Microsoft Office exercises

Scenario

You have set up a business with some friends selling educational books to help people set up their own self-organising and/or co-operative work groups.

Task A

1. Check that the connections are secure to the PC base unit, i.e. mouse, keyboard, VDU and network.

2. Check that the printer is switched on and the cables are secure. Check that the printer has enough paper. 
3. Adjust your seat and monitor to reduce possible fatigue and avoid excessive eyestrain.
4. Power up the computer. Test that the mouse and keyboard are operating adequately. Clean them if necessary.
5. Verify that the regional settings, date and time are accurate. Press the “Print Screen” key and paste the screen dump into an empty Word document. Label this ‘Printout 1’. 

6. Ensure that the nearest networked printer is set as the default printer in any one of the Office applications. Configure the printer for economy printing. 

Task B

1. Create a new directory/folder somewhere in ‘My Documents’ and call it ’Organise’. 

2. You will have been given a floppy disk containing files. These files are named ’letter.doc’ and ‘clients.xls’.  View the attributes and properties of these two files and produce a screen dump labelled ‘Printout 2’ showing both of these in the Word document. 

3. Copy these files from the floppy disk to the hard disk into the directory/folder named ‘Organise’. Produce a screen dump labelled ‘Printout 3’ to show this and add to the Word document. Save the word document as  ‘screendumps.doc’ in the ’Organise’ folder.
4. Create a shortcut on the desktop to the ‘Organise’ directory/folder. 

5. Print out a copy of Word document of the screen dumps, Printouts 1-3.

Task C

One of your colleagues has telephoned to say that she has sent you an e-mail with the latest version of the price list attached, as a spreadsheet. Open an e-mail package and locate the e-mail (this stage may require logging into the machine as a different user).

1. Select and open the e-mail. Print a copy of the e-mail. Label this Printout 4.

2. Open the attachment called prices.xls and save to the ‘Organise’ directory/folder (if you need to, temporarily save this to floppy). 
Task D
1. Open Excel spreadsheet application, either from the Programs menu or by double clicking the ‘prices.xls’ icon. Print a copy of the spreadsheet, ensuring that the orientation of the paper is set to landscape. Label this ‘Printout 5’ (using a pen).

2. Delete the column 'Old price'.

3. Create a new column on the spreadsheet called 'Members price'.

4. Members will pay 10% less than the standard price. Create a formula in the ‘Members price’ column that will calculate the members price as 90% of the standard price.

5. Save this new spreadsheet as Distribution prices.xls in the Organise folder you created earlier. 

6. Print a copy of the spreadsheet Distribution prices.xls . Ensure that it is printed on A4 paper, with landscape orientation . Also ensure that the entire contents of the spreadsheet fits onto one page (make adjustments to column widths or margins if necessary). Label this Printout 6.

7. Close the spreadsheet file and shut down the spreadsheet application.

Task E

It is worth regularly checking out prices of competitors who sell books on-line so that you can keep competitive pricing.

1. Use a web browser to locate: http://www.amazon.co.uk
2. Search for one of the books listed in the price list you have received and print out the prices and details for it from the browser (first page only). Label this ‘Printout 7’.

Task F

1. Open a database application.

2. Create a new (blank) database. If prompted to name and save the database, name it 'clients.mdb', and save it in the folder ‘Organise’ on your hard disk.

3. The database needs to be populated with existing client information. To do this, import the data from the 'clients.xls’ (stored on your hard disk in the folder 'Organise'). Import this data into the database table ensuring that the column headings in 'clients.xls’ are retained as field headings in the new database table (if necessary, modify the table structure to redefine the field headings). Name this database table ‘Client information table’

4. Open the database table ‘Client information table' and delete the field entitled 'Date of birth' as you have decided that it is irrelevant and unnecessary.

5. Print a copy of the amended database table (without the field ‘Date of Birth’), making sure that the table prints on one complete landscape page (you may have to adjust margins) and all field headings and data are fully visible. Label this ‘Printout 8’.

6. Close the database application (if you are now required to save/name the database you have created, name it 'clients.mdb').
Task G

1. Open an application suitable for database functions. Open the file named 'clients.mdb'.

2. Add your own details to the end of the database.

3.  From within the word processing application, open the file ‘letter.doc’ from the ‘Organise’ directory/folder on the hard disk. Print a copy of the letter labelled ‘Printout 9’.

4. Apply the spelling and grammar checker to the whole document and correct any errors found.

5. Change the date in the document and sign it off with your own name.

6. Using mail merge facilities insert the following fields into the letter:

Title Forename Surname

Address1

Address2

City

County

Postcode

7. Using the mail merge facility, insert the information contained in the 'clients.mdb'  file, into the letter.

8. Change the margins of the letter to 3.5 cm on the left, 2.5 cm on the right and 2.5 cm top and bottom. Enhance the appearance of the letter by centering the company name and applying a suitable font and font size for a company name.

9. Using 'economy mode', print out any one of the merged letters. Label it ‘Printout 10’.

10. Save your file to the ‘Organise’ directory/folder naming it ‘mailshot.doc’. Produce a screen print labeled Printout 11.

11. Close all open files and applications and return to the desktop.
