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Start-Up Checklist
Microsoft Office Professional 2007 System Requirements

Hardware
 ■ 500 megahertz (MHz) processor or higher

 ■ 256 megabyte (MB) RAM or higher

 ■ 2 gigabyte (GB) hard disk; a portion of this disk space 
will be freed after installation if the original download 
package is removed from the hard drive

 ■ CD-ROM or DVD drive

 ■ 1024 � 768 or higher resolution monitor

Software
 ■ Microsoft Windows XP with Service Pack (SP) 2, Windows 

Server 2003 with SP1, or later operating system such as 
Microsoft Windows Vista

Micrososoft Windows Vista Home Basic Recommended 
System Requirements

 ■ 1 GHz 32-bit (×86) or 64-bit (×64) processor

 ■ 512 MB of system memory

 ■ 20 GB hard drive with at least 15 GB of available space

 ■ Support for DirectX9 graphics and 32 MB of graphics 
memory

 ■ DVD-ROM drive

 ■ Audio output

 ■ Internet access (fees may apply)

Welcome to the Microsoft Office 2007 Fundamentals Projects Binder! The projects in this binder cover the primary features and 
commands of Office 2007 and provide valuable opportunities to apply or extend skills learned in an accompanying textbook. 
The 150 projects in this binder can be used with any Microsoft® Office 2007 textbook to add reinforcement to the content of the 
text. After completing an Office 2007 text such as Microsoft® Office 2007 Fundamentals, students should be able to complete the 
projects on their own, referring to the accompanying textbook as needed.
 The authors have included a wide variety of projects to interest students and to provide additional learning opportunities in the 
areas of cross-curricular subjects, business, school, environment, and government. Most projects include a data file for students to 
work with, but some projects allow students to create a new file or use a template to create a new file with the data given. Other 
projects allow students to create documents using their own data or information found through the student’s own research. Each 
project begins with a scenario that depicts a real-life example of how people use Office 2007 to complete tasks in professional, 
school, and personal life. Although some scenarios may be continued in a subsequent project, each project can stand alone, so 
instructors may assign as many or as few projects as they like and in any order. Some projects have Critical Thinking activities 
that encourage the student to go a step further using select commands.
 Every effort is made throughout this binder to use Microsoft terminology when working with the programs. The first few 
times a student uses a tool within a program, the student might need to refer to the accompanying book or the Help system to 
refresh their memory about the steps involved.
 To complete all projects and Critical Thinking activities, this binder will require approximately 40 hours.
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Objectives Practiced

 Change fonts, font sizes, font styles, and font effects.  Find and replace text.

 Set tabs.  Change document views. 

WORD PROJECT 8: Formatting a News Release

 1. Open WD Project 8.docx from the folder containing your data files, and save it as 

Health News Release XXX.docx (replace XXX with your initials).

 2. In the first line of the document change the case 

of State Health Department to uppercase, change 

the font size to 14 point, and apply the bold 

font style.

 3. Set a left tab at 3.5" to align the eight lines of indented items under State Health Department.  

 4. Change the case of For immediate release to uppercase, change the font size to 12 point, and 

apply bold.

 5. Center News Release, change the font size to 36 point, 

and apply bold.

 6.  Center the headline, which begins HEALTH 

DEPARTMENT AGREES…, change the font size to 

16 point, apply bold, and change the case to capitalize 

each word.

 7. Add a .25" first-line indent on each paragraph in the 

body of the document, and change the line spacing to 1.15 (except the bulleted list).

 8. Find and replace all instances of the word 

Mother with Mom.

Mara works for the state health department as a public relations coordinator. The department is 

launching a new Web site, and she needs to write a news release to promote it. She is planning 

to attach the document to an e-mail message to send to key media outlets.  

 Hint
The Change Case button is 
located in the Font group 
on the Home tab.

Critical Thinking
Open the Green Conference Letter XXX.docx fi le, select the bulleted list, and apply a custom 

bullet style to the list. Save and close the document. 
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INSIDE FUNDAMENTALS

Step-by-Step Exercises offer 

hands-on practice of the 

objectives. Each project 

uses a data file or requires 

students to create a file 

from scratch. 

Objectives Practiced shows 

which concepts are practiced 

and reinforced in each project.

Project scenarios provide 

students background and 

real-life examples for 

using the objectives to 

complete a task. 

Figures provide direction 

for entering data and 

visual reinforcement.

Hints give extra help 

or offer a checkpoint 

for students to be sure 

they are on track.

Critical Thinking challenges 

students to go a step further 

implementing the skills being 

practiced.
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Instructor Resources Disk
ISBN-13: 9780538452045
ISBN-10: 0538452048

The Instructor Resources CD or DVD contains the following teaching resources:

The Data and Solution files for this course.

Instructor’s Manual that includes lecture notes for each lesson and references to 
the end-of-lesson activities and Unit Review projects.

Copies of the figures that appear in the student text.

Suggested Syllabus with block, two quarter, and 18-week schedule.

PowerPoint presentations for each lesson.

Cross-curricular grid that lists projects covering the four core subjects—English 
and Language Arts, Math, Social Studies, and Science—as well as topics such 
as Business, Environment, and Career.

PDF Disk
You will find the electronic files for all projects on the accompanying PDF disk; you 
may print a project from the disk, or photocopy it from the binder.
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The FUNDAMENTALS are Key
Introductory level students will excel with Microsoft® Office 2007 Fundamentals. Written for beginning 
students, this text is ideal for newer computer users who need to learn Microsoft Office 2007 skills for everyday life. Although 
introductory in nature, this text is comprehensive enough to cover the most important features of Word, Excel, PowerPoint, 
Access, and Publisher.

ISBN-10: 0-324-78311-6
ISBN-13: 978-0-324-78311-7

This new text explores the Microsoft Office 2007 applications and provides a comprehensive introduction to the concepts and skills 
needed to be a successful and confident computer user. Easy to follow step-by-step instructions, activities, and projects provide an 
overview of the applications to build a solid foundation of computer skills.
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OFFICE 2007 FUNDAMENTALS PROJECTS BINDER

Project 
Number Project Title

Objective 
Practiced #1

Objective 
Practiced #2

Objective 
Practiced #3

Objective 
Practiced #4

Objective 
Practiced #5

Objective 
Practiced #6

Cross-Curricular
Category Topic 

1 Fundraising 

Letter

Navigate a 

document.

Enter text. Select text. Science Business

2 Creating a 

Postcard

Enter text. Set margins. Change page 

orientation 

and page size.

Preview and

print a 

document.

Community

Business

3 Creating 

a Sign

Create a new 

document.

Enter text. 

Change fonts 

and font sizes.

Align paragraph 

text.

Create a custom 

margin.

Set page 

orientation.

Preview 

and print.

Business

4 Formatting a 

Letter

Select text. Change font, 

font size, and 

font styles.

Format 

paragraphs.

Create a

bulleted and a 

numbered list.

Science Environment

5 Modifying 

a List

Delete and 

move text.

Format and edit 

a list.

Science Environment

6 Formatting 

and Editing a 

Resume

Change fonts, 

font sizes, and 

font styles.

Align text. Use the 

Format Painter.

Format a 

bulleted list.

Career

7 Formatting a 

Cover Letter

Change font and 

font sizes.

Copy and 

paste text.

Set tabs. Change the line 

spacing.

Set custom 

margins.

Check spelling 

and grammar.

English 

Language Arts

Career

8 Formatting 

a News 

Release

Change fonts, 

font sizes, font 

styles, and font 

effects.

Set tabs. 

Set indents.

Adjust line 

spacing.

Find and 

replace text.

Change 

document 

views.

Check spelling 

and grammar.

Science Business

9 Formatting a 

Graduation 

Program

Change page 

orientation.

Set margins. Set tabs with

leaders.

Change fonts. School

10 Writing a 

Persuasive 

Letter

Create a new 

document.

Enter and 

format text.

Format 

paragraphs.

Preview and 

print the 

document.

Social Studies

English 

Language Arts

Personal

Government

11 Creating and 

Formatting a 

Flyer

Create a new 

document.

Insert clip art. Enter and 

format text.

Add a page 

border.

Check spelling 

and grammar.

English 

Language Arts

Personal

Community

12 Restaurant Gift 

Certifi cate

Apply borders 

and shading.

Copy and 

paste text.

Business

13 Formatting a 

Promotional 

Flyer

Change margins 

and page size.

Insert clip art. Format text as a 

bulleted list.

Format text in 

columns.

Apply a 

page color.

Use the Undo 

command.

Social Studies Business

MICROSOFT® OFFICE WORD 2007
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Project 
Number Project Title

Objective 
Practiced #1

Objective 
Practiced #2

Objective 
Practiced #3

Objective 
Practiced #4

Objective 
Practiced #5

Objective 
Practiced #6

Cross-Curricular
Category Topic 

14 Completing a 

Vocabulary 

Assignment

Look up a word 

in the dictionary.

Cut and 

paste text.

Format a list. Sort a list. English 

Language Arts

School

15 Revising a 

Letter to 

the Editor

Use Word Count. Delete text. Set line spacing 

and indents.

Apply fonts and 

font styles.

English 

Language Arts

Personal

Community

16 Creating a 

Postcard

Format text in 

columns.

Add a page 

border and 

page color.

Use the 

Thesaurus.

Apply font 

styles.

Science Business

17 Researching 

and Writing a 

Report

Use the Research 

task pane.

Check the 

document’s 

word count.

Use the 

Thesaurus.

Check spelling 

and grammar.

Set line spacing 

and indents.

Social Studies

English 

Language Arts

Personal

Government

18 Creating a 

Fax Cover 

Sheet from a 

Template

Create a 

document 

from a template.

Enter text in 

a template.

Science Business

19 Creating a 

Brochure from 

a Template

Create a 

document 

from a template.

Find and 

replace text.

Apply Quick 

Styles.

Career

20 Completing a 

Brochure

Copy and paste 

text between 

documents.

Insert a picture 

from a fi le and 

resize it.

Edit text. Career

21 Creating an 

Agenda

Enter text. Create a 

multilevel list.

Insert a 

watermark.

Community

Business

22 Formatting 

a Menu

Set tabs. Apply Quick 

Styles.

Format text in 

columns.

Apply and 

modify docu-

ment themes.

Insert a page 

border.

Business

23 Creating Your 

Resume Using 

a Template

Create a 

document from

a template.

Apply and 

modify themes.

Check spelling 

and grammar.

English 

Language Arts

Personal

Career

24 Inserting a 

Table into a 

Memo

Set tabs. Create and 

modify a table.

Insert a footer. Insert a 

watermark.

Apply Quick 

Styles.

Change docu-

ment themes.

Community

Business

25 Modifying 

a Baseball 

Roster

Insert, delete, 

and sort rows in 

a table.

Merge cells. Apply a table 

style.

Apply a docu-

ment theme.

Math Business

MICROSOFT® OFFICE WORD 2007



 xvi

Project 
Number Project Title

Objective 
Practiced #1

Objective 
Practiced #2

Objective 
Practiced #3

Objective 
Practiced #4

Objective 
Practiced #5

Objective 
Practiced #6

Cross-Curricular
Category Topic 

26 Enhancing a 

Survey

Create a new 

document from a 

template.

Add a cover 

page.

Insert, remove, 

and modify 

headers and 

footers.

Business

27 Formatting 

a Sign for 

the Zoo

Insert a picture 

from a fi le.

Format text in 

columns.

Apply styles. Apply a docu-

ment theme.

Science Business

28 Formatting a 

Letter

Insert a Quick 

Table.

Format text in 

columns.

Insert a column 

break.

Insert clip art. Business

29 Formatting a 

Proposal with 

Headers and 

Footers

Apply Quick 

Styles.

Insert 

headers and 

footers.

Change the 

document 

theme.

Modify lists. Check spelling 

and grammar.

Science Business

Environment

30 Adding a 

Cover Page to 

a Proposal

Insert a page 

break.

Add a cover 

page.

Edit and 

remove 

headers and 

footers.

Science Business

Environment 

31 Designing 

a Logo for a 

Letterhead

Insert and modify 

clip art.

Insert and 

modify shapes.

Business

32 Creating a 

Chart

Insert a chart. Modify a chart. Math Personal

33 Creating a 

Newsletter

Create and insert 

a Quick Part.

Insert a 

drop cap.

Modify a 

picture.

Add 

shading to a 

selection.

Business

34 Adding 

WordArt and 

Text Boxes to a 

Newsletter

Insert and modify 

a text box.

Insert and 

modify WordArt.

Cut and paste 

text and 

graphics.

Math Business

35 Inserting and 

Modifying 

Graphics in a 

Brochure

Insert a picture 

from a fi le.

Resize and crop 

a photo.

Insert and 

modify a 

text box.

Science Business

36 Adding Graphic 

Elements to a 

Brochure

Insert and modify 

a drop cap.

Insert and 

modify a 

text box.

Insert and 

modify clip art.

Science Business

MICROSOFT® OFFICE WORD 2007
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Project 
Number Project Title

Objective 
Practiced #1

Objective 
Practiced #2

Objective 
Practiced #3

Objective 
Practiced #4

Objective 
Practiced #5

Objective 
Practiced #6

Cross-Curricular
Category Topic

37 Creating an 

Invitation with 

WordArt, Text 

Boxes, and 

Clip Art

Insert and modify 

a text box.

Format text. Insert and 

modify WordArt.

Insert and 

modify clip art.

Personal

38 Drawing a Map Insert and modify 

shapes.

Insert and 

modify clip art.

Insert and 

modify text 

boxes.

Social Studies Personal

39 Illustrating 

a Flyer with 

SmartArt and 

WordArt

Insert and modify 

WordArt.

Insert and 

modify a Smart-

Art graphic.

Insert and 

modify a 

drop cap.

Add a page 

color.

Science Community

Environment

40 Creating an 

Organization 

Chart using 

a SmartArt 

Graphic

Insert a SmartArt 

graphic.

Modify a Smart-

Art graphic.

Business
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Project 
Number Project Title

Objective 
Practiced #1

Objective 
Practiced #2

Objective 
Practiced #3

Objective 
Practiced #4

Objective 
Practiced #5

Objective 
Practiced #6

Cross-Curricular 
Category Topic 

1 Editing and 

Formatting  a 

Worksheet

Navigate in a 

worksheet.

Select cells and 

enter data.

Edit and format 

cell contents.

Format cells. Science Business 

Environment

2 Creating and

Formatting a 

Schedule

Create a new 

workbook.

Enter data. Adjust column 

widths and row 

heights.

Format cells. Business

3 Formatting a 

Worksheet 

Tracking 

Airline Miles

Apply themes 

and styles.

Change align-

ment of cell 

contents.

Set number 

formats.

Change cell 

alignment.

Environment

4 Creating a 

Worksheet for 

Calculating 

Recipe Amounts

Create a 

worksheet.

Enter data. Format cells. Enter and copy 

formulas.

Math Business

5 Tracking Hiking 

Miles in a 

Worksheet

Enter 

formulas.

Copy formulas 

using the fi ll 

handle.

Use Auto Fill to fi ll 

in a series.

Freeze panes. Math Personal

6 Formatting a 

Worksheet and 

Sorting Data in 

a Table

Apply themes 

and styles.

Adjust column 

widths.

Find and replace 

data.

Sort data in a 

table.

Freeze panes. Business

7 Creating a 

Multiplication 

Chart Using 

Mixed Reference 

Formulas

Enter and copy 

mixed reference 

formulas.

Preview and print 

a worksheet.

Math School

8 Formatting 

a Ferry Schedule

Unfreeze panes. Insert and delete 

rows.

Apply the Time 

format.

Rename a 

worksheet.

Business

9 Performing 

Calculations 

using Functions 

and Formulas

Use 

functions.

Enter and copy 

formulas.

Format cells. Math Environment

10 Adding Headers 

and Footers to a 

Worksheet and 

Checking Spelling

Format cells. Apply conditional 

formatting.

Add headers and 

footers.

Check spelling. Social Studies Government

11 Calculating Property 

Taxes

Use 

AutoSum.

Format cell 

values.

Create and copy a 

formula.

Math Personal
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Project 
Number Project Title

Objective 
Practiced #1

Objective 
Practiced #2

Objective 
Practiced  #3

Objective 
Practiced #4

Objective 
Practiced #5

Objective 
Practiced #6

Cross-Curricular
Category Topic

12 Copying a 

Property Tax

Worksheet 

within a 

Workbook

Rename 

worksheets.

Copy and move a 

worksheet within 

a workbook.

Math Personal

13 Formatting 

Recycling Data

Apply themes 

and styles.

Format cells. Insert and resize 

an image.

Environment

14 Using Relative 

Formulas

Enter data. Create relative 

formulas.

Copy formulas. Math Personal

15 Filling Out a 

Packing Slip

Use a function. Enter data. Copy data. Business

16 Formatting an 

Offi ce Maintenance 

Schedule as a Table

Delete rows. Clear 

formatting.

Adjust column 

widths.

Find and 

replace data.

Freeze panes. Set the print area, 

preview, and print.

Business

17 Adding a Chart to 

a Profi t and Loss 

Statement

Enter and copy 

formulas.

Create a chart. Modify a chart. Math Environment

18 Revising a Weekly 

Class Plan

Delete rows. Change workbook 

views.

Find and replace 

data.

Rename a 

worksheet.

School

19 Adding a Header 

to a Worksheet 

and Copying a 

Purchase List

Rename 

worksheets.

Add a header. Use 

AutoSum.

Copy and move 

a worksheet 

within a 

workbook.

Math Business

20 Creating a Pie Chart Create a chart. Modify a chart. Business

21 Creating a SmartArt 

Graphic

Create a Smart-

Art graphic.

Modify a Smart-

Art graphic.

Social Studies Government

22 Using Functions 

to Calculate Real 

Estate Statistics

Enter and copy 

formulas.

Use the statisti-

cal functions 

MIN, MAX, 

AVERAGE, and 

COUNT.

Math Business

23 Calculating an 

Account Summary 

Statement

Enter the 

date using a 

function.

Enter a formula 

using the order of 

operations.

Set the print area. Preview and 

print a 

worksheet.

Math Business

24 Using Formulas  to 

Calculate Metric 

Conversions

Enter 

formulas.

Use order of 

operations in a 

formula.

Apply number 

formats.

Update data. Math Business 

Environment
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Project 
Number Project Title

Objective 
Practiced #1

Objective 
Practiced #2

Objective 
Practiced #3

Objective 
Practiced #4

Objective 
Practiced #5

Objective 
Practiced #6

Cross-Curricular
Category Topic

25 Create a Chart of 

Photograph Entries 

Chart

Create a chart. Modify a chart. Delete worksheets. Community

26 Formatting a 

Golf Scorecard

Adjust column 

widths and row 

heights.

Format cells. Use AutoSum. Set the print 

area, preview, 

and print.

Business

27 Using Calculations 

in a Donation Log

Unfreeze panes. Create formulas 

using absolute 

references.

Delete rows. Use functions. Math Community

28 Adding a Chart to a 

Donation Log 

Create a chart. Modify a chart. Insert WordArt in a 

chart title.

Community

29 Finding Averages 

and Using 

Conditional 

Formatting in a 

Grade Book

Use functions. Copy formulas. Apply conditional 

formatting.

Math School

30 Creating and 

Modifying 

a Pie Chart

Create a chart. Modify a chart. Science

Social Studies

School

31 Editing a List of 

Presidents

Adjust column 

widths.

Insert rows. Format cells. Find and 

replace data.

Use the fi ll 

handle.

Freeze panes. Social Studies School

32 Formatting an 

Insurance Worksheet

Check spelling. Insert rows. Format cells. Enter data. Business

33 Modifying a Smart-

Art Organization 

Chart

Create a Smart-

Art graphic.

Modify a Smart-

Art graphic.

Business

34 Formatting a 

Worksheet

Adjust column 

widths.

Use table styles. Apply cell styles. Career

35 Creating a Line 

Chart to Track 

Commuter Cycling

Enter and copy 

formulas.

Create and 

modify a line 

chart.

Math Community 

Environment

36 Entering and 

Reviewing Formulas 

in a Housing 

Calculator

Enter formulas 

in a worksheet.

Review formulas. Math Business

37 Creating 

Formulas in 

a Profi t Projection 

Worksheet

Enter formulas. Freeze the 

top row.

Math Business

MICROSOFT® OFFICE EXCEL 2007



 xxi

Project 
Number Project Title

Objective 
Practiced #1

Objective 
Practiced #2

Objective 
Practiced  #3

Objective 
Practiced #4

Objective 
Practiced #5

Objective 
Practiced #6

Cross-Curricular
Category Topic

38 Revising a Profi t 

Projection 

Worksheet

Copy and paste 

data.

Edit data. Create and copy 

formulas.

Math Business

39 Creating and 

Modifying a 

Column Chart

Create a 

worksheet.

Create and 

modify a chart.

Insert an 

illustration.

Science School

40 Reviewing and 

Editing Formulas

Review 

formulas.

Edit formulas. Business
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MICROSOFT® OFFICE POWERPOINT 2007
Project 
Number Project Title

Objective 
Practiced #1

Objective 
Practiced #2

Objective 
Practiced #3

Objective 
Practiced #4

Objective 
Practiced #5

Objective 
Practiced #6

Cross-Curricular
Category Topic 

1 Editing Slide 

Content and 

Rearranging 

Slides

Navigate a 

PowerPoint 

presentation.

Enter and edit text 

on a slide.

Change the view. Rearrange 

slides in Slide 

Sorter view.

Insert a slide. Career

2 Inserting and 

Deleting Slides and 

Adding Speaker 

Notes

Insert and 

delete slides.

Enter text 

on a slide.

Change slide 

layout.

Rearrange 

slides in Slide 

Sorter view.

Add notes in 

Notes Page 

view.

View a 

presentation.

Business

3 Creating an Award 

Certifi cate from a 

Template

Create a 

presentation 

from a template.

Enter text on a 

slide.

Format text. Print a 

presentation.

Business

4 Working with the 

Outline Tab and 

Slide Master 

View to Edit a 

Presentation

Enter text on 

a slide in the 

Outline tab.

Cut and paste text. Edit slide masters. Check spelling. Social Studies Environment

5 Editing a Slide 

Master

Create a 

presentation 

from a template.

View a presentation 

in Slide Show view.

Edit slide masters. Delete slides. Science School

6 Finding and 

Replacing Text, 

Checking Spell-

ing, and Printing 

Handouts

Enter text 

on a slide.

Find and 

replace text.

Check spelling. Print handouts. Science School

7 Creating a 

Presentation

Create a 

new blank 

presentation.

Insert slides. Enter text on 

slides.

Apply a theme. Science Business

Environment

8 Customizing a 

Theme, Adding 

SmartArt, and 

Applying 

Transitions

Apply a theme. Modify a theme. Customize slide 

masters.

Convert a list 

to a SmartArt 

graphic.

Modify slide 

advance 

transitions.

Set up a slide 

show 

to loop 

continuously.

Science Business

Environment

9 Enhancing a 

Presentation Using 

Animations and 

Transition Effects

Apply a theme. Modify a chart. Add transitions. Add a 

custom 

animation 

effect.

Science Community

Environment

10 Adding Clip Art 

to a Presentation

Insert and 

modify clip art.

Change slide 

layout.

Social Studies Personal

Community
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MICROSOFT® OFFICE POWERPOINT 2007
Project 
Number Project Title

Objective 
Practiced #1

Objective 
Practiced #2

Objective 
Practiced #3

Objective 
Practiced #4

Objective 
Practiced #5

Objective 
Practiced #6

Cross-Curricular
Category Topic

11 Creating a Book Report 

Presentation

Insert slides. Apply a theme. Insert clip art. Insert transi-

tions and 

animations.

Check the 

spelling of a 

presentation.

English 

Language Arts

Personal

12 Creating a Presentation 

from a Template

Locate an appro-

priate template.

Enter text on 

slides.

Delete slides. Business

13 Editing Slide Content Edit and 

format text.

Correct spelling 

errors.

Use the Format 

Painter to copy 

formats.

Format a 

bulleted list.

Business

14 Inserting a Table on a 

Slide

Apply a theme to 

a presentation.

Insert and delete 

slides.

Insert and 

modify a table.

Math Business

15 Inserting a Footer

and Box in a 

Presentation

Insert a footer. Insert a text box. Modify slide 

masters.

English 

Language Arts

Business

16 Inserting a Chart in a 

Presentation

Insert a slide. Insert and modify 

a chart.

Math Community

17 Modifying a Picture 

and Inserting a 

SmartArt Graphic

Modify a 

picture.

Insert and 

modify a SmartArt 

graphic.

Business

18 Inserting and Modifying 

Tables and Charts

Insert and 

modify a table.

Insert and modify 

a chart.

Math Business

19 Planning and Creating 

a Presentation

Insert slides. Apply a theme. Insert a graphic. Insert transi-

tions and 

animations.

Check the 

spelling of a 

presentation.

English 

Language Arts

Personal

Career

20 Enhance a Presentation 

with Clip Art and 

Transitions

Insert and 

modify clip art.

Apply and modify 

a theme.

Edit the slide 

master.

Insert a footer. Insert 

transitions.

Business

21 Creating Custom 

Animation Effects

Customize slide 

masters.

Insert a slide. Copy and paste 

graphics.

Create custom 

animation 

effects.

Business

22 Inserting and Modifying 

Tables in a Presentation

Insert tables. Modify tables. Math Business

23 Inserting and Modifying 

a Chart

Insert and 

modify a chart.

Insert a footer. Math Business

24 Inserting Slides and 

Clip Art in a New 

Presentation

Create a new 

blank 

presentation.

Insert slides. Insert clip art. Science School

25 Enhancing a 

Presentation with 

Special Effects

Apply a theme. Convert a bulleted 

list to a SmartArt 

graphic.

Apply 

transitions.

Add anima-

tions.

Insert an 

action button.

Science School



 xxiv

MICROSOFT® OFFICE ACCESS 2007
Project 
Number Project Title

Objective 
Practiced #1

Objective 
Practiced #2

Objective 
Practiced #3

Objective 
Practiced #4

Objective 
Practiced #5

Objective 
Practiced #6

Cross-Curricular
Category Topic 

1 Creating a New 

Artists Database

Create a new 

database.

Enter records. Save a table. Modify fi eld 

properties.

Community

2 Opening and 

Editing an Artists 

Database

Rename and 

delete a table.

Modify fi elds. Navigate, edit, 

and delete 

records.

Enter data. Community

3 Creating a Simple 

Form and Simple 

Report

Create a simple 

form.

Use a form to 

enter data.

Create and 

modify a simple 

report.

Preview and 

print a report.

Community

4 Creating a Database 

and a Simple Book 

Sign-Out Form

Create a database. Create fi elds in 

a table.

Create a simple 

form.

English 

Language Arts

School

5 Modifying a Form’s 

Design

Modify a form. Enter data in a 

form.

English

Language Arts

School

6 Filtering and Sorting 

Data in a Table

Filter data in a 

table.

Sort data in a 

table.

English 

Language Arts

School

7 Creating and 

Editing Tables in 

Datasheet View

Rename a table. Move a fi eld. Delete a record. Create a table in 

Datasheet view.

Community

8 Creating Forms and 

Using them to Enter 

and Edit Records

Create a simple 

form.

Create a form 

using the Form 

Wizard.

Enter and edit 

records using a 

form.

Community

9 Creating a Query 

and Sorting and 

Filtering Data

Create a query. Filter a query. Sort a query. Community

10 Creating, Modifying, 

and Printing Reports

Create a simple 

report.

Create a report 

using the 

Report Wizard.

Modify a report. Preview and 

print a report.

Community

11 Creating a New 

Database and Tables

Create a new 

database.

Create a table. Save a table. Modify fi eld 

properties.

School

12 Adding Records 

to a Conference 

Database

Rename and 

delete a table.

Create and 

modify fi elds.

Enter data. School

13 Creating Reports 

and Sorting Data

Create and modify 

a report.

Sort data in a 

report.

Preview and 

print a report.

School

14 Planning and 

Creating an 

Electronics 

Inventory Database

Plan and design a 

database.

Create a 

database.

Create a simple 

form.

Enter 

records.

School
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Project 
Number Project Title

Objective 
Practiced #1

Objective 
Practiced #2

Objective 
Practiced #3

Objective 
Practiced #4

Objective 
Practiced #5

Objective 
Practiced #6

Cross-Curricular
Category Topic

15 Navigating, 

Sorting, and 

Filtering a Table

Navigate records. Edit records. Sort and fi lter 

records.

Business

16 Creating a Table, 

and Creating and 

Modifying a 

Simple Form

Modify a table in 

Datasheet view.

Create and modify 

a simple form.

Enter 

records.

Business

17 Creating a Report 

Using the Report 

Wizard

Delete a table. Create a report 

using the Report 

Wizard.

Filter the data 

in a report.

Sort the data 

in a report.

Business

18 Planning and 

Creating an Art 

Raffl e Database

Plan and design a 

database.

Create a 

database.

School 

Community

19 Creating and 

Modifying a Table 

about Planets

Create a new 

database.

Create a table. Modify fi eld 

properties.

Enter records. Business 

Community

20 Planning and 

Creating a 

Contacts 

Database

Plan and design a 

database.

Create a 

database.

School 

Personal
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Project 
Number Project Title

Objective 
Practiced #1

Objective 
Practiced #2

Objective 
Practiced #3

Objective 
Practiced #4

Objective 
Practiced #5

Objective 
Practiced #6

Cross-Curricular
Category Topic

1 Creating a 

Promotional Calendar

Insert a picture. Insert a pull 

quote.

Preview a 

publication.

Business

2 Creating Business 

Cards

Create a business 

information set.

Resize a text box. Insert and 

modify a picture.

Preview a 

publication.

Business

3 Creating a Rental 

Flyer

Enter text in a 

text box.

Delete a text box. Personal

4 Creating an Award 

Certifi cate

Enter text in a 

text box.

Insert a Design 

Gallery object.

Change font 

characteristics.

Copy formats 

using the Format 

Painter.

Business

5 Creating a Menu Enter text in text 

boxes.

Insert clip art. Business

6 Creating a Flyer Insert text in text 

boxes.

Insert clip art. Change font 

characteristics.

Change the color 

scheme and font 

scheme.

School

Career

7 Creating a Letterhead Create a business 

information set.

Change the 

template.

Change the 

color scheme.

Change the font 

scheme.

Business

8 Creating an Invitation Create a business 

information set.

Insert and modify 

graphics.

Insert and 

modify text.

Preview and 

print a 

publication.

Personal

9 Creating a Postcard Enter text in a 

text box.

Insert a Design 

Gallery Object.

Insert a picture 

from a fi le.

Change font 

characteristics.

Business

10 Creating an 

Advertisement

Enter text in text 

boxes.

Use the Format 

Painter to copy 

formats.

Change the font 

scheme.

Business

11 Creating a Thank 

You Card

Insert and modify 

a picture.

Change the color 

scheme and font 

scheme.

Change font 

characteristics.

Community

12 Creating a Brochure Enter text in text 

boxes.

Create a business 

information set.

Change the color 

scheme.

Change the font 

scheme.

Business

13 Modifying a Brochure Enter text in text 

boxes.

Insert and modify 

clip art.

Change font 

characteristics.

Change line 

spacing options.

Align text 

horizontally.

Business

14 Creating a Resume Create a business 

information set.

Change the pub-

lication’s color 

scheme and font 

scheme.

Enter text 

in text boxes.

Delete text. Cut and paste 

text.

Career

15 Creating a School 

Newsletter

Create a business 

information set.

Enter text in text 

boxes.

Insert clip art 

and photos.

Insert a Design 

Gallery object. 

Modify the color 

scheme and font 

scheme.

English 

Language Arts

School
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INTEGRATION
Project 
Number Project Title

Objective 
Practiced #1

Objective 
Practiced #2

Objective 
Practiced  #3

Objective 
Practiced #4

Objective 
Practiced #5

Objective 
Practiced #6

Cross-Curricular
Category Topic 

1 Linking Excel Data in 

a Word Document

Use the 

Paste Special 

dialog box.

Link Excel data in 

a Word document.

Update a link. Break a link. Business

2 Exporting an Access 

Table to Excel

Use the Export 

Wizard.

Export an Access 

table to Excel.

Business

3 Embedding an Excel 

Table in a PowerPoint 

Presentation

Use the 

Paste Special 

dialog box.

Embed an 

Excel table in 

a PowerPoint 

presentation.

Edit an embed-

ded table.

Business

4 Creating a PowerPoint 

Presentation from a 

Word Outline

Create a 

PowerPoint slide 

from a Word 

outline.

Edit a 

presentation.

View a 

presentation 

as a slide show.

Business 

Environment

5 Creating a Mail Merge 

Document

Use the Mail 

Merge Wizard.

Create a mail 

merge document.

Business

6 Importing Excel Data 

into an Access Table

Use the Import 

Wizard.

Import Excel data 

into an Access 

table.

Business

7 Exporting an Access 

Query to Word

Use the Export 

Wizard.

Export an Access 

query to Word.

Community

8 Creating a Word 

Outline and Importing 

it into PowerPoint

Create an 

outline in Word.

Create a 

PowerPoint pre-

sentation from a 

Word outline.

View a 

presentation 

as a slide show.

Science School 

Environment

9 Using Word and 

Access to Create a 

Mail Merge Letter

Create a Word 

document.

Create an Access 

database.

Use the Mail 

Merge Wizard.

School

10 Importing a Word 

Document into 

Publisher

Create a 

publication.

Import a Word 

document into 

Publisher.

Personal
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WORD PROJECT 1: Entering Text in a Letter

 1.  Open WD Project 1.docx from the folder containing your data files, and save it as 

Inventors Dinner XXX.docx (replace XXX with your initials).

 2.  Use the mouse to position the insertion point at the beginning of the third paragraph of the 

body of the letter, before the word We, and type the following sentence:

  The dinner will be Saturday, September 3, in the banquet hall at the Broadway New York hotel.  

 3.  Use the keyboard shortcut Ctrl+End to move the insertion point to the end of the document 

and type the text Sr. Development Officer under Anish Minton’s name.

 4.  At the insertion point, insert a blank line and then type Enclosure. 

 5.  Use the keyboard shortcut Ctrl+Home to move the insertion point to the beginning of the docu-

ment and type the text USA Inventors Foundation above the address.  

 6. In the last sentence of the letter, select the word contacting and type calling.

 7.  Use the mouse to position the insertion point after the last sentence of the letter that ends with 

in this year’s event. Then, type the following sentence:

  If you have any questions, please call me at 888-555-0123.

 8. Save and close the document, then exit Word.

Anish is a development offi cer for the nonprofi t USA Inventors Foundation responsible 

for securing sponsors for a fund-raising event. He is writing a letter to past sponsors asking for 

their support for this year’s event.

Objectives Practiced

 Navigate a document.

 Select and enter text.

Critical Thinking
Open the Inventors Dinner XXX.docx fi le. Search the Web to fi nd information on other inventors 

who have made signifi cant discoveries, and replace the information in the second paragraph of 

the letter with three of your favorites. Save and close the document.
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WORD PROJECT 2: Creating a Postcard

Objectives Practiced

 Enter text.

 Set margins.

 Change page orientation and page size.

 Preview and print a document.

Sandra works at Metro Area Homeless Shelters, where they are always in need of donations. She 

is preparing a simple, inexpensive postcard for bulk mailing to a list of potential donors.    

 1.  Open WD Project 2.docx from the folder containing your data files, and save it as 

Donation Postcard XXX.docx (replace XXX with your initials).

 2.  Insert a blank line below Schedule a pick-up today! and then type Call 972-555-0191 leaving 

one blank line below the phone number. 

 3. Change the page orientation to landscape.  

 4. Change the margins to Narrow.

 5. Change the page size to A5 5.83" � 8.27".

 6. View the document in Print Preview.

 7. Print the document.

 8. Save and close the document, then exit Word.
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WORD PROJECT 3: Creating a Sign

Objectives Practiced

 Create a new document.  Create a custom margin.

 Enter text.  Set page orientation.

 Change fonts and font sizes.  Preview and print a document.

 Align paragraph text.

Mary was preparing for a sales meeting when she noticed that a water leak had soaked the car-

pet in the boardroom where the meeting was to take place. She wants to create a sign to post 

on the boardroom door and near the elevators to direct attendees to a new meeting location.

 1.  Open a new blank Word document and save it as Meeting Sign XXX.docx (replace XXX with your 

initials) in the location where you store your data files.

 2. Change the page orientation to landscape.  

 3. Create a custom top margin of 1.25".

 4. Type the sign as shown in the figure below using 

center alignment and Arial Black 48 point text. 

 Hint
To create custom margins, 
use the Custom Margins 
command on the Margins 
menu.  

 5. View the document in Print Preview and print it. 

 6. Save and close the document, then exit Word.
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 1. Open WD Project 4.docx from the folder containing your data files, and save it as 

Green Conference Letter XXX.docx (replace XXX with your initials).

 2. Use the keyboard to select the entire document, 

and then justify the text.

 3. Use the mouse to select the first four-line address 

block at the top of the document. Center align the address block and change the font to 

Papyrus. If you do not have this font available on your computer, choose another that you think 

would be appropriate.

 4.  Use the mouse to select the text Green Conferences in the first line of the address block at the 

top of the document. Change the font size to 20, apply the bold font style, and change the font 

color to Olive Green, Accent 3.

 5.  Use the mouse to select the first paragraph of the letter, which begins I am so happy… and 

change the line spacing to 1.0. 

 6. In the middle of the letter, select the six lines of text that begins with Choose a hotel… and 

format the six lines as a numbered list using the default style.

 7. Change the numbered list to a bulleted list using the default style.

 8. Save and close the document, then exit Word.

Heidi works for Green Conferences, a company that plans and implements ecofriendly 

conferences and trade shows for environmentally conscious businesses. She is writing a letter 

to a new client to let her know the topics that will be discussed at the next meeting.     

Objectives Practiced

 Select text.  Format paragraphs.

 Change font, font size, and font styles.  Create a bulleted and a numbered list.

WORD PROJECT 4: Formatting a Letter

 Hint
The keyboard shortcut to 
select the entire document 
is Ctrl+A.  

Critical Thinking
Open the Green Conference Letter XXX.docx fi le, select the bulleted list, and apply a custom 

bullet style to the list. Save and close the document. 
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WORD PROJECT 5: Modifying a List

Objectives Practiced

 Delete and move text.

 Format and edit a list.

Chase works in the communications department of a large company. One of his responsibilities 

is to provide content for the company’s employee Web site. A couple of years ago, he created a 

Top Ten List of interesting information for the site that changes often. He needs to edit the list 

and forward it to the Web site administrator to post.             

 1. Open WD Project 5.docx from the folder containing your data files, and save it as 

Top Ten List XXX.docx (replace XXX with your initials).

 2. In the first line of the document, use 

drag-and-drop editing to move the words 

Top 10 from the end of the line to the 

beginning of the line. 

 3. Delete Motor Oil and type Plastic 

grocery bags.

 4. Format the list of items as a numbered list and rearrange it to match the list shown 

in the figure below.

 5. Save and close the document, then exit Word.

 Hint

Drag-and-drop editing can sometimes 
be tricky. If you have trouble moving an 
item the fi rst time using this method, 
try again by placing the dotted insertion 
point in a different location. When you 
move items, you may need to adjust 
spacing between words and add or 
delete lines.
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 1. Open WD Project 6.docx from the folder containing your data files, and save it as 

Barnetta Resume XXX.docx (replace XXX with your initials).

 2. Change the font for the entire document to Calibri.

 3. Center align the five-line address block at the top of the document. 

 4. Increase the font size of the text Will Barnetta in the first line of the document to 18 point. 

Change the font size of the next four lines of text to 11 point.

 5. Use the Format Painter to copy the format of 

the Education heading and apply it to the 

Work Experience, Special Skills, and 

References headings.

 6. In the Work Experience section, italicize the text Resident Assistant and Customer Service Associate. 

 7. Format the three lines under the Resident Assistant heading as a bulleted list. 

 8. Replace the bulleted list under the Special Skills heading with the following bulleted list:

  • Certified in First Aid.

  • Experienced horseback rider.

 9. Create a custom top margin of .75" so that the document fits on one page.

 10. Save and close the document, then exit Word.

Will is a sophomore at New Mexico University, majoring in education. He wants to work this 

summer as a camp counselor, to gain personal leadership skills and teach kids his favorite 

outdoor activities. Before Will begins his summer job search, he needs to fi nish his resume.       

Objectives Practiced

 Change fonts, font sizes, and font styles.  Use the Format Painter.

 Align text.  Format a bulleted list.

WORD PROJECT 6: Formatting and Editing a Resume

 Hint
Double-click the Format Painter 
to apply a format to more than 
one block of text. 

Critical Thinking
Open the Barnetta Resume XXX.docx fi le and change the headings to a different font and/or 

style than the body text to give it a different look. Save and close the fi le.
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 1. Open WD Project 7.docx from the folder containing your data files, and save it as 

Barnetta Cover Letter XXX.docx (replace XXX with your initials).

 2. Change the line spacing of the entire document to 1.0.

 3. Open WD Project 6.docx from the folder containing your data files and copy Will’s five-line 

address information at the top of the page.  

 4. Close the WD Project 6.docx file and then paste the information you copied in Step 3 at the 

top of the Barnetta Cover Letter XXX.docx document above the date, leaving one blank line 

between the pasted address and the date.

 5. Change the font of the entire document to 12-point Cambria.

 6. Remove the bold font style from Will Barnetta in the address block at the top of the letter.

 7. Change all the margins to 1.25".

 8. Align the return address, the date, and the complimentary closing with a left tab set at 

approximately 3.75". (Do not indent the word Enclosure.)

 9. Use the Spelling & Grammar checker to 

correct the errors in the document.

10. Save and close the document, then 

exit Word.

Will Barnetta has completed his resume. He has learned that Pine Bluff Camp in Arizona is 

hiring camp counselors. Will is writing a cover letter to send with his resume to the director of 

the camp, Sean Watkinson. 

Objectives Practiced

 Change fonts and font sizes.  Change the line spacing.

 Copy and paste text.  Set custom margins.

 Set tabs.  Check spelling and grammar.

WORD PROJECT 7: Formatting a Cover Letter

 Hint

The Spelling & Grammar checker 
often identifi es names as possible 
misspelled words because they 
aren’t in the Word dictionary. You 
can use the Ignore Once button to 
leave the name as is.

Critical Thinking
Open the Barnetta Cover Letter XXX.docx fi le, and change the font, style, size, color, or alignment 

of Will’s fi ve-line address to create a professional-looking letterhead. Save and close the fi le.
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 1. Open WD Project 8.docx from the folder containing your data files, and save it as 

Health News Release XXX.docx (replace XXX with your initials).

 2. In the first line of the document change the case 

of State Health Department to uppercase, change 

the font size to 14 point, and apply the bold 

font style.

 3. Set a left tab at 3.5" to align the eight lines of indented items under State Health Department.  

 4. Change the case of For immediate release to uppercase, change the font size to 12 point, and 

apply bold.

 5. Center News Release, change the font size to 36 point, and apply bold.

 6.  Center the headline, which begins HEALTH DEPARTMENT AGREES…, change the font size to 

16 point, apply bold, and change the case to capitalize each word.

 7. Add a .25" first-line indent on each paragraph in the body of the document, and change the 

line spacing to 1.15 (except the bulleted list).

 8. Find and replace all instances of the word 

Mother with Mom.

 9. Find and replace the word Americans 

with citizens.

Mara works for the state health department as a public relations coordinator. The department is 

launching a new Web site, and she needs to write a news release to promote it. She is planning 

to attach the document to an e-mail message to send to key media outlets.  

Objectives Practiced

 Change fonts, font sizes, font styles, and font effects.  Find and replace text.

 Set tabs.  Change document views. 

 Set indents.  Check spelling and grammar.

 Adjust line spacing.

WORD PROJECT 8: Formatting a News Release

 Hint
The Change Case button is 
located in the Font group 
on the Home tab.

 Hint

When using the Find and Replace 
command, be sure to start with the 
insertion point at the beginning of 
the document. Use the match case 
option to fi nd and replace words 
with the desired case.
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WORD PROJECT 8: Formatting a News Release

 10. View the document in Full Screen Reading view, which is the default view for opening 

documents that are attachments. 

 11. Use the Spelling & Grammar checker to correct the errors in the document.

 12. Save and close the document, then exit Word.
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WORD PROJECT 9: Formatting a Graduation Program

Objectives Practiced

 Change page orientation.

 Set margins.

 Set tabs with leaders.

 Change fonts.

Tegan is graduating from a small high school in Montana. As class president, she is 

responsible for creating the program for the class’s graduation ceremony.  

 1. Open WD Project 9.docx from the folder containing your data files, and save it as 

Graduation Program XXX.docx (replace XXX with your initials).

 2. Change the document’s orientation to landscape.

 3. Change the document margins to Normal.

 4. Change the font of all the text to Monotype Corsiva.

 5. Select the two-line title and set a center tab at 7".

 6. Select the remaining text and set a left tab at 5.25" and a right tab at 9" on the ruler.

 7. With the text still selected, open the Tabs dialog 

box, select the 9" tab stop position, and apply the 

number 2 leader style.

 8. Select the Edward Elgar line, open the Tabs dialog 

box, select the 9" tab stop position, and click 1 None for the leader style. 

 9. Remove the leaders from the Jean Joseph Mouret line.

 10. Remove the leaders from the list of students’ names under the heading Conferring of Diplomas.

 11.  Save and close the document, then exit Word.

 Hint

Double-click a tab on the 
ruler to display the Tabs 
dialog box where you can 
set tabs and add and 
remove leaders.
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WORD PROJECT 10: Writing a Persuasive Letter

Perhaps there is an issue, law, or government policy in your local or federal government that you 

feel strongly about. One way to bring about change is to discuss the issue with lawmakers who 

have the power to do something about it. You decide to write a letter asking for action.    

 1. Open a new blank Word document and save it as Letter XXX.docx (replace XXX with your ini-

tials) in the location where you store your data files.

 2. Identify an issue that you care about, such as the environment or education.  

 3. Research the issue. Identify a problem you feel needs to be addressed in some way or an action 

that should be taken. 

 4. Identify a state or federal official from your area 

that you can address your letter to. Choose 

someone who is involved in the issue, such as 

someone who is on a relevant committee.

 5. Plan your letter. Create an outline, if necessary, to help organize your thoughts.

 6. Write the letter and format it appropriately.

 7. Create a professional-looking letterhead for yourself using appropriate fonts, styles, colors, and 

effects. Include your name, address, and a telephone number or e-mail address.

 8. Check the spelling and grammar of your document.

 9. Preview and print the document. 

 10.  Save and close the document, then exit Word.

Objectives Practiced

 Create a new document.  Format paragraphs.

 Enter and format text.  Preview and print the document.

 Hint

Use the Internet or a local 
telephone book to locate a 
list of addresses or tele-
phone numbers for elected 
offi cials for your area.

Critical Thinking
Open the Letter XXX.docx fi le, and exchange letters with a classmate. Provide helpful 

suggestions to each other regarding letter format; appropriate wording and organization; 

correct spelling and grammar; and text formatting. Revise your letter based upon your class-

mate’s feedback. Save and close the document.
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 1.  Open a new blank Word document and save it as Book Club Flyer XXX.docx (replace XXX with 

your initials) in the location where you store your data files.

 2.  Create the flyer shown in the figure below.  

Objectives Practiced

 Create a new document.  Add a page border.

 Insert clip art.  Check spelling and grammar.

 Enter and format text.

WORD PROJECT 11: Creating and Formatting a Flyer

Peter started the Classic Book Club a year ago with some friends. He wants to to create a fl yer to 

post on the bulletin board at the coffee shop where the book club meets as well as in some other 

locations in the neighborhood, to recruit new members.  

Cambria 18 point

bold

Use the keywords

book club to search

in All collections

and for All media

file types in the

Clip Art task pane

to insert this clip art

Cambria 18 point,

Left-aligned, line

spacing 2.0

Cambria 28 point

bold, Centered,

line spacing 1.15,

and remove space

after paragraph

Box style page border,

2 1/4 point wide solid

line, Dark Blue color

Cambria 18 point,

Centered
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WORD PROJECT 11: Creating and Formatting a Flyer

 3.  Check the document’s spelling.

 4.   Save and close the document, then exit Word.

Critical Thinking
Open the Book Club Flyer XXX.docx fi le. Remove the page border and add a new one using your 

choice of setting, style, color, and width. Save and close the fi le.
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 1.  Open WD Project 12.docx from the folder containing your data files, and save it as 

Gift Certificate XXX.docx (replace XXX with your initials). 

 2.  Select all the gift certificate text and apply an 

outside border around it. 

 3.  Apply a shade to the gift certificate using the 

color Blue, Accent 1, Lighter 80%.

 4.  With the gift certificate text still selected, open 

the Borders and Shading dialog box from the 

Borders button and change the line style to the 

first style in the list that has one thick line and one thin line and is 3 points wide.

 5.  Copy the entire gift certificate. Insert a blank line below the certificate, and then paste the 

copy below the original. 

 6.  Insert another blank line and paste another copy, so that you have three copies of the gift certifi-

cate. Adjust spacing, if necessary, so that all three copies of the gift certificate fit on one page.

 7.  Save and close the document, then exit Word.

Laurel is the offi ce manager for Blue Taco, a family-owned restaurant. Recently, customers have 

been asking to purchase gift certifi cates, but the restaurant doesn’t have any. Laurel decides to 

create some gift certifi cates that she can print and sell as needed.   

Objectives Practiced

 Apply borders and shading.

 Copy and paste text.

WORD PROJECT 12: Formatting a Gift Certificate

 Hint
To apply a border around a 
selection, use the Borders 
button in the Paragraph 
group of the Home tab. 

 Hint

To apply shading 
behind selected text, 
use the Shading button 
in the Paragraph group 
of the Home tab. 

Critical Thinking
Open the Gift Certifi cate XXX.docx fi le. Create a second page of three gift certifi cates, changing 

the background color and page border to give the new ones a different look. Save and close the 

document. 
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 1.  Open WD Project 13.docx from the folder where you store your data files, and save it as 

Resort Club XXX.docx (replace XXX with your initials).

 2.   Change the margins of the page to Narrow and the page size to A5 5.83" × 8.27".

 3.   In the first line of the document, insert a picture of a resort with blue water and cabanas from 

the Clip Art task pane. Use the keyword resort and search in all collections and for all media 

file types. 

 4.   Select the list of resorts and format it as a bulleted list using the diamond style.

 5.   Select the list of resorts and format it in two columns.

 6.   Use the commands in the Columns dialog box to 

adjust the spacing between columns to 0.2". 

 7.  Apply a page color using Aqua, Accent 5, 

Lighter 80%. 

 8.  Open the Fill Effects dialog box and apply the 

pattern Light downward diagonal to the page color.

 9.  Click the Undo button to reverse the action.

 10.  Save and close the document, then exit Word.

Kiyo works as a membership relations executive for the International Resort Club. She needs to 

create a fl yer that promotes the special rates available at featured resorts.

Objectives Practiced

 Change margins and page size.  Format text in columns.

 Insert clip art.  Apply a page color.

 Format text as a bulleted list.  Use the Undo command.

WORD PROJECT 13: Formatting a Promotional Flyer 

 Hint
To open the Columns 
dialog box, select the More 
Columns command on the 
Columns menu. 

Critical Thinking
Open the Resort Club XXX.docx fi le. Change the page color to a custom two-color gradient style 

of your choice. Save and close the document. 

 Hint
To open the Fill Effects 
dialog box, select the Fill 
Effects command on the 
Page Color menu. 
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 1.  Open WD Project 14.docx from the folder containing your data files, and save it as 

Vocabulary List XXX.docx (replace XXX with your initials).

 2.  Use Word’s Look Up feature to find the definition 

of the first word, Kudzu. Note the definition in the 

Research pane, and then locate that definition in 

the list of definitions in the document.

 3.  Use the Cut and Paste commands to place the definition you identified in Step 2 to the right of 

Kudzu, leaving two blank spaces after the colon.

 4.  Copy the second vocabulary word, Refrain, and then paste it into the Search for text box in the 

Research Pane, and click the Start searching button. 

 5.  Based upon the definitions in the search results in the Research task pane, determine which 

of the definitions in the list in the document is the correct definition for Refrain, and then cut 

and paste this definition to the right of the word Refrain in the vocabulary list, again leaving 

two blank spaces after the colon.  

 6. Continue using the Research pane and the Cut and Paste commands to place the definitions 

in the document next to the words they define, adjusting line and character spacing as you 

proceed. 

Delia’s English instructor has assigned a homework assignment requiring students to match 

vocabulary terms to their meanings. Delia decides to complete the assignment using Word’s 

research features rather than a traditional dictionary. 

Objectives Practiced

 Look up a word in the dictionary.

 Cut and paste text.

 Format a list.

 Sort a list.

WORD PROJECT 14: Completing a Vocabulary 

Assignment

 Hint
Right-click a word and 
click Look Up on the short-
cut menu to search for a 
word in the dictionary.
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 7. Format the list as a numbered list.

 8. Sort the list in alphabetical order.

 9. Delete the word Definitions.

 10. Save and close the document, then exit Word.

WORD PROJECT 14: Completing a Vocabulary 

Assignment

Critical Thinking
Open the Vocabulary List XXX.docx fi le, and add fi ve more challenging words and their defi ni-

tions to the list using Word’s Look Up feature. Save and close the document. 

Open the Vocabulary List XXX.docx fi le, and type a sentence below each word, using it correctly 

in the sentence. Save and close the document. 
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 1. Open WD Project 15.docx from the folder containing your data files, and save it as 

Letter to the Editor XXX.docx (replace XXX with your initials).

 2.  Select the three paragraphs that make up the 

body of the letter and use Word Count to 

determine the number of words in the selection. 

 3. In the last line of the first paragraph, delete the words embraced and.

 4. In the first line of the second paragraph, delete the word the before city leaders.

 5. In the first sentence of the third paragraph, select the words good food, the fun activities, and 

the excellent fireworks show and type fun activities. 

 6. In the third sentence of the third paragraph, delete the words in our relatively short history.

 7. Count the words in the three paragraphs again.

 8. For the three paragraphs, set a .5" first line indent, and change the line spacing to 

Double (2.0).

 9. Change the font of the entire document to Times New Roman.

 10. Center the title and apply a bold font style.

 11.  Check the document’s spelling.

 12. Save and close the document, then exit Word.

This is the fi rst year the city of Acreville has held an organized Fourth of July celebration for 

its citizens. Chandler, a resident of the town, was so happy with the success of the celebration 

that he wants to write a letter to the editor of the local newspaper expressing his thanks. After 

researching the submission guidelines, he has found that he must limit his letter to 200 words.             

Objectives Practiced

 Use Word Count. 

 Delete text.

 Set line spacing and indents.

 Apply fonts and font styles.

WORD PROJECT 15: Revising a Letter to the Editor

 Hint
The Word Count button 
is located in the Proofi ng 
group on the Review tab.
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 1.   Open WD Project 16.docx from the folder containing your data files, and save it as 

Museum Postcard XXX.docx (replace XXX with your initials).

 2.  Set a custom page size of 9" wide by 6" high, and 

change the margins to Narrow.

 3.  Add a ¾ point zigzag style page border.

 4.   Format the entire document in two columns.

 5.   Position the insertion point at the beginning of the first line of the right column. Open the Clip 

Art task pane, search for clip art with the keyword dinosaur and insert the clip art shown in the 

figure below.

Oscar is the group sales manager for the Museum of History and Nature. He is creating a post-

card to promote a new children’s program at the museum. Normally, he would work with Ian, the 

graphic designer on this project, but Ian is too busy working on the annual report and a fund-

raising campaign. Oscar decides to format the postcard himself. 

Objectives Practiced

 Format text in columns.  Use the Thesaurus.

 Add a page border and page color.  Apply font styles.

WORD PROJECT 16: Formatting a Postcard 

 Hint
To set a custom page size, 
select More Paper Sizes 
from the Page Size menu. 
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 6. Add a page color using Purple, Accent 4, Darker 50%.

 7. Change the font style of the title to bold and italic, and change the font color to orange.

 8. In the first sentence of the text, which begins You 

and your guests…, use the Thesaurus to replace 

the word special with the synonym extraordinary.

 9. In the same sentence, replace the word exotic with 

the synonym interesting.

 10. Save and close the document, then exit Word.

WORD PROJECT 16: Formatting a Postcard 

 Hint

To replace a word with a 
synonym, right-click the 
word you want to replace 
and point to Synonyms on 
the shortcut menu. Click a 
word from the submenu of 
available synonyms. 
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 1. Open a new blank Word document and save it as Presidential Report XXX.docx (replace XXX 

with your initials) in the location where you store your data files.

 2. Open the Research task pane and search for the 

keywords List of U.S. presidents in All Research 

Sites. Browse the results, such as those from the 

Encarta Encyclopedia. Follow links and browse 

pages with additional information until you have 

chosen the president you want to write about. 

 3. Continue your research, if necessary, by typing your 

president’s name into the Search for text box in the 

Research task pane and following links to gather 

additional biographical information as well as 

important speeches, events, or decisions from 

his presidency.  

 4. Plan your letter.  Create an outline, if necessary, to help you organize your thoughts.

 5. Write your letter. Use Word Count as necessary to count the number of words you have written, 

to ensure it is at least 250 words.

Your history instructor, Mr. Timmons, has assigned the class to write at least 250 words about a 

favorite president. You decide to use Word’s research and proofi ng tools to help you decide on a 

president and write the paper.

Objectives Practiced

 Use the Research task pane.

 Check the document’s word count.

 Use the Thesaurus.

 Check spelling and grammar.

 Set line spacing and indents.

WORD PROJECT 17: Researching and Writing 

a Report

 Hint
To open the Research task 
pane, click the Research 
button in the Proofi ng 
group on the Review tab.

 Hint

For additional informa-
tion about all the U.S. 
presidents, visit www.
whitehouse.gov/about/
presidents.

www.whitehouse.gov/about/presidents
www.whitehouse.gov/about/presidents
www.whitehouse.gov/about/presidents
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WORD PROJECT 17: Researching and Writing 

a Report

 6. Use the Thesaurus as necessary to help you select appropriate words.

 7. Use the Spelling and Grammar checker to correct any errors in your report.

 8. Include a title for your report, double-space the text, and indent each paragraph.

 9. Save and close the document, then exit Word.

Critical Thinking
Open the Presidential Report XXX.docx fi le, search the Internet or other sources to fi nd a free 

picture of the president you have written about, and insert it into the report. Save and close the 

document.  
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 1. Open the Urban Fax template from the list of Installed Templates in the New Document dialog 

box, and save it as Fax Cover Sheet XXX.docx (replace XXX with your initials) in the location 

where you store your data files.

 2. Replace the placeholder text with the new text 

as shown in the figure below. 

Zachary is conducting research on native medicinal plants in the United States. He wants to 

review some data from another research institution. Zachary needs to fax some forms to the 

research institution requesting access to the documents, and wants to create a fax cover sheet. 

Objectives Practiced

 Create a document from a template.

 Enter text in a template.

WORD PROJECT 18: Creating a Fax Cover Sheet from 

a Template

 Hint
Be sure to replace your name 
in the From fi eld with the 
name Zachary Beel.

Insert the

current date

 3. Check the document’s spelling.

 4. Save and close the document, then exit Word.
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 1. Download the Recruiting brochure for job fair 

template from the list of Microsoft Office Online 

Brochure templates in the New Document dialog 

box, and save it as Job Fair Brochure XXX.docx 

(replace XXX with your initials) in the location where you store your data files. (If you get a 

message about saving to the new file format, click OK.)

 2.  Use the Find and Replace commands to find the 

words Lucerne Publishing and replace them with 

Atlanta WebCom.

 3. Find the text http://www.lucernepublishing.com and 

replace it with the text www.atlantawebcom.com.

 4. Replace the address information on the first page 

with the following text:

  5001 Peach Street

  Atlanta, GA 30350

  Phone: (678) 555-0500

  Fax: (678) 555-0555

Teresia is the human resources director for Atlanta WebCom. She is attending a job fair at a lo-

cal university and wants to provide a company brochure to potential job applicants. She doesn’t 

have a current brochure, but she found a template on Microsoft Offi ce Online that she can 

download and modify.   

Objectives Practiced

 Create a document from a template.

 Find and replace text.

 Apply Quick Styles.

WORD PROJECT 19: Creating a Brochure from 

a Template

 Hint Internet access is required 
for this project.

 Hint

Make sure no text, 
graphic, or text box is 
selected before you fi nd 
and replace text. Use the 
Replace All command to 
make all 12 replacements 
at once. If you want to 
verify each replacement 
before you make it, use 
the Replace and Find Next 
commands.

http://www.lucernepublishing.com
www.atlantawebcom.com
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 5. Apply the Emphasis Quick Style to the text A great 

place to work in the upper-right column on the 

first page. 

 6. Apply the Subtle Emphasis Quick Style to the text Atlanta WebCom is an Equal Opportunity 

Employer in the lower-left column of the first page. 

 7. Apply the Subtle Emphasis Quick Style to the text in the box in the lower-right column on the 

second page.

 8. Proofread and check the brochure’s spelling, and correct any errors that you find.

 9. Save and close the document, then exit Word. 

WORD PROJECT 19: Creating a Brochure from 

a Template

 Hint
Quick Styles are located 
in the Styles group on the 
Home tab.

Critical Thinking
Open the Job Fair Brochure XXX.docx fi le and apply new font, colors, or font styles to text for-

matted with an existing style. Save the selection as a new Quick Style. Save and close 

the document.  
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 1. Open WD Project 20a.docx from the folder containing your data files, and save it as Job Fair 

Brochure 2 XXX.docx (replace XXX with your initials).

 2. Open WD Project 20b.docx from the folder containing your data files, and copy all the text in 

the document.

 3. Close the WD Project 20b.docx file without saving it. In the Job Fair Brochure 2 XXX.docx file, 

select all the text under the Company Profile heading and paste the copied text. 

 4. In the middle column on page 2, delete the first paragraph under the heading Meet Our 

Employees.  

 5. Replace the remaining text in the middle column with the text shown in the figure below. 

Teresia has more work to do on the Atlanta WebCom brochure. She needs to add employee 

quotes, the company profi le, and the company logo.    

Objectives Practiced

 Copy and paste text between documents.

 Insert a picture from a fi le and resize it.

 Edit text.

WORD PROJECT 20: Completing a Brochure 
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WORD PROJECT 20: Completing a Brochure 
 6. Select the Your Logo Here box on page 1.

 7. Insert the file Logo.png from the folder containing 

your data files.

 8. Drag the lower-right corner resizing handle toward 

the middle of the graphic until it is .59" high 

by 1.19" wide.

 9. Check the document’s spelling.

 10. Save and close the document, then exit Word.

 Hint
Use the Insert Picture 
from File button in the 
Illustrations group on the 
Insert tab.

 Hint
The Size group on the 
Picture Tools Format tab 
displays the current size of 
a selected graphic.

Critical Thinking
Open the Job Fair Brochure 2 XXX.docx fi le and use the Recolor command to modify the color 

of the logo in the lower-right corner of the fi rst page. Save and close the document.  



28

 1. Open a new blank Word document and save it as Meeting Agenda XXX.docx (replace XXX with 

your initials) in the location where you store your data files.

 2. Create the agenda shown in the figure below, using Normal margins and Arial 14 point font. 

Format and align the text as shown.  

As the assistant to the city manager of Kissimmee, Florida, Sophia has been asked to create an 

agenda for an upcoming public meeting.

Objectives Practiced

 Enter text.  Insert a watermark.

 Create a multilevel list.

WORD PROJECT 21: Creating an Agenda

Click the Multilevel

list button before

you begin typing the

Agenda items

Use the Decrease

Indent button to

decrease the indent

level for these items
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WORD PROJECT 21: Creating an Agenda

 3. Check the document’s spelling.

 4. Insert the DRAFT 1 style watermark. 

 5. Save and close the document, then exit Word.

Critical Thinking
Open the Meeting Agenda XXX.docx fi le. Create a custom text watermark. Save and close 

the document.
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 1. Open WD Project 22.docx from the folder containing your data files, and save it as 

Lunch Menu XXX.docx (replace XXX with your initials). 

 2. Format the list of six wrap sandwiches and their descriptions in two columns. Adjust spacing if 

necessary to align the text in the columns.

 3. Apply the Heading 2 Quick Style to the name and price of each wrap. 

 4. Set a right tab at 2.75" to align the prices in 

each column. 

 5. Change the document theme to Metro.

 6. Change the Theme Colors to Trek. 

 7. Apply the Heading 1 style to Boxed Lunch Menu and Delivery Service Available. 

 8. Apply the Heading 6 style to the text that begins All boxed lunches include… and the text 

Wrap Choices and Dressings.

 9.  Change the Theme Colors to Metro and the Theme Fonts to Median.

 10. Apply a ½-point dotted page border using the color Green, Accent 1.

 11. Save and close the document, then exit Word.

Luis has opened a restaurant in downtown New York. He wants to market his boxed lunches 

to busy professionals who work in the area. He is creating a one-page menu to display in the 

restaurant and distribute with orders.   

Objectives Practiced

 Set tabs.  Apply and modify document themes.

 Apply Quick Styles.  Insert a page border.

 Format text in columns.

WORD PROJECT 22: Formatting a Menu

 Hint
Select all the text in a 
column—one column at a 
time—before setting the tab.

Critical Thinking
Open the Lunch Menu XXX.docx fi le. Create new theme colors for the menu. Name and save 

the custom theme colors and apply them to the menu. Save and close the document.
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 1. Open the New Document dialog box and browse the templates in the Basic resumes sec-

tion of the Microsoft Office Online Resumes and CVs. Select one of the Microsoft templates 

with a theme—the name of the template includes the theme, such as Resume (Oriel Theme).

Download the template and save it as My Resume XXX.docx (replace XXX with your initials) in 

the location where you store your data files.

 2. Replace the placeholder text with appropriate text summarizing your information.  

 3. Apply a new theme or modify the existing theme to your own specifications.

 4. Check the spelling and grammar of the document.

 5. Save and close the document, then exit Word.

To obtain any professional position, you must submit a resume. One of the easiest ways to 

create a professional-looking resume is to use a Word template that provides formatting as 

well as content suggestions.   

Objectives Practiced

 Create a document from a template.

 Apply and modify themes.

 Check spelling and grammar.

WORD PROJECT 23: Creating Your Resume 

Using a Template 
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 1. Open WD Project 24.docx from the folder containing your data files, and save it as 

Advocacy Memo XXX.docx (replace XXX with your initials).

 2. Apply the Title style to the Memo heading.

 3. Set a left tab at .75" to align the text that appears after the colons in each of the four lines of 

text under the Memo heading.

 4. Position the insertion point at the beginning of the word Please in the last paragraph, insert a 

table with three columns and seven rows, and enter and format the text as shown in the figure 

below. (Insert a blank line above the table, if necessary.)

Belinda is the director of the Family Advocacy Place, an organization that provides a variety 

of services to local families in need. Some of the programs are currently low on basic items. 

Belinda has decided to write an urgent memo to board members and volunteers about the 

situation and ask for immediate help.

Objectives Practiced

 Set tabs.  Insert a watermark.

 Create and modify a table.  Apply Quick Styles.

 Insert a footer.  Change document themes.

WORD PROJECT 24: Inserting a Table into a Memo

 5. In the first row, apply the Book Title style to the headings.

 6. In the Table Style Options group on the Table Tools 

Design tab, make sure Banded Columns and 

Header Row are the only options checked.

 Hint
You must select a table 
to display the Table Tools 
Design and Layout tabs. 
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WORD PROJECT 24: Inserting a Table into a Memo

 7. Apply the Medium Shading 2, Accent 5 table style, which is located in the fifth row of the 

Table Style Gallery. 

 8. Change the theme of the document to Median.

 9. Insert the Blank footer and replace the text in the placeholder with the following:

  The Family Advocacy Place / 9090 Colonial Street / Montgomery, AL 96100 / 347.555.0115 

 10. Insert the Urgent 2 watermark in the document.

 11. Save and close the document, then exit Word.
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 1. Open WD Project 25.docx from the folder containing your data files, and save it as 

Baseball Roster XXX.docx (replace XXX with your initials).

 2. Insert a row above the Pitchers row. 

 3. Merge all the cells in the new row, and type Black Bats Baseball Roster 2013 in 14-point font. 

 4. Insert a new row above the Outfielders row and enter the following data:

14 Sneath Tim 3B R R 02/07/1991 6'4" 230

 5. Delete the Joshua MacDaniels row in the Pitchers section.

 6. Select all the player rows under the Pitchers section and sort them in ascending order using 

the text in Column 2. Repeat the process to sort the Catchers, Infielders, and Outfielders 

sections.

 7. Apply the Light List table style, located in the second row of the Table Style Gallery.

 8. Shade the Pitchers, Catchers, Infielders, and Outfielders rows using the color White, 

Background 1, Darker 15%.

 9. Change the document theme to Concourse. 

 10. Save and close the document, then exit Word.

Kendall is an intern for the Black Bats, an AA baseball team. The team roster has changed since 

last season, and Kendall is responsible for updating it. He also needs to format it for use in the 

game programs, media guide, and Web site.

Objectives Practiced

 Insert, delete, and sort rows in a table.  Apply a table style.

 Merge cells.  Apply a document theme.

WORD PROJECT 25: Modifying a Baseball Roster
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 1. Open the New Document dialog box and type medical practice survey in the Search Microsoft 

Office Online for a template box and click the Start searching button. Download the Medical 

practice survey, and save it as Survey XXX.docx (replace XXX with your initials) in the location 

where you store your data files. (If you get a message about saving to the new file format, click OK.)

 2. Insert the Contrast cover page, type Survey as the document title, and replace the author’s 

name with your name if necessary.

 3. In the Abstract placeholder, type This patient survey is being utilized to help us answer the 

question: How Are We Doing?

 4. Replace the company name, address, telephone number, and fax number with the following:

  West Cardiology Associates

4321 Jones Street

Nashville, TN 65001

786.555.0132

786.555.0133

 5. Insert today’s date.

 6. Remove the headers and footers from the document. 

 7. In the first paragraph of page 2, replace the 

Healthcare Facility Name placeholder with 

West Cardiology Associates.

Maria is the offi ce manager for West Cardiology Associates. The group of doctors has decided to 

send their patients a survey to solicit feedback about procedures and staff performance. Maria 

decides to search the Microsoft Offi ce templates for an appropriate template she can customize 

to create her survey. 

Objectives Practiced

 Create a new document from a template.

 Add a cover page.

 Insert, remove, and modify headers and footers.

WORD PROJECT 26: Enhancing a Survey

 Hint
The Remove Header 
command is located on 
the Header menu.



36

WORD PROJECT 26: Enhancing a Survey

 8. With the insertion point on the second page, insert the Contrast (Odd Page) header.

 9. In the Options group of the Header & Footers Tools Design tab, click the Different Odd & Even 

Pages check box to select it.

 10. Insert the Contrast (Even Pages) header, and replace the text General Patient Information with 

How Are We Doing?

 11. View the document in Full Screen Reading view.

 12. Save and close the document, then exit Word.
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 1. Open WD Project 27.docx from the folder containing your data files, and save it as 

New at the Zoo XXX.docx (replace XXX with your initials).

 2. Change the page orientation to landscape and the margins to narrow. 

 3. Select all the text below the New at the Zoo heading and format the section into two even 

columns.

 4. Show nonprinting characters to see the section break.

 5. Position the insertion point at the beginning of 

the Oryx Antelope heading and insert the Oryx 

Antelope picture from the Sample Pictures 

folder on your computer.

 6. Position the insertion point at the beginning of 

the Toco Toucan heading, and insert the picture Toco Toucan from the Sample Pictures folder.

 7. Apply the Title style to the New at the Zoo title and center it.

 8. Apply the Heading 1 style to the Oryx Antelope and Toco Toucan headings.

 9. Change the document theme to Origin and hide nonprinting characters.

 10. Save and close the document, then exit Word.

Objectives Practiced

 Insert a picture from a fi le.  Apply styles.

 Format text in columns.  Apply a document theme.

WORD PROJECT 27: Formatting a Sign for the Zoo

 Hint

Click the Insert Picture from 
File button in the Illustra-
tions group on the Insert tab 
to navigate to the Sample 
Pictures folder, located inside 
the Pictures folder.

The Arizona Zoo just acquired two new animals. Garrett, a zoo educator, is creating a sign that 

will be posted in several locations throughout the zoo. 

Critical Thinking
Open the New at the Zoo XXX.docx fi le and add a picture style or effect to the photos. Be sure 

to keep the document on one page. Save and close the document.  
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 1. Open WD Project 28.docx from the folder containing your data files, and save it as 

Baseball Letter XXX.docx (replace XXX with your initials). 

 2. Format the letter in two uneven columns, using the Left option on the Columns menu.

 3. Position the insertion point before Black Bats Baseball, and insert a column break by click-

ing the Breaks button arrow in the Page Setup group of the Page Layout tab, then clicking the 

Column command.

 4. At the top of the left column, insert the clip art of 

two black bats on a white background, as shown 

in the figure below. 

Kendall’s boss, Mr. Meisner, has written a letter to a coaching colleague regarding an upcoming 

pitchers’ clinic for the Black Bats Baseball team. Mr. Meisner has asked Kendall to add a table 

and format the letter using the Black Bats Baseball format.

Objectives Practiced

 Insert a Quick Table.  Insert a column break.

 Format text in columns.  Insert clip art.

WORD PROJECT 28: Formatting a Letter

 Hint
Use the keyword bats in 
the Clip Art task pane to 
locate the clip art shown 
in the fi gure.

 5. In the second blank line that appears after the first 

paragraph in the body of the letter, insert a 

table using the Tabular List Quick Table. 

 Hint
The Quick Tables com-
mand is located on the 
Table menu in the Tables 
group on the Insert tab.
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WORD PROJECT 28: Formatting a Letter

 6. Replace the data in the first five rows of the table with the following data.

DATE TIME
March 15–17 8 am to noon
March 18–20 8 am to noon
March 18–20 1 pm to 5 pm
March 22–25 4 pm to 8 pm

 7. Delete the extra rows in the table, and apply the Light List table style located in the second row 

of the Table Styles Gallery. Delete the extra blank line after the table, if necessary.

 8. Save and close the document, then exit Word.

Critical Thinking
Open the Baseball Letter XXX.docx fi le, insert a blank page after the letter, copy the baseball 

roster table from Baseball Roster XXX.docx, and paste it on the blank page as a Word object. 

Save and close the documents. 

Open the Baseball Letter XXX.docx fi le and save it as a Word template. Close the document. 
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 1. Open WD Project 29.docx from the folder containing your data files, and save it as 

Proposal XXX.docx (replace XXX with your initials). 

 2. Apply the Title Quick Style to the title of the document.

 3. Insert the Alphabet footer. Replace the placeholder with Oriel Company. 

 4. Insert the Alphabet header. Replace the placeholder with eCycling Program Proposal.

 5. Select the Different First Page option in the Options group on the Header & Footer Tools 

Design tab. 

 6. Change the document theme to Oriel. 

 7. Change the list of project goals from a numbered list to a bulleted list, applying the square 

bullet style.

 8. Change the bullet style in the list under the Team Resources heading to the square bullet style.

 9. Use the Spelling and Grammar checker to correct errors.

 10. Save and close the document, then exit Word. 

Jennifer works for the Oriel Company. She is concerned about the number of computers, 

printers, and other electronic equipment not being used while taking up valuable offi ce space. 

Jennifer and a co-worker have been working on a proposal for a company-wide eCycling program. 

She needs to format the proposal before submitting it to the board of directors.    

Objectives Practiced

 Apply Quick Styles.  Modify lists.

 Insert headers and footers.  Check spelling and grammar.

 Change the document theme.

WORD PROJECT 29: Formatting a Proposal with 

Headers and Footers

On Your Own
Open the Proposal XXX.docx and change the page number format to a new style of your choice. 

Save and close the document.  
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 1. Open WD Project 30.docx from the folder containing your data files, and save it as 

Proposal 2 XXX.docx (replace XXX with your initials). 

 2. Insert a page break before the Procedures heading.

 3. Insert the Conservative cover page. 

 4. Delete the Company placeholder at the top of 

the page.

 5. Type Oriel Company as the subtitle of the document.

 6. Insert the current date, and type your name if necessary.

 7. Type the following text in the Abstract placeholder:

  This document proposes the creation of an eCycling program for Oriel Company.

 8. On page 2, delete the Oriel Company’s eCycling Program title.

 9. In the footer, replace the text Oriel Company with eCycling Program Proposal.

 10.  Remove the header.

 11. Save and close the document, then exit Word.

Jennifer has made a few more changes to the eCycling Program Proposal for the Oriel Company. 

She asks her co-worker and proposal co-author, Nate, to take a look at it and add any fi nishing 

touches he thinks it might need. Nate decides to add a cover page and edit the headers and footers.    

Objectives Practiced

 Insert a page break.  Edit and remove headers and footers.

 Add a cover page.

WORD PROJECT 30: Adding a Cover Page to a Proposal

 Hint
To delete the placeholder, 
click the Company tab and 
press the Delete key.

 Hint
The Remove Header 
command is located on 
the Header menu.

Critical Thinking
Open the Proposal 2 XXX.docx fi le and select a different cover page for the proposal. Save and 

close the document.
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 1. Open WD Project 31.docx from the folder containing your data files, and save it as 

Northern Hills Letterhead XXX.docx (replace XXX with your initials) in the location where 

you store your data files.

 2. Search the Clip Art Task Pane using the keyword building to locate and then insert the clip art 

shown in the figure below.  

Kate is the communications director at the community bank, which is under new ownership. 

Kate recently met with the new board to discuss developing the new branding for the bank, 

which is traditional yet modern. Before Kate spends thousands of dollars to hire an advertising 

agency to create the new bank logo, she has some ideas she would like to try on her own. 

Objectives Practiced

 Insert and modify clip art.

 Insert and modify shapes.

WORD PROJECT 31: Designing a Logo for a Letterhead

 3. Use the Recolor command to apply green Accent color 3 Dark.

 4. Apply the Simple Frame, Black picture style. 

 5. Resize the graphic to approximately .9" tall and wide.
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 6. Draw a long, thin rectangle shape that is 

approximately 2.7" wide and .1" tall. Position 

it to the left of the graphic, aligned with the 

top of the graphic and stretching to the 

left margin. 

 7.  Apply the Center Gradient – Dark shape style to the rectangle, and remove the shadow effect.

 8. Copy the rectangle and then position the copy to the right of the graphic, aligned with the top 

of the graphic and stretching to the right margin.  

 9. Save and close the document, then exit Word.

WORD PROJECT 31: Designing a Logo for a Letterhead

 Hint
It may be helpful to display the 
ruler or use the measurement 
tools in the Size group on the 
Picture Tools Format tab.
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 1.  Open a new blank Word document and save it as Investment Chart XXX.docx (replace XXX with 

your initials).

 2.  Insert a pie chart.

 3.  Replace the sample data in the Excel worksheet with the following:

Starting Early Has Advantages

 5 $23,003

 15 $100,516

 25 $252,996

 35 $552,948

 4.  Change the chart type to Clustered Column, and remove the legend.

 5.  Add Data Labels using the Outside End option.

 6.  Add a Primary Horizontal Axis Title below the axis and type Years. 

 7.  Apply the green Style 29 chart style.

 8.  Resize the chart to approximately 4" tall and 4.4" wide. 

 9.  Change the font size of the Years horizontal axis title to 14.

 10.  Save and close the document, then exit Word.

Rhonda is the IRA specialist at Northern Hills Bank. Young customers often aren’t interested in 

saving for retirement, so she decides to create a chart illustrating how saving $4,000 per year at 

7 percent interest can accumulate over 5, 15, 25, and 35 years. 

WORD PROJECT 32: Creating a Chart 

Objectives Practiced

 Insert a chart.

 Modify a chart.
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 1.  Open WD Project 33a.docx from the folder containing your data files, and select the graphic 

and the text Northern Hills Bank.

 2.  Save the selection to the Quick Part Gallery 

using the name Northern Hills Logo.

 3.  Close WD Project 33a.docx, and then open 

WD Project 33b.docx from the folder contain-

ing your data files, and save it as Northern Hills Newsletter XXX.docx (replace XXX with your 

initials). 

 4.  Show nonprinting characters.

 5.  Position the insertion point beside the second paragraph mark at the top of the left column, 

and insert the Northern Hills Logo Quick Part.  

 6.  Beginning at the top of the left column, select 

all the contents of the left column to the 

column break, including the paragraph marks, 

and apply the shading Olive Green, Accent 3, 

Lighter 80%. 

 7.  Create a Dropped style drop cap using the A in the text As you know at the beginning of the 

main article on the first page.

 8.  Apply the Drop Shadow Rectangle picture style to the photo on the first page.  

The new owners of Northern Hills Bank have decided to send customers a newsletter each 

month with their statements. The newsletter will also be distributed by e-mail and posted on the 

bank’s Web site. Kate has begun working on the fi rst issue. 

Objectives Practiced

 Create and insert a Quick Part.

 Insert a drop cap.

 Modify a picture.

 Add shading to a selection.

WORD PROJECT 33: Creating a Newsletter

 Hint
The Quick Parts button is 
located in the Text group on 
the Insert tab. 

 Hint
To apply shading to a selection, 
click the Shading button arrow 
in the Paragraph group on the 
Home tab. 
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 9.  Resize the photo to approximately 2.94" tall by 1.99" wide. Adjust the position of the photo so 

that it fits below the headline and all the article’s text appears below it. Make sure the photo 

does not extend into the right margin and all the text from the article fits on the page.  

 10.  Use the Recolor command to change the photo to Grayscale. 

 11.  Hide nonprinting characters.

 12.  Save and close the document, then exit Word.

WORD PROJECT 33: Creating a Newsletter

Critical Thinking
Open the Northern Hills Newsletter XXX.docx fi le. Change the font, size, color, or format of 

the drop cap in the right column. Make sure the text still fi ts on one page. Save and close the 

document. 
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 1.  Open WD Project 34a.docx from the folder containing your data files, and save it as 

Northern Hills Newsletter 2 XXX.docx (replace XXX with your initials).

 2.  Select the text at the bottom of the first column on the second page, which begins with ECO-

FRIENDLY and ends with statements and cut it.

 3.  Draw a text box approximately the same size as the block of text you removed.

 4.  Paste the block of text into the text box, and then resize the box as necessary to fully display 

the copied text.

 5.   Apply the green Linear Up Gradient - Accent 3 text box style. 

 6.  Select the text 2.75% APR (do not select the blank space after APR), and create a WordArt 

graphic using WordArt style 7.  

 7.  Open WD Project 34b.docx from the folder containing your data files. 

 8.  Select and copy the chart, then close the WD Project 34b.docx document.

 9.  Position the insertion point in the blank space above the Calendar heading in the second col-

umn and paste the chart.

 10.  Resize the chart to fit in the column, approximately 3.3" tall and 4.4" wide.

 11.  Add a blank line above and below the chart.

 12.  Edit the text of the WordArt so it reads 3.0% APR.

 13.  Save and close the document, then exit Word.

Kate has fi nished the fi rst page of the Northern Hills Bank newsletter and wants to tackle page 

two. She plans to add a piece of clip art, insert a text box, and add pizzazz with WordArt. She was 

looking for a graphic when Rhonda, the IRA specialist, e-mailed her a chart that will be perfect. 

Objectives Practiced

 Insert and modify a text box.

 Insert and modify WordArt.

 Cut and paste text and graphics.

WORD PROJECT 34: Adding WordArt and Text Boxes 

to a Newsletter

 Hint
To edit WordArt text, select it 
and click the Edit Text but-
ton in the Text group on the 
WordArt Tools Format tab.
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 1.   Open WD Project 35.docx from the folder containing your data files, and save it as 

Whale Watching Brochure XXX.docx (replace XXX with your initials).

 2.  On the first page, in the left column, select the picture and apply the Simple Frame, White 

picture style.

 3.  Position the insertion point at the top of the 

right column, and insert the Humpback Whale 

picture from the Sample Pictures folder on 

your computer. 

 4.  Change the Text Wrapping setting to In Front 

of Text.

 5.  Resize the picture proportionally to approximately 6.5" tall and 8.6" wide. 

 6.  Crop the left and right sides of the picture, so 

that only the whale’s tail is showing. The pic-

ture should now be about 6.5" tall and 3.62" 

inches wide. Position the picture flush right to 

the edge of the page and vertically centered. 

Refer to the figure of the completed project below. 

 7.  Draw a text box above the whale’s tail that is approximately 1" tall and 3" wide. In the text box, type 

Whale Watching Tours of Alaska, apply the Title Quick Style, and then bold and center the text.

Whale watching has become quite popular with tourists in Alaska. Isaac owns Whale Watching 

Tours of Alaska and is convinced that his emphasis on small group tours provides a better experi-

ence for customers. He wants to create a brochure to promote his business. 

WORD PROJECT 35: Inserting and Modifying 

Graphics in a Brochure 

Objectives Practiced

 Insert a picture from a fi le.

 Resize and crop a photo.

 Insert and modify a text box.

 Hint

Click the Insert Picture from File 

button in the Illustrations group 

on the Insert tab to navigate to the 

Sample Pictures folder, located 

inside the Pictures folder.

 Hint

If you make a mistake cropping 

or resizing a picture, you can use 

the Undo button to reverse the 

action and try again. 
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 8.  Apply the Linear Up Gradient - Accent 1 Text Box Style as shown in the figure below.

 9.  Save and close the document, then exit Word.

WORD PROJECT 35: Inserting and Modifying 

Graphics in a Brochure 
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 1. Open WD Project 36.docx from the folder containing your data files, and save it as 

Whale Watching Brochure 2 XXX.docx (replace XXX with your initials).

 2. On the second page, select the S in Summer at the beginning of the first paragraph, and create 

a Dropped style drop cap.

 3. Change the color of the drop cap to Blue, Accent 1, Lighter 40%.

 4. Position the insertion point before the G in the 

heading Groups, and insert the Conservative 

Quote. It will be inserted in the middle of 

the page.

 5. Resize the text box so that it fits within the column and is at least 3.1" wide and 2.1" tall.

 6. Type the following text in the text box:

“What an extraordinary experience! Seeing the whales in such a beautiful setting was magical. I will 

never forget it. The crew was great. They were very friendly and helpful in every way.”

—Madison from Minneapolis

 7. Position the insertion point in the blank line 

above the Wildlife heading, and insert the 

photo of an orca from the Clip Art task pane. 

Isaac has fi nalized the text for his brochure and is happy with the work he has done on the front 

and back covers of the brochure for Whale Watching Tours of Alaska. Now he wants to add pho-

tos and other graphic elements to give it a professional look and to illustrate what customers can 

expect to see on one of his tours.

Objectives Practiced

 Insert and modify a drop cap.

 Insert and modify a text box.

 Insert and modify clip art.

WORD PROJECT 36: Adding Graphic Elements to a 

Brochure

 Hint
You can fi nd preformatted pull 
quotes in the Text Box gallery in 
the Text group on the Insert tab. 

 Hint

To fi nd the photos in this proj-
ect, use the keywords orca, bald 
eagle, and polar bears. To verify 
which photos to choose, refer to 
the fi gure of the completed proj-
ect that appears after step 11.
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 8. Position the insertion point in the blank line above the Groups heading, and insert the photo of 

a bald eagle using the Clip Art task pane.

 9. Position the insertion point in the blank line after the text $200 per person in the right col-

umn, and insert the photo of a polar bear using the Clip Art task pane. 

 10. Apply the Simple Frame, White picture frame to all the photos on the second page. Decrease 

the size of each slightly, if necessary, so they still fit in the column.  

 11. Use the Rotate handle to rotate each picture 

slightly to the left or right as shown in the 

figure below. 

WORD PROJECT 36: Adding Graphic Elements to a 

Brochure

 12. Save and close the document, then exit Word.

 Hint

If a picture moves out of posi-
tion, it is probably too large 
for the column. Drag a corner 
handle to decrease its size so 
that it can still fi t within the 
column width.
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 1. Open a blank Word document and save it as Invitation XXX.docx (replace XXX with your 

initials).

 2. Change the margins to narrow. 

 3. Draw a text box that is approximately 4" tall and 3.5" wide. Position it in the lower-right corner 

of the page, insert two blank lines in the text box, and type the following text:

  You’re invited to a
  Beach Party
  On August 07, 2013
  At 5 pm
  At Syria and Ben’s Beach House
  1090 Sunny Drive, Myrtle Beach
  Please RSVP to: 425.555.0125 

 4. Right-align the text and change the font to Georgia 14 point. Bold the words Beach Party, and 

italicize the words At Syria and Ben’s Beach House.

 5. Remove the outline from the text box.

 6. Position the insertion point in the upper-left corner of the page, and insert a WordArt graphic 

using WordArt style 4 and Beach Party! as the text. 

 7. Change the WordArt shape to Double Wave 2.

 8. Change the text wrapping of the WordArt graphic to In Front of Text. 

 9. Use the Rotate command to rotate the WordArt graphic to the left 90 degrees, and then rotate 

it again 90 degrees so that it is upside down. Resize it to approximately 1" tall and 2.9" wide.

Ben and Syria have just moved into their new house in Myrtle Beach. They are planning a beach 

party for family and friends, and Ben wants to create a fun invitation that he can print on regular 

offi ce paper at home, fold, and then mail in an envelope. 

Objectives Practiced

 Insert and modify a text box.  Insert and modify WordArt.

 Format text.  Insert and modify clip art.

WORD PROJECT 37: Creating an Invitation with 

WordArt, Text Boxes, and Clip Art
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 10. Search the Clip Art task pane using the keywords beach umbrellas to locate and insert the clip 

art (shown upside down) in the figure of the completed project below.

 11. Change the text wrapping style to In front of Text, resize the clip art to approximately 3" tall 

and 3.5" wide, and then position the clip art below the WordArt graphic.

 12. Use the Rotate command to flip the clip art vertically as shown in the figure below. 

 13. Save and close the document, then exit Word.

Critical Thinking
Open the Invitation XXX.docx fi le. Right-click the WordArt graphic and click Format WordArt. 

Add a Fill Effect of your choice. Save and close the document. 

WORD PROJECT 37: Creating an Invitation with 

WordArt, Text Boxes, and Clip Art
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 1. Open WD Project 38.docx from the folder containing your data files, and save it as 

Invitation 2 XXX.docx (replace XXX with your initials). 

 2. Use lines, shapes, and text boxes to create the 

map in the lower-left corner of the invitation, 

as shown in the figure below.

Ben and Syria are planning a party at their new beach house. Since most of their friends and 

family have not yet visited them at the new house, Ben decides to create a map inside the party 

invitation using Word’s drawing tools.

Objectives Practiced

 Insert and modify shapes.  Insert and modify text boxes.

 Insert and modify clip art.

WORD PROJECT 38: Drawing a Map 

Search Clip Art task

pane using the keyword

north, change text

wrapping to In Front

of Text, then position

and resize clip art

Text box, no outline,

Calibri 14 point, bold

Star shape, Center

Gradient - Accent 5

shape style

Elbow Connector

Create all street labels

in text boxes with no

outline, no fill, and

Calibri 10 point

Line

 3. Group all elements of the map, except 

the clip art.

 4. Save and close the document, then 

exit Word.

 Hint
To rotate text on its side, use 
the Text Direction button in the 
Text group on the Text Box Tools 
Format tab.

 Hint

Use copy and paste to make street labels 
by creating and formatting the fi rst street 
label text box, copying it, then pasting it 
as many times as needed. Then you can 
move the copies of the text boxes into 
position and change the text. 
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 1. Open WD Project 39.docx from the folder containing your data files, and save it as 

Glass Recycling XXX.docx (replace XXX with your initials). 

 2.  Select the text Now accepting glass!, and insert a WordArt graphic using WordArt style 13.

 3. Change the Fill color of the WordArt to Light Green, then apply the From Center option in the 

Dark Variations section of the Gradient menu.  

 4. Edit the text of the WordArt. Capitalize the a in accepting and the g in glass, and increase the 

font size to 40 point. Center the WordArt graphic on the page.

 5. Select the G in Good news! at the beginning of the first paragraph, and insert an In margin 

drop cap. Change the font to Impact 44 point and the color to Olive Green, Accent 3, 

Darker 25%. 

 6. Position the insertion point in the line below the Glass Recycling Process heading, and insert 

the Basic Cycle SmartArt graphic. 

 7. Display the SmartArt Text Pane if necessary. Replace the placeholder text with the following:

  • Glass is collected 

  • Glass is transported to processing plant for cleaning and sorting

  • Glass is crushed into small pieces, called cullet

  • Cullet is transported to glass factory where it is mixed with raw materials and melted

  • Melted glass is molded into jars and bottles

The City of Pleasanton’s Environmental Services Department has just announced that citizens 

can now recycle glass in curbside bins that the city collects, and it wants to send information 

about the service along with each citizen’s water bill. Nigel, the graphic artist, wants to add 

some graphic elements to the fl yer.

Objectives Practiced

 Insert and modify WordArt.  Insert and modify a drop cap.

 Insert and modify a SmartArt graphic.  Add a page color.

WORD PROJECT 39: Illustrating a Flyer with SmartArt 

and WordArt
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 8. Close the Text Pane, and resize the graphic to approximately 4.7" tall and 6.3" wide.

 9. Change the colors of the graphic to Colorful Range – Accent Colors 3 to 4.

 10. Change the layout to Segmented Cycle. Change the SmartArt Style to the 3-D Polished option.

 11. Change the text in each shape to Calibri, 11 point, Bold.

 12. Apply a green page color using Olive Green, Accent 3, Lighter 80%.

 13. Save and close the document, then exit Word. 

WORD PROJECT 39: Illustrating a Flyer with SmartArt 

and WordArt
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 1. Open a new blank Word document and save it as Organization Chart XXX.docx (replace XXX 

with your initials) in the folder containing your data files.

 2. Insert a SmartArt graphic using the Hierarchy style from the Hierarchy category. 

 3. Create the organization chart shown in the figure below, adding and deleting shapes as needed, 

and resizing as necessary so it fills the entire page.

The Public Affairs Department at Western Ohio University is being reorganized, and the new 

director, Ms. Higal, has asked Adina to create a new organization chart to present at the next 

staff meeting.      

Objectives Practiced

 Insert a SmartArt graphic.

 Modify a SmartArt graphic.

WORD PROJECT 40: Creating an Organization Chart 

Using a SmartArt Graphic
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 4. Change the SmartArt Style to the 3D Inset Effect.

 5. Change the color to the purple Colored Fill-Accent 4 option.

 6. Change the layout to Horizontal Hierarchy.

 7. Undo the previous command.

 8. Save and close the document, then exit Word.

Critical Thinking
Open the Organization Chart XXX.docx, and apply a new shape style to all the shapes. Save 

and close the document.  

WORD PROJECT 40: Creating an Organization Chart 

Using a SmartArt Graphic
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 1.  Open EX Project 1.xlsx from the folder containing your data files, and save it as 

Air Quality Index XXX.xlsx (replace XXX with your initials).

 2.  Use the keyboard to select cell B3, and then enter Numerical Value.

 3.  Use the mouse to select cell A4, and then enter Green.

 4.  Use the keyboard to select cell B4, and then enter 0 to 50.

 5.  Use the keyboard to select cell C4, and then enter Good.

 6.  Use the keyboard to move to the last cell in the worksheet containing data or formatting 

(cell C9) and replace Unsafe with Hazardous. 

 7.  Use the Go To command to select cell A1, and then apply bold to the text, change the font to 

Cambria, and change the font size to 18.

 8.  Use the keyboard to select cells A3:C3, and then apply bold to the text in this range, change 

the font to Cambria, and apply a Thick Bottom Border to the cells in this range.

 9.  Use the mouse to select cells A3:C9, and then center the data in the cells.

 10.  Save and close the workbook, then exit Excel.

Reynaldo is a weather reporter for a local television station. As part of his daily report, he uses 

the Air Quality Index (AQI) to provide information about the air quality in the surrounding area. 

He is creating an Excel worksheet for tracking this information.

Objectives Practiced

 Navigate in a worksheet.  Edit and format cell contents.

 Select cells and enter data.   Format cells.

EXCEL PROJECT 1: Editing and Formatting a 

Worksheet

Critical Thinking 
Open the Air Quality Index XXX.xlsx fi le. Visit the AIRNow Web site at www.airnow.gov and then 

search the site to fi nd the current AQI for a city near you. Record the name of the city in cell 

C13 and record the AQI number in cell D13. Save and close the workbook.

www.airnow.gov
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 1.  Create a new blank workbook and save it as Firing Schedule XXX.xlsx (replace XXX with your 

initials) in the location where you store your data files.

 2.  Enter the data shown in the figure below.

Miranda owns a small business that recycles glass bottles into useful products. She uses a kiln to 

melt the bottles into cheese trays, serving dishes, and decorative artwork to sell in local specialty 

stores. She is creating a fi ring schedule to post as a reminder of how many minutes the kiln 

should remain at each rate and temperature through the stages of the melting process.

Objectives Practiced

 Create a new workbook.  Adjust column widths and row heights.

 Enter data.   Format cells.

EXCEL PROJECT 2: Creating and Formatting a 

Schedule

 3.  Adjust the width of columns A through C to 12.00 (89 pixels).

 4.  Adjust the height of rows 4 through 8 to 24.00 (32 pixels).

 5.  Center the data in cells A3:C8.

 6.  Merge and center the text in cell A1 across the range of A1:C1, then change the font size to 20 

and the text color to Red.

 7.  Bold and underline the text in cell A3, and change the font size to 12.
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EXCEL PROJECT 2: Creating and Formatting a 

Schedule

 8.  Use the Format Painter to copy the formatting in cell A3 to cells B3:C3.

 9.  Save and close the workbook, then exit Excel.

Critical Thinking
Open the Firing Schedule XXX.xlsx fi le. Change the worksheet orientation to Landscape. Center 

the data horizontally and vertically on the page. Preview the worksheet and print it. Save and 

close the workbook.
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 1.  Open EX Project 3.xlsx from the folder containing your data files, and save it as 

Carbon Footprint XXX.xlsx (replace XXX with your initials).

 2.  Apply the Median theme to the workbook.

 3.  Apply the Heading 1 cell style to cells A1:B1.

 4.  Center the data and wrap the text in row 3.

 5.  Apply the Heading 3 cell style to cells A3:D3.

 6.  Change the number format to Short Date in cells A4:A10.

 7.  Center the data in cells B4:B10.

 8.  Change the number format to Number with zero decimals in cells C4:D10.

 9.  Save and close the workbook, then exit Excel.

As a regional sales manager, Tavar frequently takes short commuter fl ights to meet with his sales 

teams. To help neutralize the climate-changing emissions produced by these fl ights, Tavar keeps 

track of his total miles fl own each month so that he can calculate the carbon dioxide emissions 

and then purchase emissions credit to offset his personal carbon footprint. 

Objectives Practiced

 Apply themes and styles.  Set number formats.

 Change alignment of cell contents.   Change cell alignment.

EXCEL PROJECT 3: Formatting a Worksheet Tracking 

Airline Miles

Critical Thinking
Open the Carbon Footprint XXX.xlsx fi le. Format the data in the range A3:D10 as a table with 

headers using a table style that you think is appropriate. Save and close the workbook.

Open the Carbon Footprint XXX.xlsx fi le. Search the Web to locate a carbon footprint calculator, 

such as the one at www.liveneutral.org/fl yneutral. Calculate the emissions for a fl ight you have 

taken or would like to take from the airport nearest to where you live. Record the information on 

the worksheet in row 13. Save and close the workbook.

www.liveneutral.org/flyneutral
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 1.  Create a new blank Excel workbook and save the workbook as Custard Recipe XXX.xlsx (replace 

XXX with your initials) in the location where you store your data files.

 2.  Enter the data shown in the figure 

below. Format as needed to make your 

worksheet look like the figure. 

Fillipa has a successful catering business that specializes in small company dinner parties. The 

most popular dessert item on her menu is old-fashioned custard. Because the number of people 

at each catered event varies, Fillipa needs to be able to scale the recipe accordingly, so she uses 

a worksheet to calculate the amounts for each ingredient.  

Objectives Practiced

 Create a worksheet.

 Enter data.

 Format cells.

 Enter and copy formulas.

EXCEL PROJECT 4: Creating a Worksheet for 

Calculating Recipe Amounts

 Hint

The width for columns A and B should 
be approximately 14.00 (103 pixels), 
and the width for columns C through 
F should be approximately 12.00 
(89 pixels). 

 3.  In cell D2, create a formula that multiplies the amount of eggs for one recipe (cell C2) by two.

 4.  Copy the formula in cell D2 to cells D3:D6.

 5.  In cell E2, create a formula that multiplies the amount of eggs for one recipe (cell C2) by three.

 6.  Copy the formula in cell E2 to cells E3:E6.
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EXCEL PROJECT 4: Creating a Worksheet for 

Calculating Recipe Amounts

 7.  In cell F2, create a formula that multiplies the amount of eggs for one recipe (cell C2) by four.

 8.  Copy the formula in cell F2 to cells F3:F6.

 9.  Center the data in cells C2:F6.

 10.  Save and close the workbook, then exit Excel.

Critical Thinking
Open the Custard Recipe XXX.xlsx fi le. Copy the headings in the range A1:F1 to the same cells 

in Sheet2 of the workbook. Using formulas where appropriate, fi ll in the worksheet with ingre-

dients and amounts for scaling your own favorite recipe or for a recipe that you locate online. 

Save and close the workbook.
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 1.  Open EX Project 5.xlsx from the folder containing your data files, and save it as 

Trail Log XXX.xlsx (replace XXX with your initials).

 2.  Select cell A4 and use Auto Fill to fill in the dates for the range A5:A20.

 3.  In cell D5, create a formula that adds the miles traveled today (cell C5) to yesterday’s total trip 

miles (cell D4) to get the current total trip miles.

 4.  Copy the formula in D5 to cells D6:D20.

 5.  Change the format of columns C and D to the 

Number format with two decimals. 

 6.  Freeze the pane above row 4.

 7.  Scroll down the worksheet until row 21 is displayed below row 3. Enter the information that 

appears in cells B21:C25 in the figure below into the corresponding cells in the 

Trail Log XXX.xlsx workbook.

Seneca is hiking part of the Continental Divide Trail and keeping a log of the miles she travels 

each day. Each time she reaches a town, she e-mails the information to her cousin back home 

who is recording it in a worksheet for her.  

Objectives Practiced

 Enter formulas.

 Copy formulas using the fi ll handle.

 Use Auto Fill to fi ll in a series

 Freeze panes.

EXCEL PROJECT 5: Tracking Hiking Miles in 

a Worksheet

 Hint
After completing step 4, 
the total miles for May 10 
should be 221.5.
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EXCEL PROJECT 5: Tracking Hiking Miles in 

a Worksheet

 8.  Use Auto Fill to fill in the dates in cells A21:A25, and then use the fill handle to copy the 

necessary formula to calculate and display the miles in cells D21:D25.

 9.  Save and close the workbook, then exit Excel.
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 1.  Open EX Project 6.xlsx from the folder containing your data files, and save it as 

Burrito Order XXX.xlsx (replace XXX with your initials).

 2.  Apply the Module theme to the worksheet.

 3.  Apply the Title cell style to cell A1.

 4.  Use AutoFit to change the width of column A.

 5.  Find the name Jian and replace it with Kahn.

 6.  Select the range A3:K22 and format it as a table using Table Style Medium 5, specifying that 

the table does have headers.

 7.  Use the filter arrow in column A to sort the table by name in ascending order (A to Z).

 8.  Convert the table to a normal range.

 9.  Freeze the first column in the worksheet.

 10.  Save and close the workbook, then exit Excel.

The fi rst Friday of every month is “Breakfast Burrito Day” at Hub City Interactive, a full-service 

media consulting fi rm. LaTryle, the offi ce manager, is creating an Excel worksheet that can be 

used to collect and organize the individual staff’s orders for burrito fi llings.

Objectives Practiced

 Apply themes and styles.  Sort data in a table.

 Adjust column widths.  Freeze panes.

 Find and replace data.

EXCEL PROJECT 6: Formatting a Worksheet and 

Sorting Data in a Table

Critical Thinking
Open the Burrito Order XXX.xlsx fi le. Type your last name and fi rst initial in cell A2. Format the 

range A3:K23 as a table, and sort column A in ascending order. Place your order by typing an X 

in your row for each ingredient that you want in your burrito. Save and close the workbook.
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 1.  Open EX Project 7.xlsx from the folder containing your data files, and save it as 

Multiplication Chart XXX.xlsx (replace XXX with your initials).

 2.   In cell B4, enter a mixed reference formula to 

multiply the row header (A4) by the column 

header (B3).  Use an absolute column reference 

for column A and an absolute row reference 

for row 3.

 3.  Use the fill handle to copy the formula in cell B4 to the cells C4:N4.

 4.  Select the range B4:N4, if necessary. Drag the fill handle to cell N16 to copy the formula to 

every cell in the chart.

 5.  In the range A3:N16, middle align and center the data.

 6.  Change the worksheet orientation to Landscape and preview the worksheet.

 7.  Print the worksheet with the gridlines visible.

 8.  Save and close the workbook, then exit Excel.

Xavier is completing his student teaching at Preston Oaks Elementary School. The classroom 

teacher that he is assisting asks him to create a multiplication chart that can be posted on the 

wall as a reference and learning aid for the students.

Objectives Practiced

 Enter and copy mixed reference formulas.

 Preview and print a worksheet.

EXCEL PROJECT 7: Creating a Multiplication Chart 

Using Mixed Reference Formulas

 Hint
You create an absolute 
reference by typing a dollar 
sign before the column 
letter or row number.
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 1.  Open EX Project 8.xlsx from the folder containing your data files, and save it as 

Ferry Times XXX.xlsx (replace XXX with your initials).

 2.  Unfreeze the pane above row 2.

 3.  Insert two new rows after row 1.

 4.  In cell A2, enter Summer Schedule.

 5.  Delete rows 10 and 11.

 6.  Format cells A5:D8 with the Time format displaying the hours, minutes, and AM/PM 

(i.e., 6:00 AM).

 7.  Use the Format Painter to copy the formatting from cells A5:D8 to cells A12:D15.

 8.  Format all the AM times so they appear in the Red font color.

 9.  In cell A18, enter Crossing Time: Approximately 60 minutes.

 10.  Rename the sheet Summer 2013.

 11.  Save and close the workbook, then exit Excel.

Jody and Lucas operate a bed and breakfast in Bremerton, Washington, which is a short ferry ride 

from Seattle. For the convenience of the guests, they post a ferry schedule each season, which 

they create and update in an Excel worksheet.

Objectives Practiced

 Unfreeze panes.

 Insert and delete rows.

 Apply the Time format.

 Rename a worksheet.

EXCEL PROJECT 8: Formatting a Ferry Schedule

Critical Thinking
Open the Ferry Times XXX.xlsx fi le. Format the worksheet attractively by applying an appropri-

ate theme or table style so that it can be printed and posted for the bed and breakfast guests. 

Save and close the worksheet.
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Column width

6.71 (52 pixels)

Bold and center

column heads

Bold

Bold and merge

and center title

 1.  Open EX Project 9.xlsx from the folder containing your data files, and save it as 

Water Use XXX.xlsx (replace XXX with your initials).

 2.  Enter the data shown in cells J3:J13 in the figure below into the first sheet in the 

Water Use XXX.xlsx workbook. Format your worksheet to match the one shown in the 

figure using the figure callouts as a guide.

Bianca works for a research organization that studies natural resources and helps educate the 

public about issues that affect their quality of life. She will be making a presentation at an 

upcoming conference and is creating a worksheet about personal water usage to demonstrate 

how much water an average person uses at home per day.

Objectives Practiced

 Use functions.

 Enter and copy formulas.

 Format cells.

EXCEL PROJECT 9: Performing Calculations Using 

Functions and Formulas 

 3.  In cell I3, use a function to enter a formula that sums the numbers in the range B3:H3.

 4.  Use the fill handle to copy the formula in cell I3 to cells I4:I13.
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EXCEL PROJECT 9: Performing Calculations Using 

Functions and Formulas 
 5.  In cell K3, enter a formula to multiply the total number of times an activity was performed 

(cell I3) by the estimated gallons used (cell J3).

 6.  Use the fill handle to copy the formula in cell I3 to cells K4:K13.

 7.  Use the AutoSum button to sum the numbers in cells K3:K13 and display the results in 

cell K14.

 8.   Save and close the workbook, then exit Excel.

Critical Thinking
Open the Water Use XXX.xlsx fi le. Enter your personal water usage fi gures for one week. Use 

this data to help review the formulas to be sure you entered them correctly and edit them if 

necessary.  Save and close the workbook.
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 1.  Open EX Project 10.xlsx from the folder containing your data files, and save it as 

NE States Wet XXX.xlsx (replace XXX with your initials).

 2.  Center, middle align, and wrap the text in cells A1:D1 and format them with the cell style 

Heading 2.

 3.  Sort the data in cells A2:D7 in ascending order (A to Z). 

 4.  Apply the Number format with zero decimal places to cells B2:C7. 

 5.  Apply the Percentage format to cells D2:D7.

 6.  Create a header for the worksheet that displays the text New England.

 7.  Create a footer for the worksheet that displays the current date.

 8.  Check the spelling of the worksheet and accept the suggested spelling of the two 

misspelled states. 

 9.  Use conditional formatting to apply blue data bars to represent the cell values in cells D2:D7.

 10.  Save and close the workbook, then exit Excel.

Hugo works for the U.S. Census Bureau and is doing a geological survey of the New England 

states. He is creating a worksheet of inland waterways that shows the total land area of each 

state, the water area, and the percent of total area that is water.

Objectives Practiced

 Format cells.  Add headers and footers.

 Apply conditional formatting.  Check spelling.

EXCEL PROJECT 10: Adding Headers and Footers to a 

Worksheet and Checking Spelling

Critical Thinking
Open the NE States Wet XXX.xlsx fi le. Search the U.S. Geological Survey site at 

http://ga.water.usgs.gov/edu/wetstates.html to get more information about wet states. Add the 

data about the Mid Atlantic states of New York, Pennsylvania, and New Jersey to the worksheet 

and change the header to Northeast. Save and close the workbook.
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 1.  Open EX Project 11.xlsx from the folder containing your data files, and save it as 

House Appraisal XXX.xlsx (replace XXX with your initials).

 2.  In cell B9, use the AutoSum button to determine the total market value of the property by add-

ing the total of the values in cells B3:B8.

 3.  Format cells B3:B9 as Currency with zero decimal places.

 4.  Format cells B12:B16 as Percentage with five decimal places.

 5.  In cell C12, use a formula to calculate the county 

tax owed by multiplying the total market value of 

the property (cell B9) by the county tax rate 

(cell B12). Use an absolute reference for cell B9.

 6.  Use the fill handle in cell C12 to copy the formula to cells C13:C16.

 7.  If necessary, format cells C12:C16 as Currency with two decimals.

 8.  Delete Sheet2 and Sheet3 from the workbook.

 9.  Save and close the workbook, then exit Excel.

Objectives Practiced

 Use AutoSum.

 Format cell values.

 Create and copy a formula.

EXCEL PROJECT 11: Calculating Property Taxes

Each year Suzana receives a notice from the city’s central appraisal district with information on 

the proposed appraisal value of her house. The appraisal value is used to calculate her property 

taxes. Suzana decides to transfer these fi gures to a workbook so she can keep track of the 

information and compare her property taxes from one year to another. 

 Hint
You create an absolute 
reference by typing a dollar 
sign before the column 
letter or row number.
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 1.  Open EX Project 12.xlsx from the folder containing your data files, and save it as 

House Appraisal 2 XXX.xlsx (replace XXX with your initials).

 2.  Use the Move or Copy dialog box to create a copy 

of the 2013 worksheet.

 3.  Rename the 2013 (2) copy of the worksheet 2014. 

 4.  Edit the contents of cell B6 to display the new value of $316,250. Notice that the values in all 

the cells with a formula referencing B6 are automatically updated, including the figures for the 

new taxes owed.

 5.  Click the 2014 sheet tab and drag to move it to the right of the 2013 sheet tab, if it is not 

already there.

 6.  Save and close the workbook, then exit Excel.

Suzana has created a worksheet with information about last year’s appraisal value of the house 

she owns. When she receives this year’s appraisal notice, she copies that worksheet to a new 

sheet in the workbook to make it easier to enter the new information.

Objectives Practiced

 Rename worksheets.

 Copy and move a worksheet within a workbook.

EXCEL PROJECT 12: Copying a Property Tax 

Worksheet within a Workbook

 Hint

Open the Move or Copy 
dialog box by right-clicking 
a sheet tab and clicking 
Move or Copy on the 
shortcut menu.

Critical Thinking
Open the House Appraisal 2 XXX.xlsx fi le. In preparation for Suzana recording future appraisal 

values, copy the 2014 worksheet and rename it 2015. Move the 2015 worksheet so it is the 

last sheet in the workbook. To make it easier for Suzana to identify the worksheets for various 

years, change each sheet tab to a different color. Save and close the workbook.
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 1.  Open EX Project 13.xlsx from the folder containing your data files, and save it as 

Recycling Electronics XXX.xlsx (replace XXX with your initials).

 2.  Enter Total in cell A9. Bold and right-align the text, and change the font size to 12.

 3.  In cell B9, display the sum of the values in cells B6:B8, and then use the fill handle to copy 

the formula to cells C9:D9.

 4.  Center and bold the data in B9:D9, and change the font size to 12.

 5.  Apply the Metro theme to the workbook.

 6.  Change the cell style in cell A1 to Title and the style in cells A2:E2 to Heading 1.

 7.  Change the cell style of ranges B4:E5 and A6:A8 

to Accent1, and change the font size to 12.

 8.  Insert the recycle.jpg picture from the folder 

containing your data files.

 9.  Resize the image so its height is 3" and its width is 2.66", and then center it at the bottom of 

the worksheet so it is displayed approximately within the range B13:D24.

 10.  Save and close the workbook, then exit Excel.

Randall works for an environmental agency that consults with municipal solid waste companies, 

to help them better manage waste by implementing environmentally sound practices. His depart-

ment is working on a recycling program designed to reduce the number of telephones, computers, 

and cell phones thrown away every year. Randall’s supervisor asks him to gather 2006–2007 data 

on the recycling rates for electronic products for comparison with current rates. Randall needs to 

format the data attractively in a worksheet for an upcoming conference. 

Objectives Practiced

 Apply themes and styles.

 Format cells.

 Insert and resize an image.

EXCEL PROJECT 13: Formatting Recycling Data

 Hint

To select nonadjacent 
ranges, select the fi rst 
range, then press and hold 
the Ctrl key as you select 
another range.
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 1.  Open EX Project 14.xlsx from the folder containing your data files, and save it as 

Stock Chart XXX.xlsx (replace XXX with your initials).

 2.  Enter the current stock prices as follows:

  Cell F3: 14.88  Cell F6: 34.06

  Cell F4: 27.15 Cell F7: 377.19

  Cell F5: 5.78

 3.  In cell C3, create a formula that divides the base value (cell E3) by the base price (cell D3). 

Use the fill handle to copy the formula to cells C4:C7.

 4.  In cell G3, create a formula that multiplies the current price (cell F3) by the number of shares 

(cell C3). Use the fill handle to copy the formula to cells G4:G7.

 5.  In cell H3, create a formula that subtracts the base value (cell E3) from the current value (cell 

G3). Use the fill handle to copy the formula to cells H4:H7.

 6.  In cell I3, create a formula that divides the gain/loss (cell H3) by the base value (cell E3). Use 

the fill handle to copy the formula to cells I4:I7.

 7.  Save and close the workbook, then exit Excel.

Karin received a $5,000 commission when she closed a big sale at work, and she decided to 

invest the money in the stock market. Karin created an Excel worksheet to track how her stocks 

are doing, and now she wants to update it with the current stock prices and perform calculations.

Objectives Practiced

 Enter data.  Copy formulas.

 Create relative formulas.

EXCEL PROJECT 14: Using Relative Formulas

Critical Thinking
Open the Stock Chart XXX.xlsx fi le. Visit a fi nancial site online that allows you to look up stock 

quotes, such as www.cnbc.com. Use the stock symbols that appear in column A to look up 

each of Karin’s stocks and replace the values in cells F3:F7 with the stock’s current price. Save 

and close the workbook.

www.cnbc.com
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 1.  Open EX Project 15.xlsx from the folder containing your data files, and save it as 

Packing Slip XXX.xlsx (replace XXX with your initials).

 2.  In cells F2:G2, enter a function that inserts the 

current date.

 3.  Enter your shipping information in cells F5:F9. Use your school’s name as the company.

 4.  Copy cells F5:F9 and paste them to cells F11:F15.

 5.  Enter yesterday’s date in cell D10. 

 6.  Enter your instructor’s name in cell D14.

 7.  Reference the figure below to enter the order information shown into cells B18:F22.

Nigel works for the Sweet Time Tea company, which started out as a small, one-room business 

selling specialty teas and supplies. The company is rapidly growing and just moved to a large 

warehouse where a separate shipping department has been established. Nigel has used Excel to 

create a packing slip that can be included with orders. 

Objectives Practiced

 Use a function.

 Enter data.

 Copy data.

EXCEL PROJECT 15: Filling Out a Packing Slip

 Hint Use the TODAY function.

 8.  Copy cells F18:F22 and paste them to cells G18:G22.

 9.  Preview and print the worksheet.

 10.  Save and close the workbook, then exit Excel.
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 1.  Open EX Project 16.xlsx from the folder containing your data files, and save it as 

Office Maintenance XXX.xlsx (replace XXX with your initials).

 2.  Delete row 1. 

 3.  Clear formats in cells A2:B35.

 4.  Find the phrase Front desk and replace all instances of it with Lobby.

 5.  Select the range A2:B35 and format it as a table using Table Style Medium 17, specifying that 

the table does have headers.

 6.  Convert the table to a normal range.

 7.  Use AutoFit to adjust the width of column A. 

 8.  Freeze row 2 in the worksheet.

 9.  Set the print area for the range A2:B35. Preview and print the worksheet.

 10.  Save and close the workbook, then exit Excel.

Olivia started her own company cleaning corporate offi ce buildings after business hours and on 

weekends. She just hired several new employees and is using Excel to create an offi ce mainte-

nance schedule that employees can follow to ensure each task gets done in a timely manner. 

Objectives Practiced

 Delete rows.  Find and replace data.

 Clear formatting.  Freeze panes.

 Adjust column widths.  Set the print area, preview, and print.

EXCEL PROJECT 16: Formatting an Office 

Maintenance Schedule as a Table

Critical Thinking
Open the Offi ce Maintenance XXX.xlsx fi le. Insert a column between columns A and B. In cell B2 

enter the text Last Completed, and use AutoFit to adjust the width of the new column. Save and 

close the workbook.
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 1.  Open EX Project 17.xlsx from the folder containing your data files, and save it as 

Rain Barrel XXX.xlsx (replace XXX with your initials).

 2.  In cell B9, create a formula to subtract the estimated expenses (B7) from the estimated 

profit (B6).

 3.  Copy the formula in cell B9 to cell C9.

 4.  If necessary, format cells B9:C9 as Currency with zero decimals.

 5.  Select the range A5:C7, and use it to create a 2-D Clustered Column chart.

 6.  Change the chart style to Style 6.

 7.  Move the chart so the upper-left corner is in cell E2.

 8.  Save and close the workbook, then exit Excel.

The Storm Water Management Department for the town of Edmondville encourages citizens to 

become involved in protecting water resources in the community. Each year, they sponsor a Rain 

Barrel Make-and-Take workshop where participants make a rain barrel to take home and use as an 

alternative way to collect storm water runoff from their rooftops. The director, Blaine, is using a 

worksheet to summarize the income and expenses of the last workshop. 

Objectives Practiced

 Enter and copy formulas.

 Create a chart.

 Modify a chart.

EXCEL PROJECT 17: Adding a Chart to a Profit and 

Loss Statement
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 1.  Open EX Project 18.xlsx from the folder containing your data files, and save it as 

Weekly Plans XXX.xlsx (replace XXX with your initials).

 2.  Select rows 11–14, 22–25, and 33–36 and 

delete them.

 3.  Select rows 7–10, 14–17, and 21–24 and 

change the row height to 30.00 (40 pixels).

 4.  Switch to Page Break Preview. If a Welcome to Page Break Preview dialog box opens, close it.

 5.  Zoom to 100% magnification.

 6.  Switch back to Normal view.

 7.  Search for Period and replace all instances of it with Block.

 8.  Rename the sheet Block Schedule.

 9.  Save and close the workbook, then exit Excel.

The instructors at Sharp Hill Academy are required to submit weekly class plans to the principal, 

Ms. Danselgio. Next year, the school is changing from an eight-period class schedule to a four-

block class schedule, so Ms. Danselgio needs to revise the worksheet that is used as a template 

for the weekly class plans to refl ect the new schedule.  

Objectives Practiced

 Delete rows.

 Change workbook views.

 Find and replace data.

 Rename a worksheet.

EXCEL PROJECT 18: Revising a Weekly Class Plan 

 Hint

To select nonadjacent 
rows, select the fi rst row, 
then press and hold the 
Ctrl key as you select 
additional rows.
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 1.  Open EX Project 19.xlsx from the folder containing your data files, and save it as 

Plant Cost XXX.xlsx (replace XXX with your initials).

 2.  Rename the worksheet Scardelis Main. 

 3.  Add a header that includes the sheet name in the 

middle section.

 4. In cell F15, display the sum of cells F4:F14.

 5.  Create a copy of the Scardelis Main worksheet.

 6.  Rename the Scardelis Main (2) copy of the worksheet Scardelis Guest. 

 7.  Edit the quantities in D4:D14 so each number 

is half what it was before. 

 8.  Move the Scardelis Guest worksheet so it is the 

second worksheet in the workbook.

 9.  Save and close the workbook, then exit Excel.

Jinghao runs a small xeriscaping business—landscaping that conserves water and protects the 

environment by planting only native plants. He uses a worksheet to track the purchases he 

makes for each client. Jinghao completed a job for Ms. Scardelis, who was so pleased with his 

work that she wants the same landscaping plan for her guest house. The new area he will be 

xeriscaping will require only half the amount of plants he used for the main house.  

Objectives Practiced

 Rename worksheets.

 Add a header.

 Use AutoSum.

 Copy and move a worksheet within a workbook.

EXCEL PROJECT 19: Adding a Header to a Worksheet 

and Copying a Purchase List 

 Hint

Use the Sheet Name 
button on the Header & 
Footer Elements group of 
the Header & Footer Tools 
Design tab on the Ribbon.

 Hint
After completing Step 7, 
the amount in cell F15 
should be $800.40.

Critical Thinking
Open the Plant Cost XXX.xlsx fi le. Edit the header for both sheets to include the fi le name in 

the left section and the current date in the right section. Save and close the workbook.
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 1.  Open EX Project 20.xlsx from the folder containing your data files, and save it as 

Investment Portfolio XXX.xlsx (replace XXX with your initials).

 2.  Create a 2-D pie chart displaying the data in the range A3:B7. 

 3.  Change the chart layout to Layout 6.

 4.  Change the chart title to Contribution Allocation.

 5.  Change the chart style to Style 11.  

 6.  Resize the chart proportionally to make it 

approximately twice as large.

 7. Move the chart so that it is located appromixately in cells C2:O25.

 8.  Save and close the workbook, then exit Excel.

Vanessa is a fi nancial planner who works with clients to help them achieve their desired invest-

ment goals for their retirement accounts. She uses Excel to help illustrate what percentage of 

investment options make up a client’s account.

Objectives Practiced

 Create a chart.

 Modify a chart.

EXCEL PROJECT 20: Creating a Pie Chart

 Hint
To resize a chart propor-
tionally, press and hold the 
Shift key while dragging a 
corner handle.

Critical Thinking
Open the Investment Portfolio XXX.xlsx fi le. Experiment with changing the chart type. If there is 

a chart type you feel better illustrates the data, save the chart with this new type. In cell A11, 

wrap the text and enter a brief explanation of why you changed the type. If you did not fi nd a 

better chart type, then enter an explanation in cell A11 as to why you feel the 2-D pie chart 

type used in the project best suits this data. Save and close the workbook.
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Objectives Practiced

 Create a SmartArt graphic.  Modify a SmartArt graphic.

EXCEL PROJECT 21: Creating a SmartArt Graphic

Harriet is a volunteer at the offi ce of her state representative. She is using Excel to create a 

handout for visitors containing information on the United States Congress that includes a graphic 

showing how the Congress fi ts into the branches of the U.S. government.

 3. Change the style of the SmartArt graphic to 3-D Inset.

 4. Save and close the workbook, then exit Excel.

 1. Open EX Project 21.xlsx from the folder containing your data files, and save it as 

Government Branches.xlsx (replace XXX with your initials).

 2. In the worksheet, create the Hierarchy SmartArt graphic shown in the figure below. Use the 

Add Shape button in the Create Graphic group of the SmartArt Tools Design tab to add addi-

tional shapes. To delete a shape you don’t need, select it, and then press the Delete key.

Critical Thinking
Open the Government Branches XXX.xlsx fi le. Add two shapes below the Congress shape and 

label them House of Representatives and Senate. Add a shape after the President shape and 

label it Vice President. Save and close the workbook.
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 1. Open EX Project 22.xlsx from the folder containing your data files, and save it as 

Home Sales XXX.xlsx (replace XXX with your initials).

 2. Enter a formula in cell E2 that divides the sales price (cell C2) by the square feet (cell D2).

 3. Copy the formula in cell E2 to cells E3:E9.

 4. Use the MIN function to calculate the lowest listing price (cells B2:B9) and display that value 

in cell C14. 

 5. Use the MAX function to calculate the highest listing price (cells B2:B9) and display that value 

in cell D14.

 6. Use the AVERAGE function to calculate the average listing price (cells B2:B9) and display that 

value in cell E14.

 7. Using the MIN, MAX, and AVERAGE functions, calculate and display the lowest sales price in 

cell C15, the highest sales price in cell D15, and the average sales price in cell E15.

 8. Using the MIN, MAX, and AVERAGE functions, calculate and display the lowest price per 

square foot in cell C16, the highest price per square foot in cell D16, and the average price per 

square foot in cell E16.

 9. Use the COUNT function to count the number of houses sold (cells C2:C9) and display that 

value in cell B18.

 10. Save and close the workbook, then exit Excel.

Dylan is a realtor trying to establish business in a new neighborhood. To interest potential 

clients in using his services to buy or sell a house, he sends out a newsletter each month with 

updates about local real estate, including a list of statistics about homes that have sold in the 

neighborhood.

Objectives Practiced

 Enter and copy formulas.

 Use the statistical functions MIN, MAX, AVERAGE, and COUNT.

EXCEL PROJECT 22: Using Functions to Calculate 

Real Estate Statistics 
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 1. Open EX Project 23.xlsx from the folder containing your data files, and save it as 

Allergy Account XXX.xlsx (replace XXX with your initials).

 2. Enter your name in cell C7.

 3. Enter a function that displays today’s date in cell I3.

 4. Enter the billing amounts as follows:

  Cell I4: 58.30

  Cell I5: 44.00

  Cell I6: 29.70

 5. Format cells I4:I7 as Currency with two decimal places.

 6. Enter a formula in cell I7 that adds the new 

charges (cell I5) to the balance (cell I4) and then 

subtracts the insurance payments (cell I6).

 7. Set the print area for cells A1:J8.

 8. Preview and print the worksheet.

 9. Save and close the workbook, then exit Excel.

Alyssa is the offi ce manager for an allergy and asthma clinic. When a patient checks out, 

Alyssa prints a summary statement showing the account balance, the new charges, and the 

insurance payments made. Using an Excel worksheet makes it easy to calculate the amount 

the patient owes. 

Objectives Practiced

 Enter the date using a function.  Set the print area.

 Enter a formula using the order of operations.  Preview and print a worksheet.

EXCEL PROJECT 23: Calculating an Account 

Summary Statement

 Hint
Use parentheses in your 
formula to group 
expressions you want 
calculated fi rst.
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 1. Open EX Project 24.xlsx from the folder containing your data files, and save it as 

Metric Conversions XXX.xlsx (replace XXX with your initials).

 2. Enter the metric conversion formulas as follows:

  Cell D4: =D3*0.621371192

  Cell D7: =D6*0.393700787

  Cell D11: =D10*0.264172052

  Cell H4: =H3*2.20462262

  Cell H7: =(1.8*H6) + 32

 3. Format cells D4, D7, D11, and H4 as Number with two decimal places.

 4. Enter 10 in cells D3, D6, D10, H3, and H6. Each time, notice that the cell below displays the 

calculated metric conversion. Your worksheet should look similar to the one shown below.

Dominic is a product specialist for a company that creates and sells biodegradable and renew-

able packaging material worldwide. In his communications with international distributors, he 

frequently has to convert metric measurements to standard U.S. units, so he creates a worksheet 

that he can use to quickly make these calculations. 

Objectives Practiced

 Enter formulas.  Apply number formats.

 Use order of operations in a formula.  Update data.

EXCEL PROJECT 24: Using Formulas to Calculate 

Metric Conversions
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 5. Save and close the workbook, then exit Excel.

EXCEL PROJECT 24: Using Formulas to Calculate 

Metric Conversions

Critical Thinking
Open the Metric Conversions XXX.xlsx fi le. Copy the Metric to U.S. sheet to a new worksheet 

named U.S. to Metric. Clear the contents of the cells containing numbers. Search the Internet 

to locate conversion rates, create formulas in cells D3, D6, D10, H3, and H6 that will convert 

the U.S. unit to a metric measurement. Save and close the workbook.
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 1. Open EX Project 25.xlsx from the folder containing your data files, and save it as 

Photo Entries XXX.xlsx (replace XXX with your initials).

 2. Create a 2-D Clustered Bar chart using the data in B3:E7.

 3. Move the chart to a new sheet named Photo Entries Chart.

 4. Rename Sheet1 Photo Entries Data, and move it before the Photo Entries Chart sheet.

 5. Delete Sheet2 and Sheet3.

 6. On the Photo Entries Chart sheet, change the chart type to Clustered Column.

 7. Change the chart style to Style 1.

 8. Change the chart layout to Layout 1.

 9. Change the chart title to Park Photos.

 10. Save and close the workbook, then exit Excel.

For several years, the City of Bridgevale Parks and Recreation Department has sponsored a pho-

tography competition and exhibit for photographs taken in a city park.  The director is wondering 

whether to expand or change the photo categories for future years, so she asks her assistant, 

Sidney, to create an Excel chart showing how many photos have been entered in each category.

Objectives Practiced

 Create a chart.  Rename worksheets. 

 Modify a chart.  Delete worksheets.

EXCEL PROJECT 25: Creating a Chart of Photograph 

Entries

Critical Thinking
Open the Photo Entries XXX.xlsx fi le. Display Inside End data labels that are positioned inside 

the end of the data points. Show the legend at the bottom. Save and close the workbook.
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 1. Open EX Project 26.xlsx from the folder containing your data files, and save it as 

Golf Scorecard XXX.xlsx (replace XXX with your initials).

 2. Center the data in cells A1:K11 and apply the All Borders border option. 

 3. Rotate the text up in cells A1:D1 and I1:K1.

 4. Change the width of columns A through K to 

6.29 (49 pixels).

 5. Change the height of rows 2 through 11 to 18.00 (24 pixels).

 6. Apply bold to cells A2:A11, cell C1, and cell J1.

 7. Change the fill color of cells C1:C11 and cells J1:J11 to White, Background 1, Darker 5%.

 8. Use AutoSum to display a total in cells B11, C11, I11, and J11.

 9. Set A1:K11 as the print area, then preview and print the worksheet.

 10. Save and close the workbook, then exit Excel.

After years of planning and building, Colin and his partners are getting ready to open a new 

9-hole golf course. Colin is using Excel to create the scorecard that the players will use.

Objectives Practiced

 Adjust column widths and row heights.

 Format cells.

 Use AutoSum.

 Set the print area, preview, and print.

EXCEL PROJECT 26: Formatting a Golf Scorecard

 Hint
Use the Orientation button 
in the Alignment group on 
the Home tab to rotate text.
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 1. Open EX Project 27.xlsx from the folder containing your data files, and save it as 

Donation Log XXX.xlsx (replace XXX with your initials).

 2. Unfreeze the panes in the worksheet.

 3. Enter 52 in cell B2.

 4. In cell E4, calculate the amount pledged by 

creating a formula to multiply the number of miles 

ridden (cell B2) by the amount pledged per 

mile (cell D4). Use an absolute reference for cell B2. 

 5. Copy the formula in cell E4 to cells E5:E13.

 6. Delete rows 14 through 17.

 7. In cell B14, use a function to calculate the number 

of donations made by counting the numbers in 

cells D4:D13. 

 8. In cell D14, use the AutoSum button to determine the total amount pledged per mile by add-

ing the total of the values in cells D4:D13, and then copy that formula to cell E14 to calculate 

the total amount pledged.

 9. Save and close the workbook, then exit Excel.

The hospital where Josephine works is sponsoring a bike-a-thon to raise money for the South-

west Care House, which serves as a home away from home for families of critically ill children. 

Josephine is asking friends, family, and neighbors to support her by pledging a certain amount 

for every mile she rides. She is using a worksheet to keep track of the donation pledges and to 

calculate how much money she collects. 

Objectives Practiced

 Unfreeze panes.  Delete rows.

 Create formulas using absolute references.  Use functions.

EXCEL PROJECT 27: Using Calculations in a 

Donation Log

 Hint

You create an absolute 
reference by typing a 
dollar sign before the 
column letter and/or row 
number.

 Hint Use the COUNT function.
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 1. Open EX Project 28.xlsx from the folder containing your data files, and save it as 

Donation Chart XXX.xlsx (replace XXX with your initials).

 2. Create a 2-D Line chart using the data in E3:F13.

 3. Move the chart to a new sheet titled Amounts Chart.

 4. Change the chart type to a Clustered Column.

 5. Change the chart layout to Layout 5.

 6. Hide the primary vertical axis title.

 7. Change the chart title to Amounts.

 8. Change the format of the chart title to the WordArt style Gradient Fill – Gray, Outline – Gray. 

 9. Display horizontal gridlines for major and minor units.

 10. Save and close the workbook, then exit Excel.

Josephine decides to add a chart to the worksheet she has created to track her bike-a-thon 

donations so that she can visually compare the amounts pledged with the amounts collected.  

Objectives Practiced

 Create a chart.

 Modify a chart.

 Insert WordArt in a chart title.

EXCEL PROJECT 28: Adding a Chart to a Donation Log 
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 1. Open EX Project 29.xlsx from the folder containing your data files, and save it as 

Grade Book XXX.xlsx (replace XXX with your initials).

 2. Enter a formula using a function in cell B22 to calculate the average of the grades in 

cells B3:B21.

 3. Copy the formula in cell B22 to cells C22, G22, and J22.

 4. Format cells B22:L22 as Number with two decimal places.

 5. Apply conditional formatting in cells B3:C21 to format the top 10 grades with Green Fill with 

Dark Green Text.

 6. Apply conditional formatting in cells B3:C21, to format the bottom 10 grades with Light Red 

Fill with Dark Red Text.

 7. Apply conditional formatting in cells G3:G21 to format grades less than 70 with a Red Border.

 8. Apply conditional formatting in cells J3:J21 to format the grades with a Green – Yellow – Red 

Color Scale.

 9. Save and close the workbook, then exit Excel.

Mr. Kirilov uses a worksheet to record grades for the literature class he teaches one evening a 

week at the local junior college. Using Excel allows him to easily calculate the class averages 

and to use conditional formatting to analyze his students’ grades.

Objectives Practiced

 Use functions.

 Copy formulas.

 Apply conditional formatting.

EXCEL PROJECT 29: Finding Averages and Using 

Conditional Formatting in a Grade Book 

Critical Thinking
Open the Grade Book XXX.xlsx fi le. Clear the rules from cells J3:J21, and use conditional format-

ting to format the cells with a Four Arrows (Colored) icon set. Save and close the workbook.
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 1. Open EX Project 30.xlsx from the folder containing your data files, and save it as 

Energy Sources XXX.xlsx (replace XXX with your initials).

 2. Create a 3-D pie chart to display the data in cells A3:B7. 

 3. Modify the chart so that it matches the one shown below.

Yvonne is researching renewable and alternative fuels for a project in science class. She wants 

to determine what percentage of U.S. energy consumption is produced by renewable sources, 

such as solar energy and wind energy. She gathers the most recent data in a worksheet, and then 

decides to use a pie chart to illustrate the fi gures.

Objectives Practiced

 Create a chart.  Modify a chart.

EXCEL PROJECT 30: Creating and Modifying a 

Pie Chart

Change the chart

style to a black-

and-white style

Display legend

on the left

Add a title

Add data labels

centered on the

data points

 4. Save and close the workbook, then exit Excel.

Critical Thinking
Open the Energy Sources XXX.xlsx fi le. Visit the Energy Information Administration site at 

www.eia.doe.gov/fuelrenewable.html, and perform a search using the phrase renewable energy 

consumption to locate the most current data about the percentages of renewable energy con-

sumed in the United States. Change the data in B3:B7 accordingly. Save and close the workbook.

www.eia.doe.gov/fuelrenewable.html
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Objectives Practiced

 Adjust column widths.  Find and replace data.

 Insert rows.  Use the fi ll handle.

 Format cells.  Freeze panes.

EXCEL PROJECT 31: Editing a List of Presidents

In your American History class, you are learning about the presidents. Your teacher, Mr. Medav, 

asks each student to compile a list of all the presidents of the United States. Because this is a 

long list, you decide to use Excel to create the list so you can work with it easily.  

 1.  Open EX Project 31.xlsx from the folder containing your data files, and save it as 

Presidents List XXX.xlsx (replace XXX with your initials).

 2.  Insert a new row above row 1. Enter Presidents in cell A1, and enter Dates in cell B1.

 3.  Change the font in cells A1:B1 to Cambria, 14 point, bold.

 4.  Insert a new row between rows 9 and 10. Enter William Henry Harrison in cell A10, and enter 

1841 in cell B10.

 5.  Find each instance of Jim in the worksheet, and replace it with James.

 6.  Insert a new column to the left of column A.

 7.  Enter 1 in cell A2, and enter 2 in cell A3.

 8.  Select cells A2:A3, and then use the fill handle to fill the cells to A45.

 9.  Freeze the top row of the worksheet.

 10.  Save and close the workbook, then exit Excel.

Critical Thinking
Open the Presidents List XXX.xlsx fi le. Add a new column between columns A and B. Enter Vice 

Presidents in cell B1. Research online the vice presidents that served with each president, and 

enter that information in column B (B2:B25). Save and close the workbook.
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 1.  Open EX Project 32.xlsx from the folder containing your data files, and save it as 

Insurance Plan XXX.xlsx (replace XXX with your initials).

 2.  Check the spelling of the worksheet, and correct any errors.

 3.  Insert new rows above row 7, above row 6, above row 5, above row 4, and above row 3. 

 4.  Enter 100 in cell B3, and then copy it to cells B5, B7, B9, B11, and B13.

 5.  Place a top border in cells A2:D2, A4:D4, A6:D6, A8:D8, A10:D10, A12:D12, and A14:D14.

 6.  Refer to the figure below, and enter the values shown in cells C3:D3, C5:D5, C7:D7, C9:D9, 

C11:D11, and C13:D13.

Sylvia works at Dellamore Insurance. The company has a new property insurance plan designed 

for students living away from their parents, either on or off campus. Sylvia is creating a work-

sheet of the annual premiums based on the deductible and the insured amount.

Objectives Practiced

 Check spelling.  Format cells.

 Insert rows.  Enter data.

EXCEL PROJECT 32: Formatting an Insurance 

Worksheet 

 Hint

To hide worksheet 
gridlines, deselect the 
Gridlines check box in 
the Show/Hide group on 
the View tab.

 7.  Hide the gridlines on the worksheet.

 8.  Save and close the workbook, then exit Excel.
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 1.  Open EX Project 33.xlsx from the folder containing your data files, and save it as 

Volunteer Stats XXX.xlsx (replace XXX with your initials).

 2.  Insert a Hierarchy SmartArt graphic.

 3.  Delete the lower-left shape of the SmartArt graphic, then use the following outline to enter the 

text in the remaining shapes of the Hierarchy SmartArt graphic.

  • Type of Assignment

 • International

    • 3,786

 • National

    • 1,861

 4.  Change the style of the graphic to 3-D Powder.

 5.  Delete rows 5 through 8 in the worksheet.

Matthias is a marketing assistant for an international organization that manages humanitarian 

projects and promotes the growth of volunteerism within communities. He is using Excel to 

compile statistics that he will distribute to potential volunteers and donors. He wants to use 

SmartArt to visually communicate some of the information.

Objectives Practiced

 Create a SmartArt graphic.

 Modify a SmartArt graphic.

EXCEL PROJECT 33: Modifying a SmartArt 

Organization Chart



39

 6.  Move the SmartArt graphic so that it is positioned in cells A12:C26. Your worksheet should 

look similar to the one shown in the figure below.

EXCEL PROJECT 33: Modifying a SmartArt 

Organization Chart

 7.  Save and close the workbook, then exit Excel.
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 1.  Open EX Project 34.xlsx from the folder containing your data files, and save it as 

Career Sites XXX.xlsx (replace XXX with your initials).

 2.  Adjust the width of columns A through E to 19 (138 pixels).

 3.  Select the range B2:E24, format it as Table Style Light 4, and specify that the table has 

headers.

 4.  Convert the table to a normal range.

 5.  Change the cell style of cells A1:B1 to Accent3 and the font size to 20.

 6.  Format column E as Short Date.

 7.  Save and close the workbook, then exit Excel.

Fiona recently lost her job when the company she worked for was restructured and downsized. To 

help stay organized in her search for a new job, Fiona has created a worksheet in Excel to keep 

track of the career Web sites where she posts her resume.

Objectives Practiced

 Adjust column widths.

 Use table styles.

 Apply cell styles.

EXCEL PROJECT 34: Formatting a Worksheet

Critical Thinking
Open the Career Sites XXX.xlsx fi le. Search online for career Web sites (such as 

www.CareerBuilder.com). Find at least three sites where you would be interested in posting 

a resume, and list them in cells A3:A5. Save and close the workbook.

www.CareerBuilder.com


41

 1.  Open EX Project 35.xlsx from the folder containing your data files, and save it as 

Bike Tracking XXX.xlsx (replace XXX with your initials).

 2.  In cell E2, enter the formula =B2, and then copy the formula to cell F2.

 3.  In cell E3, enter a formula that adds the number of days Miguel rode to work this week (cell 

B3) to his total number of days ridden to work so far (cell E2).

 4.  Copy the formula in cell E3 to cells E4:E11.

 5.  Copy the formulas in cells E3:E11 to cells F3:F11.

 6.  Use the data in D1:F11 to create a 2-D Line with 

Markers chart.

 7.  Resize and move the chart so it fits in cells H2:R23.

 8.  Add a primary horizontal axis title labeled Week.

 9.  Add a rotated primary vertical axis title labeled Days.

 10.  Save and close the workbook, then exit Excel.

Miguel and his roommate Dana were inspired by a recent bike-to-work community event that 

encouraged commuter cycling. They set a goal to ride their bikes to work an average of three 

times per week. Miguel and Dana use a spreadsheet to track their progress.

Objectives Practiced

 Enter and copy formulas.

 Create and modify a line chart.

EXCEL PROJECT 35: Creating a Line Chart to Track 

Commuter Cycling

 Hint

After completing steps 4 
and 5, Miguel’s total miles 
at week 10 is 32, and 
Dana’s total miles at 
week 10 is 28.
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 1. Open EX Project 36.xlsx from the folder containing your data files, and save it as 

Housing Calculator XXX.xlsx (replace XXX with your initials).

 2. Enter 3,800 in cell B1. Format the cell with the Accounting number format using zero 

decimals places.

 3. Enter 1,250 in cell B2. Format the cell with the Accounting number format using zero 

decimal places.

 4. Enter a formula in cell B4 that divides the amount spent on rent/mortgage (cell B2) by the 

amount of income per month (cell B1). Format the cell with the Percentage number format 

using zero decimal places.

 5. In cell B5, enter a formula that multiplies income per month (cell B1) by 0.25. Format the cell 

with the Accounting number format using zero decimal places.

 6. In cell B6, enter a formula that multiplies income per month (cell B1) by 0.30. Format the cell 

with the Accounting number format using zero decimal places.

 7. Display the formulas in the worksheet.

 8. Check the worksheet formulas for errors, and 

correct any that you find.

 9. Display the values in the worksheet.

 10. Save and close the workbook, then exit Excel.

Diane works for a debt consolidation service. One of her responsibilities is to provide credit 

counseling and personal budgeting advice to people who want to regain control of their fi nances 

and improve their credit rating. She is creating a simple calculator in Excel to determine if 

clients are spending the recommended percentage of their monthly income on housing. 

Objectives Practiced

 Enter formulas in a worksheet.

 Review formulas.

EXCEL PROJECT 36: Entering and Reviewing 

Formulas in a Housing Calculator

 Hint
The Error Checking com-
mand is located in the 
Formula Auditing group on 
the Formulas tab.
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 1. Open EX Project 37.xlsx from the folder containing your data files, and save it as 

Book Costs XXX.xlsx (replace XXX with your initials).

 2. In cell C3, enter a formula to divide the total printing cost (cell B3) by the number of books 

(cell A3) to calculate the cost to print each book. Copy the formula in cell C3 to cells C4:C6. 

Format cells C3:C6 with the Accounting number format using two decimals.

 3. In cell D3, enter 18.95 as the retail price per book. Copy the amount in cell D3 to cells D4:D6. 

Format cells D3:D6 with the Accounting number format using two decimals.

 4. In cell E3, enter a formula that subtracts the cost to print each book (cell C3) from the retail 

price per book (cell D3) to calculate the net profit per book. Copy the formula in cell E3 to 

cells E4:E6. 

 5. In cell F3, enter a formula that divides the cost to 

print each book (cell B3) by the net profit per book 

(cell E3) to calculate the number of books Ross 

would have to sell to reach his breakeven point. 

Copy the formula in cell F3 to cells F4:F6. Format 

cells F3:F6 with the Number format using zero decimals.

 6. In cell G3, enter a formula that multiplies the number of books (cell A3) by the net profit per 

book (cell E3) to calculate the total net profit. Copy the formula in cell G3 to cells G4:G6. 

Format cells G3:G6 with the Accounting number format using zero decimals. 

 7. Freeze the top row of the worksheet.

 8. Save and close the workbook, then exit Excel.

Ross just fi nished writing his fi rst book. He is having diffi culty fi nding an appropriate publisher, 

so he wants to investigate the cost of self-publishing the book. Ross contacted a printer and is 

entering the fi gures he received into a worksheet to help him evaluate this option.

Objectives Practiced

 Enter formulas.  Freeze the top row.

EXCEL PROJECT 37: Creating Formulas in a Profit 

Projection Worksheet

 Hint

The breakeven point is the 
number of units that must 
be sold in order to pro-
duce a profi t of zero, while 
recovering all associated 
costs.
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 1. Open EX Project 38.xlsx from the folder containing your data files, and save it as 

Book Costs 2 XXX.xlsx (replace XXX with your initials).

 2. Copy cells A3:G7 to cells A9:G13.

 3. Change the text in cell A9 to Hardcover.

 4. Enter the hardcover book costs as follows:

  Cell B10: 10,200

  Cell B11: 11,835

  Cell B12: 13,176

  Cell B13: 14,696

 5. Change the value in cell D10 to 24.95. Copy the amount in cell D10 to cells D11:D13.

 6. Insert a column before column F, and enter Profit Percentage in cell F1.

 7. In cell F4, enter a formula that divides the net profit per book (cell E4) by the retail price per 

book (cell D4).

 8. Copy the formula in cell F4 to cells F5:F7 and to cells F10:F13. Format cells F5:F7 and 

F10:F13 with the Percentage number format using two decimals.

 9. Save and close the workbook, then exit Excel.

Ross is not sure if he would want to publish his book with a soft cover. He contacts the printer 

to get more information about how much it would cost for a hardcover edition. In the worksheet, 

Ross copies and revises the original fi gures so he can compare costs and profi ts. 

Objectives Practiced

 Copy and paste data.

 Edit data.

 Create and copy formulas.

EXCEL PROJECT 38: Revising a Profit Projection 

Worksheet 
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 1. Create a new blank workbook and save it as Popcorn Test XXX.xlsx (replace XXX with your 

initials) in the location where you store your data files.

 2. Enter the data shown in the figure below.

For her science fair project, Grace is testing four brands of popcorn to determine which one 

leaves the fewest kernels unpopped. She is entering her test results into a worksheet so that she 

can use the data to create a chart.  

Objectives Practiced

 Create a worksheet.

 Create and modify a chart.

 Insert an illustration.

EXCEL PROJECT 39: Creating and Modifying a 

Column Chart 

 3. Use the data in cells A1:E4 to create a 2-D Clustered Column chart.

 4. Change the chart style to Style 41.

 5. Add the chart title Unpopped Kernels above the chart, and apply the WordArt format 

Gradient Fill – Gray, Outline – Gray to the title.

 6. Display Vertical Gridlines for Major units. Deselect the chart.

 7. Insert the popcorn.jpg picture from the folder containing your data files, and position it so that 

it appears in cells B8:D21.

 8. Hide the worksheet gridlines.

 9. Save and close the workbook, then exit Excel.

 Hint

To hide worksheet 
gridlines, deselect the 
Gridlines check box in 
the Show/Hide group on 
the View tab.
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EXCEL PROJECT 40: Reviewing and Editing Formulas

Objectives Practiced

 Review formulas.

 Edit formulas.

Adrian works for a fi rm that develops Web applications. He is creating a template in Excel to 

estimate project costs for clients. There are several error values in the worksheet. Before he 

begins using the template, Adrian needs to check for errors and troubleshoot the formulas.

 1. Open EX Project 40.xlsx from the folder containing your data files, and save it as 

Project Estimate XXX.xlsx (replace XXX with your initials).

 2. Open the Error Checking dialog box.

 3. Correct the error in cell D3 by deleting the word hours from cell B3.

 4. Resume the error checking, and correct the formula in cell D5 by copying the formula from 

the cell above.

 5. Resume the error checking, and correct the error in cell D8 by editing the formula in the 

formula bar to read =C8*B8.

 6. Resume the error checking, and correct the error in cell D10 by editing the formula in the 

formula bar to read =C10*B10.

 7. Click OK when the error check is complete to close the Error Checking dialog box.

 8. Display the formulas in the worksheet.

 9. Save and close the workbook, then exit Excel.
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 1. Open PPT Project 1.pptx from the folder containing your data files, and save it as 

Job Interview XXX.pptx (replace XXX with your initials).

 2. Display slide 3.  

 3. In the fifth item of the bulleted list, select the text show your interest and type be mindful of 

your body language.

 4. Display slide 2. In the first bullet, delete the text Arrive 15 minutes early.

 5. In the seventh bullet, position the insertion point after the word sites. Delete the period and 

insert a space. Type the word that, and then lowercase the P in Potential. Delete the text these 

sites to learn more about you. 

 6. View the presentation in Slide Sorter view.

 7. Click slide 3. Use the drag-and-drop feature to move slide 3 into position between 

slides 1 and 2.  

 8. Switch to Normal view and display slide 3.

 9. Insert a new slide after slide 3 with the 

Title Only layout.

 10. Replace the placeholder text with Good Luck!

 11. Save and close the presentation, then exit PowerPoint.

Noah is a recruiter for a large company. He will be attending a job fair in Seattle, and he sent in 

a proposal to present a workshop on job interviewing skills. His proposal was accepted, so now 

he needs to make a few changes to a presentation he has used before for similar workshops.    

Objectives Practiced

 Navigate a PowerPoint presentation.  Rearrange slides in Slide Sorter view.

 Enter and edit text on a slide.  Insert a slide.

 Change the view.

POWERPOINT PROJECT 1: Editing Slide Content and 

Rearranging Slides

 Hint
To insert a slide, click the 
New Slide button arrow 
in the Slides group on the 
Home tab.



2

 1. Open PPT Project 2.pptx from the folder containing your data files, and save it as 

Preston Oaks XXX.pptx (replace XXX with your initials).

 2. Insert a slide after slide 1 with the Two Content layout.

 3. Type Introduction as the title.

 4. Type the following bulleted list in the left placeholder.

  • About Us

  • Academics

  • Athletics

  • Alumni

  • Admissions Process

 5. Change the slide layout to Title and Content.

 6. Delete slide 6.

 7. Switch to Slide Sorter view and move slide 3 into 

position between slides 5 and 6.

 8. Switch to Notes Page view and display slide 4. 

Tawana is the director of admissions for Preston Oaks Academy, a private high school. The 

school is hosting an information night next week for prospective students and their parents. 

Tawana is creating a presentation on what the school has to offer. 

Objectives Practiced

 Insert and delete slides.  Rearrange slides in Slide Sorter view.

 Enter text on a slide.  Add notes in Notes Page view.

 Change slide layout.  View a presentation.

POWERPOINT PROJECT 2: Inserting and Deleting 

Slides and Adding Speaker Notes 

 Hint
To change the layout of a 
slide, click the Layout but-
ton in the Slides group on 
the Home tab.
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POWERPOINT PROJECT 2: Inserting and Deleting 

Slides and Adding Speaker Notes 
 9. Type the following text in the Notes pane:

  Discuss some of the popular electives, such as fine art, journalism, speech, health, computers 

and applications, environmental science, and career exploration. 

 10. Switch to Normal view.

 11. View the entire presentation in Slide Show view.

 12. Save and close the presentation, then exit PowerPoint.
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 1. Download the Certificate of training completion template from the Microsoft Office Online Award 

certificates category in the New Presentation dialog box, and save it as Certificate XXX.pptx 

(replace XXX with your initials) in the location where you store your data files.

 2. On slide 1, replace the Company Name placeholder with the text National Choice Marketing.

 3. Replace the Employee Name placeholder with Calloway Peterson.

 4. Replace the Class Name placeholder with Team Leadership Strategies.

 5. Replace the Presenter Name and Title placeholder with Skylar Sezin, Corporate Trainer.

 6. Apply a Text Shadow to National Choice Marketing.

 7. Apply bold to Certificate of Completion and change the font size to 44 point.

 8. Change the font color of Calloway Peterson to orange.

 9. Change the font size of Team Leadership Strategies to 32 point.  

 10. Print the certificate.  

 11. Save and close the presentation, then exit PowerPoint.  

Skylar Sezin is a corporate trainer who provides professional development training for large 

companies. She just completed a series of leadership workshops for National Choice Marketing, 

and wants to create a personalized certifi cate for each person who completed the course. 

Objectives Practiced

 Create a presentation from a template.  Format text.

 Enter text on a slide.   Print a presentation.

POWERPOINT PROJECT 3: Creating an Award 

Certificate from a Template

Critical Thinking
Open the Certifi cate XXX.pptx fi le. Use the Duplicate Selected Slides command to make a copy 

of the slide. Change the employee name to your name on the new slide. Save and close the 

presentation.
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 1. Open PPT Project 4.pptx from the folder containing your data files, and save it as 

eCycling Project XXX.pptx (replace XXX with your initials).

 2. Click the Outline tab, and add the following bullet to the content on slide 5:

  •  The major competition in our industry, Mega City Company, implemented a similar program 

last year. 

 3. Click the Slides tab and then click slide 4.

 4. Cut the third bulleted item that begins with Provide. . . .

 5. Display slide 2 and position the insertion point in the blank line after the third bulleted item, 

and paste the text you cut from slide 4.  

 6. View the presentation in Slide Master view. 

 7. Click the second thumbnail in the left pane (Title Slide Layout), click the Click to edit Master 

title style placeholder, and change the font color to orange.

 8. Click the third thumbnail in the left pane (Title and Content Layout), click the Click to edit 

Master title style placeholder, and change the font color to orange.

Jennifer and Nate just began implementing a company-wide eCycling program at Oriel Company. 

Jennifer is creating a presentation to inform the board and others at the company on the status 

of the program. 

Objectives Practiced

 Enter text on a slide in the Outline tab.  Edit slide masters.

 Cut and paste text.  Check spelling.

POWERPOINT PROJECT 4: Working with the Outline 

Tab and Slide Master View to Edit a Presentation
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POWERPOINT PROJECT 4: Working with the Outline 

Tab and Slide Master View to Edit a Presentation

 9. Close Master view.

 10. Check the spelling of the presentation, and 

correct any spelling errors.

 11. Save and close the presentation, then exit 

PowerPoint.  Hint

The Spelling checker often 
identifi es names or words 
such as eCycling as pos-
sible misspelled words 
because they are not in 
the PowerPoint dictionary. 
Use the Ignore or Ignore 
All button to leave the 
name or word or click 
Add to add the word to 
the dictionary.
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 1. Download the Food pyramid presentation template that can be found by selecting Presentations 

in the category list in the left pane of the New Presentation dialog box, and then selecting 

Healthcare in the list of presentation types in the right pane. Save it as Food Pyramid XXX.pptx 

(replace XXX with your initials) in the location where you store your data files.

 2. View the entire presentation in Slide Show view.

 3. Switch to Slide Master view. Click the first thumbnail in the left pane (Slide Master), and apply 

bold to the Click to edit Master title style placeholder. 

 4. Change the font size of the Click to edit Master text styles placeholder to 20 point.

 5. Change the arrow bullet style for the first level of bullets to the filled square bullet style.

 6. Select all the text in the bulleted list placeholder, 

open the Bullets and Numbering dialog box, and 

change the bullet color to Turquoise.

 7. Change the font size of the Second level 

placeholder to 18 point and close Master view. 

 8. Delete slides 10, 11, and 12 and view the presentation again in Slide Show view.

 9. Save and close the presentation, then exit PowerPoint.

Deepak is a high school health teacher. He wants to teach his class about the Food Pyramid, and 

has found a PowerPoint template from Microsoft Offi ce Online that he can customize to present 

this information to his students. 

Objectives Practiced

 Create a presentation from a template.  Edit slide masters.

 View a presentation in Slide Show view.  Delete slides.

POWERPOINT PROJECT 5: Editing a Slide Master 

 Hint

Open the Bullets and 
Numbering dialog box by 
clicking the Bullets button 
arrow in the Paragraph 
group on the Home tab, 
and then clicking Bullets 
and Numbering.

Critical Thinking
Open the Food Pyramid XXX.pptx fi le. Create a custom bullet style for each level of bullets in 

the presentation. Save and close the presentation.
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 1. Open PPT Project 6.pptx from the folder containing your data files, and save it as 

Food Pyramid 2 XXX.pptx (replace XXX with your initials).

 2. Display slide 8, then replace the bulleted text on the slide with the bulleted text shown in the 

figure below.

Deepak is a high school health teacher who has been customizing a Microsoft Offi ce Online 

template for use in his health class. He has made some changes to the layout and design of the 

template, and now he will modify text on the slides and edit the presentation.

Objectives Practiced

 Enter text on a slide.  Check spelling.

 Find and replace text.  Print handouts.

POWERPOINT PROJECT 6: Finding and Replacing 

Text, Checking Spelling, and Printing Handouts
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POWERPOINT PROJECT 6: Finding and Replacing 

Text, Checking Spelling, and Printing Handouts

 3. Use Find and Replace to find the word serving and replace it with the word portion.

 4. Find the word approximately and replace all instances of it with the word about.

 5. Find the word Teenagers and replace all instances of it with the word Teens, being sure to 

match case.

 6. Delete slide 10.

 7. Check the spelling in the presentation and correct any errors.

 8. Print the presentation as a one-page handout (9 slides per page). 

 9. Save and close the presentation, then exit PowerPoint.

Critical Thinking
Open the Food Pyramid 2 XXX.pptx fi le. Visit www.mypyramid.gov and research the food 

groups. Add a bullet to each food group slide that describes the health benefi ts of each group. 

Save and close the presentation.

www.mypyramid.gov


10

 1. Open a blank PowerPoint presentation, and save it as Energy XXX.pptx (replace XXX with your 

initials) in the location where you store your data files.

 2. Type the following text as the title on the first slide: Now is the time to switch to Green Meadow 

Energy. Delete the subtitle placeholder.

 3. Insert a new slide with the Title and Content layout. 

Type Benefits of Switching as the title, and then 

type the following bulleted list as the slide content:

  • New low price of 12¢ per kWh

  • Price guarantee for 2 years

  • 25% Wind Power

 4. Insert a new slide with the Title and Content layout. Type New Low Price as the title, and then 

type the following bulleted list as the slide content:

  • 12¢ per kWh is our lowest in 5 years

  • For new customers only 

 5. Insert a new slide with the Title and Content layout. Type Price Guarantee as the title, and then 

type the following bulleted list as the slide content:

  • For a limited time, we guarantee your price won’t change for 2 years

Nigel is a sales representative for Green Meadow Energy. Next week he will be representing his 

company at a trade show. The company is running a special promotion to attract new customers. 

Nigel wants to create a slide show about the promotion to run in the company’s booth.  

Objectives Practiced

 Create a new blank presentation.  Enter text on slides.

 Insert slides.  Apply a theme.

POWERPOINT PROJECT 7: Creating a Presentation

 Hint
To insert the ¢ symbol, use 
the Symbol button in the 
Text group on the Insert 
tab.
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POWERPOINT PROJECT 7: Creating a Presentation

 6. Insert a new slide with the Title and Content layout. Type Wind Power as the title, and then 

type the following bulleted list as the slide content:

  • You will be purchasing 25% wind power, an eco-friendly source of energy 

 7. Insert a new slide with the Title Slide layout. Type Switching is FREE as the title, and then type 

Offer ends June 30, 2013 as the subtitle.

 8. Apply the Foundry theme to the presentation.

 9. Check the spelling in the presentation, and correct any errors.

 10. Save and close the presentation, then exit PowerPoint.
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 1. Open PPT Project 8.pptx from the folder containing your data files, and save it as 

Energy 2 XXX.pptx (replace XXX with your initials). 

 2. Change the theme to Concourse, change the theme colors to Foundry, and change the theme 

fonts to Civic.

 3. Switch to Slide Master view, and click the first thumbnail in the left pane (Concourse Slide 

Master). 

 4. Change the font size of the Click to edit Master title style placeholder to 44 point, and then 

center it.

 5. Change the font size of the Click to edit Master text styles placeholder to 36 point.

 6. Click the second thumbnail in the left pane (Title Slide Layout), change the font size of the 

Click to edit Master title style placeholder to 54 point, and then center it. 

 7. Center the Click to edit Master subtitle style placeholder. 

 8. Close Master View, and display slide 2.

 9. Select the bulleted list on slide 2. Right-click it and convert it to a SmartArt graphic using the 

Vertical Block List style.

Nigel is putting the fi nishing touches on a slide show that will be used in his company’s booth at 

a trade show. Green Meadow Energy is offering a special promotion for new customers, and Nigel 

wants the slide show to run continuously during the event to attract customers.

Objectives Practiced

 Apply a theme.  Convert a list to a SmartArt graphic.

 Modify a theme.  Modify slide advance transitions.

 Customize slide masters.  Set up a slide show to loop continuously.

POWERPOINT PROJECT 8: Customizing a Theme, 

Adding SmartArt, and Applying Transitions 
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POWERPOINT PROJECT 8: Customizing a Theme, 

Adding SmartArt, and Applying Transitions 

 10. Set the presentation to advance slides automatically 

after 5 seconds, and apply this setting to all slides. 

Remove the check mark from the On Mouse Click 

setting.

 11. Open the Set Up Show dialog box, and set up the 

slide show to Advance slides Using timings, if 

present and to Loop continuously until ‘Esc.’

 12. View the slide show from the beginning.

 13. Save and close the presentation, then exit PowerPoint.

 Hint
The Advance Slide 
settings are located on 
the Animations tab.

 Hint
The Set Up Slide Show 
command is located in the 
Set Up group on the Slide 
Show tab.
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 1. Open PPT Project 9.pptx from the folder containing your data files, and save it as 

Water Conservation XXX.pptx (replace XXX with your initials). 

 2. Change the theme to Flow.

 3. Display slide 3, and change the chart style of the chart to Style 2.  

 4. Select the pie chart, and add data labels using the Outside End option.

 5. Display slide 1, and apply the Wipe Down transition.

 6. Display slide 2, and apply the Wipe Right transition. 

 7. Display slide 3, and apply the Wheel, Clockwise, 1 Spoke transition.

 8. Display slide 4, and apply the Box Out transition.

 9. Display slide 5, and apply the Split Vertical In transition.

 10. Display slide 6, and apply the Split Vertical Out transition. 

 11. Select the content placeholder on slide 6, and 

add a custom animation entrance effect using 

the Blinds option.

 12. View the presentation from the beginning.

 13. Save and close the presentation, then exit 

PowerPoint. 

Martie has been hired as a water conservation specialist for the county of Mariposa. One of her 

responsibilities is to educate people about water use and conservation in her county. She will 

be presenting at a school assembly next week, and wants to modify a presentation used by the 

person who previously held her position.   

Objectives Practiced

 Apply a theme.  Add transitions.

 Modify a chart.  Add a custom animation effect.

POWERPOINT PROJECT 9: Enhancing a Presentation 

Using Animation and Transition Effects

 Hint

To add an effect, click the 
Custom Animation button 
in the Animations group on 
the Animations tab, click 
the Add Effect button in 
the Custom Animations 
task pane, and then select 
an option from the menus. 
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 1. Open PPT Project 10.pptx from the folder containing your data files, and save it as 

Driver Safety XXX.pptx (replace XXX with your initials). 

 2. Display slide 2. 

 3. Click the Clip Art icon in the right content placeholder. Search the Clip Art task pane using the 

keywords safety belts, and insert the picture of the man putting on a seat belt. Close the Clip 

Art task pane.

 4. Apply the Reflected Bevel, Black picture style to the clip art.

 5. Display slide 4.

 6. Click the Clip Art icon in the right placeholder, and search the Clip Art task pane using the 

keywords red lights. Insert the picture of the red traffic light with clouds behind it, and close 

the Clip Art task pane.

 7. Apply the Reflected Bevel, Black picture style to the clip art.

 8. Display slide 8, and change the slide layout to Two Content. 

 9. Click the Clip Art icon in the right content placeholder. Search the Clip Art task pane using the 

keywords car maintenance, and insert the picture of the woman with the oil stick in her hand.

 10. Apply the Reflected Bevel, Black picture style to the clip art, and close the Clip Art task pane.

 11. Save and close the presentation, then exit PowerPoint.

Thomas was in a terrible car accident when he was 16, just after getting his driver’s license. 

After many months, he fi nally recovered from his injuries. Now Thomas is a doctor; he speaks to 

groups about driver’s safety and shares his own story. Thomas wants to add clip art to his driver’s 

safety slide show.       

Objectives Practiced

 Insert and modify clip art.

 Change slide layout.

POWERPOINT PROJECT 10: Adding Clip Art to 

a Presentation
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 1. Open a new blank PowerPoint presentation, and save it as Book Report XXX.pptx 

(replace XXX with your initials) in the folder containing your data files.

 2. Type the title and author of a book you’ve read on the title slide. 

 3. Insert additional slides to describe the setting, characters, main events, problem or conflict, 

conclusion, and your opinion of the book. The presentation should include a minimum of 

seven slides.

 4. Choose a theme for your presentation and customize it as appropriate.

 5. Insert at least one piece of clip art into the presentation.

 6. Add transitions and/or animations where appropriate.

 7. Check the spelling and correct any errors.

 8. Save and close the presentation, then exit PowerPoint.

It is important to be able to take in information, evaluate it, and then act on it or express it to 

others. Almost any career you choose will require you to process information of some kind in this 

manner. Being able to communicate information and opinions clearly is an asset that can benefi t 

you in every area of your life. In this project, you will create a presentation that describes a book 

that you have read and your opinion about the book. Be prepared to present it to the class.        

Objectives Practiced

 Insert slides.  Insert transitions and animations.

 Apply a theme.  Check the spelling of a presentation.

 Insert clip art.

POWERPOINT PROJECT 11: Creating a Book 

Report Presentation
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 1. Open the New Presentation dialog box in PowerPoint. Type recommend a strategy in the Search 

Microsoft Office Online for a template box, and then click the Start searching button. 

 2. Download the Business strategy presentation, and save it as Web Strategy XXX.pptx 

(replace XXX with your initials) in the location where you store your data files.

 3. Display slide 1, and then replace the slide title Recommending a Strategy with Web Site 

Maintenance Strategy.

 4. Replace the subtitle Ideas for Today and Tomorrow with Urban Office Properties.

 5. Display slide 2, and then replace the bulleted item with the text Urban Office Properties will 

have a comprehensive Web site that provides current and accurate information for customers 

and employees.  

 6. Display slide 3, and then replace the bulleted list with the following:

  • Our goal is to have a current and accurate Web site at all times. 

  • The objective is to determine the best way to reach our goal. 

 7. Display slide 4, and then replace the bulleted list with the following:

  •  The company that was contracted to maintain our Web site, Connection Web Services, has 

gone out of business. 

  • Our graphic designer has been making simple changes as needed.

  • We need the services of a Web developer to make upgrades and software changes. 

The company that created and maintained the Web site for Urban Offi ce Properties recently went 

out of business. Warner, the marketing director of Urban Offi ce Properties, is evaluating options 

for continuing the company’s Web presence. He wants to create a slide show to present the 

information to senior executives.          

Objectives Practiced

 Locate an appropriate template.

 Enter text on slides.

 Delete slides.

POWERPOINT PROJECT 12: Creating a Presentation 

from a Template
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POWERPOINT PROJECT 12: Creating a Presentation 

from a Template

 8. Delete slide 5.

 9. On the new slide 5, replace the bulleted list with the following:

  •  Continue having our graphic designer update the site as needed, and hire a developer for 

software changes.

  • Hire a full-time Web developer to maintain the entire site.

  • Hire a contractor to maintain the entire site on an as-needed basis.

  • Hire a company to maintain the entire site.

 10. Save and close the presentation, then exit PowerPoint.
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 1. Open PPT Project 13.pptx from the folder containing your data files, and save it as 

Web Strategy 2 XXX.pptx (replace XXX with your initials).

 2. Display slide 6. In the second bulleted item under Advantages, replace the word most 

with simple. 

 3. Correct the wavy red underlined misspelled word 

under the Disadvantages heading.

 4. Display slide 7. Move the bulleted item 

$80,000 for employee from the Disadvantages list 

into position as the first bulleted item under Costs.

 5. Display slide 8, and use the Format Painter to copy the format of the bulleted list under 

Advantages and apply it to the bulleted list under Disadvantages.

 6. Display slide 9. In the second bullet under Disadvantages, replace the r in charges with an n 

and replace the words right away with immediately.

 7. Display slide 10. Correct the wavy red underlined misspelled word in the second bulleted item.

 8. On slide 10, select the hollow round bulleted list, apply the Filled Square bullet style, and 

change the font size to 28 point.

 9. View the presentation from the beginning.

 10. Save and close the presentation, then exit PowerPoint.

Warner has completed his research on the options available for maintenance of the corporate 

Web site, and he is ready to recommend a strategy. The presentation is almost complete, but he 

needs to go through it one more time to fi nd and fi x any errors. 

Objectives Practiced

 Edit and format text.  Use the Format Painter to copy formats.

 Correct spelling errors.  Format a bulleted list.

POWERPOINT PROJECT 13: Editing Slide Content

 Hint
Right-click a word with a 
wavy red underline and 
select the correct spelling 
on the shortcut menu.
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 1. Open PPT Project 14.pptx from the folder containing your data files, and save it as 

BMI XXX.pptx (replace XXX with your initials).

 2. Apply the Median theme to the presentation.  

 3. Delete slide 2.

 4. Insert a new slide after slide 3 with the Title and Content layout. 

 5. On the new slide, replace the title placeholder text with BMI Ranges and Weight Status Table.

 6. In the content placeholder, insert a table with 2 columns and 5 rows, and enter the following:

BMI Weight Status

Below 18.5 Underweight

18.5–24.9 Normal

25.0–29.9 Overweight

30.0 and above Obese

 7. Resize the table to 2" high and 4" wide.

 8. Move the table to the center of the slide.

 9. Apply the Medium Style 3 – Accent 2 Table Style.

 10. Save and close the presentation, then exit PowerPoint.

Sandra is a health educator at North East Hospital. She presents seminars on health-related 

topics to groups who are enrolled in the hospital’s various programs. Today Sandra will be 

discussing weight-related issues. She is planning to present a brief slide show to explain how 

to calculate one’s body mass index (BMI). 

Objectives Practiced

 Apply a theme to a presentation.  Insert and modify a table.

 Insert and delete slides.

POWERPOINT PROJECT 14: Inserting a Table on 

a Slide
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Objectives Practiced

 Insert a footer.  Modify slide masters.

 Insert a text box.

POWERPOINT PROJECT 15: Inserting a Footer and a 

Text Box in a Presentation

 1. Open PPT Project 15.pptx from the folder containing your data files, and save it as 

Presentations XXX.pptx (replace XXX with your initials).

 2. Open the Header and Footer dialog box, and click 

the Slide number and the Footer check boxes to 

select these options.

 3. In the Header and Footer dialog box, type Guidelines for Creating Effective PowerPoint 

Presentations in the footer text box, and select the option for applying the settings to all slides. 

 4. Switch to Slide Master view, and click the first thumbnail (Concourse Slide Master).

 5. Delete the date placeholder in the footer at the bottom of the slide.

 6. Resize the footer placeholder by dragging the middle handle on the right border of the place-

holder to the right until it is next to the slide number placeholder. All the text in the footer 

placeholder should now appear on one line.

 7. Switch to Normal view. 

 8. On slide 1, insert a text box above the title and type Training Providers International.

 9. Position the text box in the upper-right corner, leaving approximately a ½" margin at the top 

and a 1" margin to the right of the text box.

 10. Change the color of the text in the text box to Tan, Accent 1, Lighter 60%, and add a text 

shadow.

Martin is a seminar instructor for Training Providers International and will be conducting a work-

shop titled Guidelines for Creating Effective PowerPoint Presentations. He is fi nalizing his own 

PowerPoint presentation to use in the workshop.   

 Hint
The Header & Footer button 
is located in the Text group 
on the Insert tab.
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POWERPOINT PROJECT 15: Inserting a Footer and a 

Text Box in a Presentation

 11. View the presentation in Slide Show view.

 12. Save and close the presentation, then exit PowerPoint.

Critical Thinking
Open the Presentations XXX.pptx fi le. Insert the date in the footer using the format XX Month 

XXXX and set it to update automatically. On the slide master, move the date placeholder to the 

lower-left corner of the slide. Make any necessary adjustments. Save and close the presentation. 
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Objectives Practiced

 Insert a slide.   Insert and modify a chart.

POWERPOINT PROJECT 16: Inserting a Chart in 

a Presentation   

Devin is a safety educator for the nonprofi t organization National Coalition for Safe Kids. 

His organization will have a booth at a community festival, and Devin wants to create a brief 

presentation that he can show to small groups every half hour.    

 1. Open PPT Project 16.pptx from the folder containing your data files, and save it as 

Kids Safety XXX.pptx (replace XXX with your initials).

 2. Insert a new slide after slide 3 with the Title and Content layout.

 3. On the new slide, replace the title placeholder with Injuries by Wheeled Sport and change the 

font size to 36 point.

 4. Insert a Pie in 3-D chart in the content placeholder, and replace the data in the Excel 

worksheet with the following:

Injuries by Sport

Bicycles 70%

Skateboards 17%

Roller Skates 9%

Inline Skates 4%

 5. Remove the chart title.

 6. Show the legend at the top of the chart.

 7. Show data labels using the Best Fit option.

 8. Apply the Style 26 chart style.  

 9. Change the chart type to Doughnut. 

 10. Close the Excel program window, then view the presentation in Slide Show view.

 11. Save and close the presentation, then exit PowerPoint.  
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Objectives Practiced

 Modify a picture.  Insert and modify a SmartArt graphic.

POWERPOINT PROJECT 17: Modifying a Picture and 

Inserting a SmartArt Graphic 

Marin is the director of human resources for Slone Fashions. When new employees begin, they 

receive training specifi c to their job. Marin has decided it would be helpful for them to have an 

overview of the company as well, so she is creating a slide show for employee orientation. 

 1. Open PPT Project 17.pptx from the folder containing your data files, and save it as 

Orientation XXX.pptx (replace XXX with your initials).

 2. On slide 3, resize the photo to 4.5" high and 3.6" wide and apply the Compound Frame, Black 

picture style. Adjust the position of the picture, if necessary. 

 3. On slide 4, insert a SmartArt graphic using the Organization Chart from the Hierarchy category.

 4. Type Sasha Slone, President and CEO in the top shape. 

 5. Delete the shape below the top shape. Select the top shape again, and add two more shapes 

below on the second level so that there are five shapes on the second level.

 6. Moving left to right, type the following names and titles in the five shapes on the second level: 

  K. Giles, COO 

  R. Reiter, VP of Merchandising

  W. Warren, VP of Marketing

  D. Chen, CFO

  E. Sage, VP of Human Resources

 7. Resize the graphic to be about 4.4" high and 8.4" wide, then center the graphic on the slide.

 8. Apply the Moderate Effect SmartArt style, and change the colors to Colorful Range – Accent 

Colors 3 to 4.

 9. View the presentation in Slide Show view.

 10. Save and close the presentation, then exit PowerPoint.
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 1. Open PPT Project 18.pptx from the folder containing your data files, and save it as 

Orientation 2 XXX.pptx (replace XXX with your initials).

 2. On slide 5, insert a table with 2 columns and 6 rows and enter the following information into 

the table:

Clothing Accessories

Men’s Shoes

Women’s Handbags

Juniors Jewelry

Young Men’s Hosiery

Children’s Seasonal

 3. Apply the Light Style 1 – Accent 2 table style. 

 4. On slide 6, insert a chart using the 100% Stacked Column in 3-D style, and replace the 

sample data in the Excel worksheet with the following data:

Clothing Accessories Other

Q1 80 18 2

Q2 75 23 2

Q3 87 10 3

Q4 79 18 3

 5. Show the data labels on the chart.

 6. Change the chart type to 3-D Clustered Column.

Marin is almost fi nished with her employee orientation presentation for Slone Fashions. But she 

wants to include a table and a chart with information about products and sales.  

Objectives Practiced

 Insert and modify a table.  Insert and modify a chart.

POWERPOINT PROJECT 18: Inserting and Modifying 

Tables and Charts  
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POWERPOINT PROJECT 18: Inserting and Modifying 

Tables and Charts  

 7. View the entire presentation in Slide Show view.

 8. Save and close the presentation, then exit PowerPoint.
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 1. Research various careers on the Internet, by visiting Web sites such as the Bureau of Labor 

Statistics’ career information site at www.bls.gov/k12 or the Department of Labor’s Career 

Voyages site at www.careervoyages.gov. Choose a career that interests you, and gather informa-

tion for a presentation.

 2. Open a new blank PowerPoint presentation and save it as Career Exploration XXX.pptx 

(replace XXX with your initials) in the location where you store your data files.

 3. Type the career title and your name on the title slide. 

 4. Use the Outline tab or pencil and paper to plan a presentation that includes information on 

your chosen career, such as typical work hours, salary range, types of companies that usually 

employ people in this career (naming a few in your area if possible), the type of education or 

training that is required, how long it typically takes to complete the education and training, and 

the pluses and minuses to the career. Be sure to discuss why you feel you are well suited to 

this particular career. Your presentation should include a minimum of seven slides.

 5. Insert additional slides as necessary to complete the presentation you planned in Step 4.

 6. Choose and apply a theme for your presentation and customize it as appropriate.

 7. Insert at least one graphic, such as a piece of clip art, a table, SmartArt, or a chart in the 

presentation.

 8. Add transitions or animations where appropriate.

At Dale High School, the academic advisors begin working with students on career planning 

during sophomore year. Carol Higgins, one of the advisors, guides her students through the 

process of researching a career of interest by having them plan and create a PowerPoint 

presentation that the student will present to her and the student’s parents. 

POWERPOINT PROJECT 19: Planning and Creating 

a Presentation 

Objectives Practiced

 Insert slides.  Insert transitions and animations.

 Apply a theme.  Check the spelling of a presentation.

 Insert a graphic.

www.bls.gov/k12
www.careervoyages.gov
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 9. Check the spelling and correct any errors.

 10. Save and close the presentation, then exit PowerPoint.

POWERPOINT PROJECT 19: Planning and Creating 

a Presentation 
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 1. Open PPT Project 20.pptx from the folder containing your data files, and save it as 

Cell Phone Etiquette XXX.pptx (replace XXX with your initials). 

 2. Apply the Aspect theme and change the theme fonts to Office.

 3. With Slide 1 displayed, search the Clip Art task pane for the keyword calls, and insert the 

picture of the woman on a white background holding a cell phone out in front of her. Resize it 

and position it as shown in the figure below. 

Kendall is a corporate trainer who travels the country presenting workshops for large companies 

on various subjects. Lately, he has had several requests for a workshop on cell phone etiquette, 

so he is creating a slide show that he can use in a new course.  

Objectives Practiced

 Insert and modify clip art.  Insert a footer.

 Apply and modify a theme.  Insert transitions.

 Edit the slide master.

POWERPOINT PROJECT 20: Enhancing a 

Presentation with Clip Art and Transitions

 4. Apply the Center Shadow Rectangle picture style.

 5. Switch to Slide Master view, and select the first slide thumbnail (Aspect Slide Master) in the 

left pane.
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 6. Change the Click to edit Master title style to 48 point, and close Master view.

 7. Insert a footer that is displayed on all slides except 

the title slide. The footer should display the text 

Cell Phone Etiquette and show the slide number. 

 8. Apply the Random Transition effect to all slides.

 9. Display slide 3. Search the Clip Art task pane for the keyword ring, and insert the 

Telephone.wav sound file, setting it to start automatically. 

 10. Position the speaker icon after the word Calls in the title at the bottom of the slide.

 11. View the entire presentation in Slide Show view.

 12. Save and close the presentation, then exit PowerPoint.

POWERPOINT PROJECT 20: Enhancing a 

Presentation with Clip Art and Transitions

Critical Thinking
Open the Cell Phone Etiquette XXX.pptx fi le. Search the Clip Art task pane for a relevant 

picture, and insert it on the right side of slide 2. Apply an appropriate picture style. Save and 

close the presentation. 

Critical Thinking
Open the Cell Phone Etiquette XXX.pptx fi le. Insert a slide at the end of the presentation, enter 

the slide title Cell Phone Pet Peeves, and list three issues you have with cell phone usage. Save 

and close the presentation. 

 Hint
The Header & Footer button 
is located in the Text group 
on the Insert tab.
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 1. Open PPT Project 21.pptx from the folder containing your data files, and save it as 

John Chris Advertising XXX.pptx (replace XXX with your initials). 

 2. Open Slide Master view, and select the second thumbnail (Title Layout) in the left pane, 

if necessary.

 3. Copy the chess picture that appears on the Title Layout master, and paste it in the lower-right 

corner of the Section Header Layout master, which is the fourth thumbnail in the left pane.

 4. Close Master view and insert a new slide after slide 5 with the Section Header layout. 

 5. Replace the Click to Add Title placeholder with Services.

 6. Apply the Style 10 background style, located in the Background group of the Design tab.

 7. On slide 1, select the John Chris Advertising Strategies placeholder, and create a custom 

animation Emphasis effect using the Change Font Size option.

 8. On slide 2, select the Agency Overview placeholder, and create a custom animation Exit effect 

using the Fly Out option. Change the Direction option to To Right and the speed to Fast. Apply 

the same effect to the titles on slides 4 and 6.

 9. On slide 7, select Brand development, and create a custom animation emphasis effect using 

the Change Font Color option and change the Font Color to the red option. Apply the same 

effect to the other eight bulleted items in the list.

 10. View the presentation. 

 11. Save and close the presentation, then exit PowerPoint.

Chris is a partner at John Chris Advertising Strategies, where he always seeks new accounts for 

the fi rm. Chris is creating a presentation to show to potential clients. He wants to add special 

effects to capture attention while he is discussing the company. 

Objectives Practiced

 Customize slide masters.  Copy and paste graphics.

 Insert a slide.  Create custom animation effects.

POWERPOINT PROJECT 21: Creating Custom 

Animation Effects
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 1. Open PPT Project 22.pptx from the folder containing your data files, and save it as 

Paradygm Products Inc XXX.pptx (replace XXX with your initials). 

 2. On slide 3, insert a new column to the right of the 4th Quarter column in the table, and enter 

the following information:

% Change

0.1%

(0.7%)

0.2%

(0.4%)

(1.3%)

(10.9%)

 3. Adjust the width of the table to 7.58".

 4. On slide 3, insert a row below the Revenues row in the table, and enter the following 

information:

Cash Expense $1.8M 0.9%

 5. Apply the Medium Style 2 – Accent 1 table style to the table.

 6. On the Table Tools Design tab, in the Table Style Options group, click the Header Row and 

Banded Rows check boxes to select these options.  

Letha is creating a slide show to present to the board at the quarterly meeting of Paradygm 

Products, Inc. She has some new information to add, and she wants to format the tables 

attractively.   

Objectives Practiced

 Insert tables.  Modify tables.

POWERPOINT PROJECT 22: Inserting and Modifying 

Tables in a Presentation 
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 7. On slide 4, delete the Investment 3 row in the table.

 8. Adjust the border between columns 2 and 3 in the table so the two columns are of 

approximately equal width. 

 9. In the top row and bottom rows, merge the cells in columns 1 and 2.

 10. Apply the Medium Style 2 – Accent 1 table style.

 11. Apply the color Blue-Gray, Accent 1 fill to the bottom row in the table.

 12. Insert a table on slide 10 with 3 columns and 4 rows, and enter the following information:

Estimated % Change

Revenue Growth $14.2M (0.5%)

EPS $1.6M 0.7%

Capital Expenditures $12.5 0.3%

 13. Move the table to the center of the slide.

 14. View the presentation.

 15. Save and close the presentation, then exit PowerPoint. 

POWERPOINT PROJECT 22: Inserting and Modifying 

Tables in a Presentation 
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Objectives Practiced

 Insert and modify a chart.  Insert a footer.

POWERPOINT PROJECT 23: Inserting and Modifying 

a Chart

Letha has been working on a presentation for Paradygm Products, Inc. She just received some 

new information that she wants to include in the presentation as a chart.    

 1. Open PPT Project 23.pptx from the folder containing your data files, and save it as 

Paradygm Products Inc 2 XXX.pptx (replace XXX with your initials). 

 2. On slide 8, insert a Clustered Column chart, and replace the sample data in the Excel 

worksheet with the following data:

East West North

1st Qtr 20 31 50

2nd Qtr 27 39 47

3rd Qtr 90 35 45

4th Qtr 20 32 44

 3. Apply the Style 27 chart style.

 4. Resize the chart to 4  high and 7  wide, and position the chart in the middle of the slide.

 5. Change the chart type to Line with Markers.

 6. Apply the Style 35 chart style.

 7. Add data labels using the Center option.

 8. Insert a footer using the text Paradygm Products, Inc. Apply the footer to all slides, but do not 

display it on the title slide.

 9. View the presentation in Slide Show view.

 10. Save and close the presentation, then exit PowerPoint.

""



35

 1. Open a new blank PowerPoint presentation and save it as Scientific Method XXX.pptx 

(replace XXX with your initials) in the location where you store your data files.

 2. Create the first two slides for the presentation as shown in the figure below. Use the keyword 

emoticons in the Clip Art task pane to locate clip art.

Mr. Kline’s eighth-grade science class is preparing for the science fair. Mr. Kline wants to 

review the scientifi c method and get the students excited about choosing a project, so he 

decides to create a fun presentation to show in class.        

Objectives Practiced

 Create a new blank presentation.  Insert clip art.

 Insert slides.

POWERPOINT PROJECT 24: Inserting Slides and 

Clip Art in a New Presentation 

Change the layout

to Title and Content

Use the Two Content

layout for slide 2

Use Calibri 36

point for all

bulleted items

on all slides
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POWERPOINT PROJECT 24: Inserting Slides and 

Clip Art in a New Presentation 

 3. Create four more slides for the presentation as shown in the figure below. Use the Two Content 

layout for these four new slides, and use Calibri 36 point font for the bulleted items on the slides.

Increase the size of

the placeholder to

allow for more text

 4. Save and close the presentation, then exit PowerPoint.
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Objectives Practiced

 Apply a theme.  Add animations.

 Convert a bulleted list to a SmartArt graphic.  Insert an action button.

 Apply transitions.

POWERPOINT PROJECT 25: Enhancing a 

Presentation with Special Effects

Mr. Kline is satisfi ed with the information in the Scientifi c Method presentation that he created 

for his science class. Now he wants to include special effects to grab his students’ attention.          

 1. Open PPT Project 25.pptx from the folder containing your data files, and save it as 

Scientific Method 2 XXX.pptx (replace XXX with your initials).

 2. Apply the Solstice theme to the presentation, and change the theme colors to Oriel.

 3. On slide 1, select the bulleted list, and convert it 

to a SmartArt graphic using the Continuous Block 

Process style, and change the color to Colorful 

Range – Accent Colors 4 to 5.

 4. Change the text of the footer to The Scientific Method.

 5. Apply the transition Wheel Clockwise, 3 Spokes, using a Medium speed on all the slides in the 

presentation.    

 6. Apply these sounds to the following slide transitions:

  Slide 1—Push

  Slide 2—Chime

  Slide 3—Voltage

  Slide 4—Whoosh

  Slide 5—Explosion

  Slide 6—Drum Roll

 Hint
The Convert to SmartArt 
Graphic button is located 
in the Paragraph group of 
the Home tab.
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POWERPOINT PROJECT 25: Enhancing a 

Presentation with Special Effects

 7. Insert a sound action button on slide 6. Draw it 

in the lower-right corner of the slide, 

approximately ½" square. Choose Applause

as the sound to play on the mouse click.

 8. On slide 1, select the SmartArt graphic, and apply the Fade One by One animation.

 9. View the entire presentation in Slide Show view, and confirm that the special effects work 

appropriately. 

 10. Save and close the presentation, then exit PowerPoint.

 Hint
To insert an action button, 
use the Shapes menu in 
the Illustrations group on 
the Insert tab.

Critical Thinking
Open the Scientifi c Method 2 XXX.pptx fi le. Create a different animation effect for each piece 

of clip art in the presentation. Save and close the presentation. 
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 1. Create a new blank database, and save it as Art Market.accdb in the location where you store 

your data files.

 2. In the table, rename the ID field Artist ID.

 3. Assign the Number data type for the Artist ID field, and make sure the values entered in this 

field are required to be unique.

 4. In Datasheet view, add the following new fields in the table from left to right: Last Name, First 

Name, Phone #, Type of Art.

 5. Enter data into the table as shown in the figure below.

Objectives Practiced

 Create a new database.  Save a table.

 Enter records.  Modify fi eld properties.

ACCESS PROJECT 1: Creating a New Artists Database

Lloyd owns the Grey Tornado Gallery, a small downtown art gallery that showcases local artists. 

The gallery has recently expanded into an outdoor space next to the building and has started 

hosting a monthly art market where artists can rent a booth to sell their work. The art market is 

growing in popularity, and Lloyd decides it would be easier to use a database to keep records.   

 6. Save the table as Artists.

 7. Move the First Name field so that it is located between the Artist ID field and the Last 

Name field.

 8. Specify the Last Name field requires a value.

 9. Save and close the Artists table. Close the database and exit Access.
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 1.  Open Downtown Art Market.accdb from the folder containing your data files and enable the 

content of the database.

 2.  Open the Events table to confirm that it is empty, then close it and delete it.

 3.  Change the name of the Artists table to Exhibitors, and then open the table.

 4.  Change the name of the Phone # field to Phone Number, and widen the column so the whole 

field name is visible.

 5.  Create a new field after the Type of Art field titled Waiver Signed?, and assign it the Yes/No 

data type. Widen the column so the whole field name is visible.

 6.  Navigate to the last field of the last record, and then click the check box in the Wavier Signed? 

field to insert a check in the check box.

 7.  Navigate to the First Name field of the first record, and edit the text to read Jim.

 8.  Delete record 1206.

 9.  Enter the following data as a new record.

  Artist ID: 1310

  First Name: Fernando

  Last Name: Caro

  Phone Number: 405-555-0590

  Type of Art: Photography

  Waiver Signed?: Click the checkbox (to indicate yes, the waiver is signed)

 10.  Save and close the table. Close the database and exit Access.

Lloyd has been using a database to track exhibitor records for the Grey Tornado Gallery’s monthly 

art market. He just created a waiver for artists to sign, so he wants to be able to record whether it 

is on fi le. He also needs to make some other changes to the structure and data in the database.  

Objectives Practiced

 Rename and delete a table.  Navigate, edit, and delete records.

 Modify fi elds.  Enter data.

ACCESS PROJECT 2: Opening and Editing an Artists 

Database 
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 1. Open Downtown Art Market 2.accdb from the folder containing your data files and enable the 

content of the database.

 2. Use the Form Tool to create a simple form based on the Exhibitors table. Save it as 

Exhibitors Form.

 3. Switch to Form view, create a new blank record, and enter the data shown in the figure below.

Lloyd wants to create a form to simplify the data entry process and to print a simple report about 

the artists who exhibit at the Grey Tornado Gallery’s downtown art market.

Objectives Practiced

 Create a simple form.  Create and modify a simple report.

 Use a form to enter data.  Preview and print a report.

ACCESS PROJECT 3: Creating a Simple Form and a 

Simple Report

 4. Use the Report tool to create a simple report based on the Exhibitors table. Save it as 

Exhibitors Report.

 5. Select the Artist ID field name, and resize the field 

to fit the data.

 6. Select the Phone Number field name, and resize 

the field to fit the data.

 7. Delete the Type of Art field.

 Hint

To resize the fi eld to fi t 
the data, use the Size to 
Fit button in the Position 
group on the Report 
Layout Arrange tab.
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ACCESS PROJECT 3: Creating a Simple Form and a 

Simple Report

 8. Apply the Module AutoFormat to the report.

 9. Preview the report, adjust the width of the report to fit on one page if necessary, and then print 

the report.

 10. Save and close any open database objects. Close the database and exit Access.
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 1.  Create a new blank database, and save it as Books.accdb in the location where you store your 

data files.

 2.  In Datasheet view, add the following fields and assign the specified data type:

  Student First Name—Text data type 

  Student Last Name—Text data type 

  Book Title—Text data type

  Author Last Name—Text data type

  Date Out—Date/Time data type

  Date In—Date/Time data type 

 3.  Widen columns as necessary to make all field names visible.

 4.  Specify the Short Date format for the Date Out and Date In fields.

 5.  Specify that the Student Last Name, Book Title, and Date Out fields require a value. 

 6.  Save the table as Books Signed Out, and then close the table.

 7.  Use the Form Tool to create a simple form based on the Books Signed Out table. Save it as 

Sign Out Form. 

 8.  Close the form. Close the database and exit Access.

Ms. Lockhart is a fourth-grade reading teacher. Her classroom contains a small library of books 

that the students can read during free time. She doesn’t mind the students taking the books 

home to fi nish reading, but would like to keep track of them. She wants to create a database 

with a simple form the students can use to sign the books out.

Objectives Practiced

 Create a database.

 Create fi elds in a table.

 Create a simple form.

ACCESS PROJECT 4: Creating a Database and a 

Simple Book Sign-Out Form 
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 1. Open Book Sign Out.accdb from the folder containing your data files and enable the content of 

the database.

 2. Open the Sign Out Form object, and switch to Layout view.

 3. Change the title of the form to Ms. Lockhart’s Book Sign Out Form.

 4. Click the Logo button in the Controls group on the Format Layout Tools Format tab to open the 

Insert Picture dialog box. Insert the book stack.jpg picture from the folder containing your data 

files into the form.

 5. Delete the ID field from the form.

 6. Move the Date Out field so it is at the top of the form, above the Student First Name field.

 7. Apply the Origin AutoFormat to the form. Your form should look similar to the one shown in the 

figure below.

Ms. Lockhart wants to modify the design of the form that her students are using to sign out 

books from her fourth-grade classroom. Also, a new student has joined the classroom, and Ms. 

Lockhart wants to demonstrate to him how to use the database form to sign out a book.

Objectives Practiced

 Modify a form.   Enter data in a form. 

ACCESS PROJECT 5: Modifying a Form’s Design
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ACCESS PROJECT 5: Modifying a Form’s Design

 8. Create a new blank record in the form, and enter the data as follows:

  Date Out—9/27/2013 

  Student First Name—Lee 

  Student Last Name—Oliver

  Book Title—The Colors of Us

  Author Last Name—Katz

 9. Save and close the form. Close the database and exit Access.

Critical Thinking
Ms. Lockhart wants to add a table to the Book Sign Out database with additional information 

about her students’ reading level and reading habits. Before creating it, she needs to decide 

what fi elds it will contain, the data types, and how or if it would be related to the Books Signed 

Out table. On a piece of paper, sketch the table design and the database organization, and then 

write a brief paragraph explaining your choices. 
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 1. Open Book Sign Out 2.accdb from the folder containing your data files and enable the content 

of the database.

 2. Open the Books Signed Out table, and display the AutoFilters for the Date In field.

 3. Select only the (Blanks) check box in the AutoFilters list, and click OK to display only the 

records where the Date In field is blank, indicating the books that are still signed out.

 4. Remove the filter. Sort the data by Student Last Name in ascending order.

 5. Clear the sort. Create a filter to display only the 

records where the Student Last Name equals 

Yalovsky.

 6. Remove the filter. Sort the data by Date Out from Newest to Oldest. 

 7. Clear the sort. Save and close the Books Signed Out table.

 8. Close the database and exit Access.

It is the end of the month, and Ms. Lockhart wants to view certain information in the database 

she uses to track the books her students have borrowed from her classroom library. She does this 

by sorting and fi ltering the table in the database. 

Objectives Practiced

 Filter data in a table.

 Sort data in a table.

ACCESS PROJECT 6: Filtering and Sorting Data in 

a Table

 Hint
There should be three 
records listed after 
applying the fi lter.

Critical Thinking
Open the Book Sign Out 2.accdb fi le. In the Books Signed Out table, fi lter the data to display 

only the books signed out on 9/18/2013. Clear the fi lter, then fi lter the data to display only the 

records where the Student Last Name equals Akers. Clear the fi lter. Close the table without 

saving it, and close the database.
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The Recreational Aquatic Center offers summer swim classes for learners of varying ages and 

ability levels. The dates for the summer sessions have been determined, and Tad, the assistant 

director, needs to add that information to the center’s database and make some changes to the 

classes.

Objectives Practiced

 Rename a table.  Delete a record.

 Move a fi eld.  Create a table in Datasheet view.

ACCESS PROJECT 7: Creating and Editing Tables in 

Datasheet View

 1.  Open Aquatic Center.accdb from the folder containing your data files and enable the content of 

the database.

 2.  Rename the Courses table Classes, then open the table.

 3.  Move the Purpose field so that it is between the Class Name and Ages fields.

 4.  Delete record 10 (Lifeguarding).

 5. Save and close the Classes table.

 6. In Datasheet view, create a new table with the information shown in the figure below. Assign 

the data types and formats as indicated, and widen the fields as needed to fit the data.

Number data type,

specify field entry

must be Unique, and

the field is required

Date/Time data

type with Medium

Time format

Text data type

 7. Save the table as Sessions and close it.

 8. Close the database and exit Access.
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ACCESS PROJECT 8: Creating Forms and Using Them 

to Enter and Edit Records

Objectives Practiced

 Create a simple form.

 Create a form using the Form Wizard.

 Enter and edit records using a form.

Three new instructors have been hired at the Recreational Aquatic Center, and Tad wants to 

create a form to add their information to the database. He also wants to create a form for the 

other tables in the database to simplify the process of entering and editing records.

 1. Open Aquatic Center 2.accdb from the folder containing your data files and enable the content 

of the database.

 2. Create a simple form based on the Instructors table, and save it as Instructors Form.

 3. Use the Instructors Form to add the following records:

  Instructor ID First Name Last Name CPR Certified?

  5990 Peter Waxman Do not click the check box (indicating no, the   

    instructor is not certified) 

  3663 Hanying Feng Do not click the check box (indicating no, the   

    instructor is not certified) 

  7284 Samantha Smith Click the check box (indicating yes, the 

    instructor is certified)

 4. Save and close the Instructors Form.

 5. Use the Form Wizard to create a form based on the Classes table that includes the Class 

Name, Ages, and Purpose fields. Give the form a Columnar layout, with Flow style, and title 

it Classes Form.

 6. In Form View, navigate to the last record, and change the Purpose field value to Beginning 

lifeguarding skills.

 7. Save and close the Classes Form. 
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 8. Create a simple form based on the Sessions table, and use the form to view each record. 

 9. Save the form as Sessions Form and close it. 

 10. Save and close the database and exit Access.

ACCESS PROJECT 8: Creating Forms and Using Them 

to Enter and Edit Records
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ACCESS PROJECT 9: Creating a Query and Sorting 

and Filtering Data

Objectives Practiced

 Create a query.

 Filter a query.

 Sort a query.

Tad needs to get information about the Recreational Aquatic Center class schedule and the 

instructors for each summer session by creating a query and then fi ltering and sorting the data. 

 1. Open Aquatic Center 3.accdb from the folder containing your data files and enable the content 

of the database.

 2. Create a simple query based on the Schedule table that includes the Class, Session, and 

Instructor fields, make it a detail query, and title it Schedule Query.

 3. Filter the query to only show Session I classes.

 4. Remove the filter. 

 5. Filter the query to show only classes taught by 

instructor Contreras.

 6. Remove the filter. 

 7. Sort the query by Session in Ascending order. 

 8. Clear the sort.

 9. Sort the query by Instructor in Ascending order. 

 10. Clear the sort.

 11. Save and close the query. Close the database and exit Access.

 Hint
There should be four 
records listed after apply-
ing the fi lter.
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 1. Open Aquatic Center 4.accdb from the folder containing your data files and enable the content 

of the database.

 2. Create a simple report based on the Classes table. 

 3. Delete the ID field, and apply the Flow AutoFormat to the report.

 4. Save the report as Classes Report and close it.

 5. Create a simple report based on the Schedule table.

 6. Delete the ID field, and apply the Flow AutoFormat to the report.

 7. Filter the report to show only the Session II classes.

 8. Save the report as Session II and close it.

 9. Use the Report Wizard to create a report based on the Instructors table that includes the First 

Name, Last Name, and CPR Current? fields, and is grouped by the CPR Current? field. For the 

report use the Stepped layout, Flow style, and title it Instructors CPR Status.

 10. Preview the Instructors CPR Status report, print the report, and close it.

 11. Close the database and exit Access.

Tad needs to create reports about the summer swim classes offered at the Recreational Aquatic 

Center, which instructors are teaching the Session II classes, and the current CPR status of all 

of the instructors.

ACCESS PROJECT 10: Creating, Modifying, and 

Printing Reports

Objectives Practiced

 Create a simple report.  Modify a report.

 Create a report using the Report Wizard.  Preview and print a report.

Critical Thinking
Open the Aquatic Center 4.accdb fi le. Create a report based on the Schedule table that displays 

only the Session IV classes, and title it Session IV. Modify the report as appropriate, then print 

it. Close the database.
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 1. Create a new blank database and save it as Education Conference.accdb in the location where 

you store your data files.

 2. Rename the ID field Room ID.

 3. Change the data type of the Room ID field to Number, and make sure the values entered in this 

field are required to be unique.

 4. Add the following fields with corresponding data type:

   Layout—Text data type 

   Capacity—Number data type 

 5. Save the table as Rooms and close it.

 6. Create a new table, and rename the ID field Presenter ID.

 7. Change the data type of the Presenter ID field to Number, and make sure the values entered in 

this field are required to be unique. Resize the field to display the entire field name.

 8. Add the following fields, all with the Text data type: First Name, Last Name, and E-mail.

 9. Save the table as Speakers and close it.

 10. Close the database and exit Access.

Objectives Practiced

 Create a new database.  Save a table.

 Create a table.  Modify fi eld properties.

ACCESS PROJECT 11: Creating a New Database 

and Tables

Last year the Falls Village Independent School District hosted a summer conference for 

educators, featuring inspiring speakers on the latest hot topics in education. It was so 

successful that the organizers have decided to make it an annual event. Shane was one of the 

original organizers. In anticipation of continued growth, he volunteers to put the information into 

a database. His fi rst step is to create several tables in preparation for entering data.
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 1. Open Education Conference 2.accdb from the folder containing your data files and enable the 

content of the database.

 2. Open the Registration table to confirm that it is empty, then close and delete it.

 3. Change the name of the Speakers table to Presenters, and then open the table.

 4. Change the name of the E-mail field to E-mail Address, and widen the column to fully display 

the field name and the full e-mail addresses.

 5. Create a new field named Handout?, and assign it the Yes/No data type.

 6. Enter the data shown below in a new record.

  Presenter ID: 2064

  First Name: Garth

  Last Name: Fort

  E-mail Address: gfort@litwareinc.com

  Handout?: Click the check box (indicating yes, the presenter has a handout)

 7. Save and close the Presenters table.

Shane is continuing to enter information in the database for the Falls Village Independent School 

District summer educator’s conference. He needs to modify the tables and enter new records.

Objectives Practiced

 Rename and delete a table.

 Create and modify fi elds. 

 Enter data.

ACCESS PROJECT 12: Adding Records to a 

Conference Database 
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ACCESS PROJECT 12: Adding Records to a 

Conference Database

 8. Open the Rooms table, and add the following records:

  Room ID  Layout   Capacity

  304  Lecture   50

  310  Classroom  27

  316  Conference  22

  322  Dining   30

  328  Classroom  27

 9. Save and close the Rooms table.

 10. Close the database and exit Access.
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 1. Open Education Conference 3.accdb from the folder containing your data files and enable the 

content of the database.

 2. Use the Report tool to create a simple report based on the Rooms table. Save it as Rooms 

Report.

 3. Use the Size to Fit command to resize the 

Capacity field.

 4. Change the title of the report to Available 

Conference Rooms.

 5. Sort the report by capacity in descending order.

 6. Apply the Aspect AutoFormat to the report. 

 7. Save, print, and close the report.

 8. Use the Report Wizard to create a report based on the Presenters table that includes the First 

Name, Last Name, and Room fields, with no grouping levels, sort by last name in ascending 

order, Tabular layout, Aspect style, and title it Room Assignments.

 9. Use the Size to Fit command to resize the Room field.

 10. Save, preview, and print the report.

 11. Close the report. Close the database and exit Access.

The Falls Village Independent School District summer educator’s conference is next month. 

Shane needs to create a report about the layout and maximum capacity of each conference 

room, and he also needs a report about which presenters have been assigned to which rooms. 

Objectives Practiced

 Create and modify a report.

 Sort data in a report.

 Preview and print a report.

ACCESS PROJECT 13: Creating Reports and 

Sorting Data

 Hint
The Size to Fit button is 
located in the Position 
group on the Report 
Layout Tools Arrange tab.
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 1. Plan the database by first identifying the purpose of the database and what you want it to 

accomplish. Consider what types of information you need to include.

 2. Sketch the basic format of the database on paper and the table(s) it will include. Be sure to 

identify the fields you want to include and the types of data that each field will contain. 

 3. Create a new blank database and save it as Electronics Inventory.accdb in the location where 

you store your data files.

 4. Using your sketch as a guide, create the table(s) and fields in your database in Datasheet view. 

Assign each field the data type you identified in the planning process. Save and close the 

table(s).

 5. Create a simple form for a table in the database, and use it to enter at least five records with 

information about electronic items in your classroom—computer, printers, scanners, cameras, 

projectors, and so on. Save and close the form.

 6. Close the database and exit Access.

The principal of your school has asked teachers to take inventory of all the electronic items in 

their classroom. Your teacher asks for your help creating a database to store this information.

Objectives Practiced

 Plan and design a database.  Create a simple form.

 Create a database.  Enter records.

ACCESS PROJECT 14: Planning and Creating an 

Electronics Inventory Database
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 1. Open Windy Ridge.accdb from the folder containing your data files and enable the 

content of the database.

 2. Open the Cabins table. Navigate to the last record, and edit the amount in the 

Weekly field to $1,200.

 3. Navigate to the first record, and edit the number in the Max Guests field to 4.

 4. Navigate to record 14, and click the check box in the Fireplace field to indicate the 

cabin has a fireplace.

 5. Sort the cabins by the weekly price in ascending order.

 6. Clear the sort. Sort the cabins by maximum guests allowed in descending order.

 7. Clear the sort. Sort the cabins by cabin name in ascending order.

 8. Clear the sort. Apply a filter to display only the cabins that have a fireplace.

 9. Remove the filter. Apply a new filter to display only the cabins with a weekly price of 

$1,000 or less.

 10. Remove the filter. Apply a new filter to display only the cabins with three bedrooms.

 11. Remove the filter, then save and close the table. Close the database and exit Access.

Dominique is an assistant in the offi ce at Windy Ridge Cabins where she coordinates the weekly 

rental of mountain cabins. To be effective in her daily tasks, she needs to be able to navigate, 

sort, and fi lter data in a database to fi nd the information she needs.  

Objectives Practiced

 Navigate records. 

 Edit records. 

 Sort and fi lter records.

ACCESS PROJECT 15: Navigating, Sorting, and 

Filtering a Table
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 1. Open Windy Ridge 2.accdb from the folder containing your data files and enable the content of 

the database.

 2. Rename the Visitors table Guests.

 3. Open the Guests table and widen any columns 

necessary so that each field name is visible.

 4. Delete the attachment field.

 5. Add a new field named Notes, and assign it the 

Memo data type.

 6. Require a value to be entered in the Last Name field.

 7. Save and close the Guests table.

 8. Create a simple form based on the Guests table. 

 9. Delete the ID field from the form.

 10. Switch to Form view if necessary, and use the form to enter your contact information as the 

first record.

 11. Save the form as Guests Form and close it.

 12. Close the database and exit Access.

The owner of Windy Ridge Cabins wants to store information in the database about the guests 

who stay there, so Dominique has created a table for this data. 

Objectives Practiced

 Modify a table in Datasheet view.

 Create and modify a simple form.

 Enter records.

ACCESS PROJECT 16: Modifying a Table and 

Creating and Modifying a Simple Form

 Hint
An attachment fi eld is 
indicated by a paper clip 
icon in the fi eld header.
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 1. Open Windy Ridge 3.accdb from the folder containing your data files and enable the content of 

the database.

 2. Open the Maintenance Tasks table to verify that there are no complete records, then close it 

and delete it.

 3. Use the Report Wizard to create a report based on the Cabins table that includes the Cabin 

Name, Bedrooms, Max Guests, and Weekly fields, grouped by the Bedrooms field, with no sort 

order, with Block layout, Module style, and title it Cabins by Bedrooms.

 4. Filter the report to display only records where the maximum guests allowed are greater than or 

equal to 4.

 5. Preview the report, print the report, and close it.

 6. Use the Report Wizard to create a report based on the Cabins table that includes the Cabin 

Name, Bedrooms, Max Guests, and Weekly fields, grouped by the Max Guests field, with no 

sort order, with Block layout, Module style, and title it Cabins by Max Guests.

 7. Sort the report by weekly price in ascending order. 

 8. Preview the report, save, print, and close it.

 9. Close the database and then exit Access.

Dominique is creating reports about the various cabin confi gurations at Windy Ridge Cabins. She 

can then sort or fi lter the reports to print the information she needs.  

Objectives Practiced

 Delete a table.  Filter the data in a report.

 Create a report using the Report Wizard.  Sort the data in a report.

ACCESS PROJECT 17: Creating Reports Using the 

Report Wizard
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 1. Plan the database by first identifying the purpose of the database. Consider what types of infor-

mation you need to include. Plan to create at least two tables. Consider including tables with 

information such as:

  • Artist contact information

  • Artwork that has been donated

  • Media that will be contacted for publicity

  • People who will be invited

 2. Sketch the basic format of the database and its tables on paper. Be sure to identify the fields 

you want to include and the types of data that each field will contain. Also determine how the 

tables might be related.

 3. Create a new blank database and save it as Art Raffle.accdb in the location where you store 

your data files.

 4. Using your sketch as a guide, create the tables and fields in your database in Datasheet view. 

Assign each field the data type you identified in the planning process. Save and close the tables.

 5. Close the database and exit Access.

To raise money to renovate the library, your school will have an art raffl e as part of the annual 

family dinner night open house. Local artists will donate artwork, then raffl e tickets will be sold 

and drawn randomly at a gallery-style event. Because you are familiar with Access, you have 

been asked to help plan and create a database to store the necessary information.

Objectives Practiced

 Plan and design a database.

 Create a database.

ACCESS PROJECT 18: Planning and Creating an Art 

Raffle Database
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 1. Create a new blank database and save it as Telescope Terrace.accdb in the location where you 

store your data files.

 2. Add the following fields with corresponding data type:

  Planet—Text data type 

  Distance from Sun (mi)—Number data type

  Diameter (mi)—Number data type

  Number of Moons—Number data type 

  Rings—Yes/No data type

  Length of a Year (Earth Days)—Number data type

 3. Save the table as Planets and close it.

 4. Create a simple form based on the Planets table.

 5.  Delete the ID field and then switch to Form view.

 6. Use the library or the Internet to locate the information on the planets in our solar system. Use 

the form to enter as much information as you can about each planet into the appropriate fields. 

If needed, make any changes to the data types or field formats. 

Rajesh is employed at Telescope Terrace, an outdoor observatory where people can view the sun, 

moon, visible planets, and other astrological objects. Each month, the observatory holds a public 

star party, which provides the opportunity for people who are interested in the sky to stargaze using 

a variety of telescopes and to talk with astronomers. Rajesh is beginning to work on a database 

with information about the sky that he hopes to eventually make available during these events. 

Objectives Practiced

 Create a new database.  Modify fi eld properties.

 Create a table.  Enter records.

ACCESS PROJECT 19: Creating and Modifying a 

Table About Planets
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ACCESS PROJECT 19: Creating and Modifying a 

Table About Planets

 7. Save the form as Planets and close it.

 8. Close the database and then exit Access.

Critical Thinking
Open the Telescope Terrace.accdb fi le. Create another table about some aspect of sky informa-

tion, such as moon phases, planetary alignments, eclipses, constellations, galaxies, or comets. 

Think about what fi elds you need and the appropriate data types. Name, save, and close the 

table. Close the database.
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 1. Plan the database by identifying the purpose of the database. Consider what information will 

be included.

 2. Sketch the basic format of the database on paper. Be sure to identify the fields you want to 

include and the types of data that each field will contain. 

 3. Create a new blank database and save it as Contacts.accdb in the location where you store your 

data files.

 4. Using your sketch as a guide, create a table for your classmates’ contact information in 

Datasheet view. Assign each field the data type you identified in the planning process. Save 

and close the table.

 5. Create a simple form for the table, and use it to enter at least five records with contact infor-

mation about classmates. Save and close the form.

 6. Close the database and exit Access.

You decide it would be useful to have all of the contact information for your classmates stored in 

a database. This will allow you to easily add, delete, and edit records and to use the information 

for tasks such as creating mailing labels. Use Access to create a database for contacts. The fi rst 

table will be for your classmates’ information, but the database should be expandable so that 

you can later add tables for family and friends data.

Objectives Practiced

 Plan and design a database.

 Create a database.

ACCESS PROJECT 20: Planning and Creating a 

Contacts Database

Critical Thinking
Open the Contacts.accdb fi le. Create a table similar to the classmates table for your family 

contact information and one for your friends’ contact information. Add the fi elds needed and 

assign the appropriate data types. Name, save, and close the tables. Close the database.
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 1. From the Getting Started with Microsoft Office Publisher 2007 window, create a current 

monthly calendar using the Varsity template in the Full Page category, and save it as 

Canyon Calendar XXX.pub (replace XXX with your initials) in the location where you store 

your data files.

 2. Replace the photo with the canyon.jpg file from the folder containing your data files.

 3. Move the picture so its top border is aligned with the top border of the calendar, and its right 

border is aligned against the left border of the calendar. Resize the picture if necessary.

 4. Insert a pull quote with the Nature design, and center it in the white space below the photo.

 5. Zoom the publication to a readable size, and replace the pull quote placeholder with the 

following text: Experience breathtaking views by scheduling a scenic helicopter ride with 

Canyon 360 Tours. Call us today at 623-555-0016! 

 6. Preview the publication in gray scale.

 7. Save and close the publication, then exit Publisher.

Max is a co-owner of Canyon 360 Tours, a company that offers scenic helicopter tours over the 

Grand Canyon. He is using Publisher to create a promotional calendar that will be distributed at 

the visitors center.

Objectives Practiced

 Insert a picture.

 Insert a pull quote.

 Preview a publication.

PUBLISHER PROJECT 1: Creating a Promotional Calendar

Critical Thinking
Open the Canyon Calendar XXX.pub fi le. Change the calendar option to one year per page. 

Insert the pull quote from the Extra Content tab, and position it in the white space above the 

picture. Save and close the publication.
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Objectives Practiced

 Create a business information set.  Insert and modify a picture.

 Resize a text box.   Preview a publication.

PUBLISHER PROJECT 2: Creating Business Cards 

Max wants to create new business cards for Canyon 360 Tours. In the process, he will create 

a business information set so that the business contact information can be used repeatedly to 

populate future publications.

 1. From the Getting Started with Microsoft Office Publisher 2007 window, create a business 

card using the PhotoScope template in the Newer Designs category, and save it as 

Canyon Business Cards XXX.pub (replace XXX with your initials) in the location where you 

store your data files.

 2. Rest the mouse pointer on one of the text boxes at the top of the publication, click the 

Smart Tag button, click Edit Business Information, and then click New to display the Create 

New Business Information Set dialog box. Replace the placeholder data with the business 

information shown in the figure below.

Delete this logo if

necessary

 3. Remove the logo in the Create New Business Information Set dialog box, if necessary. 

 4. Save the business information set, and update the publication with the business information.

 5. Widen the bottom text box so the e-mail address is displayed on a single line.
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PUBLISHER PROJECT 2: Creating Business Cards 

 6. Replace the photo with the view.jpg file located in the folder containing your data files.

 7. Click the Less Brightness button once to decrease the brightness of the picture.

 8. Preview the publication, zooming in as necessary.

 9. Save and close the publication, then exit Publisher.
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 1. From the Getting Started with Microsoft Office 

Publisher 2007 window, create a flyer using 

the Apartment for Rent template in the 

Classic Designs Sale category, and save it 

as Rental Flyer XXX.pub (replace XXX with 

your initials) in the location where you 

store your data files. 

 2. In the first text box in the flyer, edit the text to read House for Rent.

 3. In the second text box in the flyer, edit the date to the first day of next month.

 4. In the third text box in the flyer, replace the bulleted list of features with the bulleted list 

shown in the figure below.

Danielle just bought a new house. Instead of selling her old house, she has decided to rent it. 

She is using a Publisher template to create a fl yer with tear-away tabs that include her contact 

information.

Objectives Practiced

 Enter text in a text box.

 Delete a text box.

PUBLISHER PROJECT 3: Creating a Rental Flyer

 Hint

To locate the Apartment for Rent 
template, click Flyers in the 
Publication Types list in the 
left pane of the Getting Started 
with Microsoft Publisher 2007 
window, then scroll the right 
pane to locate the Sale section.

 5. Replace the text in the fourth text box with Located in the University Terrace neighborhood.

 6. Delete the fifth text box containing contact information.
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PUBLISHER PROJECT 3: Creating a Rental Flyer

 7. Zoom the publication so the tabs at the 

bottom are readable. Replace the Name 

placeholder with Danielle Tiedt and 

Phone number placeholder with 

308-555-0129.

 8. Save and close the publication, then exit Publisher.

Critical Thinking
Open the Rental Flyer XXX.pub fi le. Replace the clip art at the top of the publication with an 

image of a house from the Clip Art task pane. Save and close the publication.

 Hint
You only have to replace the text 
on one tab—the other tabs will 
be populated automatically.
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PUBLISHER PROJECT 4: Creating an Award Certificate

 1. From the Getting Started with Microsoft Office Publisher 2007 window, create an award 

certificate using the Great Idea template in the Classic Designs category, and save it as 

Idea Award XXX.pub (replace XXX with your initials) in the location where you store your 

data files. 

 2. Replace the Name of Recipient placeholder text with your name, and change the font size of 

your name to 24 point.

 3. Select the text that appears in the text box below the For suggesting a great idea to text box, 

and then type the text Trey Research.

 4. Open the Design Gallery and display the Accessory Bar category.

 5. Insert the Spires object and position it in the center of the white box at the bottom of the 

certificate.

 6. Change the font size of the text in the first Signature text box to 8 point, and apply italics.

 7. Use the Format Painter button to copy the format of the text in the first Signature text box and 

apply it to the text in the second Signature text box and to the text in both of the Date text boxes. 

 8. Save and close the publication, then exit Publisher.

To promote creative thinking that benefi ts the company and its clients, Trey Research gives a 

cash bonus each month to an employee who suggests the best idea for improving a product, 

process, or service. The company president asks her assistant, Claire, to create a certifi cate that 

can be presented to the monthly winner along with the cash bonus. 

Objectives Practiced

 Enter text in a text box.  Change font characteristics.

 Insert a Design Gallery object.  Copy formats using the Format Painter.
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 1. From the Getting Started with Microsoft Office Publisher 2007 window, create a menu using 

the Crisscross template in the Daily Special category, and save it as Daily Specials XXX.pub 

(replace XXX with your initials) in the location where you store your data files. 

 2. Create the menu shown in the figure below.

Gwen’s Hometown Kitchen is a small café that serves fresh, homemade meals featuring organic, 

natural, and local ingredients. The manager would like to create a specials menu to highlight 

each day’s unique offerings. 

PUBLISHER PROJECT 5: Creating a Menu

Objectives Practiced

 Enter text in text boxes.  Insert clip art.

Insert an appropriate clip

art image by searching

the Clip Art task pane

using the term restaurant;

resize as shown

Enter the name

of the café

Replace placeholder

text and prices on the

menu with this

information

Replace with

today’s date

Replace placeholder

text with this text

 3. Save and close the publication, then exit Publisher.
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 1. From the Getting Started with Microsoft Office Publisher 2007 window, create a flyer using 

the Company Event template in the Event category, and save it as Career Day Flyer XXX.pub 

(replace XXX with your initials) in the location where you store your data files.

 2. Change the publication’s Color Scheme to Alpine and the Font Scheme to Apex.

 3. Create the flyer shown in the figure below.

Next month, your school will sponsor a Career Day to give students an opportunity to learn more 

about different careers they might want to pursue.  As a member of the student council, you are 

asked to create a fl yer to post in the hallways and for teachers to hand out to students. 

PUBLISHER PROJECT 6: Creating a Flyer

Objectives Practiced

 Insert text in text boxes.  Change font characteristics.

 Insert clip art.  Change the color scheme and font scheme.

Change font to

Book Antiqua,

Bold, Font Color

Accent 1

Search the Clip

Art task pane

using the phrase

career paths;

resize as shown

14 point Lucida

Sans Unicode

Format as a

bulleted list

Bold first

sentence

 4. Save and close the publication, then exit Publisher.
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PUBLISHER PROJECT 7: Creating a Letterhead 

 1. From the Getting Started with Microsoft Office Publisher 2007 window, create a 

letterhead using the Checkers template in the Classic Designs category, and save it as 

RP Letterhead XXX.pub (replace XXX with your initials) in the location where you store 

your data files.

 2. Rest the mouse pointer on one of the text boxes at the top of the publication, click the 

Smart Tag button, click Edit Business Information, and then click New to display the Create 

New Business Information Set dialog box. Replace the placeholder data with the business 

information shown in the figure below.

Clay wants to create a letterhead for his new painting company, Residential Painting. He wants 

to include all of his contact information, so he will create a business information set that he can 

use in this and in other publications he creates for his business. 

Objectives Practiced

 Create a business information set.  Change the color scheme.

 Change the template.  Change the font scheme.

Delete this logo if

necessary

 3. Remove the logo if necessary, and save the business information set. Update the publication 

with the business information.

 4. Adjust the zoom setting to view the entire publication on the screen, if necessary.
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 5. Change the template to the Floating Oval 

template, and apply it to the current 

publication.

 6. Change the publication’s Font Scheme to 

Foundry.

 7. Change the publication’s Color Scheme to Bluebird.

 8. Delete the empty text box in the lower-left column.

 9. Save and close the publication, then exit Publisher.

PUBLISHER PROJECT 7: Creating a Letterhead 

Critical Thinking
Open the RP Letterhead XXX.pub fi le. Edit the business name in the business information set to 

read Clay’s Residential Painting and update the publication. Save and close the publication.

 Hint
The Change Template button 
is located in the Letterhead 
Options tab on the Format 
Publication task pane.
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 1. From the Getting Started with Microsoft Office Publisher 2007 window, create an invitation 

card using your choice of one of the available templates, and save it as Invitation Card XXX.pub 

(replace XXX with your initials) in the location where you store your data files.

 2. Rest the mouse pointer on one of the text boxes at the top of the publication, click the Smart 

Tag button, click Edit Business Information, and then click New to display the Create New 

Business Information Set dialog box. Replace the placeholder data with your own information.

 3. Remove the logo if necessary, and save the business information set. Update the publication 

with the business information.

 4. Modify the existing text, graphics, color scheme, and font scheme in the publication as 

appropriate for the holiday event you are planning.

 5. Insert at least one picture.

 6. Preview the publication.

 7. Print the publication.

 8. Save and close the publication, then exit Publisher.

Your favorite holiday is approaching, and you would like to invite some friends to a party at your 

home. Create an invitation to send out to the people you want to invite to the party.

PUBLISHER PROJECT 8: Creating an Invitation

Objectives Practiced

 Create a business information set.  Insert and modify text.

 Insert and modify graphics.  Preview and print a publication.



12

 1. From the Getting Started with Microsoft Office Publisher 2007 window, create a postcard using 

the Arrows template in the Informational category, and save it as Garden Postcard XXX.pub 

(replace XXX with your initials) in the location where you store your data files. 

 2. Change the publication’s Color Scheme to Desert and the Font Scheme to Civic. 

 3. At the top of the publication, replace the first block of placeholder text (that appears with the 

blue dotted underline) with Colorful Garden. Change the font size to 18 point and apply bold to 

the text.

 4. Replace the Product/Service Information placeholder with New Fall flowers have arrived!. Apply 

italics and widen the text box until the text fits on one line, and then decrease the height of the 

text box to remove the extra space below the text. 

 5. Delete the three text boxes on the right side of the postcard that contain the blue dotted under-

lined placeholder text for the address, the telephone number, and e-mail address. 

 6. Delete the Place text here that briefly describes… text box and the empty square text box in 

the lower-left corner of the postcard.

 7. Click the Picture Frame button on the Objects toolbar, click Picture from File, and then insert 

the picture named Garden.jpg located in the Sample Pictures folder on your computer. Resize 

it to approximately 2 ½” tall, and then crop off the right half of the picture and position it as 

shown in the figure below step 8 on the next page.

Paulette manages a garden store and just received a double shipment of fall fl owers. She doesn’t 

have enough space to store or display all of the plants for very long, so she decides to create a 

promotional postcard with a coupon to send to her existing customers to help sell the plants. 

Objectives Practiced

 Enter text in a text box.  Insert a picture from a fi le.

 Insert a Design Gallery Object.  Change font characteristics.

PUBLISHER PROJECT 9: Creating a Postcard
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 8. Click the Design Gallery Object button on the Objects toolbar to open the Design Gallery, and 

then insert the Open Background object from the Coupons category. Position it, resize it, and 

replace the placeholder text with the text shown in the figure below. 

PUBLISHER PROJECT 9: Creating a Postcard

12 point

 9.  On page 2, delete the Type address here… text box.

 10. Replace the return address placeholder information in the upper-left corner of page 2 with the 

following:

  Colorful Garden

  1001 Main St.

  Savannah, GA 65401 

 11. Save and close the publication, then exit Publisher.

Critical Thinking
Open the Garden Postcard XXX.pub fi le. Insert an Attention Getter of your choice from the Design 

Gallery, and position it in an appropriate location on the postcard. Save and close the publication.
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Objectives Practiced

 Enter text in text boxes.  Use the Format Painter to copy formats.

 Change the font scheme.

 1. From the Getting Started with Microsoft Office Publisher 2007 window, create an 

advertisement using the Bring In template, and save it as Advertisement XXX.pub 

(replace XXX with your initials) in the location where you store your data files. 

 2. Change the publication’s Font Scheme to Facet.

 3. Create the advertisement shown in the figure below.

The Colorful Garden has received a huge shipment of fall fl owers. The store manager, Paulette, 

wants to sell the fl owers quickly. She sent a postcard to her existing customers, and now she 

wants to create an ad for the local newspaper to attract new customers. 

PUBLISHER PROJECT 10: Creating an Advertisement

Use the Format
Painter to apply
the format from
this top text box
to the two text
boxes below

Delete this
text box

 4. Save and close the publication, then exit Publisher.

Critical Thinking
Open the Advertisement XXX.pub fi le. Add color to the advertisement by applying fi ll colors to 

text boxes or by applying font colors to the text. Save and close the publication.
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 1. From the Getting Started with Microsoft Office Publisher 2007 window, create a greeting card 

using the Thank You 1 template from the Thank You category, and save it as 

Thank You Card XXX.pub (replace XXX with your initials) in the location where you store your 

data files. 

 2. Change the publication’s Color Scheme to Verve.

 3. Change the publication’s Font Scheme to Apex, if necessary.

 4. On page 1, change the font color of Thank You to Accent 3 and apply bold.

 5. Display pages 2 and 3 of the publication. Replace the placeholder text in the top text box on 

page 3 with Money can’t buy happiness…but it sure helps!

 6. Replace the placeholder text in the bottom text box on page 3 with Thank you for your 

contribution. 

 7. Display page 4, and then delete the picture. On the line under Made especially for you by, 

replace the placeholder text with Shelley Higa.  

 8. Display page 1, and then replace the clip art with a new picture from the Clip Art task pane by 

right-clicking the picture, pointing to Change Picture, and then clicking Clip Art.

Shelley volunteers for an organization that helps purchase school supplies for underprivileged 

children. Several of her co-workers donated money to the organization, and Shelley wants to give 

them each a custom-made thank-you note.

Objectives Practiced

 Insert and modify a picture.

 Change the color scheme and font scheme.

 Change font characteristics.

PUBLISHER PROJECT 11: Creating a Thank-You Card
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 9. Search the Clip Art task pane using the 

keyword students and insert the picture of a 

little girl holding books. Resize the picture if 

necessary, and then crop it on the left side as 

shown in the figure below.

 10. Change the color of the picture to Grayscale.

 11. Save and close the publication, then exit 

Publisher. 

PUBLISHER PROJECT 11: Creating a Thank-You Card

 Hint
To display cropping handles on 
a picture, select it and click 
the Crop button on the Picture 
toolbar.

Critical Thinking
Open the Thank You Card XXX.pub fi le. Experiment with the Select a suggested verse link in the 

Greeting Card Options tab, and apply a new verse to the card. Save and close the publication.

 Hint
To change the color of the 
picture, click the Color button 
on the Picture toolbar.
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Objectives Practiced

 Enter text in text boxes.  Change the color scheme.

 Create a business information set.  Change the font scheme.

PUBLISHER PROJECT 12: Creating a Brochure

Aaron is a corporate trainer for Training Providers International. His company just scheduled him 

to conduct a series of time management seminars in Seattle. Aaron is creating a brochure to 

mail to prospective attendees. 

 1. From the Getting Started with Microsoft Office Publisher 2007 window, create a brochure using 

the Ascent template in the Event category, and save it as Seminar Brochure XXX.pub (replace 

XXX with your initials) in the location where you store your data files. 

 2. Rest the mouse pointer on one of the text boxes at the top of the publication, click the 

Smart Tag button, click Edit Business Information, and then click New to display the 

Create New Business Information Set dialog box. Replace the placeholder data with the 

business information shown in the figure below.

 3. Remove the logo if necessary. Save the business information set and update the 

publication with the business information.

 4. Change the publication’s Color Scheme to Reef.
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 5. Change the publication’s Font Scheme to Trek.

 6. In the right panel, replace the Seminar or Event Title placeholder with Time Management 

Seminars, and change the font size to 14 point and apply bold.  

 7. In the text boxes at the bottom of the right panel, enter 10/10/13 in the Date text box, 

9 am to 4 pm in the Time text box, and replace the placeholder text in the bottom text box 

with Seattle Hotel.

 8. In the right panel, delete the Seminar or Event Subtitle text box, then in the middle panel, 

delete the empty text box.

 9. In the left panel, replace the Back Panel Heading placeholder text with Seminars.

 10. In the left panel, in the text box with the placeholder text This is where you provide…, replace 

the placeholder text with Attend one or all of our time management seminars and learn how to 

be more productive and less stressed!

 11.  In the lower half of the left panel, replace the placeholder text in the three Name and 

description text boxes with the following seminar titles and descriptions:  

  Clear the Clutter

  How to organize and maintain your workspaces to achieve maximum productivity.

  The Magic of To-Do Lists 

  How to create and maintain a To-Do list and start getting things done.

  Managing Communications 

  How to effectively deal with e-mails, voice mails, and text messages.

 12. Save and close the publication, then exit Publisher.

PUBLISHER PROJECT 12: Creating a Brochure
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PUBLISHER PROJECT 13: Modifying a Brochure

Objectives Practiced

 Enter text in text boxes.  Change line spacing options.

 Insert and modify clip art.  Align text horizontally.

 Change font characteristics. 

Aaron has been working on a brochure to promote his time management seminars. He has 

completed the front and back covers but needs to make some fi nal changes to the inside of the 

brochure. 

 1. Open the PB Project 13.pub publication from the location where you store your data files, and 

save it as Seminar Brochure 2 XXX.pub (replace XXX with your initials). 

 2. On page 2 in the center panel, change the text in the first paragraph, which begins Each 

seminar…, to Franklin Gothic Book 10 point, and change the font color from Accent 1 

(olive green) to Main (black).

 3. Use the Format Painter to copy the text format from step 2 to all the text in the left panel.

 4. In the middle panel, center the How to Register heading and all the text below it.

 5. In the right panel, change the Order Form Title placeholder text in the top text box to 

Registration Form.

 6. Search the Clip Art task pane using the 

keywords time management, and insert in 

the lower-left panel the black-and-blue clip art 

of a person holding an hourglass over her head.

 7. Resize the clip art proportionally to approximately 3” tall and 1 ½” wide, and then position it 

at the bottom center of the left panel.

 8. Change the color of the clip art to Black 

and White.

 9. Save and close the publication, then 

exit Publisher.

 Hint
To change the color of the 
picture, click the Color button 
on the Picture toolbar.

 Hint
To display the Clip Art task 
pane, click the Picture Frame 
button on the Objects toolbar 
then click Clip Art.
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Objectives Practiced

 Create a business information set.    Delete text.

 Change the publication’s color scheme and font scheme.  Cut and paste text.

 Enter text in text boxes. 

PUBLISHER PROJECT 14: Creating a Resume

Everette is an accountant who loves to play golf. He recently became certifi ed to teach golf and 

now wants to change his career and apply for a job as an instructor. He needs to create a resume 

that he can use to apply for an open position at a country club.  

 1. From the Getting Started with Microsoft Office Publisher 2007 window, create a resume using 

the Straight Line template in the Entry Level section, and save it as Kogan Resume XXX.pub 

(replace XXX with your initials) in the location where you store your data files. 

 2. Rest the mouse pointer on one of the text boxes at the top of the publication, click the 

Smart Tag button, click Edit Business Information, and then click New to display the  

Create New Business Information Set dialog box. Replace the placeholder data with the

business information shown in the figure below.

 3. Remove the logo, if necessary. Save the business information set, and update the publication 

with the business information.

 4. Change the publication’s Color Scheme to Rain Forest and the Font Scheme to Breve.



21

PUBLISHER PROJECT 14: Creating a Resume

 5. On page one, replace the placeholder text under the Objective heading with Although I have 

had much success as an accountant, I want to follow my passion and pursue a career as a golf 

instructor. 

 6. Replace the placeholder text under the Education heading with the following:

  B.S. in Accounting and Finance

  Oregon Park University

  May 2007

 7. Delete the Awards section and any extra blank lines.

 8. Replace the placeholder text under the Work Experience heading with the following:

  July 2007 to present 

  Staff Property Accountant, Nayberg Associates

  Prepared financial statements, analyzed escrow accounts, and reconciled account 

balance sheets

 9. Replace the placeholder text under the Volunteer Work heading with Boy Scout Troop Leader, 

and replace the placeholder text under the References heading with Available upon request.

 10. On page 2, delete the Languages, Accreditation, Patents and Publications, Hobbies, and 

Computer Skills sections and any extra blank lines.

 11. Replace the placeholder text under Interests and Activities with Sports and fitness, and replace 

the placeholder text under the Licenses and Certificates heading with Certified, Golf Teachers 

Federation, 2012. 

 12. Cut the two sections on page 2, and paste them above the References heading on page 1.

 13. Save and close the publication, then exit Publisher.

Critical Thinking
Open the Kogan Resume XXX.pub fi le. Change the template to a new design. Save and close 

the publication.
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PUBLISHER PROJECT 15: Creating a School Newsletter

Objectives Practiced

 Create a business information set.  Insert a Design Gallery object.

 Enter text in text boxes.  Modify the color scheme and font scheme.

 Insert clip art and photos.

The journalism club publishes a school newsletter each month. At the beginning of the year, 

you signed up with a friend to create next month’s newsletter. It is time for your team to begin 

writing and designing the newsletter.

 1. Choose a partner and create a plan for completing the newsletter. You may want to include 

the latest school news, a calendar of events, an interview with the principal or other faculty 

member, or student success stories.  

 2. From the Getting Started with Microsoft Office Publisher 2007 window, create a two-page 

newsletter using the template of your choice, and save it as Newsletter XXX.pub (replace XXX 

with your initials) in the location where you store your data files. 

 3. Create a business information set for the school, and update the publication with this business 

information. Consider including your school logo and motto as part of the business information set.

 4. Modify the Color Scheme and Font Scheme to your specifications.

 5. Work together to write, edit, and illustrate your newsletter. Include clip art and photos where 

appropriate, and insert at least one Design Gallery object. 

 6. Save and close the publication, then exit Publisher.
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INTEGRATION PROJECT 1: Linking Excel Data in a 

Word Document

 1. Open INT Project 1.docx from the folder containing your data files, and save it as 

Benefits Letter XXX.docx (replace XXX with your initials).

 2. Open INT Project 1.xlsx from the folder containing your data files, and save it as 

Family Costs XXX.xlsx (replace XXX with your initials).

 3. In the Family Costs XXX.xlsx workbook, copy the range A4:B6.

 4. Switch to the Benefits Letter XXX.docx in the Word window, and position the insertion point in 

the blank line after the first paragraph in the letter.

 5. Display the Paste Special dialog box, and 

paste the object in the Word document as 

a linked Microsoft Office Excel Worksheet 

Object.

 6. Save the Benefits Letter XXX.docx document, 

close it, and exit Word. 

 7. In the Family Costs XXX.xlsx workbook, edit cell B6 to read $66.00.

 8. Open the Benefits Letter XXX.docx file, and choose to update the document with data from the 

linked file when prompted. 

 9. In the Benefits Letter XXX.docx file in the 

Word window, display the Links dialog box 

and then break the link.

Objectives Practiced

 Use the Paste Special dialog box.  Update a link.

 Link Excel data in a Word document.  Break a link.

Northwind Traders is implementing some changes this year to the benefi t plan offered to full-

time employees. The human resources director, Andy Carothers, is sending out a letter with in-

formation about the changes to the dental and vision benefi ts. Some of the data he will include 

is located in an Excel worksheet, so he wants to link the Excel data to the Word letter. 

 Hint

To display the Paste Special 
dialog box, click the Paste 
button arrow on the Home tab 
in the Clipboard group and then 
click Paste Special.

 Hint

To display the Links dialog box, 
click the Offi ce Button in the 
Word window, point to Prepare, 
scroll down if necessary and 
click Edit Links to Files.
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INTEGRATION PROJECT 1: Linking Excel Data in a 

Word Document

 10. Save and close the Benefits Letter XXX.docx document, then exit Word.

 11. Save and close the Family Costs XXX.xlsx workbook, then exit Excel.
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INTEGRATION PROJECT 2: Exporting an Access Table 

to Excel

 1. Open Windy Ridge Cabins.accdb from the folder containing your data files, and enable the 

content of the database.

 2. Select the Cabins table in the Navigation 

Pane and then display the Export – Excel 

Spreadsheet dialog box.

 3. Click Browse, navigate to the folder containing 

your data files, and then click Save to save it with the suggested name of Cabins.xlsx.

 4. Click the Export data with formatting and layout check box to select it, and then click the Open 

the destination file after the export operation is complete check box to select that option.

 5. Click OK to export the table data and display it in a new Excel worksheet.

 6. Close the Cabins.xlsx workbook, then exit Excel.

 7. In Access, close the Export – Excel Spreadsheet dialog box without saving the export steps.

 8. Close the database and exit Access.

Objectives Practiced

 Use the Export Wizard.  Export an Access table to Excel.

The owner of Windy Ridge Cabins uses both Access and Excel to work with data. The data for 

the business is stored in an Access database, but he often uses Excel to analyze the data. He 

asks his assistant, Dominique, to export data from an Access table to an Excel worksheet.

 Hint

To display the Export – Excel 
Spreadsheet dialog box, click 
the Export to Excel spreadsheet 
button in the Export Group of 
the External Data tab.

Critical Thinking
Open the Windy Ridge Cabins.accdb fi le. Export data from the Cabins table to Word using the 

Export – RTF File dialog box. Save it with the default name Cabins.rtf, and specify the export 

option to open the destination fi le after the export operation is complete. Close the document, 

then exit Word. Close the database and exit Access.
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INTEGRATION PROJECT 3: Embedding an Excel 

Table in a PowerPoint Presentation

 1. Open INT Project 3.xlsx from the folder containing your data files, and save it as

BMI Formula XXX.xlsx (replace XXX with your initials).

 2. Copy the range A1:C2.

 3. Open INT Project 3.pptx from the folder containing your data files, and save it as 

Calculate BMI XXX.pptx (replace XXX with your initials).

 4. Display slide 3, display the Paste Special 

dialog box, and then paste the Excel table as 

an embedded object on the slide.

 5. Resize the object so it is readable, and then 

center it in the white space beneath the 

bulleted text on the slide.

 6. Double-click the Excel object to display 

Excel’s commands and features for editing 

on the Ribbon.

 7. Edit the value in cell A2 to read 160, and edit 

the value in cell B2 to read 69.

 8. Deselect the Excel object to remove Excel’s 

commands and features for editing from the Ribbon.

 9. Save and close the Calculate BMI.pptx presentation, then exit PowerPoint.

 10. Save and close the BMI Formula.xlsx workbook, then exit Excel.

Objectives Practiced

 Use the Paste Special dialog box.  Embed an Excel table in a PowerPoint presentation.

 Edit an embedded table.

Sandra, a health educator at North East Hospital, presents seminars on health-related topics 

to groups enrolled in the hospital’s programs. She wants to update her presentation about body 

mass index (BMI) to include an embedded Excel table so she can recalculate the BMI on the 

slide during the seminar. 

 Hint

To display the Paste Special 
dialog box, click the Paste 
button arrow on the Home tab 
in the Clipboard group and then 
click Paste Special.

 Hint After completing Step 7, the 
value in cell C2 should be 23.63.
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INTEGRATION PROJECT 4: Creating a PowerPoint 

Presentation from a Word Outline

Objectives Practiced

 Create a PowerPoint slide from a Word outline.   View a presentation as a slide show.

 Edit a presentation.

Jennifer and Nate have submitted a proposal to start an eCycling program at the company where 

they work. Before the proposal can be approved, they need to create a presentation to show to 

the board of directors. Because the information is in Word, they will import an outline to create 

PowerPoint slides.

 1. Open INT Project 4.docx from the folder containing your data files, and save it as 

eCycling Proposal XXX.docx (replace XXX with your initials).

 2. Read through the document in Outline view.

 3. Close the document, then exit Word.

 4. Create a new PowerPoint presentation.

 5. Display the Insert Outline dialog box, and 

create slides based on the outline text in the 

eCycling Proposal XXX.docx document.

 6. On slide 1, replace the Click to add title 

placeholder with eCycling Program Proposal, and replace the Click to add subtitle placeholder 

with Oriel Company.

 7. Apply the Urban theme to the presentation.

 8. Save the presentation as eCycling Program XXX.pptx (replace XXX with your initials).

 9. Display slide 1, then view the presentation as a slide show.

 10. Save and close the eCycling Program XXX.pptx presentation, then exit PowerPoint. 

 Hint

To display the Insert Outline 
dialog box, click the New Slide 
button arrow on the Home tab in 
the Slides group and then click 
Slides from Outline.
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INTEGRATION PROJECT 5: Creating a Mail Merge 

Document

Objectives Practiced

 Use the Mail Merge Wizard.  Create a mail merge document.

Fabrikam, Inc. is a freestanding 32-bed acute rehabilitation hospital that specializes in the 

treatment of patients recovering from stroke, brain injury, neurological conditions, and major 

medical trauma. Fabrikam employees recently attended a fi nancial planning seminar sponsored 

by A. Datum Corporation and were given the opportunity to enroll in a qualifi ed retirement plan. 

Jenny Lysaker, the account manager for the A. Datum Corporation, is creating a mail merge 

document to send letters to the Fabrikam employees who enrolled in the plan.

 1. Open INT Project 5.docx from the folder containing your data files, and save it as 

Enrollment Letter Main XXX.docx (replace XXX 

with your initials).

 2. Display the Mail Merge task pane, and make 

sure the Letters option is selected in Step 1.

 3. Move to Step 2 of the Mail Merge Wizard, 

and make sure the Use the current document 

option is selected.

 4. Move to Step 3 of the Mail Merge Wizard, and make sure the Use an existing list option is 

selected. Click Browse to display the Select Data Source dialog box, navigate to and select the 

Fabrikam Clients.acdb database file from the folder containing your data files, then click Open.

 5. Click OK to close the Mail Merge Recipients dialog box.

 6. Move to Step 4 of the Mail Merge Wizard. In the document window, place the insertion point in 

the blank line above the first paragraph. Display the Insert Greeting Line dialog box and insert 

the <<Greeting Line>> merge field in the document, using the default format.

 7. Move to Step 5 of the Mail Merge Wizard, and preview all of the letters.

 8. Move to Step 6 of the Mail Merge Wizard, and display the Merge to Printer dialog box.

 9. Select the Current record option, and print the first letter.

 Hint

To display the Mail Merge task 
pane, click the Start Mail Merge 
button in the Start Mail Merge 
group on the Mailings tab, and 
then click Step by Step Mail 
Merge Wizard.
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INTEGRATION PROJECT 5: Creating a Mail Merge 

Document

 10. Display the Merge to New Document dialog box, and merge all 22 letters to a new document. 

Save the document as Enrollment Letter Merge XXX.docx, then close it.

 11. Save and close the Enrollment Letter Main XXX.docx document, then exit Word. 
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INTEGRATION PROJECT 6: Importing Excel Data into 

an Access Table

 1. In Access, create a new blank database, and save it as Home Sales.accdb in the location where 

you store your data files.

 2.  Display the Get External Data – Excel 

Spreadsheet dialog box.

 3. Browse to the folder where your data files are 

located, and specify the INT Project 6.xlsx file 

as the data source in the File Name box.

 4. Choose to import the source data into a new table in the current database, and then click OK 

to open the Import Spreadsheet Wizard.

 5. In the first step of the Import Spreadsheet Wizard, choose to use column headings as 

field names.

 6. Move to the second step of the Import Spreadsheet Wizard, and verify that the fields to be 

imported have the correct data type.

 7. Move to the third step of the Import Spreadsheet Wizard, and choose to let Access add the 

primary key.

 8. Move to the final step of the Import Spreadsheet Wizard, type Forest Heights in the Import to 

Table text box, and then click Finish.

 9. Close the Get External Data – Excel Spreadsheet dialog box without saving the import steps.

 10. Open the Forest Heights table in the database window.

 11. Save and close the table. Close the database and exit Access.

Objectives Practiced

 Use the Import Wizard.  Import Excel data into an Access table.

Dylan is a realtor who uses Excel to keep track of statistics about homes that have sold in the 

Forest Heights neighborhood where he lists most of his houses. He wants to be able to run 

queries and print reports using this information, so he decides to import the data into Access.

 Hint

To display the Get External 
Data – Excel Spreadsheet dialog 
box, click the Import Excel 
spreadsheet button in the Import 
group on the External Data tab.
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INTEGRATION PROJECT 7: Exporting an Access 

Query to Word

 1. Open Swim Classes.accdb from the folder containing your data files, and enable the content of 

the database.

 2. Select the Schedule Query in the Navigation 

Pane and display the Export – RTF File 

dialog box.

 3. Click Browse, navigate to the folder 

containing your data files, and then click Save to save the file with the suggested name of 

Schedule Query.rtf.

 4. Click the Open the destination file after the export operation is complete check box to select it.

 5. Click OK to export the query data and display it as a table in the Word window.

 6. Close the Schedule Query.rtf document and exit Word.

 7. In Access, close the Export – RTF File dialog box without saving the export steps.

 8. Close the database and exit Access.

Objectives Practiced

 Use the Export Wizard.  Export an Access query to Word.

Tad, the assistant director at the Recreational Aquatic Center, needs to send a copy of the summer 

swim class schedule to all of the instructors. Because he wants to attach a document to an e-mail, 

he exports the schedule query to Word.

 Hint
To display the Export – RTF File 
dialog box, click the Export to 
RTF fi le button in the Export 
group on the External Data tab.

Critical Thinking
Open the Swim Classes.accdb fi le. Use the Query Wizard to create a query based on the Instructors 

table that includes the First Name, Last Name, and CPR Current? fi elds, shows details, and is titled 

Instructors Query. Export the query to Word, saving it with the suggested fi le name, and choosing to 

open the destination fi le after the export operation is complete. Close the document, then exit Word.  

Close the database and exit Access.
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INTEGRATION PROJECT 8: Creating a Word Outline 

and Importing It into PowerPoint

 1. Search the Web for information about an environmental issue, such as abandoned mines, 

industrial pollution, climate change, or waste treatment and disposal. 

 2. In Word, create an outline that lists information about the issue, such as the impact on the 

environment, relevant legislation, and possible solutions. Include enough headings and bullet 

points for at least three slides.

 3. Save the document with an appropriate name, and then close the document and exit Word. 

 4. In PowerPoint, create presentation slides by importing the outline you created.

 5. Make an appropriate title slide, then enhance the presentation by selecting an appropriate 

theme and inserting supporting graphics. 

 6. Check the spelling of the presentation, and then save the presentation with an 

appropriate name. 

 7. Run your presentation as a slide show.

 8. Close the presentation, then exit PowerPoint.

Objectives Practiced

 Create an outline in Word.

 Create a PowerPoint presentation from a Word outline.

 View a presentation as a slide show.

Your science teacher has asked you to give a short presentation about an environmental issue. 

You decide to type the information into a Word outline fi rst and then create a presentation by 

importing it into PowerPoint.
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INTEGRATION PROJECT 9: Using Word and Access to 

Create a Mail Merge Letter 

 1. With a partner, work together to create the main document in Word—a letter that gives infor-

mation about your club, including a description of the club, its purpose, when it will meet, and 

any membership requirements. 

 2. Work together to create a data source in Access that contains information about your 

recipients—including names and contact information. Enter at least 10 records in the 

data source.

 3. In Word, use the Mail Merge Wizard to create a mail merge document. Insert at least two merge 

fields into the document.

 4. Merge all of the letters to a new document. Save the document and close it. 

 5. Save and close the main document, then exit Word. 

 6. Close the database and exit Access. 

Objectives Practiced

 Create a Word document.  Use the Mail Merge Wizard.

 Create an Access database.

You and your partner are starting a new club at school. You want to send a letter to parents, 

students, and administrators introducing them to the club. You want to use Word and Access to 

create a mail merge letter.
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INTEGRATION PROJECT 10: Importing a Word 

Document into Publisher

 1. Create a new document in Word.

 2. Write a short note congratulating a friend on a recent event, such as an anniversary, promotion, 

or graduation.

 3. Save the document with an appropriate name to the location where you store your data files, 

then exit Word.

 4. From the Getting Started with Microsoft Office Publisher 2007 window, choose an appropri-

ate Greeting Card template from the Congratulations category, and save it with an appropriate 

name to the location where you store your data files. 

 5. Position the insertion point in the appropriate 

text box inside the greeting card publication, 

then use the Text File command on the Insert 

menu to import your congratulations note into 

the greeting card publication. 

 6. Format the publication, save it with an appropriate name to the location where you store your 

data files, then preview and print it.

 7. Close the publication and exit Publisher. 

Objectives Practiced

 Create a publication.

 Import a Word document into Publisher.

You want to congratulate a friend on a recent accomplishment. You write a note to your friend in 

Word, but then decide you want to use a Publisher template instead, so you import the note into 

Publisher. 

 Hint
Use Publisher Help if you need 
additional information about 
importing text into a Publisher 
document. 
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