windows-based exercises

CHAPTER 14
Exercise 14-1: The Final Draft of a Manuscript

Application: Word

Read Production Challenge B on page 305 of the textbook. Now, open Working File 14-B on the Text Enrichment Site and prepare the final draft of the “Work Improvement Methods” document by 1) applying the edits in Form 14-B in the Working Papers and by 2) applying the following document formatting features:

Margins

· Adjust the page margins to 1” or 2.5 cm all around

Text Formatting

· Change the font size of the text and headings to times new roman or arial 12 pt; the title remains 14 pt bold

· Format the numbered lists throughout the document in the same style as the numbered list on the first page of Form 14-B
Spacing

· Ensure that there is one line space before and after each section heading

· Ensure that paragraphs are properly indented

· If required, adjust page breaks to ensure that section headings are properly positioned on the pages

Other

· Correct all formatting, grammatical and spelling errors

· Do a final check of page breaks to ensure that section headings are properly positioned

Exercise 14-2: A Formal Report

Application: Word

Complete Exercise 14-1 then use the “Work Improvement Methods” document to create a formal report by applying the following formatting features:

Margins

· Adjust the left margin to 1.25” or 3.8 cm

· Ensure that the right, top and bottom margins are 1” or 2.5 cm

· Adjust the header and footer distance from the edge to 0.5” or 1.25 cm

Spacing

· Remove the line space between the paragraphs

· Format the line spacing of the text to 1.5

Title and Section Heading Styles

· Delete the title, Work Improvement Methods, and the line space after it

· Replace the underline with bold for the section headings

· Apply the Header style HEADING 1 to the section headings

Note: Remember that the first letter of each word of the headings is capitalized, with the exception of articles and prepositions which begin with lower case letters.

Footer

· Remove the “Disk File 14-B” footer

Page Numbers

· Insert page numbers into the report with no number showing on the first page

· Center the page numbers at the bottom of the page

Title Page

Using the title page in Figure 14-5 on page 298 of the textbook as a sample, create a title page including the following information:

· Company Name: Millennium Appliances, Inc.

· Title of Report: Work Improvement Methods

· Author’s Information:
Prepared by

Mrs. Linda Yee

Assistant Vice-President of Marketing Midwestern Region

· Date: insert the current date

· Insert a business appropriate graphic between the title and the author’s information

Note: To maintain proper page numbering, insert a SECTION BREAK between the title page and the first page of text.

Table of Contents (see Figure 14-6 on page 298 of the textbook for a sample)

· Insert a Table of Contents following the title page using the FORMAL style and showing only one level of heading

· Key the heading, Table of Contents, in 14 pt, bold, at the top of the page and center it on the line

· Insert the page number, ii, centered at the bottom of the Table of Contents page

Note: Insert a SECTION BREAK between the Table of Contents page and the first page of text in order to maintain proper page numbering.

Other

· Do a final check of page breaks to ensure that section headings are properly positioned and if changes are required, update the Table of Contents to ensure that page numbers are correct.

Exercise 14-3: Correcting a Letter

Application: Word

Read Production Challenge C on page 305 of the textbook. Using MS Word, key the letter including the corrections and apply business letter format.

Note: Include the current date in your letter, and your name and signature as the author of the letter.

Exercise 14-4: A Memorandum

Application: Word

Key a memorandum using the following text about nominations for the Effective Sales Seminar and choosing the PROFESSIONAL MEMO template style you will find by accessing FILE/NEW and choosing the MEMOS tab.

Note: You may refer to the memorandum in Form 6-B in the Working Papers.

Heading Information: This memo is from William Wilson, Vice-President of Marketing, to the four Regional Sales Office Managers listed on pages 7 of the textbook. The subject of the memo is Call for Nominations - Effective Sales Presentation, and the date of the memo is October 1, 20XX.

Text for Memorandum (the ¶ symbol indicates a new paragraph):

I am seeking nominations for salespeople to attend the Effective Sales Presentation being given during the November Sales Seminar coming up next month. I would like to receive two nominations from each Sales Manager as we are able to accept two salespeople from each region. ¶ The presentation is designed to strengthen selling techniques by breaking down a sale into six components and studying approaches to each. The key areas of the presentation will be the following: ¶ 1.The initial contact: sales techniques and etiquette 2. The initial meeting: gain the prospective customer’s confidence and establish a common ground 3. Assessing the customers’ needs 4. Introducing the product: focus on fulfilling the customers’ needs 5. Negotiating the price 6. Closing the sale ¶ Although all salespeople are eligible for nomination, the presentation would be of most help to new salespeople. Those new to sales will find the presentation’s emphasis on setting goals and developing good habits very useful. ¶ The presentation will be held on both days of the November Sales Seminar from 9 a.m. to noon. Each participant will reflect upon their strengths and weaknesses and develop goals tailored to his or her situation. ¶ Shannyn Anderson, author of Sell It! Effective Sales Techniques, is conducting the presentation. She was the top salesperson at Gunther’s Office Supplies for eight years before she embarked on her career as author and consultant. Shannyn has trained salespeople at Sky High Technologies and Renco Ltd. ¶ Please email your nominations to me by October 15.

Note: Create a numbered list of the six key areas of the presentation, and include the regional sales managers’ names in the heading.

