LEVEL 2: UNIT 1, EX 1
“PARADISE HOLIDAY PARK”


Scenario

You are working as an administrative assistant for Paradise Holiday Park.  You have been asked to send out letters to customers who have outstanding payment due on their holiday booking. 

You have also been asked to design a new letter to send out to the customers to remind them of the money they owe.  

On the next page the layout for the letter has been provided for you by a colleague.
You will need to use the mail merge tool provided by your software to automatically print the letters.  The customer details are stored in the file Bookings.  All merge fields are shown on the layout in Comic Sans MS typeface.
REQUIRED FILES:
prdslogo.jpg

lttrtxt.txt

bookings.csv
1 Create a folder on your disk called credit_control and Copy the 3 required files into it 

2 You must import the image file prdslogo. Place the image on the right hand side of the header area.  Resize the image to 30% of its original size while keeping the original proportions.  Insert an automatic date field below the logo.
3 Using Arial font size 12 insert the customer’s name and address fields on the left side  along with the salutation (Dear FIRSTNAME)

4 Insert the text file Lttrtxt in the area shown. 
5 All the text should be the same typeface and size. You may choose a suitable size and typeface. The name and address but not the salutation should be set to bold type.  
6 Put a clear line space under the imported text then add the word Summary on the next line in bold type.  On the line below that, insert the first table containing 4 columns and 3 rows.
7 Inside the table; add the 6 text items and the 6 merge field items as shown in the layout.  All items should be left aligned. Add a thick outside border to the table. Remove all inside lines from the table.  Increase the height of the rows to make the table easier to read.  The table may be positioned with any alignment between margins that you choose.
8 Add a clear line space below the table.  On the next line add the words Payment Details in bold type.  On the line below create a second table containing 2 columns and 6 rows. 

9 Inside the table; add the headings Item and Charge in the first row.  Carefully add all the other items making sure you add all the correct merge fields in the correct places.  Don’t forget to put spaces before and after merge fields as appropriate.

10 The table should have a thick outside border that is same thickness as the other table.  The table should have no visible internal lines when printed. The First row of the table containing the column headings should be shaded black with text that is white, bold and centre aligned across the column. All other rows of the table should be right aligned.

11 Make the first column wider to ensure all that the words in an item take up no more than 2 lines. Add an extra line space to each row to make the information easier to read.  Each row of the table should be 3 lines in height.  Right align the table between the page margins.
12 Add another clear line space beneath the second table.  Insert a third table on the next line.  The table should have 2 columns and 3 rows.  In the table enter the merge fields as shown.  Add a border around the second column of the table only using the same thickness as applied to the other tables.  No internal gridlines should be showing on printouts.  All items in the table should be right aligned.  Right align the table between the page margins.
13 Insert the text items Total, Paid to date, Amount due as shown in the layout in bold type.

14 Change the typeface of all merge fields to in the tables to Courier or Courier New typeface.  Add the name and address of the company in the footer; in Arial typeface, size 9, and centre aligned.  Change the typeface of the POWER PROVISION and BED LINEN merge fields to the same as the text surrounding them.
15 Print a copy of the merge template for your supervisor to check, showing all the merge fields. Save a copy of the merge template with the filename 100owed.
16 Create merged documents for all the customers who owe £100.00 or more as shown in the DUE column of the data file.  You should use the filtering facility of your word processor software to select the appropriate records.
17 Print the merged documents and save a copy of the output as a file called Sntlttrs.
18 In the credit_control folder create a new folder called originals Archive the files, sntlttrs, lttrtxt and prdslogo. Create the archive file in the originals folder. Create and print a screen print to show evidence of your archive.
Insert Prdslogo here
Insert Automatic Date field here
FIRST NAME SURNAME
A1

A2

A3

PC
Dear FIRST NAME,

Insert text file Lttrtxt here

►Summary
	Arrival date:

	ARRIVAL
	Departure date:
	DEPARTURE

	Duration of stay
	DURATION
	Check in at:
	CHECK IN TIME

	Party size:

	PARTY SIZE

	Reference Code
	REF


►Payment Details
	Item
	Charge

	ACC TYPE at £ACC CHARGE PER DAY per day for DURATION days:
	TOTAL ACC CHARGE

	Power supply POWER PROVISION at £POWER CHARGE PER DAY per day for DURATION days:
	TOTAL POWER CHARGE

	BOARD TYPE Boarding provision for PARTY SIZE person(s) for DURATION days at £BOARD CHARGE PER DAY per person per day:
	TOTAL BOARD CHARGE

	Daily Entertainment passes for EP AMOUNT person(s) for DURATION days at £EP CHARGE PER DAY each per day:
	TOTAL EP CHARGE

	Bed linen BED LINEN for PARTY SIZE people at £2.50 per person:
	TOTAL BED LINEN CHARGE


	TOTAL

	PAID

	DUE


Total 

Paid to date

Amount due
Paradise Holidays

Marshy Lane, Margate, Kent, CT10 1QS
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