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File Management and e-Document Production
BRC TRAINING DOCUMENT: TD13A.1

“RYEDALE FITNESS”

SCENARIO
You are working as an Administrative Assistant for Ryedale Fitness Centre.   You are helping to organise the advertising materials to promote the centre and its activities.

You will be required to produce a notice using mail merge, make amendments and corrections to a newsletter, produce an information leaflet and archive some files.  You have 3 hours to complete the work.
To complete the work you will need the following files:

	FILENAME
	FILE TYPE

	classes
	datafile

	leaflet
	Test file

	dojo
	Image file

	spending
	Spreadsheet containing a graph

	clinic
	text file

	martials 
	datafile

	fitness
	Text file


You will need to use system software and application software that will allow you to:

· Create a mail merge template and create merged documents
· Create a document containing text and imported images & data

· Make corrections and amendments to a document

· Create an archive file  
TASK 1
Before you begin this task ensure that you have the file classes.

You have been asked to create a master mail merge document.  This will be used to create display advertisements for the centre’s new exercise classes.  The datafile classes has already been prepared for you by another staff member.

1. Using suitable software, create a new mail merge master document.

a) Use A4 paper and Landscape orientation.

b) Key in the following text, inserting merge fields from the classes datafile. Follow the line endings and ensure there is a clear line or paragraph space where shown.

RYEDALE FITNESS CENTRE
New Early Morning Classes 
From December 
[insert CLASS merge field] classes with 

[insert INSTRUCTOR merge field] in [insert LOCATION merge field]
On [insert DAY merge field] from [insert SESSION TIME merge field] 
Starting week beginning [insert WEEK COMMENCING merge field]

[insert ADVANCE BOOKING merge field]
Ask instructors for more details 
(CLASS NUMBER:   [insert CLASS ID merge field] )

c) Insert your name and centre number in the header or footer of the master document

2. Format the document as follows



Horizontal alignment:  
Centre

Emphasis: 


Bold

You may use any legible font type, font sizes and margins to suit your document.
3. Save the master document using the filename newclasses
4. Print a copy of the document newclasses on one page, showing the merge fields.

5. You have been asked to use password protection on the mail merge template.

a) Using the password TD13a.1 protect the file newclasses from unauthorised modification.

b) Save the file keeping the same filename.

c) Close the document.

TASK 2
You have been asked to print posters advertising the new classes.  To save disk space, normal company policy states that merged documents should not be saved.  On this occasion you will be required to save the merged file.

You will also need to produce a screen print to evidence file protection.

a) Prepare to open the document newclasses that you saved in the previous task.

b) Take a screen print to show evidence that a password to modify has been set.

c) Print this screen print.  Ensure you name is displayed on the printout

d) Open the document newclasses
1. Create a mail merge query to find the classes where the Session Time is 06:45
a) Merge the query in a new document.

b) Print the results.

More copies of the completed mail merge output may need to be printed at a later date

2. As an exception to normal policy, save the new document as earlydec
3. Close any open files.
TASK 3
Before you begin this task ensure you have the following files:

leaflet

dojo

spending

You have been asked to prepare an information leaflet about the future plans for the centre.  The text and images have been prepared.  You will need to combine the files into one document and format as specified in the instructions.

1. Using software suitable for preparing the leaflet, open the text file leaflet and save this as leafplan in your application software’s file type.

2. Format the entire document as follows

Paper size:
A4 
Paper orientation:
Portrait
Top margin:
2cm (other margins may be set to suit your document

Alignment:
fully justified
Emphasis:
none
Font size:
11
Linespacing:
single (except where specified)

3. Format the heading Ryedale Fitness Centre – Return to Roots as follows:

Alignment:
centred and on a single line
Font:
Arial
Emphasis
bold, italic, uppercase
Font size:
18
4. Format the subheadings as follows:

Alignment:
left
Font:
Arial
Emphasis
bold, italic
Font size:
14
The subheadings are:

Body Attack

Body Pump

Body Combat

RPM

Zumba

5. Referring to the Draft Document on pages 7 and 8 make the following amendments.

a) Import the graph contained in the file spending.  Ensure that all the data in the graph is legible.

b) Ensure there is at least one clear linespace above and below the graph.

c) Insert page breaks as specified in the Draft Document.

d) Import the image dojo.

e) Centre the image.  The image may be resized, but the original proportions must be maintained.

f) Insert bullets as indicated in the draft document.

6
Create the following headers and footers:

Header:
Your name and centre number
Footer:
Automatic filename and page number (starting at 1)
7
Save the file retaining the filename leafplan.

TASK 4

Before you begin this task ensure you have the following files:


martials


leafplan (the file that you created in the previous task)

1. Using the file leafplan that you created in Task 3, refer to the Draft Document on pages 8 and 9 and import the datafile martials.  Ensure this is displayed as a table.

2. Format all the data in the table as follows
Font:
Arial
Font size:
10
Alignment:
centre
3. To make the table easier to read some additional formatting is required.

a) In the first row of the table only, apply dark shading and format the text to be bold and white.

b) Apply an outside border and only vertical lines within the table.

c) Adjust the column widths if necessary so that each entry is displayed on no more than two lines.

d) Ensure that the text of the table is entirely within the margins.

e) Ensure that there is at least one clear line space above and below the table.

4. Check the document to ensure:

a) all instructions have been carried out

b) all items are positioned within the margins of the page

c) the imported datafile is not split across pages

d) page breaks have been inserted where specified

e) subheadings are not split from the related text

f) spacing between subheadings and related text is consistent

g) there are no widows or orphans

h) spacing between paragraphs is consistent

i) text images and lines are not superimposed

j) there is at least one clear linespace above and below the graph, the image and the table containing the imported datafile.

5. Save the file retaining the filename leafplan
6. Print out copy of the document leafplan
7. Close any open files

DRAFT DOCUMENT

Ryedale Fitness Centre – Return to Roots

Ryedale fitness centre was founded over 10 years ago as a Ryedale Martial Arts Centre.  Catering originally to both adults and children it began life as a converted factory unit with a single activity area.  With vision and years of hard work international Karate and Akido champion John Desert and his wife Regina hoped to pass on their self defence expertise to younger generations.

Market research revealed interest in Martial Arts moving away from traditionally popular Karate to MMA and similar styles in local and national trends.  Meanwhile competition from other martial arts venues continued to increase.  In order to survive as a venue the directorship decided to diversify and take advantage of the growth in fitness spending.  The graph below shows the continued expansion in the fitness market over the past 12 years.

Insert graph spending here
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Currently Ryedale offers a busy timetable of up-to-the-minute fitness activities from aerobics and cardio based through to Boxing.

Body Attack
A sports-inspired cardio workout for building strength and stamina.  High-energy interval training combining athletic aerobic movements with strength and stabilization exercises. Dynamic instructors and powerful music motivate everyone towards their fitness goals - from the weekend athlete to the hard-core competitor! New music and choreography available every three months.

Body Combat
A super high energy empowering cardio based workout  inspired by martial arts and draws from a wide array of disciplines such as karate, boxing, taekwondo, tai chi and muay thai. Supported by driving music and instructors, you strike, punch, kick and kata your calories away and build superior cardio fitness. New music and choreography available every three months.

Body Pump

A resistance training workout. Focusing on low weight loads with high repetition movements, to burn fat, gain strength and quickly produce lean body muscle conditioning.  New music and choreography available every three months.

RPM

An indoor cycling class. Instructors lead classes across a variety of terrain set to inspiring music.  Safest way to experience cycling while burning up to 600 calories per class and increasing your cardio fitness rapidly.

Zumba

The Zumba® workout is the brainchild of celebrity fitness trainer, Beto Perez. It combines the strong, distinctive beats of the Latin music of Beto’s native Colombia with easy-to-do international dance moves. The result is a Latin dance workout that people of all ages simply love!
	
	Page Break


Insert image dojo here
Ryedale has successfully expanded its original building (studio one) to add a spin studio and a large gym.  With the security of an established centre founders and now directors John and his wife would like to return to their original vision for the centre – that of martial arts.  The recent surge in interest in BJJ inspired John to visit Japan and Brazil and spend 7 years of training to gain black belt instructor level.

A new martial arts studio will be added to the centre where we expect to recruit expert instructors in:


Brazilian Jiu-jitsu

Kyokushin Karate





Judo

Kick boxing / Muay Thai

According to research these are the currently the most popular martial arts disciplines in the UK.  The table below shows martial art participation levels in the UK (in thousands).

Insert the datafile martials and format as specified in task 2

We expect all building work, marketing and recruitment to be complete by January 2014.
You have been asked to make amendments and corrections to an information sheet.
TASK 5
Before you begin this task ensure you have the file fitness

Additional information on High Intensity Interval Training is to be attached to a leaflet.  The text has already been prepared but some amendments need to be made.

1. Open the text file fitness
2. Move the sixth paragraph beginning:


The original protocol …

to become the fourth paragraph.
3. Replace all instances of the word found with the word shown wherever it occurs.


Ensure that you maintain case and that you replace whole words only.

4. Replace the following words:

· ET with the words endurance training
· saturated fat with calorie
5. In the paragraph that begins Tremblay… replace the b in b-oxidation with the Greek letter/symbol β
6. In the first paragraph delete this phrase: 

, also called High-Intensity Intermittent Exercise (HIIE) or sprint interval training,

7. Ensure that you remove the commas from the start and the end of the phrase.
8. Ensure the new shorter sentence makes sense.

9. Delete the 2nd and 3rd sentences of the 2nd paragraph.   

10. Paragraph 2 and 3 need to be merged into a single paragraph.

a) Remove the paragraph break and clear linespace between the 2nd and 3rd paragraphs.  

b) Ensure that the third paragraph now begins:  The original protocol…
11. In the 3rd paragraph after the subheading remove the following words:

a) Other
b) (which is a form of HIIT)

Ensure the new shorter sentence makes sense.

12. Spell-check the document and correct any errors.  You should delete any duplicate words, but do not change the grammar of the document.


Names and specialist words have already been checked and no changes should be made to them.  Spellings must be in English (UK).

13. Insert your name and centre number as a header or footer in this document.

14. Save your document with the filename hiitinfo
15. Print one copy of the document hiitinfo
16. Close all open files and exit the software.

TASK 6

The files you have been working with will probably not be used again; it is company policy to archive files to save diskspace.
Before you begin this task ensure you have the following files:

leaflet

classes

dojo

spending

martials

fitness
You have been asked to archive the source files used in the preparation of the publicity material for centre.  You may use any method of archiving.

1. Archive the files leaflet, classes, dojo, spending, martials and fitness as a compressed archive file (e.g. zip)
2. Do not delete the files at this time.

3. Create a suitable screen print as evidence that you have archived the required files.
4. Print this screen print.  Ensure you name is displayed on the printout

5. Close any programs and exit the system.

APPLY BULLETS, DOUBLE LINE SPACING AND ARIAL FONT TO THIS TEXT
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