[image: ]

Improving Productivity Using IT - Activity Booklet


Scenario
You work as a receptionist for Newstart Education Centre is currently looking a new ICT teacher. They have been advertising recently and have had a great response from potential applicants.  

A letter must be sent out to all the potential candidates inviting them in for an interview for the ICT teacher position. It needs to be sent out by the 31st October to everyone on the Interview Applicants list. It should include the candidates name, address and the day and time their interview is for. This should be created using a mail merge facility.

The letter needs to be laid out in professional business letter style using the organisation logo, address, reference number and the date it was generated. Each letter should be consistent and error free.

Information
The letters to the applicants should be produced as an electronic file ONLY and
NOT printed.

Whilst data is presented to you in different formats, you should choose the most
suitable application for the task. The choice of application should also reflect the
most productive use of IT.

Consider the IT experience of the users who will view the files; not all employees
who access the data have the same skills as yourself. Ensure that data is presented
consistently.

Read through the scenario assignment. Ensure that the correct application is used
and that the intended data is used.

Instructions are given to save the file but good practice dictates that you should
save your work regularly during the assignment.


Tasks
During the assignment you will be expected to:
· Create a letter.
· Insert a date that will update.
· Insert a graphical illustration.
· Insert, move and delete text.
· Apply formatting to text.
· Find and replace text.
· Insert a page break.
· Add mail merge fields to a document.
· Send one document to many recipients.

Files
There are three files for the assignment:
· Interview Applicants.
· Interview Letter:
· Newstart Office Map.


My Plan


	What is the purpose of the task and what information will be required?

	





	

	How/Where will it be used and what is the timescale?

	






	

	Software to be used – what makes it most suited to the task??

	





	

	Style and format (any special requirements)?

	







	

	What features could improve productivity? (e.g. templates, macros, shortcuts etc. – give detail)?

	









Practical Exercise

PART 1
Open the file Interview Applicants from your Improving Productivity Using IT folder that’s located in your BTEC section of your Documents. You are required to make the following changes to this file:


	[bookmark: _Hlk20144266]
	Completed?

	
	

	· Open the file Interview Applicants from your Learner Drive.
	
	

	· Save the file to your Learner Drive as Interview Applicants, adding your initials at the end of the filename – for example, Interview Applicants AZ.
	
	

	· The table heading row should have bold formatting applied.

	
	

	· The Applicant Number column should be deleted.
	
	

	· The Title column should be moved so that it is the first column in the table.
	
	

	· The Job Description column should contain the text ICT Teacher for ALL applicants.
	
	

	· In the Interview Date column, change the dates ONLY to display in
uppercase.
	
	

	· Ensure that ALL columns are wide enough to display ALL the data.
	
	

	· Set the width of the Interview Date column to be 2.75cm (1.08 inches).
	
	

	· Remove the title, name and address data from the record for Alan Lewis and replace it with your own title, name and address. Ensure you keep the interview information for this record.
	
	

	· Delete the rows that contain applicants’ details but where interview information is missing.
	
	

	· Save and close your file using the same filename Interview Applicants AZ.
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Open the file Interview Letter from your Improving Productivity Using IT folder that’s located in your BTEC section of your Documents. You are required to make the following changes to this file:

	
	Completed?

	· Save the letter to your Learner Drive, as Applicants Letter, adding your initials at the end of the filename - for example, Applicants Letter AZ.
	
	

	· The orientation of the letter should be portrait.
	
	

	· On a single line, centred horizontally, below the company logo, enter the address of the company as 1a Dunlewey Street, Falls Road, Belfast, Northern Ireland, BT13 2QU. 028 90315674.
	
	

	· Change the text colour of the address and telephone number to any shade of blue.
	
	

	· Insert and right-align the text Our ref: PH/AC/27 below the company address details and before the body of the letter.
	
	

	· The letter should contain a date that will update automatically.
	
	

	· Underline the text Re: ICT Teacher.
	
	

	· In the first paragraph, amend the text beginning We would be grateful if you could attend an interview to read We would like you to attend an interview.
	
	

	· Change the word diplomas to certificates.
	
	

	· The final paragraph should read: I have attached a map overleaf for your information.
	
	

	· At the end of the paragraph that refers to telephoning Sarah Lamb, add the text on 028 90315674
	
	

	· Ensure that you insert a closing at the end of the letter that includes your name and the job description Personnel Manager.
	
	

	· At the end of page 1, insert a page break.
	
	

	· On page 2, insert the graphical illustration Leeds Office Map.jpg.
	
	

	· Insert mail merge fields for the name and address of the recipient and the interview date and time that will match to the fields in the data source file (Interview Applicants AZ).
	
	

	· B2.5 Before producing the interview letters, check the document for spelling mistakes using the most suitable tool from the application.
	
	

	· Make corrections where needed.
	
	

	· You can safely ignore proper names.
	
	

	· Ensure that the layout and the quality of the work is suitable for the intended audience.
	
	

	· Complete the merge to a new document.
	
	

	· Save the letter using the same filename Applicants Letter AZ.
	
	

	· Save the new merged document to your Learner Drive, as Merged Letters, adding your initials at the end of the filename – for example, Merged Letters AZ.
	
	

	· Do NOT print the letters.
	
	

	· Close ALL files and the application.
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