
Printing in GDP

Gregg College Keyboarding & 
Document Processing, 10th Edition

by Ober, Johnson, and Zimmerly

By Arlene Zimmerly



Printing 

GDP has been designed to minimize any 
need for printing; however, if you or 
your students want to print, you have 

many options.



Portfolio – Print Text With 
Annotation

In the Student Portfolio, select the desired document 
or exercise, check Include Annotation with

printout (if desired), and then click Print Text.
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Print Document 
With Annotation

Annotations also print 
when you check  

Include Annotation
with printout.

The heading includes 
Student Name, Class, 
Full Editing setting, 

Lesson and Document, 
Today’s Date, Work 
Date, Word Wrap

setting, and Grade.

Use Print Text
to view scored copy 

and assess 
proofreading skills.



Printouts as Study 
Guides

Because these printouts 
can include your 
comments and 

annotations, students 
can use them as handy 

study guides.



Print Skillbuilding

This is how skillbuilding looks 
when you click

Print Text and
Include Annotation with

printout.



Detailed Report Print Options

In the Detailed Report, you have the same 
option to Print Text and check Include 
Annotation with printout (if desired). 

You also have an additional option 
to Print in MS Word to help you 

asses document formatting.



Print in MS Word

The heading includes Student Name, 
Class, Today’s Date, and Work Date.

Use Print in MS Word
to assess

document formatting.
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