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Mrs Randilaki’s last request of me is to edit/ereatg numerous
amounts of lgtters econeegrning the pagment of fegs for coming
grams, which requirg the pagment to be sgnt in on the dug date (with
no gregptions).

This specifie subject came up on the basis of previous years, Q(o\)\c &
when Brs Randilaki was foreed to come up with around 300 000drg \/
on the spot, as the paregnts concegrned gxplaingd how the mongey
couldn’t be obtaingd in such littlg time, gave their greatest apologigs
and promised to repay the teacher.

To cease this problem, and clear out any misunderstandings, |
intgnd on using Word Proegssor (specifically Microsoft Word) to
cregate noticgs and writg Igtters to the various pupils individually. In
these letters the datg and time of their ggam will bg announced,
including the s¢t date the feg must be handed in by.

Mrs Randilaki would like the Igttgrs to be addressed
personally to gach family, their individual data presegnted in the
lgtter. She hopes to save time by Reeping a gengral set-up for gach
letter, and then just adding the specified data, but unfortunately isn’t
acquainted with a technique possible of it. Thergfore | have deeided
on using mail merge to sgnd out similar Igtiers that merely contain ,
slight changgs with the data. /

For the letters to be distinguished as part of the musie O
department, | have begn asked to design a logo based on the
deseription given to mg, as this is the first time it is being introdueed
into the music degpartment.

[ beligve that | am capablg of doing it, if | obtain all the correet
information required. [ shall do this by sgnding out data capturg
forms and comparing it with the information already obtained, this
way | ean retrigve info that will help with my mail mergge.

B Q(_y( Jes

J
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Hltgrnative dolutions

Instgad of using word proegssor to ecarry out this project, an
alternativg solution would bg to writg the lgtters by hand. The
disadvantaggs of this arg:

1. The user must writg out gach individual Igtter, as there is no mail
merge to use.

2. If a mistake is madg by hand, the Igtter most probably will have
to be rewrittegn, or tipegx will bg used (causing the Igtter to look
unprofgssional and untidy).

3. f1ogo ecannot bg usgd with manual megthods, unlgss the user has
paper printed previously with thg logo.

4. It is morg timg consuming, and a copy of the lgtter sgnt, can
gasily bg lost.

Objgetives

Somg quantitativg objgctivgs wanted by thg user arg:
> Create a lgtter informing pargnts and pupils of the gxam dates,
and the feg to be paid. If the fee to be paid is forgotten, another
lgttgr must bg writtgn reminding the pargnt, and informing them
of the consgqugnegs.
» Creatg a logo basgd on musie, and thg sechool owl.
> lbogo must be placed top lgft hand corngr of the lgtter, and the
width should bg Igss than half the page.
> €t the top of the lgtter the school’s namg, addrgss, and contact
numbgrs should bg included.
The qualitativg objectives required are:
> logtters must bg prgsegntable, and sgem profzsslonallg dong.

Identify






thrdverg & jtvere

This project usgs a great array of software, thg main —of course- bging
Microsoft Word, and thg othgrs that follow arg ddobg and Microsoft
Heeess.

The word proegssor will not only bg usgd to writg the Igtters and
apply mail megrgge, but it shall also bg the softwarg to display the
annotations madg on my procgdurgs. ddobg on theg other hand is to
dgsign my logo, which will bg basgd on thg pregsent school logo, and
thergforg firstly requirg the actual dgsign. lastly, Microsoft decgss
contains the data ngeded to creatg the mergg figlds.

The hardwarg that will bg managged is basically thg most frequently
used, thgsg being a mousg, kRgyboard and floppy for the input deviegs,
and a monitor and printgr for the output.

Analyse



Pata Collgction

To obtain and bg certain that all the data required for the lgtters arg in
my possegssion, | will nged to sgnd out data capturg forms. This will be
asking for information that will be further nggded when gntering the
pupil in for gxams -(a copy of thg applianeg form is included in this
projeet).
The personal data negeded will be:

Full name

1ige

Instrament(s) piaqu
Grade gntered for or Preparatory Test

The gxamining board has alrgady suppligd thg other mgthods of
data collgetion. These arg, the various gxams offered and their pricegs.
Usually a week beforg the actual gxams the British €mbassy informs
the school of the precisg gxam date. Mrs. Randilaki, though, is the ong
who dgeidgs theg order of thg gxams (i.¢. which pupils go first ¢te.).

Analyse



Entry form

_ SSOCIATED BOARD
Please use this entry form for OF THE ROYAL SCHOOLS OF MUSIC

All Practical subjects (Prep Test & Grades 1 - 8)
Performance Assessment (for adults & for candidates with special needs)
Theory exams (Grades 1- 8)

London Office
24 Portland Place
London W1B 1LU

Separate forms must be used for Theory and Practical entries United Kingdom

Please do not enter candidates for Theory and Practical exams on the
same form.

This form provides space (in section 4) for application on behalf of up to
10 candidates. If you wish to enter more, please use additional forms.

Website: www.abrsm.ac.uk
E-mail: international@abrsm.ac.uk

l I

There are separate forms for For officeuseonly |

Ensembles, Choral Singing, LRSM(1992),and Diplomas

When entering candidates you will also need to make reference to the
following sources of information:

¥ Examination Regulations & Information booklet
International Edition

B The current syllabuses

@ Current Date and Fee leaflet

8 The guidance notes provided on this form

All of the above are available from the Board's Representative.
The Examination Regulations & Information booklet International
edition and Syllabuses are also available on the Board's website
(www.abrsm.ac.uk).

If this is the first time you have filled in an entry form, please read the
guidance notes first. If you need further information or guidance,
please contact your Representative.

Guidance notes

Applicant

Candidate

Entry

Multiple entries

Certificate

Glossary particularly for first-time applicants

The applicant is you, the person filling out the form.

You may be applying on behalf of the exam candidate(s) (eg you are a
teacher, a parent or guardian, a school head).

You may be applying for yourself (you must be an adult to do this) and
you are therefore also the candidate.

A candidate is someone who will be taking an exam. This may be your
pupil, child, a member of your school, or yourself.

An entry is an application for the examination of any number of
candidates at the same centre, on the same date and for whom the
same person or school’s name will be shown on the mark forms and
certificates. The entry may consist of more than one form.

A multiple entry consists of a number of separate entries made by one
applicant who requests that candidates should be examined either at
different centres or for whom different teachers’ names are to be
shown on mark forms and certificates. In every such case a separate
entry form should be used.

The exam certificate shows who has presented the candidate. You may
not want this to be you - for example, it could be your school or
institution, or your teacher if you are entering yourself. Make sure you
tell us which name you want to be on the certificate in section 1b of
the entry form.

P
o H Koy Highoms Th Py o e

The Associated Board
of the Royal Schools of Music

Presented fw’exmlu}iuu’ by

This is to certify that
DANIEL CRESSEY

was examined in

.GRADE & E flat SAXOFHONE, 2
" - mnd passed with distincbion . i

[ ie2000 00

SOMERFORD SCHOOL

ASSOCIATED BOARD

24 Portland Place, London WIB LU * Registered chartty No 292182

Completing this form

Please complete sections 1 to 5 of this form.

Please write clearly in the boxes in BLOCK CAPITALS. A box should be
left blank between names.

When you have completed the form, tear off the fold-out page of
notes and keep it for your own information. Send the top and carbon
copies of the completed form with the fees to your Representative.

If there is no Representative (see Regulations) send the top copy only
direct to the Board in London together with the full fees.

Notes for
first page
of form

Notes for
second page
of form

p———




1a Applicant information all applicants

Applicant number
Title

Given name
Family name
(surname)
Degrees/Diplomas
optional

Address
line 1

Address
fine 2

Address
line 3

Address

line 4

Post code
Country

Home telephone
Work telephone

Fax

E-mail

' | | i
i " L !
W RPN

! ; mzl..m for exampie Dr, Mr, Mrs, Mdme, Miss, Ms

o ]

! ! Lo LRI S N U O A
L R Y T S R e T T SR RN ST

Practical /Theory

Family name first D optional

For London office use only

C

Name of presenter

1C Place of examination all applicants

School address
fine 1

School address
line 2

School address
line 3

School address
line 4

Post code
Name of
Head of School

Designation

Signature

3 Practical exam date preferences optional
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A‘pplicai-‘l'lt information

The Applicant is the person making the entry who accepts
responsibility for entering candidates. Adult candidates may enter
themselves. All communication will be with the person named as
the applicant.

Applicant number If you do not know your applicant number or this is your first entry,
complete all other boxes in this section; a permanent applicant
number will be sent to you in due course.

If you have given your applicant number and your address and
telephone number have not changed, complete Title, Family name
(surname) and Given name(s) only.

Practical/Theory Please write P for Practical entries or T for Theory entries in this box.

Applicant details The applicant’s details (Title, Given name(s), Family name (surname),
Diplomas/Degrees) will be shown on the grade certificate as being
the person who presented the candidate(s) unless you indicate
otherwise in Section 1b. if the details given total more than 40
characters (including spaces) the Board reserves the right to edit
this information.

Family name first f you wish your family name(s) (surname) to appear first on mark
forms, certificates and correspondence please write Y in this box.

Contact details Please give your full address and home telephone, work telephone
and fax numbers including codes, and Email address if you have
them. Communications concerning your candidates’ exams will be
sent by mail.

Certificate information (-

If you wish someone other than the Applicant to be named on the
certificate as having presented the candidate (eg a school or
institution, or the teacher if you are entering yourself), please
complete this section, writing the full name exactly as you wish it to
appear on the certificate. Please leave a blank space between each
name. A maximum of 40 characters in total is allowed.

For Practical and Theory entries, you must enter the place of
examination (eg region, town, school or studio) where you would
prefer your candidates to be examined.

Please refer to Regulation 4, Dates and places of examination.

Who should Please complete this section only if examinations will be held in a
complete this school or teacher’s studio distant from the nearest public centre, in
section accordance with Regulation 14(b).

Head of School The Head of the school must sign the declaration in this section as
details accepting responsibility for the conduct of the examination. In
accordance with Regulation 14(b), this is the person who accepts
responsibility for the examination and to whom papers will be sent.
If the exam is held at a teacher’s studio or the Head of the school is
also the music teacher, the duty of invigilation must be delegated to
a responsible deputy in no way connected with the candidates.

Designation Please indicate the role of the person signing the declaration
eg Head Teacher, Principal, Head of Department.

B TN

=  Practicalf exam date preferences i

Requests concerning the days and times of examination will be
considered if noted here. Please note that completing this section
does NOT guarantee that your choice will be met.

it must be remembered that appointments may be given for any
date(s) within the whole of the examining period subject to the
availability of the Board’s examiners.

See Regulations 4 & 9.

The Associated Board of the Royal Schools of Music
A company registered with limited liability in England and Wales no 1926395, Registered office as above. Registered as a charity no 292182.
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Output Methods

My two main methods of output in this project arg the VOU (monitor) -
which can allow mg to also proof read the final Igtter - and the printer,
which will pregsent the final pigee.

The data that ngeds to be printed and sent to thg parents and
pupils of the school arg the informative lgtters, and thg data captare
forms so that the required personal details for gntry arg obtained and
verified.
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How | madg my Mail Merse

Firstly to obtain thg corrget data for the insgrtgd merge figlds, | was
requirgd to makg a databasg containing theg spgcifigd information.
sgction of my databasg is shown bglow. s you can sge | decided on
using combo boxgs for the set fggs, 0 no mistakes can bg madg typing in
the information.

| = Music Exam Fees : Tahle

.FORENAME ‘| :SURNAME_ [ INSTRUMEN GRADE EE
1.Chis _Batistatos __violin __ 41,
~_2Rosa ‘Papadantonaki violin ~  Grade 1 415
3 Gabriella Cambanis violin Grade 1 415

4Laura Correa violin |Grade 3 48.5

5 Milou Vreeman violin {Grade 4 535

B Constantinos | Linos piana Grade 3 485

~ 7Eleni Asimacopoulos: clarinet Grade 5 53.5
~_BEla Douglas clarinet Grade 3 48.5
9Mady  Ford clarinet Grade 2 48.5

10! Stacey Rontiris piano Grade 4 53.5
11iAlexandra Petsetakis piano Grade 5 535

12! Akis Kattis piana Grade 1 415

32! Yiota Famelis piano prenaratory test 131.5

I thegn went straight to the document (Igtter) requiring this data for the
mergge figlds, clicked on:

—» Tools — from the menu

—» Mail merge....

> Create

—» Form lgtters....

—» fectivg window

— Open data sourcg
[ then s¢lgeted from thg window the databasg tablg called ‘Music gram
fegs’ and from there inserted the merge figlds:

1.4
SRR AR TR
Dear Mr and Mrs «SURNAME»,

The last entry date for the 2003 Associated Board mus

Although the definite examination date 1s not yet knov
take place some time in April.

Your child, «k FORENAME» «SURNAMED®, has been

T ATNT

/V\\'\S \A'\\\ \5(’, ("\o—(k(J \ ;\ \ﬁ?‘eﬁ&f\}ﬁhm
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Flowehart

No

Po you know
what Mrs.
Randilaki wants?

Create a logo based
P on the school logo.

Is it satisfactory
to Mrs.
Randilaki?

No

Pogs Mrs.
Randilaki want
a water mark?

Creatg ong or basg
on pregvious 10go.

Analyse



Write the letter
—®»/  gxeluding any
fluctuating data

Use databasg to insert
theg various information
with mail merge

Is any
additional
data reauired?

dgnd out a data
capturg form.

l

CheeRk the letter
» with spell cheek
and porint oreview

l

£ pl /
C €nd >
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fralegies

My main backup degvicg in this project arg floppy disks, which allow mg to
transfer ang updatgd work dong on a computer to others | usg, during the
coursg of my assignment. The reason for this feasibility is dug to their
sizg and the fact that the data cannot gasily bg damaggd dug to their hard
gxterior. { great advantagg of the floppy disk is how it pregvents gou
wasting timg whegngver gou want to continug work on a diffgregnt

computer. /

A password shall bg required for my template, which is the basic .
structurg for the lgtter informing about thg grams. This is to prevent Secuve
unauthorisgd acegss, which could Igad to the distribution of misigading
information. Other forms of backup dgvicgs that shall bg usgd arg the
hard-drives at school and at home.

To create a password for the templatg, go to save as and click the
tools mgnu:

Choosg gengral options. In the password i)ox requirgd for opgning the
documgnt typg in the dgsired password.

1 confirmation of theg password is thegn nggded

Analyse



