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Activity 1 Word/Excel

Do you have data in Excel that you want in Word? Just open the Excel file and copy and paste information to a Word document. However, it does make a difference HOW you paste it!
1. Open the Word file OE-Memo2 and the Excel file OE-DSale.

2. In Excel, click the Europe worksheet tab and select cells A4:B10.

3. Copy and paste the information into the Word memo on the second blank line below the paragraph.

4. Change the subject line of the memo to read European and Asia/Pacific Sales.

5. On the second-to-the-last blank line in the memo, key I am also including the Asia/Pacific sales figures for this period. Press Enter.

6. In Excel, click the Asia/Pacific worksheet tab and select cells A4:B7.

7. Copy and paste the information on the last blank line of the memo. Notice how the text comes in. Click on the Paste Options tag for different formatting options. 
8. Save the document as [your initials]01-14.

9. Close the Excel workbook.

10. Leave Excel and Word open.

Activity 2 Word/PowerPoint

Have information in PowerPoint that you would like in Word. Here we are creating a letter that contains the names of individuals that are already keyed in PowerPoint. Why don’t you just rekey the information? There is always a chance for additional error. Why take a chance and make a mistake rekeying information? 
1.  Open the Word file OE-Plaq and the PowerPoint file OE-Over.

2. In the PowerPoint presentation, display the Outline tab and copy the text from the last slide.

3. Paste the text without formatting or bullets into the Word document on the second blank line below the paragraph “Here is the list....”” You do this with Paste Option or Paste Special.
4. Change the line containing “The Leaders” to Orion Leaders in 11-point Arial bold.

5. Below the list of names, create a new paragraph that reads Please feel free to call me if you need further information.
6. Insert the current date in the date line of the letter. Add your reference initials to the bottom of the letter.

7. Save the document as [your inititals]01-15.
8. Close the PowerPoint presentation and the Word document. Leave both Word and PowerPoint open.

Activity 3 Word/PowerPoint/Excel

Let’s embed and edit a PowerPoint slide and copy and paste information between Word and Excel. This time we would like to take information from both PowerPoint and Excel to create a Word document. 
1. Open the PowerPoint file OE-Sales and the Word file OE-USSales.

2. Add four blank lines at the end of the Word document.

3. In the PowerPoint presentation, embed the second slide (not just the slide text) as an object in the Word document on the third blank line below the paragraph.

4. Open the Excel file OE-DSale.

5. Select and copy cells A4:B14 into Word on the last blank line of the document.

6. In the Word document, remove the word “Sales” from the title of the embedded PowerPoint slide (not the word “Sales” in the chart title).

7. Center-align the embedded slide and worksheet data.

8. Save the document as [your initials]01-16.

9. Close the Excel worksheet, Word document, and PowerPoint presentation. Leave the applications open.
Activity 4 Word/PowerPoint/Excel

This time we will copy and paste from PowerPoint to Word and from Excel to Word. We will then embed a PowerPoint presentation in Word and edit it. We will also link an Excel worksheet in Word and edit it.
1. Open the Word file OE-2002, the Excel file OE-DSale, and the PowerPoint file OE-Sales.

2. Copy and paste just the text from the first PowerPoint slide into the Word document on a new blank line just above the “U.S. and Canada” heading. Format both lines of the copied text as 14-point Times New Roman.
3. From the Excel US & Canada worksheet, copy cells A4:B14. Paste the cells without formatting into the Word document, on the second blank line below the “U.S. and Canada” heading. Set a 2.75-inch right-aligned tab for the copied data and make the first line (the column headings) bold.

4. In the Word document, insert a page break before the “Europe” heading.

5. Paste-link cells A4:B10 from the Europe worksheet in Excel into the Word document, on the second blank line below the “Europe” heading.

6. Change the “Langstrom” sales figures to 4,000,000 by editing the linked object.

7. Save the Excel workbook as [your initials]01-17. Close the workbook. Leave Excel open.
8. From PowerPoint, embed slide 4 into the Word document on the second blank line below the “Asia/Pacific” heading.

9. Delete the word “Sales” from the slide title in Word (not from the chart title in the slide).

10. Close the PowerPoint presentation. Leave PowerPoint open, but return to Word.

11. In the Word document, insert two blank lines before the “Asia/Pacific” heading. Because this is a two-page memo, create a continuation-page header for the second page.

12. Save the Word document as [your initials]01-17.
13. Close out the Word document.

Activity  5 PowerPoint/Excel

In this activity we will copy and paste from PowerPoint to Excel. We will also use Paste Special to copy and paste from Word to Excel.
1. Open the Excel file OE-Mgrs, the PowerPoint file OE-Staff, and the Word file OE-Super.
2. In the Word document, copy the four supervisors and all their information and paste them into the Excel worksheet at cell A14.
3. In the PowerPoint presentation, copy the bulleted text on slide 3 (the list of sales staff requirements) and paste without formatting into the worksheet at cell A20.
4. In cell A19, key in italic, Notes on new staffing requirements:
5. Add a header which includes your name, the filename, and the date. (Custom header in which your name is in the left section, the filename field is in the center section, and the date field is in the right section.) Future instructions will indicate standard header.
6. Save the workbook as [your initials]02-16.
7. Close the Word document, the Excel worksheet, and the PowerPoint presentation.
Activity 6 Word/Excel

In this activity we will embed and link Word objects in Excel and then edit the linked object.
1. Open the Excel file OE-Prod1 and the Word file OE-NewPr.

2. From the Word file, embed the cell phone products, including the bold column heads, into cell A13 of the Cell Phones worksheet.
3. Remove the border around the embedded object; then change the font of the embedded text to Arial. Adjust the tabbed columns as best you can to match the data above the embedded object.

4. In cell A11, key NEW PHONES in 10-point Arial bold, all caps.

5. Link the accessories in the Word memo, including the bold column heads, into cell A13 of the Accessories worksheet.

6. In cell A11, key NEW ACCESSORIES 10-point Arial bold, all caps.

7. Edit the linked Word data to read NiMF set as the description next to “Battery Pack-40.”

8. Change the font for the entire Word document to Arial.

9. Save the file as [your initials]02-17. Close the document. Return to Excel.

10. Add the standard header to both worksheets.

11. Preview the worksheets.

12. Edit as needed.

13. Save the workbook as [your initials]02-17. Close the workbook.

Activity 7 Word/ExcelPowerPoint

In this activity we will copy and paste from PowerPoint to Excel, use Paste Special from Word to Excel, embed a Word object in Excel and edit it; and link a Word object in Excel and edit it. And, it’s all so easy!
1. Open the Excel file OE-DSale, the PowerPoint file OE-Dsale2, and the Word file OE-Memo3.
2. Display the Word document. Copy the new distributors for the U.S. and Canada, including the bold column headings. Paste without formatting into the US&Canada worksheet in cell A17.

3. Key New Distributors in cell A16.

4. Copy the bulleted list at the bottom of the second PowerPoint slide and paste it into the US&Canada worksheet in cell A24. Use Paste Options to match the destination formatting (which will retain the bullets).
5. Embed the new European distributors, including the bold column heads, from the Word document into the Europe worksheet in cell A13. Remove the border around the embedded object.

6. Key New Distributors in cell A12.

7. Delete the first new distributor in the embedded object.

8. Link the new Asia/Pacific distributors, including the bold column heads, from the Word memo into the AsiaPacific worksheet at cell A110.

9. Key New Distributors in cell A9.

10. Delete the first new distributor in the linked object.

11. In the Word document, delete the first new distributor under Europe and remove the italic from the distributors in the U.S. & Canada section.

12. Save the Word document as [your initials]02-19.

13. Close the Word document and exit Word.

14. Close the PowerPoint presentation and exit PowerPoint.

15. Format the worksheets in the workbook attractively, using any formatting features you choose.

16. Add the standard header to each worksheet in the workbook, and center the worksheets horizontally on the page.

17. Save the workbook as [your initials]02-19. Close the workbook and exit Excel.
Activity 8 Word/Excel/PowerPoint
In this activity we will create a presentation from a Word outline (I do this all the time at conferences!), paste Excel data into a slide, and edit the object.
1. In PowerPoint, open the Word outline file OE-Euro1.
2. Change the layout of slide 1 to Title Slide, and add the subtitle Sales, 2001.

3. Move to slide 4 and insert a new slide after this slide, using the Title and Content layout. Key the title Sales by Distributor. 
4. Open the Excel file OE-DSale. From the Europe worksheet, copy cells A4:B10.
5. Paste the data into slide 5 (in text placeholder) as an embedded object. 

6. Edit the object, keying a value of  4,500,100 for Langstrom sales.

7. Apply the design template Studio.

8. Change the font and font size of the slide 5 title text to match the titles of the bulleted text slides.

9. Spell-check the presentation, ignoring misspellings for any text originating in the outline.

10. On the handouts, include the date and your name as a header and include the page number and filename [your initials]03-18 as a footer.

11. Save the presentation as [your initials]03-18.

12. Close the presentation. Close the Excel workbook. You may leave the applications open.

Activity 9 Word/Excel/PowerPoint

Here we will paste data from Excel into an existing presentation as embedded objects, edit the objects, and send the completed presentation to Word.

1. Open the PowerPoint file OE-Manu1.
2. Insert a new slide afater slide 3, using the Title and Content layout. In the title placeholder, key Orion Manufacturing Cycle.

3. Open the Excel file OE-Cycle. Copy cells A4:A11.

4. Paste the data into the text holder on slide 4 of the PowerPoint presentation as an embedded Excel object.

5. Insert a new slide after slide 4, using the Title and Content layout. In the title placeholder, key Cycle Times.

6. In the Excel file, format cells B5:B12 with no decimal places. Turn off gridlines for viewing, and then copy cells A4:B12. (Tools, Options, View)
7. Paste the data into the text placeholder on slide 5 as an embedded Excel object. 

8. Apply the design template Glass Layers to the presentation.

9. On the handouts, include the data and your name as a header and include the page number and filename [your initials}03-19 as a footer.

10. Save the presentation as [your initials] 03-19.

11. Send presentation to Word, using the Notes next to slides page layout.

12. In the Word document, add a header with your name, the page number, and the filename [your initials]03-19.

13. Save the document as [your initials]03-19.

14. Close the Word document. Return to PowerPoint and close presentation. Leave the applications open.

Activity 10 Word/PowerPoint/Excel

In this activity we will create a presentation from a Word outline, paste data from Excel as an embedded object, edit the object, and send the completed presentation to Word.
1. In PowerPoint, open the Word outline file OE-Cost1.
2. Change the layout of slide 1 to Title Slide, and add the subtitle Cost Controls.

3. Insert a new slide after slide 3, using the Title and Content layout. In the title placeholder, key Component Costs, 1999-2001
4. Open the Excel file OE-PrCh1. Turn off gridlines for viewing, then copy cells A4:D7.
5. Paste the data into the content placeholder on slide 4 of the PowerPoint presentation as an embedded Excel object.

6. Apply the design template Network to the presentation.

7. Change the font for the title on slide 4 to match the rest of the presentation. Then change the text color of only the dollar amounts in the embedded object to a dark blue that complements the template colors.

8. On the handouts, include the data and your name as a header and include the page number and filename [your initials]03-20 as a footer.

9. Save the presentation as [your initials]03-20.

10. Send the presentation to Word, using the Blank lines next to slide page layout.

11. In the Word document, add a header with your name, the page number, and the filename [your initials[03-20. 

12. Save the Word document [your initials]03-20.

13. Close out all presentation, documents, and worksheets. Leave applications open.

Activity 11 Word/Access

In this activity we will export an Access report to a Word document.
1. Locate the file OE-Orion. Copy the file to a location specified by the presenter. 

2. Rename the file to [your initials]Orion.
3. Check the Properties for the file and make sure the Read-Only checkbox is cleared.

4. Start Access and open the data file [your initials]Orion.
5. Click Reports in the Objects bar, and select rptCustServiceDept (but do not open it.)
6. Export the report as [your initials]04-19 in Rich Text Format to a location specified by the presenter.

7. Start Word and open the file you just created. Remember to change the file type to Rich Text Format.
8. Delete the first line containing the text “Customer Service Department.”

9. Move to the bottom of the document and delete the footer.

10. Create a memo by keying the text show below, inserting the text above the list of names and addresses. Insert your reference initials after the address list.
 You might need to reformat the memo text as 12-point Times New Roman, with no paragraph spacing before or after.


11. Save the document as [your initials]04-19. Be sure to change the file type to Word Document.
Activity 12 – Word/Access

In this activity we will insert an Access Table into a Word document and copy names from an Access query into the document.
1. Start Word and open Word file OE-Buy.
2. Start Access and open the database file [your initials]Orion.

3. Working in Access, open tblSuppliers in Datasheet view.

4. Insert the following two new records in the table:
ITEM



VENDOR


PRICE
Package Labels

Clips Printing


0.02
Package Peanuts (per lb.)
Popcorn Products

0.25

5. Click the VENDOR field name to select the column.

6. Copy the selected information to the Clipboard.

7. Display the Word document and position the insertion point two l ines below the memo’s first paragraph.

8. Use the Paste Special command to insert the Clipboard contents as unformatted text.

9. Select the VENDOR list and indent it to the 2-inch mark on the ruler.

10. At the top of the list, change the word “VENDOR” to Supplier (capitalize only the first character) and underline it.

11. Display Access and close the tblSuppliers window.

12. Open qryManufacturingDept in Datasheet view.

13. Select the FirstName and LastName fields by dragging across both column headings.

14. Copy the selection to the Clipboard, and close the query.

15. Display the Word document and position your insertion point on the blank line below “Distribution” at the bottom of the memo.

16. Use Paste Special to insert the Clipboard contents as unformatted text.

17. Delete the first line under “Distribution,” containing the text “LastName FirstName.”

18. Insert your reference inititals where indicated by “xx.”

19. To make the entire memo fit on one page, select all the text from “MEMO TO” to the end of the document. Change the font size of the selected text to 11 points.

20. Save the document as [your initials]04-20.
Activity 13 – Excel/Access

In this activity, we will create an Access table from an Excel worksheet.

1. Start Excel and open the Excel file OE-YrTot.
2. Click the 1998 sheet tab if it is not already displayed. Select all the data (the range A1:D5) and copy it to the Clipboard.

3. Start Access and open the database file [your initials]Orion.

4. Click Tables on the Objects bar to display the list of tables.
5. Use the Paste command and click Yes to indicate that the first row contains column headings. The table 1998 is created.

6. Rename the table 1998 to. tblYearTotals
7. Display the Excel workbook and display the 1999 sheet.

8. Select only the data in rows 2 through 5 (and not the column headings).

9. Copy the selected data to the Clipboard.

10. Display Access and open tblYearTotals in Datasheet view.

11. Select the blank record at the bottom of the table and paste the data into the table.

12. In the same way, copy the Excel data in sheets 2000, 2001, 2002, and 2003 in the tblYearTotals.

13. Working in Access, adjust the column widths for tblYearTotals until all the data is displayed.

14. Close Access. Then close Excel without saving the worksheet.
Activity 14 Excel/Access

In this activity we will export Access queries to an Excel workbook.
1. Start a new Excel workbook.
2. Right-click any one of the sheet tabs. Choose Insert from the shortcut menu and click OK to insert a new worksheet. You should now have four sheet tabs in all.
3. Rename the four sheet tabs, using the following names:
Eastern US
Western US
Europe
Asia-Pacific

4. In Cell A1 on each of the four worksheets, key Orion Electronic Sales.

5. In Cell A2 on each of the four worksheets, key the sheet tab name.

6. Save the workbook as [your initials]04-22.

7. Open the Access database file [your initials]Orion and display the query list in the Database window.

8. Select (but do not open) qryEasternUSSalesHistory and then copy it.

9. Display the Excel workbook and click the Eastern US sheet tab.

10. Select cell A4 and paste-link the data.

11. Copy and paste-link the appropriate Access queries for each of the remaining sheet tabs.

12. Re-save the Excel Workbook and close it.

13. Display the Access database window for [your initials]Orion.
14. Click Tables on the Objects bar, and then open tblRegionalSales in Datasheet view. Edit the records for the year 2002, changing the status from Projected to Actual. (The queries you copies to the Excel workbook will display records from tnis table if the status is “Actual.”)
Tip: To make sure you enter “Actual” correctly for each record, copy it from one of the other records and paste it into the appropriate column for each of the year 2002 records. Another way of entering “Actual” correctly in each cell is to press Ctrl + ' . This series of keystrokes enters data from the cell above.
15. Close the table.

16. Display Excel and reopen the Excel file [your initials]04-22.

17. Update the linked information. All four worksheets should now have the information for 2002 along with the other years.

18. Insert headers for each worksheet containing your name, the filename and tab name, and the data. Horizontally center the worksheets on the page.

19. Format the worksheets attractively and re-save the workbook. 

20. Close out all file and exit all applications.
Have a great summer and an even better school year! Be enthusiastic, be positive, be a great role model for your students! It makes a difference in their attitude!!





MEMO TO:	Mike Lanier





FROM:	Ryan Politano





DATE:		Current Date





SUBJECT:	Holiday Card Address List





The following is a list of names and current addresses for the personnel in the Customer Service Department.








These 15 capstone activities have been modified to meet the abbreviated time frame of a conference/convention session. These activities would only be used AFTER students have been taught to integrate among the applications. For example, instructions assume students know what steps to complete to Copy and Paste Special Excel information into Word. They are not told HOW to do it; just instructed to do it. 
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