Invitation 2 Mail Merge

Scoring Tool 132pts

Spreadsheet 

· Create a new workbook in Excel and save it as Invitation – Last name.  5pts
Criteria for the spreadsheet 

· 5 people – these people must be from your class 5pts
· Column Labels - First name, Last name, Picture, Party Type, Party Date, Party Location, Time, Contact Person, Contact Phone #, all in bold, size 14. 11pts
· Use a different information for type of party, party date, party  location, time, contact person, & contact phone for each person 54pts
· All information will be size 12 centered directly in the middle of the cell. 2pts
· Row size will be 100 2pts
· Insert a picture of each person used. 5pts
· YOU MUST name the tab at the bottom, from sheet 1 to Party. 1pts
Generic Invitation in Publisher 

· Create a generic invitation – Party selection only 2pts
· All four sides will be filled in with appropriate information for the party. 12pts
· Place holders for each field from Excel must be used at least once 9pts
· Additional statements must be generic enough to meet the needs for all the party types.  4pts
· At least one graphic per side & the photograph of the person the party is for will be on the front. 2pts
Merged Document 

· 5 individual invitations (5 pages) 5pts
· All place holders have been filled 9pts
· No major spacing, grammar, punctuation, or spelling errors (1 point off for every error)

· Saved as invitation cmpt-last name 5pts
· Saved to the drop box on time 5pts
