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Peter Faulks – Worksheet


	Title or Task: 


	[image: image13.png]


  

	Description:
	 

	Files Required
	

	Suitable for Classes:

	 AIT •  Multimedia • Cert II IT • Cert II Bus

	Area:



	Technology & Enterprise

	Teacher: 


	Mr Peter Faulks

	Timeline 


	 

	Date Due:


	  

	Task Brief:
	In class lesson

	Outcomes:
	 


Items highlighted in yellow are tasks for you to complete
Items in Blue italics are help tips

These pages are designed to show you how to use software packages; various software updates may have taken place so some pages will not apply to versions other than those listed here. In some cases data files may be required.

Create an invitation to Annual Y11 Ball on 30th of November at the Royal Fremantle Yacht Club (Do NOT duplicate the one below – make your own flyer)

The school needs to issue a notice to parents providing information about the ball. (Create a notice that includes the following menu in a professionally laid out format):- 

Soup of the Day  Served with Crusty Roll, 

Beef With Sweet Peppers, Mange Tout and Oyster Sauce with Steamed Rice, or

Chicken Glorioso, with Alfredo sauce, artichokes and sun-dried tomatoes

Or

Chicken Caesar Salad,

Sticky Toffee Pudding 

or

White Chocolate Cheesecake


Your task is to create a simple database (Excel)  and use the mail merge capabilities of your software to produce a letter as close as possible to the one included below:

You will need to print three letters, a copy of the form letter showing only the placeholders and a copy of your database.

Make sure each printout includes a header with your name and a footer with the page number.

Create a Data file of names in Excel using the following list

	Mr & Mrs
	Barrett
	1 Goerge Street
	Murdoch
	6156

	Mr & Mrs
	Edwards
	1 Harber Dve
	Murdoch
	6156

	Mr & Mrs
	Chapple
	1 Henley Place 
	Armadale
	6155

	Mr & Mrs
	Pillay
	1 Hickey St
	Applecross
	6153

	Mr & Mrs
	Manderitt
	1 Kosak Crt
	Murdoch
	6156

	Mr & Mrs
	Cammarano
	1 Matheson Road
	Bateman
	6153

	Mr & Mrs
	Martin
	1 Moreing Rd
	Canning
	6164

	Mr & Mrs
	Craggs
	1 Power Place
	Murdoch
	6156

	Mr & Mrs
	Miveherton
	1 River Way
	Applecross
	6153

	Mr & Mrs
	Lucas
	1/11 Mcleod Road
	Murdoch
	6156

	Mr & Mrs
	Viner
	1/159 Stock Road
	Murdoch
	6156

	Mr & Mrs
	Matthews
	1/29 Seventh Rd
	Murdoch
	6156

	Mr & Mrs
	Jones
	1/77 Kintail Road
	Applecross
	6153

	Mr & Mrs
	Marchioli
	1/80 Swan Rd
	Alfred Cove
	6154


Annual Year 11 Ball

on 

30th of November

at the

Royal Fremantle Yacht Club

7:30 for 8:00 pm
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8 November, 2007

Data merge here

Data merge here

Data merge here

Data merge here
Dear Data merge here,

You are cordially invited to attend the above……..(you add information)  

Dress is semi-formal, cocktails at 7:30 Main Course at 8:15pm

Please RSVP or advise me by November 15th Phone: on 9876 5432  or fax 9876 5422 or to my email:        

yourname@corpus.edu.wa.au  if you wish to attend….

Yours faithfully,

Your name
Student Organiser

Task 11.02 Mail Merge 

Open invitation.doc 

Using the Business letter/invitation created in Task 7 mail merge with the database created in Task 3.1.

As you would be using window envelopes the names and addresses should be under your letterhead in the top left hand corner.

Print the 6 invitations on either of the Forrest Flower Shop, Bateman Couriers,  Murdoch Multimedia and Winthrop Events Management  letterhead, which must include footer comprising your name, together with the date and time of printing.

HOW TO MERGE DATA

Copy your letter to a new page click on Tools Letters & Mailing    Mail Merge
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Select Letters
Click on select recipients    Click on Browse
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Click on Browse and find balldata.xls   

open this data file
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The database should contain only five records and you will need to include names, addresses and any other data you feel is relevant for the production of the letter.

A sample is shown here:  save your data a file as  ball data.xls
[image: image6.png]i3] e Edt Vew Iwert Fomak Toos Dota Widow teb Type 2 question forbely v 8 X
0 3BT S D9 s o Bivssmsed w10 oB Z U S48 E @ 0-A-
H2 - 2137 Elizabeth 5t
C ™3
i ]
2 T Bunn Margaret 6099 16007 1 26/04/1986 F 413 Fourh Ave SHOALWATER BAY 6169
3 2 Burdo Sarah 6039140022 | 25/10/1986 F 8133 Tribute StieetEast  RIVERTON 6148 T
4 3 Burkit Mary 6099740033 30/0B/1986 F  2:60 Tribuie St SHELLEY 6148
5 4Burleigh _ James 6099 010044 700771984 M 211 Willis Street MOSMAN PARK 6012
3 5 Bum Siman 6039150050 11/08/1983 M  3/8 TelbotAve COMO 6152
7 6 Bum Peter 6099 15006 1 10/03/1983 M 310b Gretwick Tee MURDOCH 6150
8 7 Bume James 6039050072 | 25/02/1984 M 219 Swanview Toe MAYLANDS 6050
9 8Buridge  Semuel 6099 15008 3 30671986 M 6 Wandana Close KAPAWARA 6152
10 9Buskey don 6099 01009 4 5/05/1978 M 313 Nanson Street WEMBLEY 6014
il 10 Bufler Willem 6039 110100 700771964 M 112 Karelika Cres MARTIN 6110
m| 11 Cable Henry 6099 15011 1 140371983 M [2/37 Elizabeth U TS0UTH PERTH 6151
13 12 Cagsar Jofn 6039160122 17/03/1986 M 510 Anglesey Diive KARDINYA 6163
14 13 Campbell  James 6099020133 11/08/1984 M 910b Trevithick CI STIRLING 6021
1 14 Campbell  James 6099160144 15/0%/1984 M 213/4 Bellion Drive HAMILTON HILL 6163
1 15 Camey Jon 6039150150 22/07/1982 M 1/40 Hezel Sheet CcoMo 6152
17 16 Carroll Mary 609910016 1 25/10/1986 F  7a Corser St KEWDALE 6107
18 17 Certer Richard 6039050172 13/03/1984 M 9101 Watertall Rl FORRESTFIELD 6056
iE] 18 Carty Francis 6039160183 14/08/1986 M 912 Harison Way CALISTA 6167
2 19 Carver Joseph 6099750194 1§/03/1985 M 313b Beach Ad BICTON 6157
21 20 Castle James 609 000200 7/07/1984 M 5 Campsie Street NEDLANDS 6009
2 21 Chaaf Willem 6099 05021 1 20/03/1986 M 213 Calluna Wey FORRESTFIELD 6056
23 22 Chaddick  Thomas 6099 10022 2 TM07/1964 M 8 Wateredge Road THORNLIE 6108
24 23 Chanin  Edward 609 15023 3 7/08/1986 M 812 Banacuda Drive WILLETTON 6155
% 24 Church  William 6039100244 | 16/03/1986 M 910 Bow Street WILSON 6107
2% 25 Clark Elizabeth 6039100250 11/01/1985 F 115 Casino Stieet WELSHPOOL 6106
27 26 Clark Jahn 6039 14026 1 6/04/1985 M | 212 Liseron Way FERNDALE 6148
28 27 Clark. Willem 6039160272 1401/1984 M 811 Grenade Place SAFETY BAY 6169
29 28 Clarke Jahn 6099 15028 3 7/08/1985 M 913 Letsom Way LANGFORD 6155
] 29 Clear George 6099110294 26/02/1983 M 919 Elsie Street GOSNELLS 6110
31 30 Cleaver  Mary 6099 100300 50411986 F 813 Berehaven Ave THORNLIE 6108
3 31 Clements  Thomas 6039 10031 1 700771964 M | 711 Kanowna Ave REDCLIFFE 6104
33 32 Cloff Richard 6039100322 19/07/1985 M b/5 Welshpool Road EAST VICPARK 6101 v
< » W\ tbiPatients / I« I >

Ready





Click O.K. to select your data file then     O.K. to accept the data fields
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You will need to open the Mail Merge Toolbar
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Then place the cursor where you want a data field 

select each field and place it on your document 
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Select the field     this will replace the data text 
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Go to preview and print ONLY three Pages

You will need to print three letters, a copy of the form letter showing only the placeholders and a copy of your database.

Make sure each printout includes a header with your name and a footer with the page number.

Save the work
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