Word 2007 Test and Solutions Manual Errata Sheet
DIRECTIONS: Cut out each item and tape it in a blank area of the appropriate page in the Word 2007 Update Tests and Solutions Manual to synchronize your printing with the latest Live Update changes. This errata will be corrected in the next printing of the manual.
	Page, Item
	Description

	Placement Test

	p. 12, Boxed Table
	The subtitle should be typed in 12 pt.

	p. 13, Business Report
	The body of the report should be shown single spaced.

	Part 2—Objective Test

	p. 18,  #20
	Delete approximately from the statement.

	Part 3—Objective Test

	p. 20,  #14
	Change comma to quotation mark in the statement.

	Part 6—Objective Test

	p. 29,  #1
	Change “of font” to “of a font.”

	Part 1—Objective Test Solutions

	p. 32,  #17
	Should be False. See p. 14, #17 on the test.

	p. 32,  #19
	Should be False. See p. 14, #19 on the test.

	Part 2—Objective Test Solutions

	p. 32,  #20
	Should be B. See p. 18, #20 on the test.

	Part 4—Objective Test Solutions

	p. 33, #10
	Should be 1. 

	p. 33,  #41 
	Should be A. See p. 25, #41 on the test.

	p. 33,  #44
	Should be B. See p. 25, #44 on the test.

	Part 5—Objective Test Solutions

	p. 34,  #37
	Should be B. See p. 28, #37 on the test. 

	Part 6—Objective Test Solutions

	p. 34,  #20
	Should be B. See p. 30, #20 on the test.

	p. 34,  #40
	Should be Correct. See #40 on the test on p. 31. 

	Solutions for Document Processing Jobs

	p. 39, Report 28-5 and Report 28-6
	This is a 2-page document. The last paragraph on the second page is missing. [image: image1.png]If you practice these methods to create and maintain your energy levels, you will find that these
techniques will become a natural part of your daily life. Enjoy the change and experiment with
your own techniques!





	p. 61, Report 40-11
	This is a 2-page document. The last paragraph below the last numbered item is missing. 
[image: image2.png]There is a saying that states, "Your success is my success." Adopt this as your motto, and you

will find a great deal of satisfaction at the end of each day.





	p. 63, Correspondence Test 2-21
	Change document title from “Correspondence Test 2-21A” to “Correspondence Test 2-21.”

	p. 67, Report Test 2-12A; 
	In the third line, change the year from “200--" to “20--.”

	p. 80, Report 45-26
	One space should follow each superscript in the body for Footnotes 1, 2, and 3. 

	p. 84, Correspondence 49-30
	The letter should be shown in block style, not modified-block style.

	p. 88, Report 51-28
	In the Education section, delete the period after May 2003. In the Activities section, delete the period after 2003 in the last bulleted item. 

	p. 89, Report 52-30
	Change the period to a comma after SALESCLERK under the EXPERIENCE section. 

	p. 106, Report Test 3-34A
	In the first line of the first paragraph, insert a comma or insert the proofreaders’ mark for a comma after the year.

	p. 110, Report 61-36 
	This missing sentence should appear as the last sentence in the last paragraph under the “LEADERSHIP” heading :

Leaders who make decisions affecting the firm, employees, and society have a set of beliefs that influence decision-making.
[image: image3.png]LEADERSHIP
Leadership has been defined in a variety of ways. One definition is “the behavior of an
individual when he or she is directing the activities of a group toward a shared goal.”*
Asuccessful leader is one who is committed to ideas—ideas for future products and

services, for improving the firm’s market position, and for the well-being of his or her employ-

ees. Aleader possesses a value system that is ethically and morally sound. Leaders who make




Students need to insert a hard page break above the “SKILLS THAT A LEADER NEEDS” heading to avoid a one liner.
[image: image4.png]SKILLS THAT A LEADER NEEDS

Agood leader must have the prerequisite skills if he or she is to be effective in business.





	p. 111, Report 61-37
	Under the heading “SKILLS THAT A LEADER NEEDS” in the fifth line “communication” should be “communications.” 

	p. 114, Correspondence 63-58
	The second line of the first paragraph should end as follows: “ . . . main floor, mezzanine, . . .”

	p. 117, Report 65-38
	In the last word of the first paragraph under EDUCATION, management should be followed by a period.

	p. 134, Correspondence 73-71
	The table in the letter should be a boxed table.

	p. 124, Report 69-49, pp. 1-2
	· The left and right margins in the columns section should be 1 inch. 

· Remove the extra blank line above MERCHANDISE BUYING.

	p. 125, Report 69-50, pp. 1-2 and p. 126, Report 69-51

	· The left and right margins in the columns section should be 1 inch. 

· This sentence should be added in the as the first sentence in the third paragraph under the AUTO PRICING section: 

“Once you have purchased your automobile, AICA will provide all your insurance needs.”
[image: image5.png]MEMBER BUYING SERVICES

Maria Sanchez

Policyholders of AICA (and their depend-
ents) are eligible for a wide range of dis-
count services. These services provide you

jith a variety of items you can purchase,
from automabiles to computers to jewelry.
Here are some examples of the merchan-
ise and services that are available to all

nationwide dealers. You are guaranteed to
get the best price for the automobile you
have chosen.






	p. 128, Report 70-54
	The left and right margins in the columns section should be 1 inch. 

	pp. 134, 135, Correspondence 73-72


	Delete the lasts sentence of the letter:  “We are very eager to begin our research into all of this and hope that you will be eager to contact us also.” Students should force a hard page break above the last paragraph to avoid a one-liner.
[image: image6.png]Do you have a sales representative serving this area who could meet with me within a week or
ten days? As an alternative, perhaps you have some brochures, including prices, that could be

senttome.

Sincerely yours,





	p. 141, Table 76-28
	This table is shown too large. Its size should look like Table 76-26 above it.

	p. 146, Table 79-36
	The table should have a page number in the upper right-hand corner of both page 1 and 2 as was done in Table 79-35.

	p. 147, Table 80-38. 
	Change the year in Row 1 from “20--” to 2008.

	p. 148, Table 80-39. 
	Change the year in Row 1 from “20--” to 2008. 

	p. 154, Table Test 4-41A
	Delete “Four-Column” from the job title. Add this note in the left panel similar to the note on p. 224: “Add 25 percent shading to the title row and 15 percent shading to the column headings and last row.” Center the braced column heading “Description and Quantity.”

	pp. 158, 159, 160, Report 81-58A, B, C, D, Lesson 81-84. 

.
	· The word “Page” is missing from the header in GDP in this continuing report in Lessons 81 through 84. Add “Page” to the header in this continuing report. 

· Add these last three sentences of the Report 81-58D (shown in the text on p. 319) to the solution shown on p. 160: 

“As can be seen, special attention is being given to the seminar topics for these in-service programs. Efforts are also being made to identify instructors and resource persons who will develop instructional strategies that will be effective, interesting, and well received by the participants. These seminars will help significantly in increasing our market share in the international market.”
[image: image7.png]The Marketing Department is to be commended for calling our attention to the seriousness of
our international communication problem. Angela Demirchyan, William Hamilton, and Chang
Ho Han also deserve our sincere thanks for their planning efforts for our intercultural
commanication seminars. As can be seen, special atention i being given to the seminar topics.

for these in-service programs. Efforts are also being made to identify instructors and resource

S Marilyn C. Huntington, Business Ethics and Workplace Compliance, Horizon Publishing Company, New York, 2005,
p.53

"Human Resources Department Page7






	p. 159, Report 81-58, page 3
	In Table 1, the column headings should be centered.

	p. 160, Report 81-58, page 6
	In Table 2, the column headings should be centered.

	p. 163, Table 86-43 on A4 Paper
	Bold “Note:” in the last row.

	p. 164, Report 87-62 on A4 Paper
	In the third line from the bottom of the page, “central” should be “middle.”

	p. 166, Correspondence 88-81
	Delete the period at the end of the phone number on the last line. 

	p. 174, Report 93-65, page 1
	In the third paragraph, last sentence, “jewelry and” should be “jewelry,” with “jewelry” followed by a comma.

	p. 176, Correspondence 94-91
	Delete the space after “M.” in “M.D.” in the closing lines.

	p. 180, Report 97-68
	“Maria J. Lopez” should begin at the centerpoint directly below the start of the first signature line.

	p. 181, Report 98-69
	[image: image8.wmf]A blank line should appear In Line 15 above “Defendants”. Line 15 does not have a parenthesis to avoid a scoring error.

	p. 183, Report 99-70
	There are two signature lines at the end of this document. A space should be present after the first signature line just before “residing at.” 

	p. 185, Report 100-72
	The signature line is too short. It should extend all the way to the right margin. 

	p. 188, Report Test 5-74
	[image: image9.png]13
14

16
.

JOHN COUZINS and GLORIA

COUZINS,

Defendants.



 Second printing correction for Word 2007 textbook.

In Line 17, “DEFENDANTS:” should be “DEFENDANT.”

	p. 192 and p. 194, Report Test 5-74A
	Second printing correction for Word 2007 textbook:

In Line 17, “DEFENDANTS:” should be “DEFENDANT:”

	p. 195, 196, 203, 214, 219, Memo Templates


	Form 101-1, Form 101-3, Form 105-14, Form 118-17, Form Test 6-18: The screen shots should display the memo template jobs as they appear with the default fonts and spacing used by the template that GDP opens. 

	p. 196, 211, 255; Letter Templates


	Form 101-2, Form 116-85, Form Test 6-18A: The screen shots should display the letter template jobs as they appear with the default fonts and spacing used by the template that GDP opens.

	p. 197, 198, 199; Report Templates


	Form 102-4 and Form 102-5: The screen shots should display the report template jobs as they appear with the default fonts and spacing used by the template that GDP opens.

	p. 207, Report 110-85, p. 2
	Delete the extra blank line above the heading LOVE FIELD. 

	p. 223, Report Test 6-106A
	The horizontal lines that should be inserted in Rows 3 and 10 are missing. 

	p. 225, Form Test 6-18A
	The screen shots should display this letter template job as it appears with the default fonts and spacing used by the template that GDP opens.
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