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Now that you have completed the chapters in this textbook, you have learned to

create documents in Word; build worksheets in Excel; design presentations in

PowerPoint; organize data in Access; and schedule appointments and create a contact

list and an e-mail messa9 rT*
autlook. To learn the various programs in the Microsoft

Office 2000 suite, you have completed a variety of exercises, assessments, and

activities. This integrated project is a final assignment that allows you to apply the
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1015•Include 
the 

company 
telephone 

number—(206)l5 
5-6690.•Include 

the 
company 

e-mail 
address—ccoffees@gourmet.com.

•Create 
a 

slogan 
that 

will 
help 

your 
business 

contacts 
remember 

your 
company.•Add 

any 
other 

information 
or 

elements 
(such 

as 
border 

lines)lthat 
you 

feel 
are

appropriate.When 
the 

letterhead 
is 

completed, 
save 

it 
and 

name 
it 
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Act 
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Print 
and 

then 
closeProject, 

Act 
 

-6Activity 
3: 

Preparing 
a 

Notice





• Meeting with Donald Wong in my office, Thursday, October 18, from 10:30 a.m. to

11:00 a.m.
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