BSc Foundation – Using Computer Applications

Week one exercises

Task 1

Work in groups of 2 to produce answers to the following questions.

A fitness organisation has installed Microsoft Office on the PCs at their newly opened club.  It is their intention to use the computer to assist them with the following tasks: -

a) Produce a business plan to show prospective revenues for the forthcoming year based on previous years

b) Hold membership details 

c) Manage details of bookings and to send out joining instructions for the club

d) Implement a suggestion box

e) Send out flyers to prospective members

f) Create a presentation to be shown to prospective club members 

For each of the 5 tasks state whether the task would best be performed by spreadsheet, database, word-processing or Presentation software (or a combination) – give a brief explanation in support of each choice

Individually using Word produce a document with your explanations of the above.  Make sure that your name and date are in the header of the document. Also add page numbers in the trailer of the report. 

Task 2

Using Microsoft Word produce an A4 flyer to be sent to prospective members of the fitness club.  Try and use as many features of Word as you can such as:

· Different sizes of font

· Different types of font

· Different alignment of text 

· Make some of the text bold 

· Add in some pictures (use the internet to find some suitable for a fitness club)

(Don’t worry if you don’t know how to do any of these things, ask the Tutor for help) 

Print out your flyer and give it to your tutor.

Task 3

Using Microsoft PowerPoint produce the first 3 slides (more if you have time) of the presentation to be used for prospective new members of the club. Try and use as many features of PowerPoint as you can, in particular add:

· Headings

· Text boxes

· Bulleted list

· Pictures

(Don’t worry if you don’t know how to do any of these things, ask the Tutor for help) 

Print out your presentation as slides and give it to your tutor.
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