
Unit 1:  Create, Manage and Integrate Files

SCENARIO

You work in the promotions department of Surprise Gardens Company. You have been asked to prepare a document describing the Surprise Garden Centre company.

To produce the document you will need the following files:

	a text file with a draft of the document that you will add to, amend, and into which you will import the files below
	Folder:

Filename:
	drafts

sg draft

	a spreadsheet containing a pie chart showing sales values
	Folder:

Filename:
	source

centre sales

	a data file containing a list of shrubs
	Folder:

Filename:
	source

shrubs

	the company logo
	Folder:

Filename:
	source

surprise logo


You will also need to consult the:

· House Style Sheet

· Draft Document

· Fault Report Sheets

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

· manage files and folders on the system

· combine text, graphics and data files

· control page layout, columns and use of tables

All of your work must be carried out and saved within the working folder allocated to you by your tutor.

HOUSE STYLE SHEET

Page Setup

· Use A4 paper

· Use portrait orientation
· Margins
top

3 cm


bottom

3 cm


left

2.5 cm



right

2.5cm

· Header

Candidate name and automatic page no
	Alignment
	Item

	Left aligned
	centre no

	Centre aligned
	Filename

	Right aligned
	automatic date field (English format dd-mm-yy)


· Footer

· Use single line spacing (except where indicated)

Text Style

	FEATURE
	FONT
	POINT SIZE
	STYLE
	ALIGNMENT

	Heading
	Sans Serif
	16
	Bold 
	Centred

	Sub Headings
	Sans Serif
	14
	Underlined
	Left

	Body
	Sans Serif
	12
	
	Justified

	Bullet Text
	Sans Serif
	12
	Italic
	Left

	Tables
	Sans Serif
	12
	With selected gridlines
(see details on draft document
	Column headings 
	Centred, bold, no shading

	
	
	
	
	Row heading
	Left

	
	
	
	
	Text
	Left (wrapped)

	
	
	
	
	Numeric
	Right

	
	
	
	
	Date
	Right

	Imported data file
	Sans Serif
	12
	With Gridlines
	Column heading
	Centred, bold, no shading

	
	
	
	
	Text
	Left

	
	
	
	
	Numeric
	Right

	
	
	
	
	Date
	Right

	Graph/chart text
	Serif
	legible
	 
	
	


· Line spacing between headings, sub-headings and paragraphs should be applied consistently

· Widows and orphans must be avoided

· Text, images, graphs and lines must not be superimposed

· Imported data must not be split across pages

· Graphs/charts must be positioned within the margins of the page

· Do not display a page number on the first page of any document

· Spell check all documentation.  Specialist words and brand names have already been checked and no changes should be made to them.
As you will be working with a number of files to create the document, you will need to set up a directory/folder.

1. In your working directory/folder, create a new directory/folder and call it sgc.
2. Copy the files, sg draft, centre sales, surprise logo, and shrubs into the directory/folder called sgc.
3. Using suitable application software, open the text file called sg draft and save it in your software’s normal file type using the filename gardens in the directory/folder called sgc.
4. Using the file gardens and referring to the draft document on pages 4-6 make the changes shown.

5. Add the following paragraph after the inserted graph:
The Surprise Garden Company plans to open two new centres in the coming year. We hope that our approach to customer service and the high quality of our products will encourage new customers and create a loyal customer base for the future.
6. Search the document and replace the letters SG with the words Surprise Gardens wherever it appears.

7. Apply the house style to the document as detailed in the House Style Sheet.  Ensure that all amendments have been made and that any spelling errors have been corrected.  The document should now be ready for use.

8. Save the updated document.

9. Print one copy of the document and close the file.

10. Rename the directory/folder sgc as surprise gardens
11. Within your working directory/folder, create a new directory/folder and name it masters
12. Move the file called surprise logo to the masters directory/folder

13. Delete the files sg draft, shrubs and centre sales from the surprise gardens directory/folder

14. Produce evidence in the form of a screen printout of the contents of the masters and surprise gardens directories/folders.  Ensure that your name is clearly visible on the screen print.

THE SURPRISE GARDEN COMPANY 

Our History

The company has grown from very small beginnings. It was started as a hobby by our founder, who enjoyed relaxing in his small-holding at the end of a long day at the office.  Over enthusiasm  in planting and starting seeds lead to his putting surplus bedding plants by the gate, for sale to casual passers by.

Gradually, people began visiting regularly to take adavantage of good quality plants at extremely reasonable prices.  Our founder realised that here was the making of a sound and reliable income, in a venture that he enjoyed more than his office job.

The first SG Centre was sited on that very same small-holding. Just as great oaks from little acorns grow, so did the SG Centre Company.  

In response to the rapid growth in interest in gardening and landscaping, the SG Company is now opening it lastest centre- The Elms.
Our Centres

Today there are seven garden centres in the Surprise chain.  They are:
Englemere

Harlequin

Heronsbrook

Avon

Silver Brook

Rookery

The Elms



The Plants

Our garden centres aim to provide the very best quality plants.  Most of our plants are grown at Surprise Nurseries, so we are guaranteed to have the best quality at the best possible price. // We try to provide plants in in season, to make it easier to select the most suitable colours and varieties.  Trees and large shrubs can be delivered directly to you from our arboretum, please ask to see the catalogue of those available.  Since many of these large plants are difficult to handle, we recommend that you let us plant them for you at a slightly increased cost.  Below is a list of shrubs that are usually available.

All of our plants, with the exception of annual plants, come with a twelve month guarantee.  If they fail within twelve months, we will replace them free of charge.  (Please see below for rules and exceptions.)

From time to time we have specialist collections of 
exotic plants, which we import from an affiliated company in a warmer climate. These plants can are designed to attract plant collectors, and will need special care and growing conditions. If you are looking for a particular specimen, and are having trouble locating one, please contact us. If we can’t help you, we will probably know someone who can!


Garden Furnature 


We carry a very large range of outdoor furniture, for dining or just relaxing.  Our wooden furniture is made from wood from a renewable source.  The teak benches that we sell, are made to our own design in our own workshops.  They come ready stained and finished to maintain their lovely colour. If you purchase one, we supply a recommended maintenance manual.


Summerhouses and Conservatories

If you are looking for a summerhouse or conservatory, look no further.  At SG centres we have the largest displays and are happy to come to your home, measure and estimate for your requirements at no charge.  We can supply and fit a conservatory within weeks of receiving your order.  *
Summerhouses Available Immediately





*  Quotations available in € (Euros) on request
	Manufacturer
	Name
	Max Height
	Max Width
	Roof Options

	CCS
	The Mediterranean
	2.50
	5.00
	Lantern

Colonial

	Window Options
	Door Style
	Ridge Options
	Glass Type
	Delivery Time

	Louvred

Stained glass
	French
	None
	K glass
	10 weeks


	Manufacturer
	Name
	Max Height
	Max Width
	Roof Options

	CCS
	Victorian
	2.70
	7.00
	Opaque

Panelled

	Window Options
	Door Style
	Ridge Options
	Glass Type
	Delivery Time

	Stained glass
	French
	Finial
	K

Safety
	6 weeks


	Manufacturer
	Name
	Max Height
	Max Width
	Roof Options

	Sun Homes
	Riviera
	3.00
	2.75
	None

	Window Options
	Door Style
	Ridge Options
	Glass Type
	Delivery Time

	Colonial
	Sliding

French
	Cresting
	Safety
	4 weeks


	Manufacturer
	Name
	Max Height
	Max Width
	Roof Options

	Sun Homes
	Monaco
	3.00
	3.00
	Opaque

	Window Options
	Door Style
	Ridge Options
	Glass Type
	Delivery Time

	Double locks
	French
	Finial and Crest
	K

Safety
	5 weeks


	Manufacturer
	Name
	Max Height
	Max Width
	Roof Options

	Sun Homes
	Monte Carlo
	3.50
	3.00
	Opaque

Panelled

	Window Options
	Door Style
	Ridge Options
	Glass Type
	Delivery Time

	Double locks
	French

Sliding
	Finial

Grid
	K

Safety
	3-5 weeks


	Manufacturer
	Name
	Max Height
	Max Width
	Roof Options

	CCS
	Pavilion
	3.00
	4.00
	Cathedral

Ridge

	Window Options
	Door Style
	Ridge Options
	Glass Type
	Delivery Time

	Stained glass
	Sliding
	Finial
	K only
	8 weeks


	Manufacturer
	Name
	Max Height
	Max Width
	Roof Options

	CCS
	Edwardian
	3.00
	2.50
	Roof vents

	Window Options
	Door Style
	Ridge Options
	Glass Type
	Delivery Time

	Colonial
	French
	None
	K
	4 weeks


	Manufacturer
	Name
	Max Height
	Max Width
	Roof Options

	Sun Homes
	Cannes
	2.40
	3.50
	Roof vents

	Window Options
	Door Style
	Ridge Options
	Glass Type
	Delivery Time

	Stained glass
	French

Sliding
	Grid
	K

Safety
	4 weeks


	Manufacturer
	Name
	Max Height
	Max Width
	Roof Options

	Tivoli
	Florida
	2.50
	4.00
	Opaque

	Window Options
	Door Style
	Ridge Options
	Glass Type
	Delivery Time

	Louvred
	French
	Finial and grid
	Tinted
	5 weeks


	Manufacturer
	Name
	Max Height
	Max Width
	Roof Options

	Tivoli
	Reno
	2.60
	4.00
	Opaque

	Window Options
	Door Style
	Ridge Options
	Glass Type
	Delivery Time

	Louvred
	French

Sliding
	None
	K

Safety
	8 weeks


	Manufacturer
	Name
	Max Height
	Max Width
	Roof Options

	CCS
	St Tropez
	2.80
	4.00
	Opaque

Transom

	Window Options
	Door Style
	Ridge Options
	Glass Type
	Delivery Time

	Stained glass

Colonial
	French

Sliding
	Finial and Grid
	Safety
	6 weeks


Insert�‘to go with all our furniture.’
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Insert image surprise logo


Wrap text around image 





Start new paragraph





insert shrubs data file here





Insert the graph centre sales





Apply bullets to list





run on
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centre heading





Create a table here of five columns. The column headings are: Manufacturer, Name, Max height, Max width and Door Style. Select the data from the Conservatories Data sheets, but only include those marked where Delivery time is less than 6 weeks. Use codes for door styles: F for French, S for Sliding. The table must display horizontal grid lines and an outside border only. Ensure all data is visible and columns widths are sufficient.





move





add the asterisk and this text to the bottom of the document





create page break








PAGE  
1
Unit 1 CMIF Exercise.doc

