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Lesson 1. Customize the Ribbon and Quick Access Toolbar

The Microsoft Office applications give you the ability to create your own Tabs and Groups on the Ribbon
and to add and delete tools from the Quick Access Toolbar. This helps you get things done faster and
eliminates the need to remember where your most commonly used tools are located. In this example,
we’re going to create two Tabs. The first one will be called “Business Letters” and we’ll create a Group
that includes the Email, Bullet and Table tools. The second Tab will be called “Newsletter” which will
include the Insert Picture, Font Color and Text Box tools.

1. Click on the File tab, then click on Options.

2. Click on Customize Ribbon, New Tab.

Word Options

General
Display
Proofing

Save
Language
Ease of Access

Advanced

Quick Access Toolbar
Add-ins

Trust Center

Customize Ribbon

EE'] Customize the Ribbon and keyboard shortcuts.

Choose commands from: G

Popular Commands -

i} Accept Revision -
Add Table »

i

= Align Left
= Bullets ,
= Center
£ Change List Level r
[ Copy
& Cut
Define Mew Number Format...
iEJ Delete
Eﬁ Draw Table
Draw Vertical Text Box

B Email
,O Find
(_'_l Fit to Window Width
Font
A Font Color 4
Font Settings
Font Size

ab Footnote

¥ Format Painter

A" Grow Font

7 Insert Comment

>H Insert Page Section Breaks 3
F3 Insert Picture

Insert Text Box

(= Line and Paragraph Spacing v

Keyboard shortcuts: | Customize...

Customize the Ribbon:

Main Tabs

Main Tabs
[Blog Post

[insert (Blog Post)

E [ Outlining

Background Removal

[ Home

[ Insert

[ Draw

[ Design

[ Layout
References

@ [ Help

New Tab

Customizations:

New Group Rename...
Reset ~
Import/Export = |G

Cancel

3. New Tab and New Group will appear. Right-click and rename the Tab “Business Letter’ rename
the Group “My Tools”:

Footnote

Grow Font

TER T s e s

Format Painter

Insert Comment

= Neu;‘.'l.'.a.l_l -(Eustom]

MNew Group (Custom)

[ Draw

[] Design

Add MNew Tab

Add Mew Group

Insert Page Section Breaks L4 Rename
Insert Picture Layout Show Tab
Insert Text Box New Tab New Group how 1a
Line and Paragraph Spacing L Remove
o Customizations: Reset *
o - . Mowve Up
Keyboard shortcuts: | Customize... Import/Export

Mowve Down

oK Cancel
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4. Repeat these steps to add a Newsletter tab.

5. From here, you can use the Add button to add to tools to each group. Click OK when finished.

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

LA
&
(o]
4]

el
o
3

Vet 4s ==

Keyboard shortcuts:

- Fit to Window Width

wopy

Cut

Define New Murnber Format...
Delete

Draw Table

Draw Vertical Text Box

Ernail

Find

<< Remove

Font
Font Color L4
Font Settings
Font Size
Footnote
Format Painter
Grow Font
Insert Comment
Insert Page Section Breaks L4
Insert Picture

Insert Text Box

Line and Paragraph Spacing L4
Link

Marcraos

Customize...

Links
Comments
Header & Footer
Text
Symbols
= Business Letters (Custom)
B My Tools (Custom)
Ernail
EE Bullets
FH Add Table
= Mewsletter (Custom)
B My Tools (Custom)
ﬁ Font Color
F3 Insert Picture
Insert Text Box
[ Draw
Design

References

Mew Tab New Group

Customizations: Reset =

Import/Export * |

-

Renzme...

oK Cancel

6. You can now see where the two new tabs were added to the ribbon. You could have also created
one Tab with multiple Groups; here’s an example of a New Tab called “My Tools” that has four

groups in it.
File Home Insert My Tools Design Layout References Mailings Review View Developer Help
= Eﬁcﬁ ¥H @ [N (2 = & [([OH
Email Bullets Mew  Format Breaks Link Mew Blank Line and Paragraph Draw Paragraph Print Preview Paste Save
A Comment Painter - Document Spacing * Text Box and Print -
Business Letters Mewsletters Flowcharts and Diagrams Business Flyers
L 1. 1 g LRI IR SRR BRI 3
7. To customize the Quick Access Toolbar, click on nE g -
the down arrow and choose More Commands. — :
Choose the Commands you want to add and click S P
OK. To see the Quick Access Toolbar icons more I L | aasbeene| &
clearly, you can move it to the bottom of the BA-2<A-yv Open Fi. | TNormal | T
Ribbon by selecting the Show Below the Ribbon v Save .
option: Email -
Quick Print
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Lesson 2: Create a Cover Sheet

In this lesson, we will input a cover sheet into a Word document. By using the tools that are already

available, you can save time and save the cover sheet as template.

1.

X/ = Lesson 1Createa Cover - X \\|

nin

bed|/iframe/7p67ayviom

C | & Secure | https;//fa embed

e cayou
L | ) S ym . ———

) gl I 2
RS E LY Bl a @ W Ls %
Cover Blank Page Table Pictures Online Shapes Icons SmartArt Chart Screenshot g\ Add-ins - Wikipedia | Online | Hyperiink Boo
¥ Video

Pictures -
Media L

9.91%- Page Break -
Built-in - Add-ins
——— Lo e v i LY 1

nnnnn

Let’s say in this example we're creating a business proposal for a business called Midwest

Click on the Insert tab and choose Cover Page from the Pages group.

Communications and that we’ll choose the Filigree Design as the design we what to start with and

customize it.

2. Delete the clipart images, then we’ll click on the Placeholder for the title, and type in the words
“XYZ Company”. Press the Tab key, then add the subtitle, which we’ll call Statement of Work.

Q.. N

[DOCUMENT TITLE]

XYZ COMPANY

3. Click on the placeholder for the date, which opens a calendar. This placeholder allows you to
select the date using a calendar. Let’s say for example the meeting is scheduled for next

Tuesday, so we can select that date from the calendar and insert it.

P

LS
fo} :Date 0o
[DATE] 'k
O 4 March, 2017 ¥ ©
o Su Mo Tu We Th Fr Sa o)
1 2 YA
5 6 7 8 910N

12 13 14 15 16 17 18
19 20 21[22] 23 24 25

26 27 28 29 30 31

Today
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4. Type the company name; in this example we don’t want the company address on the cover
sheet, so we’ll click on it twice to delete it.

9 O

MARCH 28, 2017
? Fhddress |RIBUTION o
o [Company address]|

5. In the center of the document we want to add a picture, which can be done by clicking on the
Insert tab, then choosing a picture file from your hard drive on your computer or from the Online
pictures option. For this example, we’ll double-click on the photo called “retail” (Lesson 2.retail).

o)

C | & Secure https://fast.wistia.net/embed/iframe/7p67ayviom

[F Insert Picture

4 &= » ThisPC » Local Disk (C) » Users » Shawn Myers » Pictures » v O Search Pictures P

Organize + New folder H e @
. iCloud Photos Saved Pictures
# Quick access Screenshot ES“”

[ Microsoft Word

& OneDrive

6. To properly align the picture in the center
of the Title page, let’s right click on the
picture, choose Wrap Text and choose In
Front of Text.

7. Click on the picture, then go to the Align button drop-down and choose Align Center
of the title page and align it with the text.

XYZ COMPANY

Statement of Work
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Lesson 3: Text Formatting

In this lesson, we’re going to look at the different styles and formatting options that can be used in a Word
document that includes a list of words, a bulleted list or a numbered list.

To see the different Style options, click on the Home tab and look at what’s available. You can see here
that many of the style options will change both the size of the font as well as the color, so it is good
practice to change the default settings prior applying Styles to your text. For this document we’re going to
include the Title and Heading 1 Styles, and we want these Styles to all be the same color.

1. Open the Lesson 3.Text Formatting practice file.
2. With the Home tab selected, right-click on the Title tab and choose Modify.

Design Layout References Mailings Review View Developer Help £ Tell me what you want to do

g = 3= A _-
AT Aa-  fp = == 2l T | | asebeene asbeede AaBhCe AsBbCel | AQB | aasbeer acsbeene agsboene acsbeco
A- &+ A

= - i i . seEo.
A = O e B TNormal | T Mo Spac Heading 1 Head T Update Title to Match Selection Intense E
IF] Paragraph [F1 A’ Modify...
e L T I Select All: (No Data) C

Repname...

]

Remove from Style Gallery

Add Gallery to Quick Access Toolbar

East coast foundation

3. Under the Formatting section of the dialog box, click on the Font down arrow, and choose Black,
Text 1; click OK.

Formatting

CalibriLight[Hea:E 23E| B I U —E]

Automatic
= = = -

heme Colors

Standard Colors
HR EEEEN

wy More Colors...

East coast foundatior

4. Repeat these steps for the Heading 1 and Heading 2 Styles.
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5. Select East Coast Foundation at the top of the page. With the Home tab selected, click on the
Change Case down arrow in the Font group. Choose Capitalize Each Word.

B2 -V B 0ED -

References Review View Developer

Heading 1

Help jel

Hea

File Home My Editing Group Insert Design Layout Mailings
Cut n g == = 5= | &
Eﬁ E;c Calibri Body) ~[11 ~ A" A" [[Ras|| A | P2 1= -2 == 5L T || sapboene| asBbcene AaBbC( Aak
Ay
Paste 2 Sentence case. E|t= i)
B I U-~ - 2 E|1=- 1 T Normal | TNo Spac..
- <¥Format Painter U-abx X A = 1+= "
lowercase
Clipboard F] Font UPPERCASE Parj ]
1 1. i 2

Capitalize Each Word
tOGGLE cASE

East coast foundation

Annual general meeting

6. With the Home Tab and East Coast Foundation still selected, choose Title from the Styles group.
Press the Control (CTRL) button and the letter B on the keyboard to make the text Bold.

N B |_fo':- s Document] - Waord
25ign Layout References Mailings Review View Developer Help 2 Tell me what you want to do
== oot | AQB
==z AaBbCecDe AaBbCcDe AaBbC( AaBbCel |Ad
O - - TMormal  TNoSpac.. Headingl Heading 2 Title
(] Paragraph ]
[ T SR o2 e 3 e 4

5

East Coast Foundation G

Annual general meeting

Date:
Time:

Monday March 29
7:00 P.M.

aBbCcDt

ubtle Em...

Style

Press CTRL+B

7. Select the Annual Meeting line and choose the Heading 1 style. Change the case to Capitalize
Each Word like we did for the Title Style.
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8. Select the Agenda line and choose the Heading 2 style For the agenda topics, we’re going to use
the same font size but change the way the text looks by using the Strong Style.

9. Double-click on Preliminaries; while holding down the CTRL key, select Approval of Minutes,
Board reports, Election of board members, New business and Adjournment; then select the
Strong Style from the Styles group.

East Coast Foundation

Annual General Meeting

Date: Monday March 29
Time: 7:00P.M.

Agenda

Preliminaries

Call to order

Proof of notice of meeting
Roll call to establish quorum
Approval of minutes

Board reports

Financial report

MNew rules and regulations
Election of board members
MNominations

Vote and results

New business

Adjournment

vant to do

Title Subtitle  Subtle Em.. Emphasis IntenseE.. Strong

AaB AaBbCcC AoBbCcDt AaBbCcDt AoBbCcD: AaBchDt°

Styles

Now let’'s change the spacing of the topics under each agenda item.

10. Select the “Date” and “Time” lines; choose No Spacing from the Styles group. Let’s also Apply the
No Spacing style to the three lines under Preliminaries, the two lines under Board reports and the
two lines under Election of new board members.

Office Fundamentals
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11. The last thing we want to do is change the .
spacing of the topics so that everything East Coast Foundation

looks consistent, so let’s click in front of

. Annual General Meeting
Approval. We only want to move it down

Date: Monday March 29

one space, so we need to first hold down Time:  7:00 P.M.
the Shift key, and then press the Enter Agenda
button. Let’s repeat these steps for Preliminaries
Election of Board Members and New

Call to order

business. Proof of notice of meeting

Roll call to establish quorum

Approval of minutes
Board reports

Financial report
New rules and regulations

Election of board members
Nominations
Vote and results

New business

Adjournment

Lesson 4: Add Headers, Footers and Page Numbers

1. Open a new Word document.

2. Click on the Insert tab, then click Header; choose the Banded option.

Design  layout  References  Malings  Review  View  Developer

BN B Ldd@E Tl e &= W LR [RE DD N EE 4 A X

Cover Blank Page | Table Pictures Online Shapes Icons SmartArt Chart Screenshot g\ add-ins - Wikipedia  Online  Hyperlink Bookmark Cross-  Comment  Header Footer Page Text Quick WeordArt Drop
Page~ Page Break - - Video reference = mber~ | Box- Pars~ -  Cop- [1Object -
Pages Tables lustrations Add-ins Media Links Commen its | Built-in -
5 BSIEER A 23 Blank
ey

Blank (Three Columns)

Mot eetent [

Austin

3. Click on the title placeholder and type the word “Excel Fundamentals”.
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4. Right-click on the Header; click on Fill and change the color.

c e 5. . e 6 A
G

Style Fill  Outline

— —
EXCEL FUNDAMENTALS T
H EEEENEN

Standard Colors
HE EEEEN

Mo Fill

5. Let’s change the font in the title from all caps to Capitalize Each Word.

Headers Footers - Word

€9 CR3vE30 Header
Insert  Design  Layout  References  Mailings Format Design

3 Cut £ b | b 3=|a

B Copy Calibri (Body) - |11 - A & | ¥ |: E 8T | asmbcene asmbeene AaBbC Assbcc A QDB assbcer agbecne agsbecne acebceo:
Pﬂfte & Format Painter | B T U v e X, X A~ SeniEncelcase; Ell=r D | TNormal  TNoSpac.. Heading 1 Heading2 Title Subtitle  SubtleEm.. Emphasis IntenseE..

lowercase

Clipboard ® Font aragraph o] Styles

L EPRRCIO: 1.5 1 [EEEE FEENRTRE FERNTET SN PRI s S
pitalize Each Word

tOGGLE cASE

To insert a footer, click on the Insert tab and choose Blank (Three Column) footer.

6.
Media Links Comments He! Built-in (4]
'I'--g;'- | 1 | 2 1 3 14 pank
[Type hese|

Blank (Three Columns)

[Type here]

nm»{} TType here]

Blank (Three Columns)

Austin Blank footer set up for left, right,
and center alignment
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7. Let's type a name into the left placeholder. With the Design tab still selected, click on the Date
and Time button and choose one of the options; click OK.

€< ©-0 [Cl A.B; =R D H:'J. qrtop 5 Header & Footer Tools
File Home Insert Design Layout References Mailings Review View Developer
D D El OHH [Ll g LI [E14 Previous Different First Page {4
O = 2 i
: T e ] q?* ; iy Next [] Different Odd & Even Pages '
Header Footer Page Date & Document Quick Pictures Online Goto Goto .
v v Numberr Time Infor Parts~ Pictures | Header Footer #.: Link to Previous Show Document Text
Header & Footer Insert Navigation Options
- 1...|...§.,.|...1‘.

8. Click on the right placeholder. Click on the Current Position arrow.

€§9-0QdvVvaE &0 H & - eader & Footer Tools
File Home Insert Design Layout References Mailings Review View Developer
D D @ F [ﬂ D L| [Z4 Previous Different First Page =
= 2 =
© - i - [Eip Next (] Different Odd & Even Pages +
Header Footer  Page Date & Document Quick Pictures Online  Goto Goto _ )
= = Numberh Time Info~ Parts~ Pictures | Header Footer +.. Link to Previous Show Document Text
Header & F @ Top of Page » et MNavigation Options
e [E Bottom of Page 3 1---|---§---|---1--
=
) *3¢ Remowve Page Mumbers e
: X e
@

9. Choose the first option under Page X of Y: With Header and Footer tools still selected check off
Different First Page (if you’re using a cover sheet) and Different Odd and Even Pages (if you're
printing front and back copies). Click the Close Header and Footer button.

[Footer ]

Johm Smith April 5, 2017 Page 2 of 2
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Lesson 5: Create an Outline

1. Open anew document or if you already have Word open, press CTRL+N.

2. Click on the View tab, then click on Outline from the Views group.

File Home My Editing Insert Design Layout References Mailings Review

=0 [Eloutline IE [/ Ruler C)\ D [Z] one Page
_b ElDraf't —

- : - - [ Gridlines (i EEl Multiple Pages
Read = Print We Learning | Vertical Side o Zoom 100% m )
Mode Layout Layout Tools to Side [ Navigation Pane +- Page Width
Views Immersive Page Movement Show Zoom

L 1---|---§---|

3. Select Level 1 from the Show Level drop-down menu.

File Outlining Home My Editing Group Insert Design Layout References

& & [Level NS ® Show Level: |Level 9 - D

Show Text Formatting

Show Close
LT = - L
+ ] Shaw First Line Only Document Outline View
Qutline Tools Master Document Close
=
S

4. Type “Charts and Graphics” on the first level; press the Enter key.

5. Type “What is a Chart”, then press the Tab key; this will make the title Level 2 on the

Outline.

File Outlining Home My Editing Group Insert Design Layout References

@— . -
& & [Level2 N Show Level:  Level 9 D

Show Text Formatting

Show Close
r-. = ) :
—I_ [ Shaw First Line Only Document Outline View
Qutline Tools MMaster Document Close
@® Charts

= What is a Chart?
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6. Type in the following, pressing the Enter key after each entry: Column Charts, Line Charts,
Pie Charts, Dashboards. Select these entries then press the Tab key. The entries are now

Level 3 on the Outline.

File Outlining Home My Editing Group Insert
@- . -
& & Leveld N Show Level: |Level 9
Show Text Formatting
AV + =

(] Show First Line Only

Outline Toals

@® Charts
® What is a Chart?
= Column Charts
= Line Charts
= Pie Charts
(= Dashbeoards

5

Design Layout

[
=
=

Show
Document

kaster Document

More than likely, you will make changes to the Outline as you add content. In the Outline view you can

add new topics and change the level of existing topics.

7. To add a new level, click on the Outline topic just below the space where you want to add it;

click in front of “Pie chart” and press Enter.

8. Press the Up arrow and type “Create a Trendline”, then press the Tab key. This will be Level

4 on the Outline.

File Outlining Home My Editing Group Insert Design

Layout

Lo . - I
& < Levela RPN Show Level: |Level 9 = D
Show Text Formatting
AV + - Show
[ Show First Line Only Document
Outline Tools Master Document
® Charts

@® What is a Chart?
© Column Charts
® Line Charts
@ Create a Trend Line
= Pie Charts
= Dashboards
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9. To change an Outline level, click in front of the level you want to change. Click in front of
Dashboards on the Outline and press ALT+SHIFT and hold it down; then press the left
arrow key to move the topic back to Level 2. Click on the Close Outline View button on the
Ribbon.

@® Charts
® What is a Chart?
© Column Charts
@ Line Charts
(= Create a Trend Line

= Pie Charts
= Dashboards

Lesson 6: Create a Tabbed List

Inserting tabs in Word means that you are adding some space in between words on the same line. This is
an effective way of formatting documents that include both text and numbers, because it formats them in
a way that is easy for people to read and understand.

In this first example, | have a short list of expenses that consists of four lines of text. And I'll start by
creating the column titles.

1. Open the Lesson 6.Tabbed List practice file.

2. Let’s type the word “Expense”, then press the Tab key twice to get the amount of space we need
for the next column title, which is “Cash”, press tab twice again and type the last title, “In-kind”.

January 16, 2019

Ms. Jane Smith, CEO
East Coast Foundation
321 Main Street
Highland Park, NJ 08024

Dear Ms. Smith,

Per our conversation, here is a list of anticipated ses:
Expense Cash In-kind é

3. Press the Enter key, then finish typing in the information you want to include under each column,
pressing the Tab key after each entry.
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Dear Ms. Smith,

Per our conversation, here is a list of anticipated expenses:

Expense Cash In-kind
Administrative 10,000 5,000
Space Rental 4,000 4,000
Travel 1,500 500

Once the tab list has been created, we change some of the formatting. In this example we want to bold
the column titles, eliminate the space in between the lines and move the list a little to the right.

Click in front of the word Expense three times, then press CTRL+B to bold the text.
Select the three lines under the tab headings then click on No Spacing from the Styles group.

Select all four lines, then from the Home tab, click on the Increase Indent button from the
Paragraph group.

January 16, 2019

Ms. Jane Smith, CEQ
East Coast Foundation
321 Main Street
Highland Park, NJ 08024

Dear Ms. Smith,

Per our conversation, here is a list of anticipated expenses:

Expense Cash In-kind
Administrative 10,000 5,000
Space Rental 4,000 4,000
Travel 1,500 500
Sincerely,

David Jones

In this first example, we used to default settings based on the number of times we pressed the Tab
button. There are times when you want to choose the tab settings yourself because of the type of
information you're typing. In this next example, you have a small amount of text that will be in the first
column followed by a larger amount of text in the second column.
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7. Type in the first column title, Time Frame. Instead of pressing the tab key, go to the ruler at the
top of the page and click on the 1.25 position and the 5.5 position. This way, every time you press
the tab key the cursor will move to those positions.

Left Tab

Project Timeline

Time Frame

8. Type the word Details, followed by the word Due Date.

9. You can now type in the rest of the text under each column heading. Use two of the same
formatting options used in the first example, which included bold text for the titles, and taking out
the space in between the lines.

Project Timeline

Time Frame Details Due Date
Month 1-4 Analyze system needs, create protocols April 1
Month 5-7 Design system needs, website and training July 31
Month 8-10 Technology plan analysis, final observations October 31+

Lesson 7a: Dividing Text into Three Columns

We're going to explore a couple of different ways that text within a word document can be divided into
columns, which is a commonly used format for documents such as newsletters, training manuals or
employee handbooks. We’'ll first look at how to create a document with three columns from the Page
Setup group of tools, and then we’ll look at how to create a document that consists of a single column
using the Paragraph group of tools.
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1. Open the Lesson 7a.Text into Three Columns practice file.

2. We want to add a title to this document after we’ve added the columns, so we can start by
clicking in front of the word “Introduction” and then pressing the Enter button.

3. Click on the Layout tab, then choose the Columns drop-down and select “More columns”.

Insert My Tools Design Layout References Mailings Review View Developer Help O Tell me what you wa
IE > Breaks ~ Indent Spacing E — I 0 I:I—lb [B= Align -
37 LineNumbers™ | 3= Left 0" SiZeefore Upt ig
Size Columns - = Selection
- = bc Hyphenation - =+ Right 0" L §SAfter Bpt : Pane =1

Page S = Paragraph = Arrange
O"E l---l‘“g---l--‘l"-|---Z“‘|---3“‘
Twu
Thr&e
LE&

Right .
9 Introduction

== More Columps... Every business should have a strategic plan based on 1

Running a business is actually not that much different
commeon practice is to study the game file of a previou
they did well, where they can improve and how they ¢
In the same way, business would do well to study ther
You can also choose the width and year) to evaluate revenue performance to determine w

spacing of your columns, or use down or stay about the same from the previous time p
one of the preset formats,

Add or Rel columns

Split your text into two or more
columns,

Competitive advantage refers to what sets the organizi
with a distinctive edge for meeting customer or client
question of how this can be achieved comes into play.
maintain a competitive advantage over the long term;

4. Under the Presets section, choose Three; Number of columns 3; Spacing .3. Under Apply, choose
This point forward, which means that the columns will only be formatted starting at where the
cursor is currently positioned; click OK.

introduction

Columns ? X

Every business should have a strategic plan ba presets
Running a business 1s actually not that muchd | =

common practice is to study the game file of a %
they did well, where they can improve and hoy

In the same way. business would do well to sti Two dluee Lets Bight
year) to evaluate revenue performance to detes Number of columns: |3 5 [ tine between
down or stay about the same from the previou{ width and spacing Preview

Col # Width: Spacing:

Competitive advantage refers to what sets the [I e

with a distinctive edge for meeting customer o {97
question of how this can be achieved comes in E 1.97
maintain a competitive advantage over the lon [.—_ 1.97
market needs and trends, study the competitio
compare actual performance to forecasted perd

a4
)
v | 4

Equal column width

Start new column

The challenge with hiring top talent is that ma EE

are. Getting people to the job interview is easy, especially with so many people out of work.

Whole document

Attract and Retain Top Employe¢ 2°°"*

This point forward
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5. To add a Title, click on the Insert tab, then click on WordArt from the Text group.

DL B EEHEA
Text Quick WordArt Drop
Box~ Parts~ ’b

Dl Signature Line ~
E} Date & Time
Cap~ [1Object ~ z -

A
A A

A A

T Q

Equation Symbol

A A A
A
A A A

/\

handling conflict anu
minimizing turmnover.

xry \ :" = e
| e e -
W e @ [r [& T
Wikipedia Online Hyperlink Bookmark Cross- Comment Header Footer Page
Video reference v v Number~
Media Links Comments Header & Footer
N v o Lo oo o SO 0 oo 3.y 4. EEE .
|]ntroduction compare actual performance
to forecasted verformance.
6. For this document, we’re going to choose Fill, Blue, Accent 1 Shadow.

7. Position the Text Box to the top of the document; press CTRL+L to left-align the text, then press
CTRL+A to select it. Type the words “Our Competitive Advantage”. Your document should now

look like this:

Our Competitive Advantage

Introduction

Every business should have a
strategic plan based on
previously conducted

marketing rexearch Runninge

compare actual performance
to forecasted performance.

Attract and Retain
Top Employees

handling conflict and
minimzing turnover.

Discover Market
Needs and Trends

8. Move the cursor to the end of the third column, so we can add a photo. Click on Insert tab, then

click on the Pictures button from the lllustrations group. Choose the Office Employees photo.

from your hard drive. Click on one of the corners of the photo to make it a little larger.

the marketplace,. Now the
question of how this can be
achieved comes into play.
There are at least five
different ways maintain a
competitive advantage over
the long term: attract and
retain top employees,
discover market needs and
trends, study the

competition focus on oross

Office Fundamentals

CUinpa s o w esaies
campaign focused on direct
contact to potential clients
that has proven to increase
sales by 10%. on average.

Hiring top managers who
will know how to lead
people effectively and keep
them motivated over the long
term can prove to be a good
investment, especially 1f

Inspire Learning Solutions

improvement$ 0 the existing

d)nes.

A
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9. Right-click on the photo. Choose Wrap Text and select In Front of Text. This allows you to
reposition the photo anywhere in the document; you may need to position the photo a little
lower.

10. To add a caption to the photo, we’re going to right-click on the photo and choose Insert Caption.
Let’s keep all the default settings and just click OK.

11. To write a caption, first select it. The default for the text is written in italics; to change this, press
CTRL+l, then type the words “We Need Teamwork!”

the marketplace.. Now the 2::::: ::;: ;;:ts?;soa:;irect improvements to the existing
question of how this can be contact to potential clients S

achieved comes into play. that has proven to increase

There are at least five sales by 10%. on average.

different ways maintain a o

competitive advantage over Hiring top managers who

the long term; attract and will know how to lead

retain top employees, people effectively and keep

discover market needs and them motivated over the long

trends, study the term can prove to be a good

competition, focus on gross investment, especially if -

and operation profits and | those managers are good at We Need Teamwork!
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Lesson 7b: Dividing Text into Two Columns

1. Open the Lesson 7b.Text into Two Columns practice file.

2. To create the format for this, we need to first select all the text by pressing CTRL+A.

3. From the Layout tab, click on the Launcher button in the Paragraph group.

View

References Mailings Review
reaks ~ Indent Spacing
ine Numbers~ 3= |Left 0 el =
lyphenation~  =#Right 0 S A= After

1M Paragraph

8pt

Ll [ Align ~
CIfy
Wrap " Selection

ard ard Pane

ou

Arrange

O S O T N O S SRR RN Y,

Introduction

Every busti hould have a gic plan based on previously ducted marketing h.
Running a business is actually not that much different that a coaching a football team. A
common practice 1s to study the game file of a previous engagement so they can identify what
they did well, where they can improve and how they can exploit their competitor’s weaknesses.
In the same way. business would do well to study their “game film” from the previous quarter (or
year) to evaluate revenue performance to determine what cause them to see their revenues go up,
down or stay about the same from the previous time period.

Competitive advantage refers to what sets the organization apart from others and provides them

with a distinctive edge for meeting customer or client needs in the marketplace,. Now the
question of how this can be achieved comes into play. There are at least five different ways
maintain a competitive advantage over the long term; attract and retain top employees, discover
market needs and trends, study the competition, focus on gross and operation profits and
compare actual performance to forecasted performance.

Under Indention, select the number next to where is says “Right:”; input 3.25, then click OK.

Introduction

Every business should have a strategic plan based on previously

Running a business is actually not that much different that a coac
common practice is to study the game file of a previous engagem|
they did well, where they can improve and how they can exploit
In the same way, business would do well to study their “game fil
year) to evaluate revenue performance to determine what cause tl
down or stay about the same from the previous time period.

Competitive advantage refers to what sets the organization apart
with a distinctive edge for meeting customer or client needs in th
question of how this can be achieved comes into play. There are
maintain a competitive advantage over the long term; attract and
market needs and trends, study the competition, focus on gross ai
compare actual performance to forecasted performance.

Paragraph ?

Indents and Spacing  Line and Page Breaks
General
Alignment: Left ~

Qutline level: |Body Text ~ Collapsed by default

Indentation
Left: 0" = Special: By
Right: 3.25 one) ~

D Mirror indents

Spacing
Before: 0pt = Line spacing: At
After: spt |5 bt

D Don't add space between paragraphs of the same style

Preview

e

Tabs.. Set As Default Cancel

Office Fundamentals

Inspire Learning Solutions

Page 23 of 99



5. Insert the Office Workers photo. This time, we want to adjust the position of the photo, so it
aligns with the text, so right-click on the photo and choose Wrap Text.

6. Choose the “Tight” alighment type so that the text wraps around the picture; click OK.

You can control the amount to space there is between the text and the picture and in many cases, it
needs to be adjusted so that the document doesn’t look too congested.

7. Right-click on the picture and choose More Layout Options.

8. Under Distance from text, increase the space between the text on the left side of the document
and the picture by choosing .4; click OK.

Introduction

& Every business should have a
strategic plan based on
previously conducted marketing
research. Running a business is
actually not that much different
that a coaching a football team.
A common practice is to study
the game file of a previous

what they did well, where they
can improve and how they can
exploit their competitor’s
weaknesses. In the same way,
business would do well to study
their “game film” from the
previous quarter (or year) to
evaluate revenue performance to
determine what cause them to
see their revenues go up. down

engagement so they can identify |

o

or stay about the same from the previous time

Layout ? X
Position  Text Wrapping Size
‘\z Wrapping style
iHRE: I ES ‘ ~
SR E— L ]
In line with text Square Tight Through Top and bottom
Behind text In front of text
Wrap text
@ Both sides O Left only O Right only O
Distance from text
Top |0 % Left b4 s
Bottom |0 = Right 0.13" =

Aligning pictures and other objects within a Word document is made a lot easier when you use the
Gridlines option. Let’s see how this works by inserting a Text box directly underneath the Picture.

9. To turn on the Gridlines, click on the View tab and check off Gridlines from the Show group.

10. Resize the picture so that it is positioned direct on the Gridlines.

Introduction

@ Every business should have a
strategic plan based on previously
conducted marketing research-
Running a business 1s actually not
that much different that a coaching a
football team A common practice is
to study the game file of a previous
engagement so they can ideatify
what they did well, where they can
improve and how they can exploit
their competitor’s weakngsses. In
the same way, business would do
well to study their “game film™ from
the previous quarter (or year) to
evaluate fevenue performance to

determine what cause them to see their revenues

aann Aanm ar ctatr ahant tha cama feam tha
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10. Then click on the Insert tab and choose the Simple Text Box from the Text group.

11. Align the Text Box directly beneath the Picture. Then extend the length of the Text Box so that it
aligns directly with the end of the first paragraph on the left side of the document.

& Every business should have a
strategic plan based on previously
conducted marketing research. 1
Running a business 1s actually not | | | |
that much different that a coaching a |
football team A common practice 1s | | |
to study the game file of a previous ||
engagement so they can identify | | |
what they did well, where they can | | | |
improve and how they can explost |
their competitor’s weaknesses. In |||
the same way, business would do
well to study their ‘game film™ from

the previous quarter (or year) to

evaluate revenue performance to | T o !
determine what cause them to see their - ‘ o, O
revenues go up, down or stay about the| | [Grab your reader’s attention with a great quote
same from the previous time period. | from the document or use this space to emphasize

a key point. To place this text box anywhere on

Competitive advantage refers to what | | | . page, just dragit]

sets the organization apart from others
and provides them with a distinctive | | |
edge for meeting customer or chent
needs in the marketplace.. Now the | | | |
question of how this can be achieved | | Q
comes into play. There are at least five | |
different ways maintain a competitive | |
advantage over the long term; attract and|
retain top employees, discover market ||
needs and trends, study the competition.
focus on gross and operation profits and |
compare actual performance to
forecasted performance. e [ + P [T 0

Lesson 8: Creating Tables

A table in Word can be described as a way to organize data into columns and rows, as opposed to typing
text and numbers into one or more paragraphs.

1. Open a new Word document.

2. Click on the Insert tab, then click on the Table button down arrow from the Tables group; choose
a 3x6 table.

T ) y e T
B D= E S L =l e, @ W L @ B LB

Cover Blank Page Table Pictures Online Shapes SmartArt Chart Screenshot .’ My Add-ins ~ Wikipedia Online Hyperlink Bookmark Cross- Cot
Page~ Page Break - Pictures v jeo reference

Pages 3x6 Table stions Add-ins Media Links Cor

: MOo00000
o000

ERQ Excel Spreadsheet

B3 Quick Tables »
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3. Select the first row of the table; from the Layout tab under Table Tools, click on Merge Cells from
the Merge group.

Layout  References  Mailings  Review  View Bl O Tell me what you want to do

L | ) ===z R pr—— BEE A3 ¢ A = N .
55 & g el EB l:lﬁ_*“ 523 H il Height: 019" | FF istribute Rows EEE = E Zl ‘-'J EE f‘
Delete  Insert Insert Insert Insert Merge ™ Split = Split  AutoFit 5WIdfh! 217" *| F Distribute Columns Text Cell Sort Repeat  Convert Formula
Above Below Left Right Cells Cells  Table - . - =l [=) = Direction Margins Header Rows to Text
Rows & Columns Cell Size 5 Alignment Data

T 1 Ce e W 3 o4 W5 6 I

4. With the Merged cell still selected, click on Align Center from the Alignment group.

5. Type the words “Technology Summary”.

6. Left click on the first row three times to select it; right click to change the font size to 16.

7. Inthe first cell in the second row, type the word “Type of Technology”, then press the Tab key.
8. Type the words “Age of Technology” press the Tab, then type “Estimated Value”.

9. Select the second row in the Table and press CTRL+B to bold the text.

10. Type the follow information into the third, fourth and fifth rows:

Technology Summary

Type of Technology Age of Technology Estimated Value
Desktop Computers 5 years $50.00

Software 4 years $450.00

Printers 10 years o $45.00
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11. Select the first two columns in the last row. With the Layout tab selected, choose Merge Cells.

My ool Design

L B &

toTed

Data
S

layosl  Nelerences  Maings  Newew  View  Ueveoper  Melp  Design  Layout o €N ME WIATJOUWATTO GO
B ES B8 (E B E B Dl ) oo CRO 0 A3
Delete Insert  Insent g Mege  Sit  Splt Autoie B B B 1t ca
- Above  Beow ER Ccl:  Toblc itk | 217 .| Distribute Columns === Direction. Margins
Rows & Col Werge CeliSize Aiignment
™ n f " . 3 T s G
Technology Summary

Type of Technology Age of Technology Estimated Value

Desktop Computers 5 years $50.00

Software 4 years $450.00

Printers 10 years $45.00

12. Type the word “Total” in the first column of the last row.

13. Click on the last column in the last row; from the Layout tab, choose Formula from the Data

group.
B E @SB BEHHB B du)s | 0w OiE B A3 @ 4l E [ k&
sert Insert. Insert Insert Split Split AutoFit E E E Text Cell Sort Convert Formula
ove  Below Left Right Cells Table - ‘o Width: 217 T Distribute Columns. E E E Direction Margins to Text
Rows & Columns. I Merge Cell Size I Alignment Data
1 " # ' 1 ' 2 ' 3 ' 4 sg ' H i A 7
gs
Technology Summary

Type of Technology Age of Technology Estimated Value

Desktop Computers 5 years $50.00

Software 4 years $450.00

Printers 10 years $45.00

Total:

14. Under formula, keep the SUM(Above) option, which will add all the numbers from the first five
columns in the last row; under Number format, choose the set of characters that start with the

dollar sign, click OK.

&
Technology Summary

Type of Technology Age of Technology Estimated Value
Desktop Computers 5 years $50.00
Software 4 years $450.00
Printers 10 years $45.00
Total: Formula be I

Eormula:

=SUMIABOVE]|

HNumber format:

Paste fundtion:

Cancel

Office Fundamentals Inspire Learning Solutions

Page 27 of 99



15. Click on the Table; under the Design tab, choose the Grid Table 1 Light Accent 6 style.

16. Click on the Layout tab under Table Tools; under the Rows and Columns group, click on
Insert Below button to add another row. Type the word Total in the cell. The Table should
now look like this:

Technology Summary

Type of Technology Age of Technology Estimated Value
Desktop Computers 5 years $50.00
Software 4 years $450.00
Printers 10 years $45.00

Total: $545.00

Lesson 9: Create SmartArt Graphics

This lesson will cover how to create SmartArt graphics into a Word document, SmartArt graphics can be
used to illustrate a variety of different concepts, such a cycles, processes and relationships.

In this lesson I’'m going to use the example of an organization that is putting together a written plan for
implementing a new computer system, and we’re going to create two different types of SmartArt graphics;
an organization chart that shows the names of everyone on the planning committee, and a project
timeline graphic that illustrates the steps needed to complete the project.

Open a new Word document.
Click on the Insert tab and choose SmartArt.
Click on the Hierarchy option and choose Organization Chart; let's choose the name and title

option.
Choose a SmartArt Graphic ? *
All =) =
o =
B= List =S| BEEE| £ T o
% Process
_ 0 &1 =
¢ Cycle - - o & =1
TR e === ==
B Hierarchy == E=E
Bd Relationship === %g I = = =] =
r‘%‘l Matrix = |I| [EH=]
Pyramid === Era—
é - =] — Basic Block List
Picture '; = = — Use to show non-sequential or grouped
@ Office.com blocks of information. Maximizes both

horizontal and vertical display space for
shapes.
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Here are the names that will be included in the Organization Chart:

Project Lead
Finance
Marketing
Web Designer
Tech Advisor
Programmer
Trainer

Joe Smith
Mary Jones
Joe Campbell
Michael Torres
David Taylor
Michelle Jones
Robert Kelly

The default setting for the Name and Title Organization is five spaces but there a total of seven people on
the planning committee, so we need to add a couple of shapes. The first shape we’re going to add is a
shape called an Assistant.

4. Click on the first shape at the top of the graphic, click on the Design tab, then click on the add
shape down arrow and choose Assistant.

ferenc

Referen
=
=
(=TT

Review View D Format

Layouts

1JAdd Shape - < Promote
[§ Add Shape After ite
4 AddShapeBefore  toleft & Layout~

Move Up 2

Move Down . =
Change | L, L,
Colors »

] aphic
b P

5 Add Shape Below

7 Add Assistant a

l---l-wg“‘\"‘1"-|---2-H\H‘JH‘\H‘

5. Click on the last shape on the right, Design tab, Add Shape, then choose Add Shape Before.
Click on the shape, which opens up something called a Text Pane, where you can type in the
names and titles for each shape; however, you will find it easier to simply click on the left or right
side of each shape and start typing in the information.

Project Lead
Joe Smith

Finance = \larketing

Joe Cambell

Web

Designer
Michael Torres

Michelle Jones Robert Kelly

David Taylor
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6. After you've finished entering the names and titles, you can change the color of the organization
chart by clicking on the graphic and choosing Change Colors from the Design tab and choose the
first option under Colorful.

Project Lead
Joe Smith

Marketing

Joe Cambell

Mary Jones
I I I

Web .

. Tech Advisor
Designer
Michael Torres David Taylor

Michelle Jones Robert Kelly

Create a Project Timeline Graphic

1. Open a new Word document.

2. Create a Process Timeline by choosing Process, then choose Increasing Process. After the graphic is
inserted, use the Text pane enter the text.

Type your text here x o

: - r\[Textl‘]\ ! v [Tgxt] . [Text]
o 6 [Text] [Text] [Text]

* [Tex]
* [Ted]
* [Tex]

|
o
U

Inc ing Circle Process...
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3. Create the following Timeline by following these steps:

a. Input the first title

b. Press the Down arrow on your keyboard

c. Type in the first bullet, the press the Enter key twice

d. Add the remaining bullets, pressing the Enter key after each entry

e. When finished, press the Down arrow key to get to the next heading

w» Month1-3 Months 4-5 Months 5-6
Analyze System Hire a Web Revise Website
Needs Designer

Train Staff

Upgrade Operating Purchase New
System Database

Create Training
Class

Lesson 10: Create a Pie Chart

1. Open a new Word document.
2. Click on the Insert tab; click on the Chart button from the lllustrations group.
3. Choose Pie, then 3D Pie Chart; click OK.
4. Type over the text and numbers with this information:
Government Contracts $53,000
Foundations $27,000
Individuals $2,000
Other $18,000

Change the Chart title to “Sources of Income” (Replace the word “Sales”).

Click on the chart. With the Design tab selected, do the following:

a. Choose Chart Style #3
b. Choose Quick Layout #1
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The chart should now look like this:

Sources of Income

Individuals (014,]-1¢
2% 18%

Foundations
27%

Government
Contracts
53%

The chart shows a percentage breakdown; let’'s choose a dollar amount breakdown by first clicking on the
chart and then choosing Quick Layout #4:

Individuals, $2,000 Other, $18,000

Government

Foundations, Contracts, $53,000

$27,000
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7. Add the title back to the chart by clicking on Add Chart Elements and choosing Chart Title, Above
Chart.

Sources of Income

Individuals, $2,000 Other, $18,000

‘

Government

Foundations, Contracts, $53,000
$27,000

8. Right-click on the upper right corner of the chart, choose Wrap Text, then choose In Front of
Text. This allows you to resize and move the chart as needed.
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Lesson 11: Comments and Track Changes

Comments is another group of tools you can use to save time when sharing and editing documents with
others. In this example, you and two other employees will carefully evaluate a resume and then think of at
least five questions the group would like to ask the job candidate.

1. Open the Lesson 11.Comments practice file. Select the words “Psychology and Sociology” Click
on the Review tab to display the Comment group and choose New Comment.

2. Type the words, “We should ask for more detail”’. Ask a second Comment for the words “expert
witness”.

Experience

Bachelor of Arts in Human Services

USA College, Jefferson City, Tenness:

August 2006 - May, 2010

SOCIAL SERVICES, Rhinestone, Michigan Jutly 2012 - Present

Parents United Therapist

family, and group treatment.

abuse and neglect.

+ Qualified as xpert witness|in child and adolescent therapy; testified in court on the issue of

- Provide therapeutic intervention services to children, adolescents, and adults using individual,

Randy Wilson
We should ask for more details

Randy Wilson
What are the specific cases?

3. When the document is shared with others, they can click on the Reply options and input their
responses to your comments or click on Resolve if the comment is no longer important.

Experience

Bachelor of Arts in Human Services

Asgust 2006 - May, 2010

(Minors: [Psyr_hulogy and Surjulogyﬁ
USA College, Jefferson City, Tennessee

SOCIAL SERVICES, Rhinestone, Michigan

Jaly 2012 - Present

Parents United Therapist

« Provide therapeutic intervention services to children, adolescents, and adults using individual,

family, and group treatment.

+ Qualified as xpert witness in child and adolescent therapy; testified in court on the issue of

abuse and neglect.

Randy Wilson 10 minutes ago
We should ask for more details

Karen Rome 2 minutes ago
No sure if this 1s important, will talk abeut it n
the meeting tomorrow

£ Reply #71 Resolve

Randy Wilson

What are the specific cases?

Track Changes

The tools in the Track Changes group are used to help groups of workers edit documents they’re working
on together, such as a proposal, a newsletter or a training document. Let’s look at a grant proposal that
needs to be approved before being sent to people outside the organization.

1. Open the Lesson 11.Track Changes file. Click on the Review tab to display the Comment group.
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2. Inthe second paragraph, select the words, “have at least doubled”, then click on the top-half of
the Track Changes button (or press Ctrl+Shift+E).

Home Insert  MyTools  Design

B B Bree

7) Tell me mare

EZ Math Software: Improving Math Skills for At-Risk Students

Project Abstract

The project abstract should present a concise summary of the project. It should be no longer than a page and include
the need for the project and the population it will serve, a brief description of the project and its goals and objectives,
as well as the applicant’s background and qualifications. Make sure you include the amount of funding that is being
sought. Finally, mention how the program will be evaluated to measure the success of the programs. The abstract
should be the last section you write.

The Maplewood Middle School, in Maplewood, MT is seeking a grant to expand our EZ Math program with the
objective of helping all our at-risk students increase their reading skills and to read at grade level using the same
classroom textbooks and materials as their peers. The objective is that by the end of the year the students will have
at least doubled their reading speed and will have improved their reading skills by one to two grade levels. The EZ
Math program is based on the latest research on effective reading instruction. Funding in the amount of $16,504 is
requested for staff training and to purchase the required software and hardware for the school's resource room.

3. Input the words, “dramatically improve”.

s e . .
e e Em hear
=l 2 Faing

The Maplewood Middle School, in Maplewood, MT is seeking a grant to expand our EZ Math program with the
objective of helping all our at-risk students increase their reading skills and to read at grade level using the same
classroom textbooks and materials as their peers. The objective is that by the end of the year the students will hase
atleast doubled dramatically improve their reading speed and will have improved their reading skills by one to two
grade levels. The EZ Math program is based on the latest research on effective reading instruction. Funding in the
amount of $16,504 is requested for staff training and to purchase the required software and hardware for the school’s
resource room.

4. Continue to make changes to the document as needed. When the person who created the
document receives it back with the changes, they can select one of the options from the Accept

or Reject drop-down buttons from the Changes group.

s Mailings Review  View Developer Help S Tell me what you want to do

3 ﬂ; Hj LI:| LI:I r_‘ % By All Markup - EH/ :_>< [ Previous EII

the need for the project and the population it will serve, a brief deseription ) ) ibjectives,
. . . . Accept All Changes and Stop Tracking A .

as well as the applicant’s background and qualifications. Make sure you inciuwae wre wmowmy wr sussvang e 15 being

sought. Finally, mention how the program will be evaluated to measure the success of the programs. The abstract

should be the last section you write.

e CU:E:EH': Track B Show Markup © Accept Reject B Next CDr‘rlparE
diErg=e Reviewing Pane  ~ y T
Comments Tracking - D Accept and Move to Next mpare
%J---u -1--|---2---|---3---|--‘4‘|_—h B . . . A
roject Abstract
The project abstract should present a concise summary of the project. It sh Accept Al Changes 1 include

(3
Restrict

Editing

Protect
7
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Lesson 12: Create a Table of Contents and Index

Before you add a Table of Contents to a Word document, it must have the titles of each section formatted
with a Heading Style (Heading 1, Heading 2, etc.). See Lesson 3 on Text Formatting for instructions on
how to do this.

1. Open the Lesson 12.Table of Contents and Index practice file. Click on the References tab, then
click on the Table of Contents drop-down list and choose Automatic Table 2.

File Home Insert My Tools Design Layout References Mailings Review View Developer H
B Add Text - ab] [y Insert Endnote /ﬂ} @ [:]/ [ Manage Sources
Tableof [l Update Table Insert @3 NextFootnote - Smart Researcher Insert [ style: | ApA -
Contents ~ Footnote Lookup Citation ~ [ Bibliography -
Built-In 7] Research Citations & Bibliography
Automatic Table 1 10« g P
Contents

Heading 2 ...

Heading 3 1
Automatic Table 2

Table of Contents

2. The Table of Contents will automatically be inserted.

Table of Contents

Chapter 1: Getting STtArted.....cccccceeieiriirieierieeiieirc it ceere e et e e e s b st asaebanan
The Excel 2007 RIDDOMI ..ot
New for Excel 2010 and 20131 .ot e
OFI08 BUTEOIL oottt et et ea e ettt es e ae s et et e b e ems e et s e est e et ansanaanan
Quick Access TOOLIDAI: ...t
THELE BALT <.ttt ettt ettt e e st etk e et et en e es ek ensennnan

Ten Major Components of an Excel Worksheet........cccocceeeiiiiiiecnenncie e

ok e s W W W

wh

Description of Worksheet COMPONENTS .....cccoeeieriiiiiereeeeie st ereeneseee e saesseeans

TUSINE SCIEEMTIPS woevvireiriieiretieiereenestersereesesaesessessesssbassessessasessessensensensssessesesnsssassassans O

Create an Index

1. AnIndex can be created by choosing one or more key words within the document that you want
to have included. Click on the Reference tab, and then select the words “Getting Started”. Click
Mark Entry (or press the ALT+Shift+X keys).
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B s -

TOC and Index

Mailings Review View Developer
@ 3 [E Manage Sources
Rrdim nsert |1 Styles APA

GEEN () gy

search Citations & Bibliography

T e

Help 2 Tell me what you want to do

[ Insert Table of Figures

Insert
Caption
[ Cross-referen
Captions
[ T T B

—E Insert Index
M| [

Entry

Index

Mark Entry (Alt+Shift+X)

+,|3 [B Insert Table of Authorities
Mak [

Citation

Table of Authorities
S5 o e A B

Add the selected text to the index.

Chapter 1: Getting Started

The two illustrations below provide an overview of the differences between the
ribbon in Excel 2007 compared to the one for version 2010 and 2013. The use of
the File tab in 2010 opens a new interface called Backstage View, which provides
the user with a menu of commands for managing files and choosing options; the
2007 version uses the Excel Options button after clicking the Office button.

The Mark Index Entry dialog box will appear; choose from the following options listed below.

Main Entry — can use the same
word as it currently appears in
the document or change the text
to something else.

Cross Reference — an entry
here will input text (cross
reference) instead of a page
number, such as “See Formulas
and Functions”.

Mark or Mark All — Mark will only
add the current page to the
Index; Mark All will list all pages
in the document in the Index that
match the same case as the

Main Entry.

Office Fundamentals

A shawn myers

T [& Insert Table of Authorities

w O

Table of Authorities
P SRR S SRR R AR

een the

he use of

lh provide

fons; t] Mark Index Entry ? X

fton. | index
ptions

Q) Cross-reference:

(@) Current page

O Page range

Eookmark: -
Page number format
[ gold

- [ tatic
This dialog box stays open 5o that you can mark
multiple index entries.,

Cell
Styles - | = ZFifter~Selee
Eatig
Minimize
Ribben Button
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2. For this first example, let’'s use the main entry and choose Mark. You'll see the letters XE appear
in brackets next to the Index entry.

theuser-with-a-menu-of-commands-for-managing-files-and-choosing-options; !
2007-version uses-the-Excel Options-button-after-clicking-the-Office-button.

Thetwo-illustrations-below-provide-an-overview-of the differences-betwr e
ribbon-in-Excel 2007 -compared to-the-one-for-version-2010-and-2013.- Theuse-of-
the Filetab-in-2010-opens-a-new interface called Backstage -View, which-provides-

1 Main gntry: |Getting Started
. Options
The-Excel-2007-Ribbon: O gross-reference:
1] (@® current page
Page range
Offme-Butlon'T Quick- 0 Title Baﬂ[ QO Page rng
Toolbar| - Bookmark: ~
/ Page number farmat
[ gotd
03 [ ttalic
Hi Fi Vi
ome | Inset  Pagelayout  Fommulas  Data  Review  View S U R
5 ] i 0 multiple index entries.
Jibri A A General hd };x _l:r‘ 7
t=| = = o Markc Mark All
Paste (B U -5 E&- A $ - % o %% Conditional Format Cel

Mark Index Entry ? X

Index

3. Continue to identify all the words and phrases you want to have included in the Index. Here’s an
example of a Cross-Reference entry.

-

Review tab-

Page Break:

------ 3.~+Move-among-comments:
Review tab-—-Comments-group— Previous-or-Next-buttons -button

‘Edit-Commenty

Mark Index Entry ? X

Index

Options
(O Current page
() Page range
Bookmark: v
Page number format
[ Bold
[ talic

This dialog box stays open so that you can mark
multiple index entries.

Mark Mark All

4. When finished, go to the last page on the document and insert a new page; type the word Index.
Click on Insert and choose Insert Index from the Index group. For this example, choose the Right
align page numbers option; click OK.

Index

Index

Index | Table of Contents  Table of Figures Table of Authorities

Print Preview

Aristotle
Asteroid belt_..
Atmosphere

[iEight align page numbers:
Tab leader: | ..

Formats:  From template

? X
2 ]A Tyee @ Indented (O Rup-in
Columns: |2 S
language:  English (United States) |
v
Mark Entry... | | AutoMark... Modify...

Office Fundamentals

Inspire Learning Solutions

Page 38 of 99



5. The Index now appears on the last page. To update the index with new entries as you make
changes to the document, you would click on the Index, then click on Update Index from the

References tab.

Index

Camera..........ccoovivnnniinnenns 8
Clipboard.............cccoooniiiii 15
Custom Fill ... 12
Entering Information...
Hyperlinks ..............
Office 2010
Information Om........cccoeviniienennas 12
Paste Special

Pinning Documents ...........c.ccoeennne.
Shortcut Keys...........ocooveviinnn
Ten Major Components of an Excel
Worksheet
Excel worksheet, major
components of .........coceeevrennne.
Using ScreenTips ....cccccovvevvviiirinnine.
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Lesson 13: Send Emails using Mail Merge

Mail Merge is a good tool to use when you need a fast and efficient way to communicate with people. A
small business for example, may want to send out letters as part of a marketing campaign. A non-profit

organization may need to do fundraising campaigns throughout the year by sending out emails to their
donors.

1. To start the Mail Merge, click on the Mailings tab on the Ribbon and click on the Start Mail Merge
down arrow. Choose Email messages

File Home My Editing Group Insert Design Layout References Mailings View Developer Help

158 e B

Envelopes Labels Start Mail  Select

Muxv Recipients ~

Create B Wetters Write & Insert Flelds Freview Results Finish

e (el Massages L SRR ER R RS EERN RS RS EREE EEEE R Ee
E1 Enyelopes.
fh Labels

] ] Directory
- ] normal Word Document

] Step-by-Step Mail Merge Wizard...

Thank you so much for your generous support,

2. Under Select Recipients, choose Use an Existing List

File Home My Editing Group Insert Design Layout References Mailings Review

=
s & Mg
nvelopes Labels = Start Mail  Select
Merge ~ Recipients ~
Create 57 Type a New List...

Write & Insert Fields
Eids v e bis SR bEh Py oot wiat )i

Bttt ] Naean Bxisting List,.
[T Choose from Outlook Con

3. Locate the file that has the list of Email recipients (i.e. on a flash drive, C drive, etc.), then double-

click on the file. The Select Table dialog box will appear. Double-click on the file you want to use,
which in this case is the Employee List.

Thank you so much for your generous support,

As you know, needy families and individuals in our community go without proper food, shelter, and essential medical care every day due to a variety of factors including low wages, job loss
children and the elderly are at the most risk, and they make up the largest number of clients we serve.

With the generous support of people like you, we will be able to help many of these families and individuals not only to meet essential daily needs, but to work toward a brighter future with

For more information on how your donation is helping to make a difference in the lives of so many in our

Select Table 7 X |fthere
Thank you again, and we look forward to your continued support. Name Description  Modified Created Trpe.
m 32172018 755112 PM 3/21/2018 7:51:12PM  TABI|
Sincerely, [ Empi Lists 3212018 7:51:12PM  3/2172018 7:51:12PM  TABL)
[0 ‘Malting Lists 3/21/2018 1:5112PM 3/21/2018 7:51:12PM  TABL
< >
[ First row of data contains column headers Cance}
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4. Click on the Greeting Line button; a dialog box will appear.

able to help many of these families and individuals no
Insert Greeting Line

1 make a difference in the lives of so many in our comm Greeting line format: aat

Dear || |Joshua Randall Jr. vl |, v
support. Greeting line for invalid recipient names: v
Dear Sir or Madam, v
Preview
Here is a preview from your recipient list:

1 b M

Dear Art Venere, ‘

Correct Problems

If items in your greeting line are missing or out of order, use Match Fields
to identify the correct address elements from your mailing list.

Match Fields...

5. Under Greeting line format, change the word “Dear” to the words “Good Afternoon”; press the
Space key.

e to help many of these families and individuals not—* —— f
Insert Greeting Line ? X
ike a difference in the lives of so many in our comn] Greeting line format: 1ati
:ermoon|~| | Joshua Randall Jr, ] [ i:
pport. Greeting line for invalid recipient names: -
Dear Sir or Madam, v|
Preview

Here is a preview from your recipient list:

1 DM

Good Afternoon Art Venere, ‘

Correct Problems

If items in your greeting line are missing or out of order, use Match Fields
to identify the correct address elements from your mailing list.

Match Fields...

e

6. Use the second drop-down list under Greeting line format to choose how the person will be
addressed (i.e., First name only, first and last name, etc.). For this example, let’s choose First
name followed by a comma. Under “Preview, you can click on the right and left arrows to see how

the Greeting will look. Click OK.

we will be able to help many of these families and individuals nof = 3
Insert Greeting Line ? X
helping to make a difference in the lives of 50 many in our comn Greeting line format:
) :ernoon v | | Joshua V] [ v
continued support. Grgeting line for invalid recipient names: l
Dear Sir or Madam, 4|
Here is a preview from your recipient list:

M2 |

Good Afternoon Kris,

Correct Problems

If items in your greeting line a 'out of order, use Match Fields
to identify the correct address elei 'rom your mailing list.

Match Fields...

oK Cancel
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7. You can see the Preview Results button at the top of the ribbon to see how the email is going to
look by clicking on the left and right arrows. Click on the Finish and Merge down arrow in the
Finish group.

Design Layout References Mailings View Developer Help Q Tell

B ‘-_L] B N [3Rules~ @ M 4) > M @_’
= , = Q¥ Match Fields  [DFind Recipient -
Highlight Address Greeting Insert Merge Preview Finish &
Merge Fields Block  Line  Field - Results [+ Check for Errors Mers -
Write & Insert Fields Preview Results f’“ﬁ Edit Individual Documents...
3""'"4"""'5"""'6"""'7"""'8'”"'F‘,S,Eril‘ntDocumentf.,,, 1

F‘ Send Email Messages..,

Here you have the option of creating a new Word document that

merges the email messages with each name on the list. merging Merge to New Document 7 X
the email message with the names within the Word document by

choosing Edit Individual Documents. You can now choose to MEFRL TS ol

merge all of the records, the current record or choose specific O}

records from the list. If you choose to merge all the records and O Current record |

then click OK, you'll see the greeting followed by the message O Erom: To:

pasted onto multiple pages. This is a good option to choose if you

want to copy and paste each individual message into your email Cancet

applications (i.e. Outlook), rather than having Word automatically
send them to Outlook for you.

8. To send the email message right away, Click on Send Email Messages.

Home My Editing Group Insert Design Layout References Mailings Review View Developer Help Q Tell me what you want to do
Ol RN B =
=7 [ B l_' B D EI EI E;I (3 Rules ~ . M 4 > M ’D
|@ &% P A 1=15) oy S Q) BFi T >
L i i - , 41 Match Fields . 9 Find Recipient L
invelopes Labels ' Start Mail ~ Select Edit Highlight ~Address Greeting Insert Merge Preview Finish &
Merge » Recipients * Recipient List Merge Fields Block  Line Field ~ Results [ Check for Errars Merge ~
Create Start Mail Merge Write & Insert Fields Preview Results Fhy  Edit Individual Documents
'ﬁy'“""1'"""2"""‘3"""'4""'“5"""'5‘"""7"""'8"""[“‘% Print Documents...
. [ i
Good Afternoon Blair, & Sﬁd Eediiesoes

Thank you so much for your generous support,

9. Keep in mind that messages sent to Outlook will automatically be sent to the recipients without
any kind of confirmation message or warning. If you just want the messages to be kept in your
Outlook folder and not sent, you must go to the Ribbon, click on the Send/Receive tab and click
on Work Offline in the Preferences group.

Send / Receive Folder View Help Norton Q Tell me what you want to do

(=" 2> Update Folder I 8 [ t1 - Ama
- - - sl f
= L= K| ls -
=1 ~ EiSend Al = - W N 0
Send/Receive ) Show Cancel Download Download ~ Work
All Folders [ Send/Receive Groups~  progress Al Headers - Process Marked Headers ~  peferences ~ Offline
Send & Receive Download Server Preferences
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Lesson 14: Comprehensive Project

Project 1: Create a cover sheet that includes a title, subtitle and at least one picture or graphic.
Technology Plan for Midwest Services

The mission of Mercy Health Resources, the nonprofit which runs Midwest Services group
home in Bloomsburg, Nebraska, is to help our clients improve their mental health and quality of
life. Our programs depend on the use of technology to manage daily operations and maintain a
high level of efficiency, so that case managers and other staff members can do their job
effectively.

The process of developing an effective technology plan involves a series of steps, which starts
with a comprehensive assessment what we currently have. This technology plan will outline the
necessary budget, funding plan, implementation team and timeline required to improve the
technology resources available to Midwest Services.

Technology Equipment Assessment

The following table presents a list of office equipment and medical equipment currently used by
the Midwest Services group homes. While most of the equipment works well, there are some
problems and concerns. For example, the phones are outdated and at times, it is difficult to hear
the person on the other end. The desktop computer in the case manager’s will often malfunction
and restart on it's own, which causes data to be lost. The standing blood pressure monitor does
not work well and the Internet connection is very slow. SERv, the online client record system
also tends to be slow.

Project 2: Create a Table that summarizes the current inventory of equipment.
Desktop computer (3), Paper shredder (2), Copier (1) Fax machine (1), Desktop telephone (4),
Desktop printer (1), Label printer (1) 3-hole electric punch (1).

Goal 1 — Purchase New Equipment

Our goal will be to find the best deal by comparison shopping, finding the right vendor,
identifying the best maintenance agreement and capitalizing on our nonprofit status to obtain
discounts. The first priority will be to get a new desktop computer for the case manager office,
four new desktop telephones and an extra-large size blood pressure cuff or a wrist or leg blood
pressure cuff.

Goal 2 — Training
Once a new extra-large blood pressure cuff is purchased, there should be staff training for all

case managers by the program nurse immediately and every year during the required annual
medication administration training. This will increase the accuracy of blood pressure
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measurements to meet the standard of SERV clients In addition, further training is needed for
SERv. We are also moving toward a totally electronic charting system.

Project Timeline

Project 3: Create a Project Timeline by creating a SmartArt Graphic.

Months 1-3:

Review technology plan and gain approval to move forward
Price technology equipment at local office/medical supply stores
Purchase and install desktop computer, telephones & XL BP cuff
Update intranet

Months 4-5:

Create blood pressure measurement training program

Create SERv system training program

Implement SERv system training for all staff

Implement blood pressure measurement training for all staff
Months 7-9:

Complete integration of client charting from paper charts to 100% electronic
Evaluate efficiency of new technology

Evaluate improvement in quality of client SERv

Months 10-12:

Review technology plan and make any necessary changes
Re-assess technology needs and goals

Final reports and evaluation

For any human services technology to be effective, long-term planning and support should be
taken under consideration. This proposed technology plan will most likely take a full twelve
months to implement, from purchasing equipment to implementing training programs to the final
reports and evaluation.

Project Budget

The budget shows the costs associated with purchasing and installing technology equipment,
providing employee training, technology support and consulting fees. Midwest Services will
follow the 70/30 rule when making any purchase decisions. For every dollar budgeted for
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technology, 30 cents should be projected for spending on hardware and software equipment. 70
cents to each dollar should be used on training and technical support.

Project 4: Create a new format for this budget by either creating a worksheet in Excel or a Table
in Word.

Group Home Fee Income $2,100.00
Government Grants $2,500.00

Private Donations $900.00

Fundraising $500.00

Total Funds Available for Technology $6,000.00
Technology Plan Costs

Equipment

Desktop computer $399.99

Desktop telephones  $439.96

Extra-large size blood pressure cuff $90.00
Installation

Desktop computer $50.00

Desktop telephones  $400.00

Training

Blood pressure measurement $375.00/year
SERv system  $2,250.00/year

Technical Support

Desktop computer $200.00/year

SERv system  $400.00/year

Technology Plan Consultant Fee $975.00/year

Total One-Time Technology Plan Costs $1,079.95
Total Annual Technology Plan Costs $4,200.00
Total Technology Plan Costs $5,279.95
Balance $720.05

Funding Plan

Funding is a universal issue, especially for nonprofits like Mercy Health Resources, which rely
heavily on outside funding sources to operate. Funding for the Midwest Services technology
plan will come from four different sources: group home fee income, government grants, private
donations, and fundraising. Group home fee income generates $2,100 for technology.
Government grants bring the largest amount of funding at $2,500. Private donations and
fundraising contribute the remaining $1,400 for a total of $6,000 of funds to use for the
technology plan.

Project 5: Create a Pie Chart that summarizes the funding plan.

The Implementation Team

Team effort is essential during the technology plan implementation period. The Regional
Director oversees the operation of all group homes in the region, including Midwest Services.

Office Fundamentals Inspire Learning Solutions Page 45 of 99



The following organization chart displays the other members of the team:

Project 6: Create a SmartArt organization chart that uses the following information:

Level One: Regional Director

Level Two: IT Manager, Finance Director (both report to the Regional Director)

Level Three: Network Administrator (reports to the IT Manager), Technology Trainer (reports to

the IT Manager), Staff Account | (reports to the Finance Director), Staff Accountant Il (reports to
the Finance Director).
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Excel Fundamentals

Topics Covered

15.Getting Started

16. Entering Data and Formatting Cells
17.Using Cut, Copy and Paste
18.Formulas and Functions

19.Data Lists and Tables

20.Charts and Visuals

21.What-If Analysis

22.Sorting and Filtering Data
23.Introduction to PivotTables

24.Create Passwords and Protect Cells
25.Using Excel with Office applications
26.Microsoft Excel certification training
27.Appendix A: Excel for Small Business
28.Appendix B: Excel and Personal Finance
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Getting Started with Excel

The Ribbon

The Ribbon is at the top of the Excel window and provides you with the tools you need to create what'’s
referred to as Workbooks. The File tab will open Backstage view, which allows you to select from a large
number of different commands and tools.

Home Insert Page Layout Formulas Data Review View Developer

3; Hr S Wrap Text General M E’lsj‘l ;d‘ Em _ E EAU‘toSum' fe}? Lﬁ
_ 2x E 3] Fill - o

& Cut

j Calibri 11 A=
P. =Ll A A = 0 .00 Conditi F t C I Delete F Sort & Find &
aste v Bie By - - EEE = | =g M - - 0 » €0 . onditional Forma ell nsert Delete Format ort & Find &
- Format Painter B I U — O-L- | EFF FIFE EMergedCenter § to R Egrmatting - a< Table~ Stylec - - v - (2 Clear ~ Eilter~ Select~
[ Clipboard ) Font u Alignment 7] Number a Styles Cells Editing ]

d9-c-E@EF -

"

Quick Access Groups and
Toolbar Launchers

When you click on the File ® Info
tab to open Backstage View,
you'll see a large number of
tools that are used when

(7] Home

[ New

E Open

working with Excel files, 4 Protect Workbook Properties -
including NeW, Open, Print " pm&l Control what types of changes people can make to this workbook. Size Not saved yet
. ort - Title Add a title
and Export. The Options tab — o e
displays additional tools that ook Categores  Ade s categary
H Save Inspect Workboo
can be used to customize o @3 Before publishing this file, be aware that it contains: Related Dates
how Excel performs and Print Checkfor | xuthors name and sbslute path -
. Created Today, 10:38 AM
displays data. — Share Last rited
o Manage Workbaok
o M@E ) There are no unsaved changes. Related People
BLEEL Workbobk~ Auner 5  smyers
Close Add an author

- . Last Modified B Mot s.
E Browser View Options ast Modified By Not saved yet
=)

Account Pick what users can see when this workbook is viewed on the Web. Show All Properties
Browser View

Options
Feedback P

Options

Office Fundamentals Inspire Learning Solutions Page 48 of 99



Open Backstage View to add a new Tab to the Ribbon:

1. Click on the File tab, then click on Options button; choose Customize Ribbon.

2. Click on New Tab.

Excel Options
General o . .
E-E Customize the Ribbaon.
Formulas
Choose commands from: G
Data Popular Commands
Proofing
Save Y Add or Remove Filters
mll All Chart Types...
Language Borders
. Calculate Now
Ease of Access Center
Advanced Conditional Formatting
Copy
Customize Ribbon Customn Sert...
Cut
Quick Access Toolhar Decrease Font Size
o Delete Cells...
Add-ins Delete Sheet Columns
Trust Center Delete Sheet Rows

Email

Fill Color

Font

Font Color

Font Size

Format Cells
Format Painter
Freeze Panes
Increase Font Size
Insert Cells...
Insert Function...
Insert Picture
Insert Sheet Colurmns
= |nsert Sheet Rows
Insert Table
Macros

Merge & Center

LI EAR = HSN XY HElE

g
3

8

Let’s create a Tab that has tools that can be used to manage a data list.

Customize the Rigbon: G
- Main Tabs

- Main Tabs
Background Removal

L3 El ] Home
Clipboard
Font
Alignment
Number
Styles
Cells

T

=[] Mew Tab (Custom)
New Group (Custern)

npacy
[ Draw

Page Layout
Formulas
Data

<< Remove

[ view
Developer
[A Add-ins
Help

MNew Group

2 Customizations: Reset

- Import/Export * |G

0K

3. Click on New Tab (custom) then click on Rename button and name the Tab “Data List”; click on
New Group (custom), then click the Rename button and name the group “Editing Tools”.

Y Add or Remove Filters -
1.0 All Chart Types...

Borders 4
Calculate Now

Center

Conditional Formatting L4
Copy

Custom Sort...

Cut

Decrease Font Size
Delete Cells...

Delete Sheet Columns
Delete Sheet Rows
Ernail

Fill Color

Font

Font Color

Font Size

GG~

Format Cells

Format Painter

Freeze Panes L4
Increase Font Size

Insert Cells...

Insert Function...

Insert Picture

n Insert Sheet Columns

€= |nsert Sheet Rows

Insert Table

&
EE]
%
A
%}x
-.xJ
EX
43
&
A
~
E
A
;

=
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Main Tabs
Background Removal

= Home
Clipboard
[+

Nurnber
Styles
Cells
Editing

= [w] Data List (Custom)
Editing Teols (Custom)

Page Layout
[ Formulas
[ Data

[ Help

Mew Tab

Customizations: Reset * i
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1. With Popular Commands selected from where is says “Choose commands from”, use the Add
button to choose Insert Sheet Columns, Insert Sheet Rows, Delete Sheet Columns and Delete

Sheet Rows.

Excel Options

General

Formulas

Data

Proofing

Save

Language

Ease of Access
Advanced
Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

E—E Customize the Ribbon.

Choose commands from:C

Popular Commands

Customize the Ripbon: G
Main Tabs

Y Add or Remove Filters
All Chart Types...
Borders

Calculate Now

= Center

% Conditional Fermatting
ER Copy
Custom Sort...
c}f, Cut
A" Decrease Font Size
B Delete Cells.
X Delete Sheet Columns
X Delete Sheet Rows
[ Email
¥ Fill Color
Font
A Font Color
Font Size
Format Cells
¥ Format Painter
E' Freeze Panes
A" Increase Font Size
Insert Cells...

o

o Insert Picture

FFY Insert Sheet Columns

€= Insert Sheet Rows
Insert Table

» Macros

E Merge & Center

Main Tabs
Background Removal
B | Home
Clipboard
Font
Alignment
Number
Styles
Cells

o

B [ Data List (Custom)
Bl Editing Tools (Custom)

Add >> U Insert Sheet Columns

€= Insert Sheet Rows
<< Remove

IX Delete Sheet Rows

xJ Delete Sheet Columns

e
[ Draw
Page Layout
Formulas
Data
Review
B view

Mew Tab MNew Group

Customizations: Reset ~

Import/Export ~ |0

-

Rename...

Cancel

2. Click OK. You can now see that a Data List tab appears next to the Home tab.

Home

E O -
z =

Formulas Data Review

UMl 2o
a 3

Insert Sheet  Insert

Data List Insert
L4 =
x X

Delete Sheet  Delete

Columns Sheet Rows Columns Sheet Rows

Editing Toals
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Quick Access Toolbar

The Quick Access Toolbar is another way to get things done in less time. By default, it's located at the top
of the Ribbon, but you can move it to the bottom to make it easier to see.

1. Click on the down arrow where it says “Customize the Quick Access Toolbar”; choose Show

Below the Ribbon.

File Home Customize Quick Access Toolbar

Automatically Save

& Cut h
New
Paste Dg Copy

- < Format ¥ Open

Clipboard save
Erail
H Quick Prin
A Print Preview and Print E
Spelling
~ Undo
+  Redo
Sort Ascending
Sort Descending
Touch/Mouse Mode

More Commands...

0@~ ot W =

Show Below the Ribbon

iz

&
Y
I=
a
i
1|
il
.

rmulas D File Home Data List

< |:| A Cut
C -
Paste E@ =
- <¥ Format Painter

Clipboard
- =
F G 2-C B s

B7 he

Insert

Calibri

Page Layout Formulas
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2. From here, you can add more tools by clicking on the down arrow and choosing More

Commands.

3. The Excel Options dialog box will open. With Separator selected, click on the Add button to add
some space between the tools already selected and the new tools that will be added.

Page layout  Formulas  Data  Review  View  Developer  Help 2 Tell me what you want to do
o Alaa | = ©1- 2 Wrap Tedt General B [ @ Normal Bad Good

‘
&
.
=
f
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el
il il
Inl

Neutral

Calculation

g A = EMegeaConter ~ | § - % 9 4y | Conditional F?rml:‘alas Explanatory ... Linked Cel Note
g~ Table~ s
t & Alignment ] Number ] Styles
?
% Excel Options ? X
General
E F s H || Gened [{‘% Customize the Quick Access Toolbar.
Formules
Choose commands from: (G [Customize Quick Access Toolbar G
Data
Populer Commands - For all documents (default) =
Proofing
Save «<Separators = ) Undo [»
T Add or Remove Filters & Redo v
Language AutoSave > Open
Ease of Access i Borders 3 <Separator>
Calculate Now
Advanced = Center
Customize Ribben [l Conditional Formatting 3
B Copy
Quick Access Toolbar Wil Create Chart
Aeld-ins Custom Sort...
A cut
Trust Center A Decrease Font Size
BE Delete Cells... -
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4. Use the scroll bar under Popular Command to choose Email and Quick Print; click OK. The tools

will now appear as icons on the Quick Access Toolbar.

Excel Options

General
Formulas
Data
Proofing
Save

Language

Ease of Access

Advanced

Customize Ribbon

Quick Access Toolbar

Add-ins

Trust Ce

E“‘é] Customize the Quick Access Toolbar.

Customize Quick Access Toolbar:;
For all documents (default) -

Choose commands from: &

Popular Commands -

Tnsert Cells... =
Insert Function

“Y Undo [»
@ Redo [»
E> Open

<Separator>

B Email

Insert Picture
Insert Shest Columns
B¢ Insert Sheet Rows
Insert Table

Merge & Center
Neme Manager

New File

ET R

Open
Page Setup

Paste |»

<< Remove

oo I o FE A

Paste Special...
PivotTable

[& Print Preview and Print

5 Quick Print

Q' Redo [»
% Refresh All | Popular Commands | Quick Print (FilePrintQuick)
() Repeat -

Save

[F sevess

[B SetPrint Area

&y shapes (k3

Customizations: | Reset =

Show Quick Access Toolbar below the

Ribbon Import/Export ~ |G

oK Cancel

Organize and View Workbooks

File Home Data List Insert Page Layout
Eﬁ h Cut Calibri N TR
C -
Paste EB opy T U - Moo AL
- <% Format Painter —
Clipboard [P Fant P
9-C B BB
¥19 < Jx
A B e D E F

You can get easy access to workbooks used the most frequently by clicking on the File tab, then clicking

on Excel Options; choose Advanced.

5. Under Display, click inside the Show this number of Recent Workbooks box and choose a

number (i.e., 10); click OK.

w View Developer Help 2 Tell me what you want to do
rap Text General - = @ Normal Bad Good Neutral [¢
. .9 o oo | Conditional Format as @ Explanatory... [Input Linked Cel 1
Tge & Lenter $-% 9 | %D Formatting~ Table~
& Number 5 Styles
Excel Options ? X
General Properties follow chart data point for all new workbooks & =
Formulas Current workbook: | [fJBooks -
Data Properties follow chart data point for current workbook
Proofing Display
Save .
Show this number of Recent Workbooks: | 10 :
Language Quickly sccess this number of Recent Workbooks:
Ease of Access Show this number of unpinned Recent Folders: | 0 -
Ruler units | Default Units +

Show formula bar
Show function ScreenTips

Customize Ribbon

Quick Access Toolbar
[ Disable hardware graphics acceleration
Add-ins For cells with comments, show:

Trust Center No comments or indicatars

4. When you click on the File tab, then click on Open, you'll see the most recently used fields and
the ability to “pin” the frequently used documents by clicking on the pin icon.

Corporate Training Solutions
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P
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Twelve Major Parts of an Excel Worksheet

Here is a summary of the Excel worksheet parts you should be familiar with:

Name Box Insert Function Formula Bar
A27 /‘ _f‘!/ ¥ v
A B C D E F G H | J K L =
1
2 \ Vertical Scroll Bar
3
) Work Area
4 || Active Cell pd
5
6
7
8
9
10 Insert
1 Worksheet Horizontal Scroll
12 —
12 / ¥ -
Sheet1 @ 1 3
Ready %] K i) {m, - i %
Worksheets Status Bar View Buttons Zoom Slider

Description of Worksheet Parts:

Name Box — shows the cell location (ex. Al, A2, etc.)

Active cell — refers to the cell currently being used

Insert Function Button — opens the Insert Function dialog box

Formula Bar — space where text, numbers and calculations are entered
Work area — shows data inputs and calculations

Vertical scroll bar — moves the work area up and down

N o o s~ w DR

Status Bar — displays information about the open file. You can right-click on Status Bar to open
what’s called the Customize Status Bar to choose display options

8. Worksheets — indicates the number of worksheets open

9. Insert Worksheet — opens a new worksheet tab

10. Horizontal Scroll Bar — moves worksheet area to the right or left

11. View Buttons — switch between Normal, Page Layout and Page Break Preview

12. Zoom Slider — changes the magnification of the worksheet between 10%-400%
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Excel Formulas and Functions

Formulas and functions are used to tell Excel how to perform calculations or execute commands on
inputted data. A formula is a statement that performs calculations based on:

e Constants: =1+2+3
e Cell References: =A1+B1+C1
e A combination of both: = A10 + 15

A function has formulas built into it and can perform multiple calculations. For example, you can input
=SUM(A1:A3) to add a row of numbers instead of inputting =A1+A2+A3. SUM represents the Function
Name and the cell references (A1:A3) represent the Function Arguments.

Formulas and functions can be inputted into a cell in the worksheet or into the formula bar. If you are not
sure of how to perform a calculation, you can use the Insert Function button to open up a dialog box:

h i ’

. . e 0
There are over 300 function names in Excel, e (D ||
Search for a function:

divided between 13 different function

. . . L. Type a brief description of what you want to do and then dick
categories, each with a written description of Go
what it is does and how it works. eSS G g Fnanddl [=]

Select a function:

. . -
Functions are activated when you ACCRINTM
. . . AMORDEGRC
start typing the function name into a cell. AMORLING
i COUPDAYS
For example, if you want to use the SUM couppars Il
function you can start typing =SUM into a ACCRINT(issue first_interest,settlement,rate,parfreq basis,...)

Returns the accrued interest for a security that pays periodic interest.

cell and the function name will appear,

Help on this function OK ] [ Cancel
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Project 1: Create a Program Budget

A non-profit organization needs to create a program budget for an after-school tutoring program. Use
formulas and function calculate totals so that all sources of revenue and expenses for the program are

accounted for. The ending Revenue over Expense amount should be $0.

—_

| =3 =k = | =k | =k | =k =& =k | =&
@m_qmm_hmm_tammﬂmm.bmm

[T S T ST S I ST S T L T 6
b s Bl R S T TR I

I ]
[{a]les]

[ B e R TS
Pa | = O
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B c

Harris Foundation After-School Tutoring Program

Revenue

Grants

Contracts

Corporate contributions
Individuals

Fees for services
Fundraisers, events, sales
Total

In-kind

Total Revenue

Expenses

Personnel

MWarketing and advertising

Staff and volunteer training
Computers and contract services
Miscellaneous

Subtotal

General operating (indirect) - 8%
Total

In-kind

Travel (County Youth Bureau)
Trainers (160 hours x 560/hour)
Classroom supplies (Staples)
Total In-kind

Total Expenses
Revenue over Expenses

Inspire Learning Solutions

45,000
38,000
17,200
14,800
13,400
16,692

528,200

57,384
23,435
15,543
33,454

9,034

11,192

11,800
9,600
6,800

=SUM(C4:C9)

=C11+C10

=SUM(C15:C19)

=SUM(C20:C22)

=SUM(C26:C28)

=C29+C23
=C12-C31
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Project 2: Create a Statement of Activities

Create a worksheet that calculates Total Revenue, Total Expenses and the Increase in Net Assets. Then
calculate each revenue amount as a percentage of the Total Revenue and each expense amount as a
percentage of Total Expenses.

1. Input =SUM(D5:D10) into cell D11

2. Input =D5/$D$11 into cell F5; auto-fill the formula down to cell F11

3. Input =D11-C19 into cell D20

4. Input =C14/$C$19 into cell F14; auto-fill the formula down to cell F19

A B C D E F G
1
2 Harris Foundation
3 Statement of Activities - Year to Date
4 Revenue % of Revenue
5 Grants 46,000
G Contracts 38,000
7 Corporate contributions 17,200 6
8 Individuals 14,800
9 Fees for services 18,400
10 Fundraisers, events, sales 16,692
11 Total Revenue ‘
12
13 Expenses % of Expenses
14 Administrative 57,384
15 Marketing and advertising 23,435
16 Staff and volunteer training 16,543
17 Contract services 33,454
18 Miscellaneous 9,084
19 Total Expenses 139,900
20

Increase in Net Assets °
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Project 3: Calculate a Project Timeline

Use Formulas and functions to calculate how long it will take to complete a project and how much it will
cost.

1. Input =NETWORKDAYS(C5,D5) into cell E5; auto-fill down to cell E9
2. Input =SUM(E5:E9) into cell E10
3. Input =PRODUCT(E11,E10)

Total
Daily Rate (8 hrs/day) S600

Estimated Revenue °

A B C D E
1 i
2 i
3
4 Project Phase Start  Finish Time Estimate
5 Needs Analysis 6-Jan 30-lan
6 System Upgrade 30-Jan  15-Feb
7 | Website Development 15-Feb 5-Mar G
8 Documentation 5-Mar  10-Apr
9 Final Testing 11-Apr  30-Apr
10
11
12

Project 4: Variance Reports

Variance reports are commonly used when you want to compare predicted results to actual results. In
this example, The Harris Foundation needs to closely track their expenses so that they can keep their
spending under control.

Variance is best measured as a percentage as opposed to a dollar amount. For example, telling someone
that telephone expenses were $103.23 over budget compared to last month does not reveal whether or
not that dollar amount is significant compared to the budget. However, if you describe telephone
expenses as being 27% over budget compared to last month, it is easy to see that the dollar amount was
significant and that some type of corrective action may need to be taken.
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Calculate the variance percentage for each expense in column E using this formula:

=(Actual - Budget)/Budget

Example:

Telephone Actual $483.23

Telephone Budget - $380.00

Result: $103.23

Variance % = $103.23 + $380.00 = 27%

A positive percentage value means that the expense was over budget; a negative percentage value
means the expense was under budget. In this example, telephone expenses were 27% over budget last

month.
A B = D

1 a
2 Harris Foundation Expense Evaluation
3 Expense Budget  Actual
4 Space rental 820.00 820.00
5 Telephone 380.00 483.23
6 Travel 32000 43242
7 Supplies 520.00 538.43
8 Printing 320.00 44232
9 Postage and delivery 20.00 55.23
10: Mailing costs 120.00 129.93
11 | Advertising and marketing 90.00 88.23
12 Web site 30.00 35.43
13: Conference fees 100.00 9423
14 Membership and subscriptions 20.00 22.78
15| Equipment 100.00 82.41
16 Regrants 20.00 142.32
17| Contingency 20.00 40.34
18 Total: 3,070.00 3,392.43

Project 4: Calculate the return on investment

The Harris Foundation wants to purchase a multi-function copy machine so they can print all of their
marketing materials themselves, as opposed to using an outside company. They believe that they will

save about $8,000 per year for a machine that will cost them $23,000.
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Use formulas to determine how long it will take them to get a return on their investment.

A , B , C D , E , F , G ,
1 |
2 Harris Foundation Projected Cash Flows
3| Technology Investment Annual Cost Savings
4 Year 1 Year 2 Year 3 Year 4 Year 5
5 (23,500) 8,000 8,000 8,000 8,000 8,000
5 Cummulative Cash Flow
7 | =C5+B5 =C6+D5 =D6+ES =E6+F5 =F6+G5

Project 5: Break-Even Analysis

You are in the process of writing a grant proposal. You estimate that you will be able to raise a total of
$500,000 and that your annual expenses (salaries, rent, supplies, etc.) will be about $150,000. The
estimated cost to provide service for each client is about $1,200.

The objective for doing a break-even analysis is to determine the maximum number of clients the
organization will be able to provide services for, based on the current financial projections. The break-
even analysis results can then be used to make any necessary adjustments.

1. Input Budget amount — Operating expenses to calculate the Funds Available
2. Input Funds available + Allocation per client to calculate the Maximum number of clients

A B C
1 |
2_
3 Harris Foundation Break-Even
4 Budget amount S 500,000
S Operating expenses 150,000
6 Funds available:
7 Allocation per client 1,200
8

Office Fundamentals

Maximum number of clients
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Project 6: Using Goal Seek

Here’s an example of a non-profit that did a break-even analysis and determined that it can service a
maximum of 239 clients per year. They want to raise that number to 300 clients by either increasing the
total budget amount or lowering their operating expenses. To do this, they will use a tool in Excel called
Goal Seek.

1. Click on cell C8, then click on the Data tab and choose Goal Seek.

File  Home Datalist  Insert  Pagelayout  Formulas  Data  Review  View  Developer  Help

uuuuuuuuuuuuuuu Al [Z14] = ar — 4

GhRE B b B REleeeee & g o0 Y BB = B BB ER | <E
Get  From From FromTable/ Recent = Existing | Refresh Stocks  Geography | | Z| Sort | Filter Text to Remove  Data  Consolidate Manage What-If Forecast | Group
Data~ Text/CSV Web  Range Sources Connections | All~ L3 & Advanced | Columns Duplicates Validation Data Model | Analysis~ Sheet -

Get & Transform Data Queries & Connections Data Types Sort & Fifter Data Tools Scenario Manager,
D~ [ ] E =S Goal Seek..
c8 - fe =CBICT Data Table.

A B C D E F G H
1
2
3 Harris Foundation Break-Even
4 Total budget S 775,000
3 Operating expenses 225,000
6 Funds available: S 550,000
7 Allocation per client 2,300
8 | Maximum number of clients 239

2. Input the following into the Goal Seek Status dialog box

a. Under Set cell, input C8
b. Under To value, input 300
c. Under By changing cell, input $C$4; click OK or press enter

A B C D E F
1
2
3 Harris Foundation Break-Even
4 Total budget (S 775000 | oo s r x
5 Operating expenses 225,000 set el @ x e
6 Funds available: S 550,000 - 3
7 Alloc.atlon per client . 2,300 —
8 Maximum number of clients | 239 |

3. Repeat these steps to determine what the operating expenses would need to be in order to
service 300 clients.
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A
1 |Last Name
2
3

Project 7: Create a Data List

A fictitious non-profit organization called East Coast Foundation wants to create a data list for the

following reasons:

e Ease of Use — A system that does not require strong computer skills
¢ Client Contact Information — easy access to emalil, cell phone and primary phone numbers
¢ Demographic Information — capture demographic information and create reports from it

The first step to create our database to create the column titles.

1. Open a new Excel file, then click on cell B2 and type in the following column titles, pressing the
Tab key after each entry; Last Name, First Name, Address, City, State, Zip Code, County, Home
Phone, Cell Phone, Email Address, Social Security Number, DOB.

B

First Name

Address

City

D E
State

F

Zip Code

G H
County

Home Phone

|
Cell Phone

J

Email Address

K

The next step is to customize the phone number and social security number cells. This will eliminate the
need for users to enter dashes when typing in the numbers

) R R R = ]
HRBRBRREBEBEEYEGRERESE

H
1

(1= I R I SO

2. Select cells H2 and I12. From the Home tab, click on the Launcher inside the Number group

3. Under Category choose Special; under Type choose Phone Number, then click OK

A
Last Name

H

]

Home Phone

Cell Phone

Email Address

B C D E F G
First Name  Address City State Zip Code County
Format Cells ? hed
Mumber = Alignment Font Barder Fill Protection
LCategory:
General Sample
Number
Currency
Accounting Type:
Eate Zip Code
\me Zip Code =~ 4
Percentage
" Phone Mumber
Fraction Social 5 ity Numb,
Scientific acia ECLIfIty' umber
Text

Custom

Special formats are useful for tracking list and database values,

Locale (location):

English [United States)

Cancel
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4. Click on cell K2 and repeat these steps to create a custom format for the Social Security number
(choose Social Security Number instead of Phone Number

5. Enter the first entry into the database, using the following information:

Art Venere Home #: 856-636-8749
8 W Cerritos #54 Cell #: 856-264-4130
Bridgeport, NJ 08014 Email: art@venere.org
Gloucester county SSN: 874-96-5421

DOB: 3/2/1985

A B = D E F G H I J K L
1 |Last Name FirstMame  Address City State Zip Code County Home Phone Cell Phone  Email Address  Social Security Number DOB
2 |Venere Art 8 W Cerritos #54 Bridgeport M 08014 Gloucester  (850) 636-8749  (850) 204-4130 art@venere.org 874-36-5421 3/2/1985

Project 7: Use an Excel Form

East Coast Foundation has created a data list of almost 100 contact names. As mentioned earlier, the
first objective is to create a database management system that is easy to use. Excel has a tool called a
Form Command that we can add to the Quick Access Toolbar that make is easy for anyone to add, delete
or edit records in the data list. This will be especially useful as the data list becomes larger.

1. Open the AHS DB Practice file, then click on the Clients tab

2. Click on the File tab. Go to Options and choose Quick Access Toolbar
3. Under Choose Command from, select Commands Not on the Ribbon
4. Find the Form command, click Add, then click OK:

; ?
lorocco@gmail.com Excel Options : x
General . .
— > EY enere IEE'] Customize the Quick Access Toolbar. E
City State | | Formules
Bridgeport NJ Dat Choose commands from: & Customize Quick Access Toolbar: @ 2/1985
Baltimore MD e Commands Not in the Ribbon - For all documents (default) - #1987
Kulpsville PA Proofing A/1990
Aston PA Save . Uraw Borders ) LJs “) Undo [» /1992
Middlesex NJ Fi Draw Outside Border Q' Redo Ir /1975
Easton MD Language /—‘9 Edit Cell Styles = Open b/1985
7 Edit Cod rator:
Ridgefield Park  NJ Ease of Access G et code <Separator> /1987
Dunell N 7 it Quer.. B2 Email B/1976
unetien Advanced B2 Email 2 Quick Print
philadelphia PA End Review S B/1988
tormiz . LEVIEW. <Separator.
Wayne PA Customize Ribbon " Equal Sign o /1982
Flemington NJ Quick Access Toolbar \§> Erase Border Camera 5/1971
Jenkintown PA X Expand Drawing Be Insert Sheet Rows /1992
Huntingdon Valley PA Add-ins A Exponentiation Sign U Insert Sheet Columns 6/1930
[~ 7] 3 i
Monroe Township NJ Trust Center F'FD‘EV‘-"“Q to Contents Lo Sx Delete Sheet Rows " 5/1979
Erie PA b Flip Horizontal M Delete Sheet Columns B/1991
Glen Burnie MD a' LG "1 [ hyaass
B Form...
Baltimore MD o 0/1977
Newark NJ 1Y Free Rotate | B/1937
Newark N \Z, Freefarm: Scribble B/1390
Philadelphia PA (% Freeform: Shape /1990
Erie PA Eﬁ Freeze First Column 5/1995
Paterson NJ Bl Freeze Panes Bf1972
Owings Mills MD B Freeze Top Row 6/1575
Hackensack N [ From Access (Legacy) /1996
Clarks Summit oA @0 From Data Connection Wizard (L... - /1084
Customizations: | Reset » |[C
Orange NJ Show Quick Access Toolbar below the Hetemien = /1988
Pittstown NJ Ribbon Import/Export * | @ a/1982
Rockaway N 0/1987
Absecon NJ o B/1965
Plainfield NJ r 8/1977
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To add a record, click on the Form button on the Quick Access Toolbar, then click on the New button.
Input the following information:

A B
73 |Drymaon Jennie
74 |Feichtner Truman
75 |Schoeneck  Dalene
76 |Klang Lashandra
77 |Tagala Annelle
78 |Andreason  Tasia
79 |Farrow Arthur
80 |Jayson Eden
81 |Auber Lynelle
82 |Kaniecki Golda
83 |Gleich Catarina
84 |Husser Selma
85 |Angalich Ahmed
86 |Greenbush  Shonda
87 |Lapage Cecil
88 |Galam Britt
89 |Lipkin Adell
90 |Rowling Jacqueline
91 |Mcnease Nu

Office Fundamentals

C D F G

63728 Poway Rd #1 Scranton PA 18509 Lackawanna
539 _ .

Clients ? X
910
810 Last Mame: Dan ~ Mew Record
S5 First Mame: lones New
4 Ci
28 Address: 123 Main Street Delete
4 Iy City: Anytown Restare
328 state: Usa
6201 Find Prev

Zip Code: 543211
781 Find Mext
g 5t County: Springfield
2W Home Phone: 2125551212 JTIETE
E Cell Ph 2125554141

e one:
asi Close
250 Email Address: Dan@usa.com
65 | Social Security Number: | 222334444
1N DOE: 11/29/1985
88 9 bt

Inspire Learning Solutions

H
570-218-4831
973-852-2736
215-268-1275
610-809-1818
410-757-1035
201-920-9002
201-238-5688
410-890-7866
973-860-8610
732-628-9909
973-210-3994
201-991-8369
717-528-8996
973-482-2430
201-693-3967
215-888-3304
973-654-1561
814-865-8113
973-751-9003
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PowerPoint Fundamentals

Topics Covered

29.Getting Started

30. Entering Data and Formatting Cells
31.Using Cut, Copy and Paste
32.Formulas and Functions

33.Data Lists and Tables

34.Charts and Visuals

35.What-If Analysis

36. Sorting and Filtering Data
37.Introduction to PivotTables

38.Create Passwords and Protect Cells
39.Using Excel with Office applications
40. Microsoft Excel certification training
41.Appendix A: Excel for Small Business
42.Appendix B: Excel and Personal Finance

Office Fundamentals Inspire Learning Solutions Page 64 of 99



Lesson 1: Designs and Layouts

1. Open PowerPoint. From the Home tab, click on the Layout button from the Slides group; choose

EEE] Fx-E- F - Presentation] - PowarPint 28 - &8 x
FOVE | NERT  ORSGN  TMANSTONS  ANMATONS  SUDESHOW MW vEw  noos o - G

tJ | Eltayout= B0
[

Paste New | OTice Theme

. A N
Shider CERIAN w= s Select~
5 Paragragh Drawing Editing
5 : . - 5

1 THleSide | Tleand Contert Sechion Header

Click to add title

Click to add subtitle

2. From the Design tab, choose Slate from the Themes group. Then choose Green Yellow from the
Variant group.

‘‘‘‘‘‘‘

B HS OBx-E G- Presentation - PowerPaint
FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW ADD-INS
= H - ) ] ‘ ‘

s

=Aa _; Aa AQ [ ] &
. B B

A dark, solid color like Slate is a good choice for presentations with just text

3. Click on the Home tab, then click on the Layout button from the Slides group and choose Two
Content.

4. Go to the Title text box and type “Today’s Agenda”. Press CTRL+A to select the text; from the
Home tab, change the font size to 72.

5. Click on the left side of the text, then press CTRL+L to align the text to the left side of the text
box.

6. Click inside the text box on the left, next to the bullet. With the Home tab selected, click on the
Bullets down arrow and choose Filled Square bullets; from the Paragraph group choose a 40
Font size.

7. Type the words “Exam Review”; press the Enter key to move to the next bullet; type the words
“Take the Quiz”.
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The slide should now look like this:

4.

5.

Today’s Agenda

= Click to add text

= Exam Review
= Take the Quiz

Press the Enter button, then type the words “Class Lecture”.
Click on the text box on the right; click next to the bullet.

Type the words “Class Review”, then change the font size to 40 and the Bullet Style to Filled
Square Bullets.

Press the Enter button and type the words “Class Activity”.

Press Enter again and type the words “Next Week”.

You will often want to adjust the position of your text and other objects in your slide so that they are
perfectly positioned within the slide.

6.

Click on the View tab, then check off the Gridlines, Guide and Ruler options, to help you do this:

Today’s Agenda

« Exam Review = Class Review

» Take the Quiz = Class Activity

= Class Lecture « Next Week
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Lesson 2a: Draw Text Boxes

Press CTRL+M to add a new slide. Change the Layout to “Title Only”.
Click on the Text Box, then type in the words Database Design Fundamentals.
Press CTRL+A. With the Home tab selected, change the font size to 60.

Move the cursor to the right side of the Text box, with the two arrows displayed, make the Text
Box wider.

BHOS @Bx"BE- T+ High Impact PowerPoint Presentations - PowerPoint
HOME

FILE JE | INSERT  DESGN  TRANSTIONS ~ ANMATIONS  SUDESHOW  REVEW  VIEW  ADD Shawn |
=) ElLayout- 27 s g B~ 160 22 Shape Fill nd
(=] Blarowt” hgoMT(Hea ~[60 ~| A & % SIS~ B npoo Pl e g
o Sre ALLDB AN 47 (7 Shape Outline ~ | 3 Replace =
ew Mone A =ll===- P o< Amange Qui :
Side ton- BT WIS aef-Aa- A = d ) e [5|P (CT Q shapetttects~ | [y Select~

Font 5 Paragraph ) Drawing 5 Editing

Database Design
Fundamentals

Click on the Insert tab, then click on the Text Box button from the Text group.

Hold down the left click button on the mouse and draw a text box onto the slide that is
approximately 1 inch high and 4 inches wide (use the ruler as a guide).

B 5 O G - YT ———r—— S oo
HOME | NST  ORSGN  TAANSTONS  ANMATONS  SUDESHOW  REVEW  VEW  AODNS  FORMAT Shaun

*" |calistoMTBod ~[18 <[ AT A B 1=~

e | BT U Samf-nac| A ===

1

Type the words “Excel vs. Access” inside the Text Box. Click on the Home tab, then press
CTRL+A. Change the font size to 48.

Click on the Text Box. Press CTRL+C to copy it; press CTRL+V twice to paste two copies of the
text box onto the slide.
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1. Align the three text boxes onto the left side of the screen. Type the following words into each text
box: Excel vs. Access (first textbox), Define the Purpose (second textbox), Create a Plan (third
textbox).

2. The slide should now look like this:

Database Design Fundamentals

* Excel vs. Access
* Define the Purpose

* Create a Plan

Lesson 2b: Apply a Single Animation to a Text Box

3. Click on the first text box, hold down the Shift key, then click on the other two text boxes.

4. Click on the Animations tab, then click on the Fly In animation from the Entrance group. Click on
the Effect Options button and choose From Right.

Database Design

* Excel vs. Access

* Define the PurposdSa

* Create a Plan
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1. With the Animations tab still selected, click on the Animations Pane button. Hold down the Shift

key and click on the second and third animations from the Animations Pane dialog box to select
them.

g- B = High Impact PowerPoint Presentations - PowerPoint
DESIGN  TRANSITIONS = ANIMATIONS | SUDESHOW  REVIEW ~ VIEW  ADD-INS

A = + 24 Animation Pane
X Kk Xk A X A ¥ € K

Trigger -
Fade Flyin Float In Spiit Wipe Shape Wheel Random Bars Grow & Turn |- Effect Add .

S Durat
¢« (®Delay
i After Previous
3 4 -
Animation Pane
b Play Selected

19 % TextBox3: Exc...[]

ious |* Reorder Animation

4 Move Earlier

* TextBox 4 Def...[]
* TetBox®: Cre.[]

H- @ = High Impact PowerPoint Presentations - PowerPoint 7 @ -
DESIGN  TRANSITIONS ~ ANIMATIONS  SLDESHOW  REVEW  VIEW  ADD-INS Shawi
i + B AnimationPane B Start: | With Previous = o
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{ X =~ * - Trigger~ 9 Durati Jove Earler
1 Fade Fly In Float In Spiit Wipe Shape Wheel  Rendom Bars Grow &Tum |5| Effect Add ® With Previous R

Options = Animation ~ " r (D Delay: With Pre L
Ani ™ Advance s acisdcd "

Animation Pane

b Play Selected

Database Design Fundamen

Lesson 2c: Apply Multiple Animations to a Text Box

Press CTRL+M to add a new slide. Choose the Title Only slide layout.
Type the words “Microsoft Access” into the text box with a size 80 font.

Insert a text box into the slide; type “Information Needed” and “What'’s the Purpose into the text
box.

6. Align the text box in the center of the slide and change the font size to 60.

Microsoft: Access

Information Needed?

What’s the Purpose?
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1. Click on the Animations pane and choose Fade from the Entrance group.
2. Click Add Animation and choose Fade from the Exit group.

High Impact PowerPoint Presentations - PowerPoint
INSERT ~ DESIGN  TRANSITIONS = ANIMATIONS = SLDESHOW  REVIEW  VIEW  ADD-INS

~
o : Ay »A¥ - + 34 Animation Pane
K % * K * K X x b SE ko
Fade Fly Out Float Out Split Wipe hape Wheel  RandomBars Shiink&Tum  Zoom |3 F Add
Animation ~ !

Animation Advanced Animation

Microsoft- Access

Information Needed?
What’s the Purpose?

Animation Pane

275 J Table13 [n]

b PlayFrom

19 % Table13 B

Click on the Home tab, then click on the drop-down arrow on the New Slide button.
Click on Duplicate Selected Slides.

Click on the text box on the duplicated slide; press CTRL+A, press the Delete button on your

keyboard.

6. Type “97 Clients”, “14 Employees” and “32 Vendors” inside the text box.

FHOS O Tx-lo)- 5 - High Impact PawerPaint Presentations - PowerPoint TARLE TOOL
MOME  INSIRT  DESIGN  TRANSTIONS ~ ANMATIONS  SUDESH REVEW VW ADDANS  DESGN  LavouT

Microsoft: Access

97 Clients
14 Employees
32 Vendors
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9. Click on the text box and press CTRL+X to cut the text box from the slide. Click on slide #3 and
press CTRL+V paste the text box onto the slide. Align the text box so it is directly over the first
one:

Microsoft: Access
InforMatde Seeded?

- R atoue!

10. Click on Slide #4 and delete it. Go to the Animation Pane and preview the slide. The Entrance
and Exit Animations should all have the “On Click” Timing option selected.

Lesson 3: Insert and Design Tables

1. Click on the Insert tab, then click on the Table button down arrow from the Tables group; choose
a 3 x 5 table.
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1. Click Design under the Tab Tools tab, under Best Match for Document, choose No Style, Table
Grid.

BAH S Tx-E- B = High Impact PowerPoint Presentations File 2 - PowerPoint TABLE TOOLS
[ HOME  INSERT  DESIGN  TRANSITIONS ~ ANIMATIONS ~ SLDESHOW  REVIEW  VIEW  ADD-INS  DESIGN  LAYOUT
] Header Row [ First Column

Total Row Last Column TR
/| Banded Rows Banded Columns =

Quick
Styles~ B~
Table Style Options ‘WordArt Styles &

2. Position the Table so that it is just underneath the slide title.

Technology Summary

3. Inthe first cell in the first row, type the word “Type of Technology”, then press the Tab key, type
the words “Age of Technology” press the Tab key, then type “Estimated Value”.

Select the first row in the Table and press CTRL+B to bold the text.
Click on the Design tab, then click on the Shading button and select Lime, Accent 1, Darker 25%.
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1. Type the follow information into the second, third and fourth rows.

Technology Summary

Type of Technology |Age of Technology |Estimated Value

2. Click onthe Table, then from the Layout tab, choose Insert Below from the Rows and Columns
group.

3. Select the last two columns in the last row. With the Layout tab selected, choose Merge Cells.

4. Type the words “Total Value” into the last column of the first row; Type $4,400 into the last cell in
the last row.

Technology Summary

400

S

Total Value $4,400
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Lesson 4a: SmartArt Graphics and Shapes

1. Click just below the last slide; press CTRL+M to add a new slide, then click on the text box to

delete it.

2. Click on the Design tab, click on the Format Background button from the Customize group.

TRANSITIONS

ANIMATIONS

SUDESHOW  REVIEW  VIEW

3. Under Fill choose Solid, then choose White, Text 1 as the background color:

High Impact PowerPoint Presentations File 3 - PowerPoint

e e bw e e

o < | side
Sae -

2 \ ° 1 2 3 . s

5
For
Background’

Format Background

@ H S BA-E- B -

m HOME  INSERT  DESIGN

TRANSITIONS ~ ANIMATIONS ~ SUDESHOW  REVIEW ~ VIEW  ADD-INS

High Impact PowerPaint Presentations File 3 - PowerPaint
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L | [
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6
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Shavm Myers |

Size~ Background

Customize
Format Background
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4 FiLL
® Solid fil
Gradient fill
Picture or texture fill
Pattem fill

Hide background graphics

Color Lo |

Automatic

Transpareng
Theme Colors

1
Standard Colers
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& More Colors

4. Click on the Insert tab, SmartArt. Choose Process Group and select the Control Block Process

option.
Choose a SmartArt Graphic ?
X A
All = - I
P =2=E = =
% Process
e = e o- G- @ 0—
3;? Cycle EE EE c-8-0 (Ij ; (|]
&b Hierarchy -
=
BEd Relationship El;;: ===_. =
EB Matrix =
yramid - - .
f“"-‘OG)W;} CETETD ©199@’|99 Continuous Block Process
ey - Use to show a progression or sequential
steps in a task, process, or workflow.
Works best with minimal Level 1 and Level
==Y 2 text,
v
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1. Inthe first bullet point, type “Months 1-3”; press the Down arrow on your keyboard, then press the
Tab button to insert a bullet point. Press Enter.

2. Type the following list, pressing the Enter button twice after each entry: Analyze System Needs,
Upgrade Operating Systems, Create Training Class.

Type your text here

x

* Months 13
« Analyze System Needs

* Upgrade Operating System

« Create Training Class

. [Ten) Months 1-3

N * [Ted] + Analyze System Needs

2 + Upgrade Operating

. System

. * Create Training Class J
.. | |continuous Block Process

Use to show a progression or sequential
steps in a task, process, or workflow.
Warks best with minimal Level 1 and
Level 2 text,

Learn more about SmartArt graphics

3. Press the Down arrow to select the next shape. Type “Months 4-5”; press Enter, the Tab key,
press Enter again.

4. Type “Hire Web Designer”, press the Enter key twice, then type “Purchase New Database”.

5. Press the Down arrow button to select the next shape. Type “Months 6-7". Press Enter, the Tab
key and press Enter again.

o

Type “Revise Web Site”, press the Enter key twice, then type “Train Staff”.

Type your text here x

* Upgrade Operating
~ System

* Create Training Class

. * Months 5-7
. Months 1-3 Months 5.7 Months 8-10
* Hire Web Designer
. ’ * Analyze System Needs
) * Hire Web Designer + Revise Website
of - : Purchase Mew Database S e O | 4 10
+ Monthsa10 System * Purchase New * Train Staff

Database

« Create Trajning Class

* Revise Website

 Train Staff =]

Continuous Block Process

Use to show a pragression or sequential
steps in a task, process, or workflow.
Works best with minimal Level 1 and
Level 2 text,

Learn more about SmartArt araphics

7. With the SmartArt graphic selected, click on the Design tab. Under Change Colors, change the
color to Accent 2, Color Filled; Under SmartArt Styles, choose Moderate Effect.
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Lesson 4b: Apply Animations to SmartArt graphics

From the View tab check off Show Ruler and Gridlines.

From the Insert tab click on WordArt. Choose Green Accent, Sharp Bevel.

TRANSITIONS ~ ANIMATIONS

SLIDE SHOW.

REVIEW

VIEW  ADD-INS

Office Fundamentals

LD B %l = — g i

OB 2% O EHIABEATO DO L

t Photo  Shapes SmatAt Chart g\ apps - Hyperlick Action  Comment  Tet  Header WordAt Date Siide Object Equation Symbol  Video Audio Sereen

Album Box & Footer - Time Number - - ~  Recording

Ilustrations Apps Links. Commen its - Media
s s . R R A A A\ A 3 Lo

/ o
A AL AQE
A A A A
P B

Months 1-3 Month 4-5 Months 5-6

B - Analyze System Needs § - Hire Web Designer | - Revise Website

» Upgrade Operating System « Purchase New Database + Train Staff

» Create Training Class

Move WordArt graphic to the top of the slide so it is easier to see. Click inside the box and press

CTRL+A to select the text.

Type the words “Lesson Timeline”. Click on the Home tab and change the font size to 80.

Position the WordArt and SmartArt graphics in the center of the slide. Make sure there is enough

spacing between the graphics.

Project Timeline

& Months 1-3 ¥ Month 4-5 ¥ Months 5-6

= Analyze System Needs « Hire Web Designer * Revise Website
* Upgrade Operating System + Purchase NMew Database * Train Staff

* Create Training Class
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1. Click on the SmartArt graphic, then click on the Animation tab and choose Fly-In, From Left, One

High Impact PowerPoint Presentations File 3 - PowerPoint SMARTART TOOLS
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= Create Training Class & OnebyOne
« Purchase New Database
~ * Months 5-6
.

2. With the Animation tab selected, click on the Animation Pane. Click on the down arrow to expand.
Click on the first animation and choose None from the Animation group.

Once you've created a SmartArt graphic, you can experiment with other designs by simply moving the
cursor over the design options. Recall that you can also add Animations so that only one month on the
timeline is show at a time. Here’s another example of what a Timeline graphic might look like:

Project Timeline
Q Months 1-3 O Month 4-5 @ Months 5-6

Analyze Hire Web

Designer

System Needs

Upgrade
Operating
System

Purchase
New
Database

Create

Training
Class

Office Fundamentals

Revise
‘Website

Train Staff
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Lesson 4c: Create an Organization Chart

1. Open a new Slide presentation with no layout (Blank).

2. Click Insert, SmartArt. Choose the Hierarchy option and choose the Name and Title Organization
Chart.

Process and Title Organization Chart|

—
o TEIE =
ierarchy
Relationship N ,;'Mél E
IMatrix E

Pyramid
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Cycle

= E—
£ E A - B- O
=

— []

Basic Block List

Picture Use to show non-sequential or grouped

Office. blocks of information. Maximizes both
leecom horizontal and vertical display space for
shapes.

@ e PP @ E

3. Delete the shape in the center of the graphic; enlarge the shape at the top of graphic.

4. With the shape on top of the graphic still selected, click on the Add Shape down arrow in the
Create Graphic group. Choose Add Shape Below.

BHS &Tx O - Presentation10 - PowerPoint SMARTARTTOOLS
HOME  INSERT ~ DESIGN  TRANSTIONS ~ ANIMATIONS  SLDESHOW  REVIEW VW  ADD-INS  DESIGN  FORMAT
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e
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.
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=

=
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" Type your text here x
R o [Teq] : : :

5. From the Design tab, choose a Change Colors and a SmartArt style. Add names and tiles to the
graphic:

Project Lead

Web Designer Tech Advisor Programmer

Michael Torres David Taylor Michelle Jones Robert Kelly
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Lesson 5a; Create Charts within PowerPoint

1. Open a new PowerPoint file, then chose Blank under Layout. Click Insert, Chart, Pie chart. A
chart template will open:

=
Fsm TRANSTONS  AMMATIONS  SUDESHOW  REMEW  VEW  ADCRs | DESGH

1 2 [istawr
3 |andanr 3z
4 Jwdatr 14

5 [athatr 1]
5

[N+

2. Change the chart title to “Funds Raised”.

3. Click on the worksheet and enter the following text:

Employee Funds Raised
Sally 20,000

Joe 25,000
John 45,000

Marty 30,000

4. Click on the worksheet to close it. Make the following changes to the chart:

Chart Style: Style 5
Quick Layout: Layout 1
Title Font Size: 36

Percentage Font Size: 24

Qoo

Funds Raised
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Lesson 5b: Apply Animations to Charts

1. Click Insert and choose the Clustered Column chart.

TRANSITIONS ANMATIONS  SLDESHOW
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2
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o

Category 1 Category 2 Category 3 Category 4
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2. Delete row 5 and column D on the worksheet, then enter the following information

Chart in Microsoft PowerPaint

A B | Cc D E F G H

1 Revenue Expenses

2 |Year 1 240,609 196,800

3 |Year2 300,761 210,531

4 Year 3 421,065 261,060

5

6——-

T_

8_

9| []
[«] D]

3. Close the worksheet; click on the chart and choose the following options:

Quick Layout: choose #9

Chart Styles: choose #4

Change Colors: choose Color #1
Delete the Axis titles and change
the title to “Revenue vs. Expenses”

Revenue vs. Expenses

aoow

YEAR 1 YEAR 2 YEAR 3

® Revenue ® Expenses
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5.

Click on the Animations tab; Choose Wipe.

6. Under Effect Options, choose From Bottom from the Directions group; choose By Element in

Category from the Sequence group.

p e P P @ vy N 1= Animatio
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Shape Wheel Random Bars  Grow & Turn Zoom Swivel Bounce Pulse 5| FHffect Add i
Options> | Animation ~ 75 £
Animation — faion
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Jy omon
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| #oneobia
DD By Series
[[] H 8y Category
U By Element in Series
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YEAR 1

YEAR 2 YEAR 3

m Revenue m Expenses

nPane

Lesson 5c: Copy and Paste a Chart from Excel

i

0 & < #

Office Fundamentals

Open the Excel File. Click on the Chart and press CTRL+C.

Go to the PowerPoint slide and right-click on the Slide and you'll see Paste Options. You can now
paste the chart into the slide with the original format, paste the chart into the slide so that it uses
the Theme colors of the slide or paste the chart as a Picture. The last option (Picture) allows you
paste the chart onto the slide without having to adjust the font size or chart area size.

Choose the Picture option. Resize the image so that it is in the center of the slide.

Paste Options:

e arE@
Layout k

Reset Slide »
Grid and Guides... »

Buler
Format Background...

Mew Comment

Computers and
contract services

Inspire Learning Solutions

PROGRAM EXPENSES

Miscellaneous
6%

Personnel
41%

24%

Staff and
volunteer
training
12%

Marketing and
advertising
17%
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Lesson 6a: Insert a Picture

Open a blank PowerPoint slide.
Click on Insert, Pictures from the lllustrations group; we’ll use a picture file called “Skyscrapers”.

After the picture has been inserted, use the small boxes at the edges of each slide to position the
picture over the entire slide.

4. To add text, click on the Insert tab and choose Text Box.
5. Draw the Text box onto the picture. Type “The City at Sunset” and change the font size to 72.

2

By S

e ti@

You can also layer multiple photos onto one slide and apply an Animation to each slide, which allows you
to “tell a story” using pictures.
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Lesson 8: Apply Slide Transitions

1. Click on a slide, then click on the Transitions tab; choose a type of Transition: Subtle, Exciting or
Dynamic Content.

2. Choose an Effect Option: This controls the direction of the slide transition, such as right, left, up,
down, vertical or horizontal.

3. Choose from the following options under Timing; Sound/No Sound, Duration, and whether to
advance the slide automatically or to only advance it by using a mouse click.

BHOS O Bx-E- G- Lesson 1 Fundamental Skills Review_final - PowerPoint
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW ADD-INS

E 4, Sound: [NoSound] ~ Advance Slide
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t Fade Push  Wipe Split Revea RandomBars  Shape Incover Cover Flash .
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D Curtains Wind g Fracture ssh Peel OF Page Cur Airplane Origami Dissolve  Checkerboa
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It is usually best to use a mix of different types of Transitions throughout your presentation. For example,
you can use Dynamic Content Transitions for the first few slides of the presentation, followed by a mix of
Subtle and Exciting Transitions for the rest of the presentation.

Lesson 9: Customize a Slide Presentation

There may be times where you have a presentation that you need to present to different groups, and you
don’t want to show all the slides for every presentation. You can create and save one or more Custom
presentations, so that you have a separate one for each audience.

1. From the Slide Show tab, click on Custom Slide Show; choose Custom Shows, New...

5 DR P 3 2 7 (]

Microsoft- Excel Microsoft- Access

— B e

ployee File

Vendor File

Client File ’

Contractor File
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2. Choose a name for the slide show, which will be “Microsoft Access Overview” Check off the
Slides to be included in the Custom Show. Click the Add button, click OK, then Close.

[V 3.5lide 3
[¥] 4. stige 4
vt | [¥] 5.5lide 5
6. Reasons for Creating an Acces:

Client File

' Contractor File

3. To run the custom show you just created, you would go to Custom Show and choose the show
listed (Microsoft Access Overview).

Lesson 10: Record Slide Shows with Voice Narration

1. Write down what you will say before you get started. This will help avoid spending too much time
re-recording your voice every time you make a mistake.

2. Plug the microphone to the computer, then click on the Slide Show tab and choose Record Slide
Show; Record From Beginning. In this example we’re going to keep the Record Slide Show
default settings; press Start Recording.

3. Speak into the Microphone and use the arrow keys to navigate through the presentation.
Remember to not speak during slide transitions, as your voice will not be recorded during the
transition from one slide to the next.

4. When finished, press the Escape key. Play back the presentation and re-record any of the slides
that you are not satisfied with by clicking on the slide, then choose Record Slide Show, From
Current Slide.

Bl H -0 Tr‘ =]~ _6] b Microsoft Access Overview - PowerPoint
FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW ADD-INS
— — —_ " 1Y o ,
E:} ’I 1’9‘ l‘l: [_T Pl =g ./T-? X' Play Narations @9 Monitor: | Automatic

| Use Timings

From From Present Custom Slide SetUp Hide Rehearse Record Slide
v! Show Media Controls

Beginning Current Slide  Onlfine~  Show ~ Slide Show Slide  Timings  Show~

Use Presenter View

Start Slide Show 5 Stan Recording from Beginning.. Monitors
3 2 1

“ [—| - n &) Start Recording from Current Siide...

Office Fundamentals Inspire Learning Solutions Page 84 of 99



5. To delete the slide show recording from the presentation, click on the Record Slide Show button
and choose what you want to delete from the Clear drop-down menu.

m H ©- 0 .‘__j‘ B~ ~T] s Microsoft Access Overview - PowerPoint
FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW ADD-INS
=4 T S = 1 3C Y vl Play -
) ’l .'”‘ .T,.'—- r.;l_r P 1 o) Ny Narations 7 Monitor: | Automatic
- L2 a2 & b | Use Timings
From From Present Custom Slide SetUp  Hide Rehearse Record Slide Use Presenter View
Beginning Current Slide  Online*  Show ~ Slide Show Slide  Timings  Show» ¥/ Show Media Controls
Start Slide Show &b Stant Recording from Beginning. Monitors
2 © 1 & Stant Recording from Current Slide B L

Clear Clear Timing on Current Slide

Clear Timings on All Slides

Lesson One

se Design Fundamentals Clear Narration on Current Slide
Clear Narrations on All Slides

Lesson 11: Insert Video Clips

1. Click on the Insert tab, then click on the Video down arrow from the Media group.

Presentation] - PowerPoint

2 Tell me what you want to do

D ED4ABEES) T

Comment  Text Header WordArt Date & Slide Object Equation
Box &Footer - Time Number -

Design  Transitions  Animations  SlideShow  Review  View  Add-ins  Help

N
) 2
= B g a =2 Vg 2 T gl s [C)
New Table Pictures Online Screenshot Photo  Shapes Icons 3D SmartArt Chart .’M)’Add'\ﬂS . Zoom
Slide ~ - Pictures - Album ~ - Models ~ -

Slides Tables Images INustrations
[ ' 5 ' 4 ' 3 ' 2 ' 1 ' []

L] .

Video Audio  Screen
- ~  Recording

[® OnlineVideo..
[ Video on MyPC...

Add-ins Links Comments Text mbof

1

You can choose an Online video or a video file you have on your computer. The later versions of
PowerPoint might display YouTube as an option for choosing an Online Video.

Insert Video

YouTube _ Foatball Rules| %
Terms of Use. Privacy Policy.

Froma Video Embed Code
Paste the embed code to insert a video from a web Paste embed code here
site

©

itle

Let’s say that we already have a video file saved on the computer; choose Video on My PC.

2. After the video file appears on the slide, click on it and then click on the Format tab from the
Video Tools tab
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3. Click on the down arrow from the Video Styles group and choose Relaxed Bevel Perspective
from the Intense group.

d title

4. Click on the image, then click on the Playback tab from the Video Tools group.

5. From the Video Options group, choose Start, then choose “On click” (if it’s not already selected).
Click on the Volume drop-down button to make sure the Volume is set to “High”.

6. From the Editing group, click on the Trim Video button.

The video can be edited so that only a specific time frame is shown to the audience. This will prevent
you from having to rewind and fast forward during the presentation. You can use the Red and Green
markers to adjust the start and stop times on the video:

a. Setthe Start Time to 00:070; press the Tab key.
b. Setthe End Time to 0035.02; press the Tab key, click OK.

7. Play back the video to make sure it works.

Lesson 12: Printing Handouts for your Audience

1. Click on the File tab and choose Export; choose Create Handouts.

2. Click on the Create Handouts button under Create Handouts in Microsoft Word.

Create Handouts in Microsoft Word
% Create PDF/XPS Document
— ®  Putslides and notes in a Word document

= Edit and format content in Word
[ % Create a Video = Automatically update slides in the handout when the presentation changes

3
@ Package Presentation for CD Create
Handouts

Create Handouts

%)

Fﬁ Change File Type

3. Choose Blank lines next to slides; click OK.
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Database Design
using Access

Projects:

Create a Database using Application Parts
Import Excel files into Access

Create a Query

Export Access files to Excel

Create an Access form

Create an Access report

ok wnpRE
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Project 3: Importing an Excel file into Access

Before we start on this project, let’s do a brief overview of database design. If you have some
experience with Excel, you have probably used files that have names, addresses and phone numbers
organized into rows and columns; this is referred to as a flat file, meaning that the data is not linked to
other files and has very basic formatting, such as a file with employee contact information. An Access
database is often used when companies have multiple files that the need to work with, so they will not
only have a file for employees, but they will also have files for vendors, clients, contractors, and several
others. Access is what is called a relational database or an object-oriented database system that consists
of related objects.

There are four primary objects within Access. The first object is a Table, which consists of Fields and
Records, similar to Columns and Rows within an Excel worksheet; the second object is called a query,
which is an object that retrieves data from the Tables; the third object is Forms, an object that provides
a user-friendly way for users to input data, and the fourth object is Reports, which provide a way to
create and format database output. For this lesson we will focus primarily on Tables and Queries. |
would recommend that Access Forms and Reports be created by someone with database expertise or
has taken a Microsoft Access training class, because there is a lot to learn about how to create these
objects and it can be somewhat time consuming.

The first step to creating a database in Access is to decide on what information needs to be included in
the database. The organization in this example is currently using two Excel worksheets that consists of
records for clients and employees, so the first thing they want to do is import those files into Access,
which will automatically become Tables inside the Access database. They also need to create something
that will allow users to document any outstanding issues or problems with their clients, vendors or
employees. For that we can insert what’s called an Application Part, which is a collection of templates
that can be added to the database.
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Project 1: Create a database using Application Parts

1. Open Access, then click on Blank database

| Search for online templates o)

Suggested searches: Database Business Logs Industry Lists Personal Inventories

1 g [

_(% DJ.

Blank database Event management Asset tracking Contacts
1 |
[ ——— I ——
v
v
—a Vv
| el —
]
-

Task management Product inventory Services

Price comparison

2. Click on the Create tab, click on the Application Parts down-arrow and choose Contacts under

Quick Start.

File Home Create External Data

Database Tools Help Fields Table

E] D &: r— D G r[j—_ g I— [ Form Wizard

= 8 * = Navigation ~
Application Table Table SharePoint Query Query Form Form Blank

Parts ~ Design Lists~  Wizard Design Design Form 1= More Forms -
Blank Forms Forms
_J :J J —‘_J " - CicktoAdd -
1 Right 1Top 2 Rng?i 2Top New)
1 /= & =3
Details >Dml:; st Media

il
L

Msgbox Tabs
Quick Start

L
&

‘E

Comments | Contacts Issues Tasks

"%
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i [ .ﬂ : ‘ {7\ Report Wizard
Report Report Blank E}Labels

Design Report
Reports
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3. You may get a message that says, “All open objects must be closed before instantiating this
application part”; click Yes. Then click “Enable Content”.

4. The Access objects will be displayed. Let’s say in this example that we don’t need to include any
reports. Click on the first report, hold down the Shift key, then click on the last report; press the
Delete key on your keyboard.

@ contactaddressBook
@ contactist
@ contactPhoneBook

@ ave &

Microsoft Access X

Delef

Do you want to delete all of the selected objects? Deleting these objects will remove them from all groups.

You cannot undelete forms, reports, and modules.

Project 2: Create a database using Quick Parts

1. Click where is says Blank database, input “Practice File” under File Name; click the Create button
or press the Enter key

Available Templates

ﬁ Home

. J

Elank
database

Blank database

B D im .8

Blank web Recent Sample My templates
database templates templates

Office.com Templates

Search Office.com for templates +
i Y y | 4 / y
SJ &= i @ o
Assets Contacts Education Finance Issues & Non-Profit Projects Samples Time &
Tasks Billing
_/'
File Name

Small

Business Database2?2

@

CAUsers\Shawn\Documentsl

1)

Create
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ternal Data Database Tools

Ly

3 Date & Time
[ Yes/No

El More Fields -
Delete

Delete

Help

You will see that a blank Table appears. You can create a heading for a table by using a feature
called Quick Start. From the Fields tab, choose More Fields down arrow, then choose Name,
Address and Phone under where it says Quick Start:

Create

b aB 12 &

View

= Table

Text Number Currency
i More Fields =

AddE |y

External Data

53 Date & Time

[ ves/No

Standard
107 Scentific
Date and Time
[ short Date
[ Medium Date
[ LongDate
©  Time am/pm
©  Medium Time

O Time 24hour

[Z  CheckBox
7 ves/No

[ Tuesfalse
& onott
Quick Start
Address
Category
Name
Payment Type
Phone

Priority

Status
Calculated Field

O e e A

T

Database Tools

Start and End Dates

Fields

Table

Modify
Lookups Ex
Praperties

Memo
on Settings

Data Type
Format:

$ %

Formatting

Indexed

et

Validation

Field Validation

X Field List x

Ho fields available to be added to the current.

| Recora: 14

lofl

» & No Fi

ter | Search

Datasheet View

The Table should look like this:

Fields

Name & Caption
1 Default Value
(=JField Size 255

Properties

Table

Jx

B

O Tell me what you want to do

Data Type: Short Text

00
a

Formatting

s | [ Required
[ unique

Field Validation

4
Validati
Oindexed o0

Last Name

First Name -

Address

- city

State Province

- ZIP Postal

Country Region

3. Right-click on the Mobile Phone Field and delete it.

= Tablel > |

Business Phone

- |Home Phont - Mobile Phor - |Fax Number - |Click to Add -

D -
1
* (New)

Last Name

First Name -

Address
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- City

State Province

= ZIP Postal

Country Region
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Business Phone

~ |Home Phone - [MoBile PR=="=% Eav Mumbar - Lefich tg Add - -
2] sortatoz

il sot7ton
R Copy

Field Width

Hide Ficlds
Unhide Filds
Freeze Fields
Unfreeze All Fields

£ Find...

u

a5

Insert Field

=l Rename Field

Delete Field

Page 91 of 99



Project 3: Import Excel Data into Access

Open Access, choose New, then choose a name for the database and click Create

Click on the External Data tab. From the Import group, click on the down-arrow under New Data
Source and choose Excel.

Table Tools Database7 : Database- C:\Userg
File Home Create External Data Database Tools Help Fields Table 2 Tell me what you want to do
D 3 Saved Imports |_| @ a D @J 5 P Access
N =
N =] Linked Table Manager Emword M
New Data : Sa».red Brcel Text XML PDF  Email 4 'vord Merge
Source ~ Exports File File arXPS ':More'
Export
D From File > @ Excel
Add -
D From Database > HTML Document Import Excel spreadsheet
Import data from or link to data in a

Microsoft Excel file.
e

[B‘@ From Online Services > -’ XML File

DE} From Other Sources > U?L Text File
I

3. You'll then be prompted to locate the file that you want to import; click on the Browse button

1 Tablet 3|
1D - Click to Add -
* {New)

Get External Data - Excel Spreadshest ? X

Select the source and destination of the data 4

Specify the source of the definition of the objects.

Eile name: | cysers\Shawn Myers\Documents!, Browse. ..

Specify how and where you want to store the data in the current database,

We will not import table relationships, calculated columns, validation rules, default values, and columns of certain legacy data types
such as OLE Object.

Search for ‘Import” in Microsoft Access Help for more information.

@ Import the source data into a new table in the current database.
If the specified table does not exist, Access will create it. If the specified table already exists, Access might overwrite its
contents with the imported data. Changes made to the source data will not be reflected in the database.

(C) Append a copy of the records to the table: |72p/21
If the specified table exists, Access will add the records to the table. If the table does not exist, Access will create it.
Changes made to the source data will not be reflected in the database.

(O) Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data in Excel. Changes made to the source data in Excel will
be reflected in the linked table, However, the source data cannot be changed from within Access.

oK Cancel
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4. Use the Browse button to locate the file named DB Practice File on your flash drive or Desktop.
Click OK once you’ve found it.

5.  You will see a preview of what the data will look like in Datasheet View, which is a view in

Access that looks similar to a spreadsheet. Click Next.

Tablet |
[}

- [Click to Add_~ =
(New)

‘Your spreadsheet file contains more than one worksheet or range. Which worksheet or range would you like?

(®) Show Worksheets
() Show Mamed Ranges

Donors
Employees

5. Check off where is says, “First Row Contains Column Headings”; click Next, Finish and Close

6. Your Table should now look like this:

File Home External Data

s¢ B85 55 5o 6

Create Database Tools Help Fields Table

5 Saved Imports

— rﬂAccess
VZ] Linked Table Manager

FfﬂWord Merge

O Tell me what you want to do

Sample data for worksheet 'Clients’.

LLast Nams [First Name Rddress City ip Code [County | A
2 NVenere Brt B W Cerritos Ave #54 Bridgeport 8014 Glouce
|3 Marzier Kris B22 Runamuck Pl #2808 Balrimore p1z24 Baltim
|4 pmigon inna 371 Jerrold Ave Kulpsville lLsa4a3 ontgo
? icka Bette & 5 33rd St RBston Lo014 Delawa
?51.]531’5](1 RBlisha [3273 State 5t iddlesex 8846 iddle
IChJi Ezekiel B Cedar Ave #84 Easton gleol [falkot
iStenseth Ernie @#5 E Liberty St Ridgefield Park 7660 Bergen
iGlick Blbina ¢ Ralph Ct Dunellen gg12 iddle
10Malet Blair 209 Deckesr Dr Philadelphia fLe132 Philad
H astella arjory [Tl San Mateo Ave Wayne = Delawa
[12flonowski Karl 76 Brooks St #9 Flemingtor Bunter
E onarrez Rmber L4288 Foster Rve #4121 ([Jenkintow] L2046 ontgo
E'uhas Desanna 14302 Pennsylwvania Ave Huntingdo L2006 ONTgo | w
< >

Cancel Einish

New Data Saved Excel Text XML PDF  Email
Source - Exports File  File orXPS 5 More
Import & Link Export
All Access Obje... © « [T Tsore1 > [ cuents ]
o ID - | Last Name ~ | FirstName - Address - City - State
Tables N ﬂ Venere Art 8 W Cerritos Ay Bridgeport NJ
ES
= client 2 Marrier Kris 228 Runamuck Baltimaore MD
ients
3 Amigon Minna 2371 Jerrold Av Kulpsville PA
E Tavlet 4 Nicka Bette 6533rdst  Aston PA
5 Slusarski Alisha 3273 state St Middlesex NJ
6 Chui Ezekiel 2 Cedar Ave #8 Easton MD
7 Stenseth Ernie 45 E Liberty St Ridgefield Park NJ

Office Fundamentals

+ ZipCode =~ County  ~|Home Phont » | Cell Phone =
08014 Gloucester 856-636-8749 856-264-4130
21224 Baltimore City 410-655-8723  410-304-4694
19443 Montgomery | 215-874-1229 215-422-8694
15014 Delaware 610-545-3615 610-492-4643
08846 Middlesex 732-658-3154 732-635-3453
21601 Talbot 410-669-1642 | 410-235-8738
07660 Bergen 201-709-6245  201-387-9092
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art@venere.or
kris@gmail.cor
minna_amigon
bette_nicka@c
alisha@slusars
ezekiel@chui.g
ernie_stenseth

Email Addre - |Social Securi =

874-96-5421
451-22-2456
875-62-4452
745-12-9567
452-38-7485
865-42-3549
956-32-4521
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Project 4: Create a Query

You may have noticed that the file we imported has 16 columns, which will require a lot of scrolling back
and forth to see the information. A Query can take information from one or more tables and break it
down into reports that only display specific kinds of information. For example, we can create a Query
that only displays names, departments, number of years employed and whether or not they work full-

time.

1. Click on the Create tab and choose Query Wizard from the Queries group:

File Home Create

e m

External Data

Database Tools

R &

Help

liEkz) m D [ Form Wizard

Fields Table

[=] Navigation -

O Tell me what you want to do

j @ j I3 Report Wizard

h £ Module

%1 Class Module

Application | Table Table SharePoint = Query Query = Form Form Blank Report Reaort Blank (5] |,y 10 Macro
Parts Design, Wizard Design Design Form =] More Forms « Design Report (9] Visual Basic
Templates CQueries Forms Reports Macros & Code
All Access Obj Cients %
- | lastName - | FirstName -| Address -| city | State - | ZipCode - | County -|HomePhon: - CellPhone - |Email Addre - SocialSecuri-| DOB -
Tables B venere Art & W Cerritos A Bridgeport ~ NJ 08014 Gloucester  856-636-8749 856-264-4130 art@venere.or  8§74-96-5421 3/2/1985
- 2 Marrier Kris 228 Runamuck Baltimore  MD 21224 Baltimore City 410-655-8723 410-804-4634 kris@gmail.cor  451-22-2456 5/4/1987
3 Amigon Minna 2371 Jerrold A Kulpsville A 19443 Montgomery 215-874-1229 215-422-8634 minna_amigon  875-62-4452  10/4/1990
B Tablet Que ? A 19014 Delaware 610-545-3615 610-492-4643 bette_nicka@c  745-12-9567 1/2/1992
u 08846 Middlesex 732-658-3154  732-635-3453 alisha@slusars  452-38-7465 6/7/1975
?ﬂf:m%“gugfﬁ,'fm ) 21601 Talbot 410-669-1642 410-235-8738  ezekiel@chui.  865-42-3543 3/2/1985
Find Dupiicates Query Wizard U 07660 Bergen 201-703-6245 201-387-9033 ernie_stensett  956-32-4521 5/a/1987
Find Unmatched Query Wizard B - N
] 08812 Middlesex  732-924-7882 732-782-6701 albina@glick.c  254-68-7456 4/3/1976
A 19132 Philadelphia  215-907-9111 215-794-4519 bmalet@yaho(  354-78-6596  6/29/1988
A 15087 Delaware 610-814-5533 610-379-7125 mmastella@m  456-95-7856 8/2/1982
] 08822 Hunterdon  908-877-6135 908-470-4661 karl_klonowski  874-56-2315 4/5/1971
A 15046 Montgomery  215-934-8655 215-329-6386 amber_monar  745-23-6542  10/12/1992
A 15006 Montgomery 215-211-9589 215-417-9563 deeanna_juha:  652-39-8245  4/25/1990
This wizard creates a select query :
Bl hgoeas ] 08831 Middlesex  732-234-1546 732-904-2931 jamal@vanaus  547-21-4587  7/25/1979
A 16502 Erie 814-393-5571 B14-420-3553 elly_morocco@  236-51-2587 5/3/1991
) 21061 Anne Arundel 410-914-9018 410-937-4543 ilene.eromang  652-35-4123  6/24/1995
) 21215 Baltimore City 410-520-4832 410-957-6903 laurel reitler@  745-23-9587  6/30/1977
v 07105 Essex 973-354-2080 973-847-9611 delisa.crupi@c  236-51-2485 8/3/1987
oK Cancel ] 07104 Essex 973-927-3447 973-796-3667 elza@yahoo.ct  456-25-8741 6/3/1990
207Shields Tyra TFort Worth A7 Philadelphia PA 15106 Philadelphia  215-255-1641 215-228-8264 tshields@gmai  652-35-1244 8/2/1990

4. Choose Simple Query. In the Query Wizard dialog box, double-click on Last Name, First Name,
Cell Phone and Email Address. Click Finish.

Table1 X| | Clients X|

ID -
1 Venere

Last Name -

2 Marrier

3 Amigon

4 Nicka

5 Slusarski
6 Chui

7 Stenseth
8 Glick

9 Malet

10 Mastella
11 Klonowski
12 Monarrez
13 Juhas

14 Vanausdal
15 Morocco
16 Eroman
17 Reitler

18 Crupi

19 Lipke

20 Shields

Office Fundamentals

First Name -
Art

Kris
Minna
Bette
Alisha
Ezekiel
Ernie
Albina
Blair
Marjory
Karl
Amber
Deeanna
Jamal
Elly
llene
Laurel
Delisa
Elza
Tyra

Address - City -
8 W Cerritos Ax Bridgeport
228 Runamuck Baltimore
2371 Jerrold Av Kulpsville
65 33rd 5t Aston
3273 state St | Middlesex
2 Cedar Ave #8 Easton
45E Liberty St Ridgefield Park
4 Ralph Ct
209 Decker Dr | Philadelphia
715an Mateo £ Wayne
76 Brooks St #9 Flemington
14288 Foster A" Jenkintown
14302 Pennsyh Huntingdon Va
53075 Sw 152n¢ Monroe Towns
7W 32nd St
2853 S Central | Glen Burnie
6 Kains Ave
47565 W Grand Mewark
6794 Lake DrE Newark
3 Fort Worth A Philadelphia

Dunellen

Erie

Baltimore

State -
NJ
-

Zip Code

08014

|
Tables/Queries

Table: Clients

Available Fields:

o)

Address
City

State

Zip Code
County
Home Phone
50 ity Mumber

S0 SEC]
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- County - |Home Phone¢ ~ | Cell Phone ~ |En
Gloucester 856-636-8749 856-264-4130 ar
= R 1
_w
Which fields do you want in your query? | 3
ali
You can choose from more than one table or query. .EZ
Br
il
w pn
mi
Selected Fields: I
ta
= n
> First Name |
== | [Cell Phone .jE
Email Address
<
<<
Cancel
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Project 5: Create a Form

1. Click on the Clients Query you create in Project 4, click on the Create tab and choose Form
Wizard

2. Select all of the Available Fields by on the button with the two arrows, then click Finish.

File Home Create External Data Database Tools Help 2 Tell me what you want to do

D Q D ,ﬁ\ Lz W % D @Formw’izard ij @ D @RepmrtW\zard D <% Module

Navigation = £°! Class Modul
Application Table Table SharePoint Query Query Formn Form  Blank Szl Report Report Blank Labels Macro & o oaHE
Parts ~ Design  Lists~ Wizard Design Design Form [E More Forms ~ Design Report (22| Visual Basic

Templates Tables Queries Forms Reports Macros & Code
AH ACCESS ObJe ® « Tablel X | Clients X| | Clients Query X|
Cearch ¥ LastName ~ | FirstName ~- Cell Phone - Email Address -
£0rClur
Tables N Venere Art 856-264-4130 art@venere.org

Marrier Kris 410-804-4694  kris@gmail.com
B clients B ;

Amigon Minna 215-42 Form Wizard
& Tablet Nicka Bette 610499 O
Queries - Slusarski Alisha 732-63 Which fields do you want on your form?
3 Clients Query Chui Ezekiel 410-23

Stenseth Ernie 201-38 You can choose from more than one table or query.

Glick Albina 732-78

Malet Blair 215-794 Tables/Queries

Mastella Marjory 610-3 Query: Clients Query ~

Klonowski Karl 908-47

Available Fields: Selected Fields:
Monarrez Amber 215-32
Juhas Deeanna >
First Name

Vanausdal Jamal Cell Phone =S

Morocco Elly Email Address

Eroman llene <

Reitler Laurel ==

Crupi Delisa

Lipke Elza

Shields Tyra 215-22 Cancel Finish

Miceli Edna 814-29

3. With the Client Query still selected, click on the Create tab. Click on the More Forms down-arrow
in the Forms group. Choose Split Form.

File Home Create External Data Database Tools Help P Tell me what you want to do

1 D Lj D 5 I @.::,i | =] D A Farm Wizard | | {71 Report Wizard . | £ Module
[iasaaai] N O i’
Macro

Navigation = £%! Class Modul
Application Table Table SharePaoint Query Query Form Form  Blank SOgA L Report Report Blank Labels O Sl
Parts ~ Design  Lists = Wizard Design Design Form [= More Farms = Design Report 5] Visual Basic
Templates Tables Queries Forms . Reports Macros & Code
. i i m Multiple ltems
AH ACCQSS Ob_Je ® « EH Tablel X ‘j Clients X |‘@ Clients Q ;|
Search. yel i
Clients Query FET Datasheet
Tables 3
H clients
B Tablet 4 Split Form
Queries 3 Last Mame
2 Clients Query | Modal Dialog |
Forms # First Name At )
@ Clients Query
Cell Phone 856-264-4130
Email Address art@venere.org
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4. Click on the Home tab, then click on the down arrow on the View button; choose Layout view

5. Click on the Last Name Field, hold down the Shift key, then select the First Name, Cell Phone
and Email Address Fields. Use the mouse to make the Fields shorter.

B Tablel ¥ ‘j Clients 3 ‘@ Clients Query >

|

j Clients Query

E Clients Query X ||§| Clients Queryl |_

[
Last Name Venere
First Name Art
Cell Phone 856-264-4130

Email Address | art@venere.org

B3 Table1 % |j Clients ‘@ Clients Query 3

j Clients Query

e
Last Name Venere
First Name Art
Cell Phone 856-264-4130

Email Address || art@venere.org

|’-=_s| Clients Query X

5] clients Queryl > L

6. Switch back to the Form View. Adjust the distance between the upper section and lower section.

=8 Module

" E*! Class Module
Macra &

(=2 Visual Basic

Macros & Code

File Home % External Data Database Tools Help £ Tell me what you want to do
D Q D ’ﬁ\ L’z hma D r‘}iFormWizard Ej| @ D @RepnrtW\zard
Application Table Table SharePoint Qu;ry Query Form  Form  Blank Nawgat\on' Report Report Blank
Parts ~ Design  Lists = Wizard Design Design Form Mare Forms = Design Report Labals
Templates Tables Queries Forms Reports
AH ACCE‘SS Ob_Je ® « EH Tablel X |j Clients |‘ﬁ Clients Query E Clients Query = E Clients Query1 X|
search. o “) Clients Query
Tables 2 [y
2 Clents Last Name Venere
E Tablet
Queries 3
ﬂ Clients Query First Mame Art
Forms ®
& ciients Query Cell Phone 856-264-4130
Email Address | art@venere.org
Last Name - | FirstName - Cell Phone - Email Address -
Venere Art 856-264-4130 art@venere.org
Marrier Kris 410-804-4654  kris@gmail.com
Amigon Minna 215-422-8694 minna_amigon@yahoo.com
Micka Bette 610-492-4643 bette_nicka@cox.net
Slusarski Alisha 732-635-3453  alisha@slusarski.com
Chui Ezekiel 410-235-8738 ezekiel@chui.com
Stenseth Ernie 201-387-9093  ernie_stenseth@aol.com
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Project 6: Create a Report

1. Click on the Clients Query you create in Project 4, click on the Create tab and choose Report
Wizard

File Home Create External Data Database Tools Help 2 Tell me what you want to do

D Q D lﬁ\ LZ % D g’i‘FormWizard j \£| :| @,Repor‘tWizard

=2£ Module

Navigation ~ £%! Class Modul
Application Table Table SharePoint = Query Query Form Form  Blank e Report Report Blank Labels P s liEs
Parts ~ Design  Lists ~ Wizard Design Design Form Mare Forms - Design Report Visual Basic

Templates Tables Queries Forms Reports ros & Code
AH ACCESS Obje @ « EH Table1 X |j Clients |ﬁ Clients Query > ‘|?_s| Clients Query X |F-_s| Clients Queryl |
eorch 5] Last Name - | First Name - Cell Phone - Email Address -
£arc.

Venere Art 856-264-4130 art@venere.org
Tables -3
B crient Marrier Kris 410-304-4694  kris@gmail.com

1ents

Amigon Minna 215-422-3694 minna_amigon@yahoo.com
B Tabier Nicka Bette 610-492-1643  bette_nicka@cox.net
Queries # Slusarski Alisha 732-635-3453  alisha@slusarski.com
= Clients Query Chui Ezekiel 410-235-8738  ezekiel@chui.com
Forms S Stenseth Ernie 201-387-9093 ernie_stenseth@aol.com
B Clients Query Glick Albina 732-782-6701  albina@glick.com

Malet Blair 215-794-4519  bmalet@yahoo.com

2. Select all of the Available Fields by on the button with the two arrows, then click Finish.

File Home Create External Data Database Tools Help £ Tell me what you want to do

D Q D ’T‘\ ’z % D [ Form Wizard :| @ 3 5 Report Wizard Er £ Module

Application Table Table SharePoint | Query Query Form Form  Blank Eleroct o Report Report Blank Macro 50‘ Class Module
Parts - Design Lists= | Wizard Design Design Form [ More Forms » Design Report (= Labeis (2| visual Basic
Templates Tables Queries Forms Reports Macros & Code
All Access Obje ® « Tablel ‘ Clients 3 ‘ 3! Clients Query ><| Clients Query > | Clients Queryl X |
P— o LastName ~ | FirstName ~ | Cell Phone - Email Address -
Tables . Venere Art 836-204-4130 art@venere.org
Marrier Kris 410-804-4694  kris@gmail.com
B crens Ami Mi 215-422-8694  mi i Report Wizard
migon inna minna_amigon@yahoo.com
8 e Nicka Bette 610-492-4643  bette_nicka@cox.net Which felds do you want an your report?
Queries #* Slusarski Alisha 732-635-3453  alisha@slusarski.com
2 Clients Query Chui Ezekiel 410-235-8738  ezekiel@chul.com : L E R R T T R U B R
Forms £ Stenseth Ernie 201-387-9093  ernie_stenseth@aol.com 3
E8 clients query Glick Albina 732-782-6701 albina@glick.com Tables/Queries
Malet Blair 215-794-4519 bmalet@yahoo.com Query: Clients Query ~
Mastella Marjory 610-379-7125 mmastella@mastella.com
Klonowski Karl 908-470-4661 karl_klonowski@yahoo.com Avalzble Fisids: Selected Fisids:
Monarrez Amber 215-329-6386 amber_monarrez@monarrez.ol "
Juhas Deeanna 215-417-9563  deeanna_juhas@gmail.com E';ﬁtp':,:r::
Vanausdal Jamal 732-904-2931 jamal@vanausdal.org Email Address
Morocco Elly 814-420-3553  elly_morocco@gmail.com
Eroman llene 410-937-4543  ilene.eroman@hotmail.com
Reitler Laurel 410-957-6903  laurel_reitler@reitler.com
Crupi Delisa 973-847-9611  delisa.crupi@crupi.com
Lipke Elza 973-796-3667 elza@yahoo.com Bac Finish
Shields Tyra 215-228-8264  tshields@gmail.com
Miceli Edna 814-293-2877 emiceli@miceli.org
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3. Click on the Close Print Preview button.
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