FNSICGEN302B – Use technology in the workplace

External Assessment Tasks

Task 1

Use the Herb’s Style Guide to format the document GuitarMuckup.doc 

Task 2

Perform a Mail Merge between two documents. 

Use a Spreadsheet to form a list of 5 clients, family or friends, to merge with a Word-processing document. 

Include at least Name, Surname, Address, Town and Postcode in the spreadsheet list.

The word-processing document or letter needs only to be short and an example is included MailMergeLetter.doc
Task 3

Country Grain

Your task is to set out a quotation document as attached example “CountryGrainLtd.pdf” to demonstrate the feature OLE (Object Linking and Embedding).

You are required to produce a spread sheet with grain prices as per example and link rather than embed (meaning next time a quote template is opened the current prices will be retrieved from the Spreadsheet) the populated cells to a word-processor document to form a quote.

The sample document may be copied word for word if you wish, however the following features are to be included:

· OLE function to insert the Spreadsheet data into the Word-processing document.

· Include the use of Word Art® for the company name.

· Include a piece of Clipart® 

· Set the page margins to 2.0cm 

· Save the word-processor document as a template (.dot)

· Include a footer with: 

· The “Filename and path”.

· Your name.

· The date you created your document.

Forward to:

Forward a copy of the spreadsheets and word-processor documents, with a Ballarat University cover sheet signed and attached to: 

Herb Krelle 

School of Business Services

University of Ballarat 

Baillie Street

P.O. Box 300 

Horsham 3402

Or save the files to a zip folder and attach it to an email and send to herb@krelle.net The following cover sheet information should be copied and pasted into the cover email.

******************************

ASSESSMENT COVER SHEET – 2008

COPYRIGHT STATEMENT:   I ……………………………….……………..…. certify that the work submitted here is my own and it does not involve plagiarism.

 (Plagiarism is the presentation by a student of an assignment which has been copied in whole or in part from another student’s work, or from any other source (eg published books, Internet or periodicals), without due acknowledgement in the text).

****************************

Any enquiries or questions may be forwarded to the above contact addresses.
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