Customizable Assessment

Internet Integration: Working with Online Collaboration


Assessment: Compare and Merge Revisions

In this exercise, you will open the documents you created in the previous assessment, compare and merge them, and create a final draft. If allowed, you will email this final document to your instructor.

1. Open the Company Report (Rev.1) from the Assessment Exercise folder on your exercise disk (or the disk on which you saved it in the previous assessment). Create a new folder within it called Final Draft.
2. Open Company Report (Rev.2) then compare and merge (to a new document) Company Report (Rev.1) and Company Report (Rev.2).
3. Review and accept all changes and save the document as Company Report Final.
4. Email the document to your instructor using Word’s E-mail button. (Be sure to get your instructor’s permission before sending the document.)
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