Assignment - 021 Version 1.2

Task E

You have been instructed to contact existing StampIT clients to provide them with the new

company address and new pricing levels that have come into effect.

To do this, you will need to use a standard letter ('StampIT contact letter'), merged with

contact information (stored in the StampIT database as 'StampIT contact information table')

and include new pricing information ('StampIT new prices spreadsheet').

The first step is to 'merge' the letter with the stored contact information.

1 Open a word processing application.

2 From within the word processing application, open the file 'StampIT contacts letter' from

the floppy disk.

3 Using the mail merge facility, insert the contact information contained in the 'StampIT

database', into the 'StampIT contacts letter'. The fields that should be inserted into the

letter are:

Title

Surname

Address1

Address2

Town

County

Post Code

Medium 1

4 Import into your letter the spreadsheet that contains the new pricing information

('StampIT new prices spreadsheet'). Make sure that this spreadsheet table is inserted after

the letter on its own page. Print out a copy of the spreadsheet page.

5. Returning to the letter, enhance its appearance by applying bold and increased font sizing

where you think appropriate.

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

found.

7. Using 'economy mode', print out 4 copies of the letter (spreadsheet page optional). Each

letter should include different addressee information from your mail merge.

8. Save your letter to your floppy disk (in the folder named January') naming it 'StampIT

merged contact letter'. Produce a screen print to show the folder January and its contents.

Label this SCREENPRINT2.

9. Close all open files and applications.
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Task F

You have been asked to contact potential clients by letter to provide them with information about

Infinite Components attaching copies of the new Glasgow price list.

There is already a standard letter prepared with the file name LETTER which you will need to

merge with the information in the CONTACTS database file.

1. Select an application suitable for word processing

2. From within the word processing application, open the file LETTER from the MARKETING

directory/folder on the hard disk. Print a copy of the letter labelled Printout 8.

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

Company

Address1

Address2

Address3

City

Postcode

3. Using the mail merge facility, insert the information contained in the CONTACTS file, into

the letter.

4. 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 centring the company name and applying a

suitable font and font size for a company name.

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

6. Using 'economy mode', print out any three copies of the merged letter. (Each letter should

include different addressee information from your mail merge). Label them Printout 9.

7. Save your file to the MARKETING directory/folder naming it MAILSHOT. Produce a screen

print labeled Printout 10.

8. Close all open files and applications and return to the desktop.
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Task C

1. Merge all THREE files (MARCHOFFER, TOP10, XOFFER) to produce TEN letters, which

include the name and address of the customer, the body of the letter and the price list placed

underneath the text in the letter.

2. Save the merged file with the name MAILSHOT into the MARKETING folder. Make a

backup copy of the folder MARKETING Produce a screen print to show this has been done

and label it SCREENPRINT7.

3. Operate a view function using zoom, magnification, whole page and print preview to check

the layout of the document. Produce screen prints to show the use of these functions and

label them SCREENPRINT8.

4. When you are happy with the layout print THREE different letters and label them

PRINTOUT2.

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

6. Create a desktop shortcut to the folder MARKETING. Produce a screen print to show this

and label it SCREENPRINT9.
