. - Path for Microsoft Word: [ C-\Program Files\Microsoft OfficerOffice] 2WINVWORD. EXE
rowyser

" Mo YWeb Browser

& lse systermn default Web browser
i |Jse other browser
Fath for other browser: I

Proofreading iewer: [ Allow students to use Proofreading Viewer

Live Update: v Motify me when new updates to the GOP software are available for download

URL for Campus YWeb Site: |W.westga.edu

URL to be accessed when the

\Web buttan is clicked in GDP: | http:/#/gdpstudent mhhe. com




Select the Document to be Edited

To edit a document with the
Proofreading Viewer, go to the
lesson in which the document
was created. Then, in the MS
Word Document Options dialog
box, click the Edit button for the
document you wish to edit.

In this example, you are going
to edit Correspondence 31-3.

M5 Word Document Options @

The document for this exercise already exists. Click Edit
Correspondence 31-3 to revise the existing document, ar
click Create Correspondence 31-3 to type the document
again. (Choose Create Correspondence 31-3 only if yau
weauld like to restart this assignment. Mote: All prodress will
he lost.)

Create Correspondence 31-3

Edit Cortrespondence 31-3

Help Caticel




Proofreading Viewer Layout

The Proofreading
Viewer splits your
monitor screen into
a top half and a
bottom half. The
top half is a
Read-Only

screen. You use it
to see any errors
you made when
the document was
typed. Your errors
are highlighted in
color.
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Dear Ms. Brewer:f]

L

Please consider me as your-applicant for the position of records operator {you-}advertised in the September 13 edition of the Sioux City

Press.q|
q

In May | will graduate with an A.A. degree in Office Systems from West lowa Business College. My enclosed resume shows that | have completed
courses in Excel, Access, and Microsoft Word. | also have considerable experience in working on the Internet. The skills | gained in using these
software packages and in accessing the Internet will be extremely useful to your branch office in Sioux City.1
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Dear Ms. Brewer:

Please consider me asyour applicant for the position of records operator you advertised in the
September 13 edition of the Sioux City Press.

In May | will graduate with an A.A, degree in Office Systems from West lowa Business College.
My enclosed resume shows that | have completed courses in Excel, Access, and Microsoft
Word. | also have considerable experience in working on the Internet. The skills | gained in using
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To correct your errors, scroll down the document in the bottom half of the
screen until your errors are displayed. Then correct the errors as you would in

any Word document.



Proofreading Viewer Split Screen

% P Correspondence 31-3 {Read Dnly) - Micresolt Word

The illustration at the right displays T
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the Proofreading Viewer with a

Dear Ms Lopez§
onr company s anesested i hostng e e el semtar e spring that ilocu e vmetng he netd for ifogension sy peeessivnals 1o

split screen. If you would rather e e

Lusrderstand that The Interoet Conecson spesiakons in these semunars and wil also help busiesses analyas thei needs and chooee an appropriate soktion. Tam
I the process of contactng several companies simiae to yours who meght be interested in conduckng these seminars. Please cortact me by Thuzsday or Frday at ;
e Tt 0 bha we: can ciscuss s e |

view your work in a full screen — :
while correcting your errors, you ”';”" e
can click GDP/Hide Proofreading S |
Viewer from the Main menu. R :

WA rkoe - Cutbok Br... ) Mcrosoft Fowesfon, % Pullshot 7.0Prcfess..

B Correspondence 31-3 - Microsoft Word

A full screen display now appears T T R— —T
p e el (3 QISP 6 O bl oo | ;rmm R .uaml

Reference Menual

for you to use in correcting your ——— o= e g e jestmeelon
errors- h 27, 2005 i

M. Linda Lopez

Account Manager

s The [nternet Connection a
2 7625 Maple Avenue | =
i Pomona, CA 91765 &
- B

If you wish eturnto a
split screen view, clic
GDP/Show Proofreading Viewer.
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Saving Your Corrections

When you have finished editing the document, click GDP in the Ribbon.
Then, click Return to GDP at the left of the screen.

|._\'.-L.:, o 9 - Al )+ Correspondence 53-36 - Microsoft Waord
- Home Insert Page Layout Feferences Flailings Feview View GDOP

B Return to GDP

E Reference Manual

E GOP Word 2007 Settings
Gregg Data Processing




Completing the Save Process
To complete the Save process:

A. Click “Yes” to score.

Score the text?

GDP Message

B. Click “Yes” to review.

Review scored text?




Viewing Your Work in the Portfolio

Your corrected document now appears as one of the entries in your Portfolio,
with “0” errors in the document.

To wiewy a detailed report of a particular exercize, =elect it and then click the
View Text button at the bottom of the page. Click & heading button to sort by

that column. Click again to change from azcending to descending. RESULTS
[ I |
Total Wit.
Date ~ Lesson Exercise WPM Errors Tine Grade Avg.
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