Customizable Assessment

Internet Integration: Working with Online Collaboration


Assessment: Add Comments to a Document

In this exercise, you will make revisions and add comments to a document that will be sent for external review. You will also prepare a project folder to organize the different revisions of this document. 

1. On a blank diskette or your exercise diskette, create a folder called Assessment Exercise. You will save all documents from this exercise to this folder.

2. Open Company Report. 

3. Set the author’s name and initials to your own. 

4. Revise the document according to the following instructions: 

	Paragraph Number
	Revision

	All (global)
	Replace all instances of “Fed” (whole word only) with Federal Reserve Bank

	1
	Delete the last sentence in this paragraph 

	2
	Replace the word “generally” in the second sentence with the phrase almost always 

	3
	Italicize the first sentence of this paragraph (the one that begins “It is our opinion”)


5. Add the following comment after the italicized sentence in the third paragraph: I think we really need to stress this sentence. How do the rest of you feel about this?
6. Save the document as Company Report (Rev. 1).

7. Change the author’s name and initials to a classmate’s name, a cartoon character’s name, or whomever you wish.

8. Remove all hard returns, except those at the end of a paragraph. Change the paragraph spacing of all paragraphs except the last three to 3 points before and 6 points after.

9. Add the following comment after the first one: I have no objection.
10. Save the document as Company Report (Rev. 2) then close it.
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