Nielsen Ratings

Creating Business Letters

SKILLS: Research Task Pane, Symbols, Find and Replace, Quick Parts, Insert Date and Time, Thesaurus, and Spelling and Grammar Check 

Open a blank word document & save it as Nielsen ratings

COMPANY LETTERHEAD
1. Most business letters use a Co. Letterhead when writing letters. Create a company letter head for Nielsen Ratings. (Use a TV as your company logo) Use the address 2443 TV lane, Los Angeles CA 30988.
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Nielsen Ratings
2443 TV Lane
- Los Angsles. CA 30988

February 5, 2008

Dear John Anselburg:
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INSERT DATE AND TIME

2. Every business letter starts with the date. A quick way to insert the date is to use the date & time feature in word. (INSERT> DATE AND TIME) Choose the third option. Hit enter four times after the date and type the recipients address. John Amburg, 5555 Smith Rd. Los Angeles,  CA 
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Create your Letter
3. You are writing a local new station to inform them of the latest ratings. 
Use this site to find the ratings. http://www.nielsen.com/us/en/insights/top10s/television.html
 


4. Type the salutation to John Amburg.
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5. Type the letter shown below, however make sure you add the recipients address below the date.

[image: image5.jpg]I am writing to inform you of this week’s Nielsen Ratings. The list below should outline the top 10 shows
this week. | will link the website so that you can further research how your shows have ranked. If you
have any questions, please feel free to contact me at 555-2525.






6. Insert a Bulleted List with the top 10 shows below your letter.
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John Amburg
5555 Smith Rd.
LosAngeles, CA

DearJohn Amburg:

1am writing to inform you of this weeks Nielsen ratings. The chart below should outiine the top$s shows
of the week. I will link the website so that you can further research how your shows have ranked. If you
have any questions, feel free to contact me at 555-2525.
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INSERT SYMBOLS

7. After the name "Nielsen ratings", in the first sentence, insert a symbol. (INSERT> SYMBOLS)
Choose this symbol ™
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USE THE THESAURUS

8. The thesaurus gives synonyms or similar meanings. Use the thesaurus to change the word contact. (Highlight the word CONTACT > Review Tab > Thesaurus) You can highlight the word & right click to see synonyms.

USE THE SPELLING AND GRAMMAR CHECK

9. It is important to always have an error free document. You can use the spelling and grammar check to help you proofread your document. (CHOOSE REVIEW TAB> SPELLING AND GRAMMAR)

USE THE RESEARCH TASK PANE
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10. The research task pane allows you to search online for information. (REVIEW TAB> RESEARCH)You want to find the correct zip code for Los Angeles.  Search for Los Angeles, CA zip code. & choose ALL RESEARCH SITES.

-Type the new zip code in the letterhead.

FIND AND REPLACE TEXT IN A DOCUMENT

11. Sometimes you decide to change a word that might frequently show up in your document. Word allows you to do this quickly by choosing HOME TAB>EDITING> FIND. (click for more help)
- choose Edit > find, click the replace tab then type questions in the find what box & questions in the replace with box.
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USE QUICK PARTS

Word allows you to quickly insert items into a document using quickparts.

12. Go to INSERT TAB>TEXT GROUP> QUICKPARTS>BUILDING BLOCK ORGANIZER>Scroll to footer & choose a footer
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13. Add a hyperlink to the Nielsen ratings site: http://www.nielsen.com/us/en/insights/top10s/television.html
14. Add shading to the bulleted list. (page layout>page borders> shading.
15. Move the left & right indents in. 

 

Check your letters for errors then save as Nielsen ratings last name
