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Background

Terri Parks started the company “Our Thing” in 2003. The company brings people together through different chat forums grouped on interests, Football, Dancing, Films, and Music. The company makes money by allowing advertisers to leave banners on forum pages. 
There are 4000 members of the site and this number has been increasing steadily year after year as word of mouth spreads. Any one of any age can become a member. But only people 16 years or older can become forum managers. 
By becoming a member you can join any forum, if accepted by the forum manager. To become a forum manager all you have to do is put in an application for the new forum and have at least two members. Forums include a pace to store information and news and a chat facility. The forum manager with the most new members wins a prize every month which is a percentage of the advertising revenue. The highest paid out in one month was £1000. This is the only marketing ploy the site uses and has worked well to get new members and to get forum managers to self promote their forums and run them well. A forum manager has the ability to get rid of any member form their forum if they deem the behaviour abusive, threatening or intrusive towards other members. If you have been taken of three forums your membership is automatically cancelled. If a Forum Manager or other member paces a formal complaint then these are investigated by Terri and the admin team on a case by case basis. 
All forums are scanned for abusive and suspicious conversations and forums are regularly subject to an audit where past conversations can be read. Nothing is private in the site as the main aim is to get people finding more about the things they are interested in and meeting likeminded people.
Terri runs the company from a small office in Leeds; the company has an admin team of four and a banner sales team of two.
Company Details and Logo:














PO BOX 202


Our Thing Ltd


West Denton Way 


Newcastle Upon Tyne


NE5 2SZ





Telephone 0191 2222221





Web  � HYPERLINK "http://www.ourthing.com" ��www.ourthing.com�





E-mail  � HYPERLINK "mailto:admin@ourthing.com" ��admin@ourthing.com�








Letter (Evidence Book A04)





As a member of the admin team you have been asked to produce a letter to confirm new user details and member policy. N.B. Use the template provided for pass criteria,





The following details should be included along with company information (logo and address) already provided in the case study:





Customer Details


Mr J Smith


21 The Close


West Wigan


Wigtown


Dumfriesshire


DE23 4TY





Username: JonnySmith344


Password: NParker08





Member Policy


Members behaviour must never be abusive, threatening or intrusive towards other members or membership will be cancelled immediately. If you have been taken off three forums for bad behaviour your membership is automatically cancelled. If a Forum Manager or other member paces a formal complaint then these are investigated by the administration team on a case by case basis. Members have the right to appeal decisions made be forum managers, administration decisions have no right of appeal.





Business Card (Evidence Book A04)





You have been asked to design a Business Card for Jenny Tollbooth who is the National Advertising Sales Manager for Our Thing. She wants the following details to be included: The company logo, address, Her Name and title and following contact details � HYPERLINK "mailto:JTollbooth@OurThing.com" ��JTollbooth@OurThing.com� Mobile 01998 233445





Flyer (Evidence Books A02 and A04)


Use Microsoft Publisher to make your flyer





All forums are placed into general categories for searching and advertisement purposes.


You should use the information and graphics gathered from your internet search task to help you here.





Make a flyer for a category, the flyer should be aimed at potential advertisers. The category can be one of the following: 


Music


Sport


Pets


Computer Games


Fashion


Beauty





You will need to gather some information and graphics on at least two of these categories from the web for your Flyer.  Fill in Evidence Book b A02 Internet for this part of the task.





The following information needs to be included: 





The company contact details.


The Company Logo


Some information about the category. (internet search)


At least one graphic from web (copyright free, referenced)


The following offer statements:-


A special introductory offer of £85 per day per Banner. 


Saving almost 30% of normal prices.








Business Presentation (Evidence Book A03)





Terri Parks wants to offer a new service to the Our Thing Website. The service will be an information service for people who run clubs and groups. The service will be linked to a category and then a member can search by location to see if there are any activities in their area. Terri wants to test this idea on a few clubs and groups to see if they would be interested in advertising their club or group in this way and recommend a few pricing options to them. 





He wants you as part of the marketing team to put together a presentation, that will engage the audience and explain the current success of our thing and the benefits involved if the clubs or groups were to advertise with the site. Include at least four slides (for merit you will need more) in your presentation, including a graph from a Spreadsheet (typical costs of advertising over a year) (see Resources section) Information and some of the images you collected in the internet research task on forums could be also included. 


(For merit use a consistent style, i.e. the same look throughout, suitable to the audience)(For Higher Grades; you must also complete the sections of the evidence book for A03 Merit and Distinction) 


Finally Terri has asked you to proof read the presentation and then print it out in handout form, these will include speaker notes if going for higher grades.





Company Newsletter (Evidence Book A04)


Merit and Distinction only





Terri wants to produce a company newsletter for members. It should have the following topics.





Forum Manager Monthly Winner





New Forums





Advertising Sales Highlights (using a graph and table)





Forum in focus (a page dedicated to one new forum showing what it is all about)





Company News (Our Thing sponsors Running Cubs first race, Readers club best read published in National Newspaper etc.. etc…





An article  own ideas (in the example it is Our Thing in the Community)





Must also Fill in A03 Evidence Book











Spreadsheet (Advertising Sales) (Evidence Book A05)





Terri wants you to create a wage spreadsheet to store the wage information on a weekly basis. He needs a template that can hold up to 15 employees’ data. He has given you the information below to show you what he needs you to include. Use this information in your design.





N.B. In spreadsheets you should aim to replace as many numbers as you can with cell references. This way common numbers will not be repeated.





Aim to answer the following questions using your Spreadsheet:


Pass (linked to A05Pe)


What would Fred’s earnings be after Tax and NI if his hours for Monday were 12.


What would Shakila’s earnings be before tax and NI be if Terri said no overtime was permitted and her hours were limited to 39?





Merit and Distinction


5. What would happen to Lisa’s wages if the income tax went up by 0.5%? AO5MDe


6. The bonuses are due this month they are 10% of this weeks salary include the bonus payment in to the final wage figure by inserting a column for this after Income Tax. AO5MDg





Distinction ONLY


7. Terri wants to cap the wages for the week to £1500 explain by using Goal Seek how he could do this by changing the Hourly Rate in the example data given.





Design the Wages worksheet to be able to input up to four weeks wages data on the same sheet and have monthly totals at the bottom. 





* Bonus Feature …Use a macro button to clear the data out of this sheet so that it is reusable.





Wages Data 





Fred worked the following hours in a week. Monday 8hrs Tuesday 10hrs Wednesday 7hrs Thursday 12hrs Friday 3hrs Saturday 3hrs





Dawn worked the following hours in a week. Monday 8hrs Tuesday 8hrs Wednesday 7hrs Thursday 9hrs Friday 8hrs 





Shakila worked the following hours in a week. Monday 8hrs Tuesday 10hrs Wednesday 7hrs Thursday 9hrs Friday 9hrs Saturday 7hrs





For Merit and Distinction include this in your calculations


 


Per Hour £5.52    Income Tax 15%            National Insurance 10% Distinction Only Overtime (after 39 Hrs) £5.52@time and a half.


Include wage figures for all of the above for each person including total after tax and NI





. 





Database (Customer Addresses) (Evidence Book A06)





You have been provided with the company database (A06 resources folder) that contains all details for the members, you have been given the task of updating the database with the data provided in the following membership forms these are found in the A06 resources folder.





Add Toni Harpers Details to the database AO6PMDa


Edit Atash Ali’s Fax Number, Password and Forums AO6PMDa


Delete Scott Eyink details from the database as he is no longer a member. AO6PMDa





Produce a database query to find the following information;





Pass: All the people who live in West Denton. AO6Pb Merit: Sort on Surname AO6Mb


Merit Produce a report that includes all the address details of the members including their first and second names that could be used by admin for mailing Labels. AO6Mc





Distinction: AO6Dc produce a report sorted in surname order for admin to use to send a card to people whose are in birthdays in July include details of the forulms and their user names in the report which should be like a list. This report should be based on a query. AO6Db





For distinction you should add notes to two peoples records, amend three peoples formums and  produce at least two more reports to meet specific business needs.


You should fill in Evidence Book A06 while completeing the above tasks.





The Evidence Book for A01 should be finished now.





The Evidence Book for A01 should be started now.





Case Study: Our Thing





Tasks





E-mail (Evidence Book A02 c e-mail)





You should receive an e-mail from your teacher (AKA Jenny Tollbooth) asking for the business card you created in digital format. Reply to this e-mail. Send this e-mail to at least three students. Attach the Business Card with it and for higher grades include two other attachments (Our Thing Logo in png and gif format) Explain in the text what you have included.)


For merit and distinction see Evidence book for further tasks. You will need to store all your contacts in your e-mail address book. Terri has also asked for a copy just to have a look at but does not want Jenny to think he is interfering use Bcc to include him in your reply (TerriParks’@OurThing.com). 
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