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ò Use the hyperlinks on the left to move from slide to slide or click the 
Slide Show icon at the bottom right of the screen to see the show full 
screen. Click to advance 

ò To receive credit for this orientation, read through all slides. Follow 
the directions in the last slide as proof that you completed this 
orientation.
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Proofreading Viewer Preparation

In GDP, click Options, Settings, to verify that 
the path to Word is set correctly. Also verify 
that Use Proofreading Viewer is checked, and 
click Save.
In GDP, click Options, Personal Information, 
and verify that your initials are typed in 
lowercase, no spaces, in the Your initials box.
Have your textbook and Word Manual 
available.

Note: Some screens shots illustrate  Word 2007 screens and others, Word 
2003. However, the same proofreading principles apply to both Word versions.
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Proofreading Check Documents
Five documents have been designated on the Assignment 
Sheet as a Proofreading Check.

Each Proofreading Check document must be proofread 
with 100% accuracy and have zero scoring errors on the first 
scored attempt to earn an A in proofreading. This 
proofreading check grade is in addition to the usual 
document job grade.

If any typos are scored, a grade of zero is assigned for 
proofreading resulting in a 1% deduction from the final 
grade average. 

To make up a lost point, click Createto retype the 
document again, starting from a blank screen. 
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Zero Scoring Errors (Created)

%ÖÅÎ ÔÈÏÕÇÈ ÔÈÅ ÓÔÕÄÅÎÔ ÈÁÄ έ ÁÔÔÅÍÐÔÓȟ ȰÃÒÅÁÔÅÄȱ 
means that the student began this attempt with a 
blank screen, retyped the entire document, and 
corrected all errors To make up a lost point, click 
Create to retype the document again, starting from 
a blank screen. 

If a document has been designated as a 
Proofreading Check on your assignment sheet, you 
must have zero scoring errors on your first created 
attempt to receive 100% for proofreading.
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Lesson 35

Note: Correspondence 35-19 is used as an example because it 

includes a typical Proofreading Check document processing job. 

From the GDP menu, click Correspondence 35-19.
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Read Introductory Screens

òRead both introductory screens and click 
Next after each one.
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Reference Manual

ò Click any callout 
button to see detailed 
formatting steps.

ò Click GDP, 
Reference
Manual, either 
before you type 
the document or 
ÁÆÔÅÒ ÙÏÕȭÒÅ ÉÎÓÉÄÅ 
Word.

ò Click Business 
Letter in Block 
Style to review 
formatting.

Word 2003

Reference Manual
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Reference Manual, Index

ò Click the Index tab, type a keyword like 
enclosure notation, press ENTER.

ò Under TopicsFound, click a document to 
see an example of a document that 
includes the item in question.

Reference Manual, Index 


