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E R R A T A  R E P O R T  

Word 2007: Comprehensive  
Depending on the print version of the book you are using, some or all of the following errors 
may be corrected. 

Lesson 1 

Under Dialog Box Launcher 

 

Under Quick Access Toolbar 
Revised figure: 

 

Under Dialog Box Launcher 
Revised figure: 
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Lesson 2 

Skill Builder 2.1 #2–3 

 

The figure under step 2 should actually be placed under step 3. 

Lesson 3 

Skill Builder 3.3 (instructions) 
Revised instructions: In this exercise, you will practice using the Find and 
Replace feature. 

Lesson 4 

Under Formatting Reports 

 

The last sentence of the bottom-right callout should be deleted. 

Hands-On 4.4 #4–5 
Note: Word may have a bug that could cause the exercise to malfunction in 
steps 4 and 5. 
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Hands-On 4.5 #6 
Revised step: 

 

Hands-On 4.14 #3 
Revised step: 

 

Multiple Choice #3C 
Revised answer option: The bottom triangle on the indent marker is used to 
modify the first line of a paragraph. 

Lesson 5 

Hands-On 5.9 #4 
Revised step: 

  

Lesson 6 

Skill Builder 6.1 #1 
Revised step:  

 

Lesson 7 

Hands-On 7.3 #8A 
Note: Your double-headed arrow may appear white instead of black.  

Hands-On 7.6 #5 
Revised step:  
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Skill Builder 7.1 #7 
Revised step:  

 

Skill Builder 7.1 #25 
Revised step:  

 

Lesson 10 

Hands-On 10.8 #10 
Delete step 10 entirely. No replacement text.  

Lesson 12 

Hands-On 12.3 #9–16 
Revised step 9: 

9. Continue through the document, accepting and rejecting changes as 
indicated:  

-Accept the new bullet point in the Payment for Services section. 
-Accept the new bullet point in the Course Development Practices section. 
-Reject the deletion in the Course Development Practices section. 
-Accept the first two edits in the last paragraph of the document. 
-Reject the third edit in the last paragraph of the document. 

Current steps 10–15 should be deleted. Skip to current step 16. 

Skill Builder 12.1 #12 
Revised step: Accept the next two revisions.  

Lesson 13 

Under Quick Reference: Assigning a Macro to a Toolbar Button… 
Revised third bullet: Click the button icon in the Assign Macro To area of the 
dialog box to display the Word Options dialog box.  

Hands-On 13.10 #1 
Note: You may have to choose Restrict Formatting and Editing from the men 
to open the task pane.  

Hands-On 13.10 #7 
Note: Word may have a bug that could cause the exercise to malfunction in 
steps 8–10.  
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Skill Builder 13.3 #5 
Insert new step: Choose Home→Styles from the Ribbon and click the No 
Spacing style in the Quick Styles gallery to set the line spacing at 1.0 and 
remove the after-paragraph spacing.  

Skill Builder 13.4 #7 
Note: You may have to choose Restrict Formatting and Editing from the 
menu to open the task pane.  

Lesson 14 

Hands-On 14.5 #1 
Note: You may have to choose Restrict Formatting and Editing from the 
menu to open the task pane.  

Hands-On 14.7 #1A 
Revised step: Click the Tools button at the bottom of the dialog box.  

Skill Builder 14.4 #1 
Note: You may have to choose Restrict Formatting and Editing from the 
menu to open the task pane.  

Assessment 14.6 #4 
Revised step: Close the file.  


