DESKTOP PUBLISHING PORTFOLIO PROJECT

Created by Sharon Floyd

West Memphis High School

Objective:  To create a portfolio of documents for a business.

Think of a company you want to start and choose a name and a logo.  Write down names and addresses of ten people who will receive letters about the your new company.  

Step 1:

View a PowerPoint presentation that introduces project.

Pick a name of a company and a logo and design letterhead.

LETTERHEAD


Must have company name, full address, and logo


May include owner’s name, phone number, fax number, e-mail address, etc.


.5 top margin


Information at top must not take up more than 2”


Print one copy of letterhead and present to instructor to be graded immediately.



(Place this graded letterhead in your portfolio folder)


Once letterhead is approved, make 10 copies of letterhead using color laser 

printer to have for mail/merge.  (Put in folder until needed.)

Step 2:

Design and print one copy of envelope.

ENVELOPE


Must have company name, full address, and logo only

Word:



Tools/Envelopes and Labels/Type Return Address/Add to Document



Insert/Picture and do wrapping as usual



Click on Envelope




File/Print/Current Page



Get assistance in inserting envelope in printer




.


PrintShop:



Envelopes/Start from Scratch/Stock/Type Envelope/Insert/Graphic



File/Print/Choose diagram of first envelope in second row



Get assistance in inserting envelope in printer

Step 3:
Use Access to create database of customers.  

DATABASE FILE IN ACCESS

1.  Create a Database File for the potential customers:


Use Microsoft Access/Blank Database/OK

Change to Drive H and double click DTP Portfolio folder and name the file 

CUSTOMERS/Click Create


Double Click Create Table in Design View
2.  Create a table with the following fields:


TITLE (tab)

Text   (F6)

5   (F6)


FIRST


Text


15


LAST


Text


20


STREET

Text


25


CITY


Text


15


STATE

Text


5


ZIP CODE

Text


12

3.  Click View/Datasheet View to add customers to table.


Spell out Street, Road, East, South, etc.


Numbered street names are typed 18th, 2nd, 11th, etc.


Apt. is okay for Apartment


AR is the abbreviation for Arkansas—No period


CTRL’  will copy information from the cell above

4.  Adjust all column widths by double clicking on the line between field names.

Save table as POTENTIAL CUSTOMERS

No primary key field


Print on Black Laser Printer

Step 4:

ROUGH DRAFT OF LETTER 

Compose a rough draft (handwritten copy) of a letter to be sent to potential customers informing them of the new company.

Your letter must have three paragraphs and each paragraph must have at least two sentences.

The first paragraph tells the purpose of the letter.  Never say, “My name is …..”

The second paragraph gives details.  Tell about your company.  

The third paragraph is the closing.  Tell what action to take, etc.  Mention that you are enclosing a flyer.

Step 5:

FORM LETTER IN WORD

Use Microsoft Word to type form letter.

1.  Save this document as INTRODUCTION before typing the letter.  

Use the default font in a letter.

Start the date on 2.5”

Use Insert/Date and Time and make sure Update Automatically is checked.

Enter four times after date

2.  Create a main document from this file by selecting Tools/Mail Merge


Do Step 1—Under Main Document click Create/Form Letter/Active Window 

3.  Select the data source by doing the following:


Do Step 2—Under Data Source click Get Data/Open Data Source



Select Files of Type:  MS Access Database

Change to Drive H where you saved the database file



Choose CUSTOMERS database

Click on the Table Tab and the POTENTIAL CUSTOMERS 

Table and click OK

Click Edit Main Document.  

4.  Edit the letter to insert merge fields from the database by doing the following:


Click on the Insert Merge Field button on the new toolbar


Choose the TITLE field and hit the space bar


Click on the Insert Merge Field button


Choose the FIRST field and hit the space bar


Do the same for LAST name and enter

Insert the STREET and enter


Insert the CITY and type a comma and space

Insert the STATE and space twice

Insert the ZIP field

Enter twice to insert the salutation:  

Type Dear and Insert TITLE and space

Insert LAST and type a colon

5.  Type the three paragraphs (the body) of the letter.

6.  Double space and type the complimentary close followed by a comma.  Enter 

     four times and type your name.  Double space and type Enclosure.  There are

     no reference initials since you are the writer and the typist.

7.  Proofread the letter carefully checking spelling, grammar, and spacing before 

     merging.  Resave this letter.

Step 6:
MERGED LETTERS

1.  Merge the Access file and the Word file by doing the following:


Select Tools/Mail Merge


In the Mail Merge Helper Box, Select the Merge button


In the Merge Dialog Box, Select the Merge Button, Click Merge


You now have ten letters

2.  Save these merged letters as MERGED CUSTOMERS
3.  Put the ten sheets of letterhead paper in the printer in the correct position and print.

Following you will find information on typing the rest of your documents.

NEVER USE A BACKGROUND COLOR ON ANY TYPE OF DOCUMENT!!!

ADVERTISEMENT


Use Print Shop Sign


Import picture of yourself taken with digital camera


Insert/Image/Import/Change to Drive D


Include your name, position, company name, address, logo, telephone number, 

            tell what you sell, etc.  

PRICE LIST


Use Word Table


Put your company name, address, and logo at the top.  Insert a two-column table 

telling what you sell and the cost of each item or service.  Center the table.

POWERPOINT PRESENTATION

You must have at least six slides telling about your company.  Your logo should be on every slide.  Your name should be on the title slide.  Show what you sell, etc.  You will make this presentation to the class.

BUSINESS CARDS


Use Print Shop Business Cards


Must have your name, position, company address, logo, phone number, fax 

                  number, etc.


There are 10 per page.  (Print on plain paper)

ADDRESS LABELS


Use Print Shop Labels


Must have company name, address, and logo


There is no phone number in an address!


Use Avery 5160—There are 30 per page.  (Print on plain paper)

BANNER


Use Print Shop to create a 2-page banner


Scan picture of yourself


Include your name, position, company name, address, logo, telephone number, 

            
tell what you sell, etc.  This is an advertisement to introduce your company

To delete Headline, Double click on it/Backspace to delete/OK/Insert textboxes


Edit/Banner Length/Fixed Banner Length/2

PURCHASE ORDER AND INVOICE


Mrs. Floyd will send you an invoice and a purchase order template from Word.


Set it up to be used by your company with company name, address, logo, 

phone number, etc.


Go to the bottom of the documents and fill in information where needed


Delete any unnecessary information


Be careful with spacing.  You will need to space twice after colons and twice 

after the state abbreviation as always.

INTEROFFICE MEMORANDUM


Use Word Template



File/New/Memos Tab/Choose any memo template


Set it up to be used by your company with company name and logo
BROCHURE


Use Publisher

Click Brochure on left

Pick one of the Informational Brochures

Click Start Wizard
Keep clicking Next without making any changes and then click Finish
Click Personal Information if it does not ask for it and then Click Update
Select Primary Business at the top

Type your name

Type the company address

Type your phone, fax, and e-mail number

Type your company name

Type your motto if you have one

Type your position as Owner

F9 zooms in so you can type or remove any information

There is a front and a back.  

After finishing the three sections in the front go to View Menu/Go To Page 2.

Read what the brochure suggests that you put in each section.

DO NOT TYPE TOO MUCH INFORMATION!  The more you type, the more 

     
mistakes you will have.

You can replace text with clipart or your photo.  It does not have to be set up exactly as the template.  You can change a template any way you wish.

When printing, you must print on the front and back of the paper:


File/Print


Click on Page and make sure it says 1 to 1


Remove brochure from printer and put it in so that you can print on the back


Click on Page and make sure it says 2 to 2

BONUS DOCUMENTS


If you finish early, any extra documents you create will give you bonus points.

