Customizable Assessment

Integration: Collaborating in Workgroups with Word


Assessment: Create Multiple Versions of a Document
In this exercise, you will open the document you created in the previous lesson, save a new version of the document, and add a comment. You will make additional changes and save that version.
1. Open the Company Report Final document from the Assessment Exercise folder in your file storage location.
2. Save the document as Updated Company Report.

3. Choose File→Versions from the menu bar and click the Save Now button.

4. Add the following comment: This updated version incorporates changes suggested by C. Keene.
5. Make the following changes to the document:

· Change the name of Sylvia Romero to Sylvia Romero-Allen
· Add Carolyn Keene (MBA, NYU)-REIT’s Manager
6. Save this latest version with the following comment: This is the final update.
7. Save and close the file.
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