Instructions for the Greeting Cards and Calendar Test

You’ll be reviewing and correcting the following two PDFs:
· A set of Christmas cards 
· A 12-month calendar

To complete the calendar review, you will need the other two documents in this folder:
· The moon phases document
· The holiday list

Please make sure you have all four documents before you start, and please complete the test in Adobe Acrobat.

1. To begin, please change your editing name on Adobe to “Elite Editing.”
2. Please rename both test documents by appending your initials to the end of the file name.
3. THE CALENDAR
· Please ONLY use Adobe’s comment function (the sticky notes) to record your edits. Do not highlight anything.
· Please use the provided holiday list to check that (1) holidays are on the correct dates and (2) that they’re listed in the proper order:
· US holidays
· Canadian holidays
· Global holidays (e.g., Chinese New Year)
· Religious holidays
· Please use the moon phase document to ensure the correct phase symbol is on the correct date.
· Please remember to check mini calendars, the spelling of weekdays and months, and whether gridlines are in place.
· Format true errors like this: 
ERROR: Please reverse the order of the holidays on this date to place “Presidents’ Day (US)” above “Family Day (CAN).”
· Format recommended changes that are not true errors like this: 
SUGGESTED: Consider adding a little more space between “Labor Day (US)” and “Labour Day (CAN)” to make them easier to read.

4. THE CARDS
· Please use Adobe’s comment function (the sticky notes) to record your edits.
· Please check Bible verses for accuracy of wording, capitalization, punctuation, and attribution by consulting the KJV version on biblegateway.com. All verses should end with (KJV).
For quoted Bible verses, an incomplete sentence should end with an ellipsis if the original sentence ends at a semicolon or colon; use a period if the original verse ends at a comma.
· Pay special attention to which sentiments in the card’s interior should have end punctuation. 
· If the sentiment is a complete sentence, it needs a period or an exclamation point. (May your family enjoy all the holidays have to offer.) 
· If the sentiment is a sentence fragment, it may end in an exclamation point, but it can also end with no punctuation at all. 
· Merry Christmas to you and yours!
· All the best for a merry Christmas and a peaceful new year
· Format true errors like this: 
ERROR: Please correct the spelling of “Hanukkah.”
· Format recommended changes that are not true errors like this: 
SUGGESTED: Consider reducing the space between “Merry” and “Christmas” for greater ease of reading.

Test Submission: 
1. When you’ve completed this test (as well as any other tests you’ve decided to take), please click here for a submission link.
2. Once you’ve opened the submission link, answer the questions on the upload form, attach the completed tests, and then hit “Submit.”
3. At this point, you should see a confirmation screen that confirms we’ve received your test or tests. We will respond within 7 days to let you know the results of your tests.
4. May the forces of good grammar and beautiful words be with you.
