windows-based exercises

CHAPTER 5
Exercise 5-1: A Personnel Problem

Application: Word (Memorandum)

Read Production Challenge 5-A on page 84 of the textbook. Using MS Word, key a memorandum to Mr. Wilson explaining your problem and including your ideas for solutions. Also, ask to meet with Mr. Wilson to discuss the situation.

Note: When creating your memo, be sure to include the headings: To, From, Date, Subject. You may refer to the headings from the memo style on Working File 6-B as a guide.

Exercise 5-2: An Organization Chart Change

Application: PowerPoint

Read Production Challenge 5-B on page 84 of the textbook. Using MS PowerPoint, create the revised organization chart using Form 5-B on page 388 as a reference.

Note: To create an organization chart, go to HOME/SLIDES/ LAYOUT/BLANK/INSERT/ILLUSTRATIONS/SMARTART/ HIERARCHY and choose organization chart slide.

Additional features for formatting the organization chart:

Choose SELECT/ALL and then do each of the following:

A. Choose SHAPESTYLES/SHAPEFILL and select a colour

B. Choose SHAPESTYLES/SHAPEOUTLINE and select a colour
C. Choose SHAPESTYLES/SHAPEEFFECTS and select a shadow style

D. Choose HOME/FONT and choose a new font style and size
