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 One of the responsibilities of the Director of Human Resources, Kathryn Wong, is to 
ensure that all employees receive written notice of changes in the company’s health plan benefit.  
At the beginning of each fiscal year, Kathryn sends notice to all employees of any changes made 
in the plan. 
 
 After sending these letters to employees, Kathryn requires employees to attend a quick 
meeting so she can go over any changes to the plan, answer any questions the employees may 
have, and to ask employees to complete the necessary forms for changing their health insurance 
coverage and benefits. Kathryn needs your help to prepare the employee letters and the related 
PowerPoint presentation. 
 
Follow these steps: 
 

1. Start Word and open the file AdZLetter.doc from the Portfolio Project folder in your 
working folder.  Use the Save As command to save the document as AdZLetter2.doc in 
the Portfolio Project folder. 

2. Open the Mail Merge Helper dialog box. 
3. Choose the following options:  create form letters using the current document as the main 

document; and use the Personnel List query in the AdZ database in the Portfolio Project 
folder as the data source and select the Link to Query option.  Select the option to edit the 
main document. 

4. On a new, blank line below the date, insert the FirstName and LastName fields.  Be sure 
to include a space between these fields.   

5. On the next line, insert the Address field. 
6. On the next line, insert the City, State, and ZipCode fields.  Be sure to include a comma 

and a space after the City field and two spaces after the State field. 
7. Change the salutation so that it uses the employee’s first name. 
8. Change the first sentence of the document so that the content of the Position field is 

inserted after the word “title” and before the comma. 
9. Save the document, and then use the View Merged Data button and Print Preview to 

examine your merge fields.  Notice that the document appears on two pages.  Select the 
date and all the text below it in the document, and then change it to 10-point, Times New 
Roman font.  Use Print Preview to verify that the document appears on one page. 

10. If necessary, correct any problems with your merge fields.  Save the document and then 
turn off the display of the merge fields. 

11. Use the Merge dialog box to merge the form letters to a new document.  Select the option 
to check for errors and to complete the merge and pause to report any errors. 

12. Examine the merged letters.  If you find any errors, close the Form Letters document 
without saving changes, correct the errors, and then merge the document again.  When 
you have successfully merged the letters, print only the first document.  Save the 
document as FormLetter.doc in the Portfolio Project folder. 
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13. Close the Form Letters.doc file, and then save and close the AdZLetter2.doc file. 
14. Open the file Benefits.doc from the Portfolio Project folder in Word, and then save it as 

Benefits2.doc and change to Outline view. 
15. Select the entire document, and then promote every line to the Heading 1 style. 
16. Change items 2 through 5 to the Heading 2 style. 
17. Change items 7 through 9 to the Heading 2 style. 
18. Save the document, and then close Word. 
19. Start PowerPoint, open the file Health.ppt from the Portfolio Project folder, and then save 

it as Health2.ppt. 
20. Insert the contents of the Benefits2.doc outline into the presentation to create four new 

slides.  Save the presentation. 
21. Start Access, open the AdZ.mdb file from the Portfolio Project folder, and then run the 

query named Permium5.  Click the row selector for the field name row to select all 
records, and then copy them to the Clipboard.  Close Access. 

22. Display slide 4 of the Health2 presentation, change its layout to Title Only, and then past 
the Access data using the Paste button. 

23. Resize the pasted object so it is approximately as wide as the horizontal line at the top of 
the slide, and as high as the empty space on the slide. 

24. Increase the font size to 18 points and then change the text color to white.  Save the 
presentation. 

25. Change the layout of slide 5 to Title Only. 
26. Start Excel, open the file Premiums.xls from the Portfolio Project folder, and then save it 

as Premiums2.xls. 
27. Scroll down the worksheet, click the chart to select it, and then copy the chart to the 

Clipboard. 
28. Paste a link to the Microsoft Excel Chart Object on slide 5 of the presentation. 
29. Use the resize handles to increase the size of the chart so it is approximately as wide as 

the horizontal line at the top of the slide, and as high as the empty space on the slide. 
30. On the first slide, replace Kathryn’s name with your own name, and then save the 

presentation.  View your presentation as a slide show, and make any corrections. 
31. Close PowerPoint and Excel. 

 
 


