
Word 2007 Text and Word Manual Errata Sheet
DIRECTIONS: Cut out each item and tape it in a blank area of the left margin of the appropriate page in the Word 2007 Update text or Word 2007 Update Manual to synchronize your printing with the latest Live Update changes.

	Report 52-30.Text page 176:
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Errata: In Step 3, change “network system” to “network systems” and change “SALESCLERK. Blanchard’s” to “SALESCLERK, Blanchard’s.”
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Correspondence 58-48. Text page 198:
Type the name and job title on separate lines for the writer’s identification in the closing.

	Report 61-36. Text page 217:
Errata: Change “decision making” to “decision-making” with a hyphen in the last sentence in the 
LEADERSHIP section. 
Text page 218: 

	Report 69-49. Text page 249:

If necessary, force a column break or a page break at the beginning of a side heading or at the beginning of a paragraph or balance columns to avoid a bad page break or a bad column break. Breaks may vary.


Word 

Processing

Manual 

Review:
L. 27: Page Break
L. 69: Columns

	Correspondence 73-72. Text page 271:

If necessary, force a page break at the beginning of a side heading or at the beginning of a paragraph to avoid a bad page break. Breaks may vary.
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Review:
L. 27: Page Break

	Table 76-27. Text page 283:
Errata: Change step 2 to read, “Delete Column G, and insert a column to the left of Column B.”  step 4 to read, “In Column B, type: French Patina Letterhead | 750 | 1,250 | 250 | 1,000 | 500”

	Table 80-38. Text page 297:
Errata: Change the year in Row 1 from “20--“ to 2008.

	Report 81-58. Text page 308:
Errata: Change the 1X above the bulleted list to 2X.

	Correspondence 88-81. Text page 338:
Errata: Do not type a period at the end of the phone number.

	Report Test 5-74. Text page 395:
Errata: In line 17, change “DEFENDANTS:” to “DEFENDANT:”

	Report 107-79. Text page 429:
Errata: Change step 11 to read as follows: “Insert a star shaped symbol (Wingdings font, character code 171) between each item in the address block as shown in the illustration.” [The illustration will be changed in the next printing.]

	Report 109-83. Text page 436:
Errata: In step 5, change “Cambria 24 point” to “Cambria 24 point bold.”

In steps 5 and 10, change “Tips for the Smart Traveler” to “Tips for the Frequent Air Traveler.”

Note: Report 101-81, Report 109-83, and Report 110-85 (the newsletter projects), are not scored.

	Word Manual page 2:
Note: Screen shots in this manual do not include GDP customizations to the Microsoft Office Button menu or to the Ribbon which include a GDP tab next to the View tab and (depending on your Word settings) a GDP button under the expanded Microsoft Office Button. The GDP tab (or the GDP button, if present) includes these commands: Return to GDP, Reference Manual, and GDP Word 2007 Settings.

	Word Manual page 18:
Note (also applies to Lesson 52 and 111): To display file extensions in Windows, right-click the Windows Start button; click Explore. (In Vista only, click ALT to display the Tools menu. Click the Tools menu, Folder Options. From the Folder Options dialog box, click the View tab. Scroll down to the checkbox Hide extensions for known file types and uncheck it. Click OK. Check Windows documentation for more help.

	Word Manual page 69:
Note: If AutoComplete is not working as expected, practice step 3 in Word outside GDP.

	Word Manual page 89:
Note (also applies to Lesson 111, 113, 115, 117, 132): If table font size is incorrect, see Getting Started, GDP Default Settings, page 2, in this manual for steps to reset the default font.

	Word Manual page 90:
Note (also applies to Lesson 111, 113, 115, 117, and 132): If table gridlines are not displaying, see Lesson 37, pages 83-84, in this manual for steps to display gridlines. 

	Word Manual page 120:
Note: To avoid leaving a single line or a side heading at the bottom of a column, try either of these approaches: Select the lines to be kept together—for example, the heading, the blank line below it, and the first line or two of the paragraph following it; from the Home tab, Paragraph group, click the Paragraph Dialog Box Launcher; from the Paragraph window, click the Line and Page Breaks tab; check Keep with next, OK. You can also try pressing Enter above the heading to force it to the next column. Choose whichever method produces the better result.

	Word Manual page 120:
Note: If you have balanced the columns in a document that uses justified alignment and you find large gaps between the words in the last line of the last paragraph, press Enter just after the last typed character in the line and the gaps will disappear. 

	Word Manual page 155:
Note: When you use a letter template, use Decrease Indent to adjust the indent of the body of the letter and the closing lines to position them at the left margin as needed. Review Lesson 28, page 55, for steps. Use Shift + Enter after typing a line to insert a single space rather than a double space between lines such as the reference initials and enclosure notation as needed.

	Word Manual page 181:
Errata: In step 2 of the Practice exercise, change “Services” to “Setup” in the second line.
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