windows-based exercises

INTRODUCTION

Exercise IN-1: A Personnel Contact List

Application: Outlook (Contacts)

Read the Production Challenges section on pages 8 and 9 of the textbook then create a contact list for the Marketing Division of Millennium Appliances, Inc. using the CONTACTS function in MS Outlook. Include the following personnel and contact information in your list. 

Note: To create a new contact list, go to HOME/ NEW/NEWCONTACT.

The contact information for the head office personnel is:

3431 Bloor Street

Toronto, ON  M8X 1G4

Phone: (416) 555-2893 (Extension numbers are listed below for each person.)

Fax: (416) 555-2894

Email: format the address for each person in the following way: wwilson@millennium.ca including their own name in the address and adding @millennium.ca.

Head office personnel:

Mr. William Wilson
Vice-President of Marketing
Millennium Appliances, Inc.
Ext. 533


Mr. Jack Rush
Assistant Vice-President of Marketing, Eastern Region
Millennium Appliances, Inc.
Ext. 534

Mrs. Linda Yee
Assistant Vice-President of Marketing, Midwestern Region
Millennium Appliances, Inc.
Ext. 535

Mr. Sid Levine
Assistant Vice-President of Marketing, Northwestern Region
Millennium Appliances, Inc.
Ext. 536

Ms. Charlene Azam
Assistant Vice-President of Marketing, Western Region
Millennium Appliances, Inc.
Ext. 537

<Your Name>
Administrative Assistant
Millennium Appliances, Inc.
Ext. 532

You will also include the following regional sales office managers in your contact list: 

Ms. Joanna Hansen

Manager, Sales Office, Eastern Region

197 Queen Street

Fredericton, NB  E3B 1A6

Bus: (506) 555-3627

Bus Fax: (506) 555-3628

Mr. John Reddin

Manager, Sales Office, Midwestern Region

3436 College Avenue

Regina, SK  S4T 1W4

Bus: (306) 555-4932

Bus Fax: (306) 555-4933

Mrs. Mary Karlovsky

Manager, Sales Office, Northwestern Region

9129 Jasper Avenue

Edmonton, AB  T5H 3T2

Bus: (780) 555-1294

Bus Fax: (780) 555-1295

Ms. Karuna Singe

Manager, Sales Office, Western Region

3152 West 45th Avenue

Vancouver, BC  V6N 3M1

Bus: (604) 555-5148

Bus Fax: (604) 555-5149

FORMAT the email addresses for each of the sales office managers in the same way that the head office personnel addresses are formatted.

PRINT the contact list in the following three styles:

1. CARD

2. MEMO
Note: highlight all contacts before printing.

3. PHONE DIRECTORY

Note: To print the lists, go to FILE/PRINT/PRINT STYLE.

Exercise IN-2: Millennium Appliances, Inc. Letterhead

Application: Word (using Desktop Publishing-DTP features)

Using MS Word, create a business-appropriate letterhead for Millennium Appliances, Inc. Features such as Clip Art, Shapes, WordArt and drawing tools will help to create a visually appealing letterhead. Working File 13-A-1 provides a sample letterhead, but you may format your letterhead in a style of your choice.

Note:
To use Clip Art, go to INSERT/ILLUSTRATIONS/CLIP ART. 

To use Shapes and WordArt, go to INSERT/ILLUSTRATIONS/SHAPES and 
INSERT/TEXT/WORDART or use the Shapes and WordArt ICONS.

