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Integrating Office
2007 Applications and
the World Wide Web

Objectives
You will have mastered the material in this chapter when you can:
* Integrate the Office 2007 * Create Web pages from a
applications to create a Web site PowerPoint presentation
* Add hyperlinks to a Word document ¢ Add a hyperlink to an Access report
* Embed an Excel chart into a Word * Create a Web page from an Access
document report
* Add a hyperlink to a PowerPoint * Test a Web site in a browser
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Applications and the
World Wide Web

Introduction

Integration means joining parts so they work together or form a whole. In information
technology, common usages can include the following:

1. Integration during product development combines activities, programs, or
hardware components into a functional unit.

2. Integration in manufacturing can bring different companies’ products together
into an efficiently working system.

3. Integration in marketing combines products or components to meet objectives
such as sharing a common purpose or creating demand. It includes such matters
as consistent product pricing and packaging, advertising, and sales campaigns.

4. Integration in product design allows a unifying purpose and/or architecture, such
as the Microsoft Office System. (The products also are sold individually, but they
are designed with the same larger objectives and/or architecture.)

This Integration chapter will show you how you can use the functionality and pro-
ductivity tools of the Microsoft Office System.

Project — Integrating Office 2007 Applications and
the World Wide Web

Many businesses advertise their products and services on the Internet. Companies find it
easy to create Web pages using information already saved in word processing, spreadsheet,
database, or presentation software formats. The Web pages shown in Figure 1-1 include
information about the Makin-It Real Estate Company. This small business specializes in
selling homes near the local college campus to first-time homebuyers. The owners of the
business want to advertise their services and homes for sale on an attractive Web page.
The project in the chapter follows proper design guidelines and uses Office 2007
applications to create the Web pages and other documents shown in Figure 1-1. The
Web page creation capabilities of Microsoft Office 2007 make it simple for you to create
an entire Web site using the information available. Word allows you to create and save
a document as a Web page. Word also allows you to embed an Excel chart in a docu-
ment, which can be included in a Web page. PowerPoint provides the same capability and
adds a navigation structure for browsing. In addition, an Access report can be saved as a
Web page so that users can view database contents online. Several sources of information
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already exist that can be beneficial to creating a Web page. The following four files of
information are supplied to help you get started:

1. A Word document that contains the company letterhead, including logo images,
company name, and company address (Figure 1-1a on page INT 4).

2. An Excel workbook with a Bar chart graphically illustrating the company’s
breakdown of home sales per year (Figure 1-1b on page INT 4).

3. A PowerPoint presentation that contains general information about the company’s
services (Figure 1-1g on page INT 5).

4. An Access database containing information about homes that currently are for
sale through the company (Figure 1-1c on page INT 4).

The Makin-It Real Estate Web site should include the following:

1. A home page with a Bar chart that contains the homes sold by the company per
year (Figure 1-1e on page INT 5). Three hypertext links also are included on the
home page: Company Services, Homes for Sale, and E-mail for Information.

2. The Homes for Sale Web page (Figure 1-1d on page INT 4) is created from the
Access file. Clicking the Homes for Sale link on the home page accesses this Web
page. On this Web page, visitors can view the homes for sale from the
company, categorized by the type of home.

3. The PowerPoint Web page (Figure 1-1g on page INT 5) displays information
about services provided by the company. Clicking the Company Services link on
the home page accesses this Web page.

4. Using the E-mail for Information hyperlink, you can create an e-mail message
(Figure 1-1f on page INT 5). E-mail is sent to the e-mail address
manager@isp.com.

Overview

As you read this chapter, you will learn how to create the Web pages shown in
Figure 1-1 by performing these general tasks:

* Insert hyperlinks in the Word document

¢ Embed the Excel chart in the Word document

¢ Save the Word document as a Web page

* Add a hyperlink to the PowerPoint presentation
* Save the PowerPoint presentation as a Web page
* Create the Access report

* Add a hyperlink to the Access report

* Save the Access report as a Web page

* Test the Web site
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Plan Ahead General Project Decisions

When creating Web pages from many Office 2007 documents, you need to make several
decisions that will determine the appearance and characteristics of the finished Web pages.
As you create the Web pages shown in Figure 1-1, you should follow these general guidelines:

1. Choose hyperlink names and locations. Decide upon the names of the various Web
pages and their location on media before creating the Web pages. For example, the first
two hyperlinks in Figure 1-1e open Web pages named Company Services and Homes for
Sale. The third hyperlink, E-Mail for Information, is easily understood by a Web page visitor.

2. Ascertain the navigational structure of the Web pages. The arrows shown between the
Web pages in Figure 1-1 are an example of a navigational structure. Determine which
pages link to other pages before the Web pages are created. The navigational structure
shown in Figure 1-1 is appropriate for a small Web site.

3. Determine appropriate file names for Web pages. File names used for each of the Web
pages shown in Figure 1-1 need to be determined when planning the pages because the
file names are used to create the hyperlinks that are needed to navigate the Web pages.
When naming these files, appropriate file names should be used. Save all Web pages to
the same location so that they are easier to manage.

4. Organize the layout of the home page. Follow good design and visual layout principles
to create an inviting home page. The page should not be cluttered, and the user should
know what to do without the need for instructions.

5. Plan the layout of the Access report. Follow good Access report design guidelines to
create the Access report. The fact that the report is to be used as a Web page requires
additional thought and planning.

Web Pages Adding Hyperlinks to a Word Document

Making information

available on the Internet . . . C .
is a key aspect of business | he Web site created for Makin-It Real Estate consists of an initial Web page, called the

today. To facilitate this home page, (Figure 1-1le on the previous page) with two hyperlinks to other Web pages,
trend, the Office 2007 an e-mail link, and a Bar chart. Clicking a hyperlink, which can be text or an image,
applications easily allow allows you to jump to another location. Text is used (Company Services, Homes for Sale,
you to generate Web i . h h link h ki 1 h
bages from existing files.  E-Mail for Info1'rrnat10n) for the t ree hyperlinks on the Ma 'n—It Real Estate home page.
An entire Web site canbe  The first hyperlink (Company Services) jumps to a PowerPoint Web page that contains
created with files from three Web pages that explain the services offered by the company. A second hyperlink
Z\:Oprgé:;cs \ ;‘:I':‘gir:otcn;é (Homes for Sale) jumps to an Access report that provides a list of homes for sale extracted
Web Page %e type ig the f?om Makin-It Real Estate’s Ho‘mes fo‘r Sale Access database. This Web page allows igqui—
Save As dialog box. ries only; updating the database is prohibited. The third hyperlink (E-Mail for Information)
creates an e-mail message. In order to place the three hyperlinks to the left of the Bar

chart, a table will be created in the Word document.

To Start Word, Open an Existing Document, and Save the
Document with Another Name

The first step in this chapter is to open the Word document, Makin-It Real Estate
Letterhead, and save it with the new file name, Makin-It Real Estate Home Page.

o Connect the USB flash drive containing the Data Files for Students to an available USB port
on your computer. See the inside back cover of this book for instructions for downloading
the Data Files for Students or see your instructor for information on accessing the files
required in this book.
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Start Word. Click the Office Button and then click Open on the Office Button menu.

Click the Look in box arrow and then click UDISK 2.0 (E:) in the Look in list. (Your USB drive
may have a different name and letter.)

Double-click Makin-It Real Estate Letterhead to open the Makin-It Real Estate Letterhead
document.

Click the Office Button and then click Save As on the Office Button menu. Type Makin-It
Real Estate Home Page in the File name text box and then click the Save button in the
Save As dialog box to save the document as Makin-It Real Estate Home Page.
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Click the Web Layout button on the status bar to view the document in Web layout view
(Figure 1-2).
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To Insert a Table into a Word Document

The next task is to insert a table with two columns and one row. The left column will contain three hyperlinks.
The right column will contain the Bar chart.
The following steps add a table to the Makin-It Real Estate Home Page document.

e Position the insertion point on the
second paragraph mark below the
company telephone number.

e Click the Insert tab on the Ribbon
and then click the Table button on
the Ribbon.

e Drag the mouse pointer through
the first two cells in the Table
gallery and do not release the
mouse button (Figure 1-3).

12)

e Release the mouse button to
insert the table and close the
Table gallery.
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To Remove the Table Border, View Gridlines, and AutoFit the Table Contents

The table border for the new table is not necessary for the Web page. In order to place the contents in the

document properly, however, gridlines should be displayed to serve as a guide for inserting the hyperlinks and chart.
The cells in the table also should be formatted to adjust their size automatically to accommodate the data inserted
in the table. The AutoFit to Contents option allows you to make the columns in a table automatically adjust to the
contents. The following steps remove the border of the table, display gridlines in the tables in the document, and set
the AutoFit to Contents option for the table. The heading in the document, including the clip art images, is already

included in a table.

e Select both cells in
the new table.

o If necessary, click the
Design tab on the
Ribbon.

o Click the Borders
button arrow on the
Ribbon to display
the Borders gallery
(Figure 1-4).

12)

e Click No Border in
the Borders gallery
to remove the bor-
ders from the table.

13

e Click the Layout tab
on the Ribbon.

o Click the View
Gridlines button on
the Ribbon to dis-
play gridlines in both
tables in the
document
(Figure 1-5).
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To Insert Text for Hyperlinks

After creating the borderless table, you must insert the three text phrases that will be used as hyperlinks on the
home page. These phrases (Company Services, Homes for Sale, and E-Mail for Information) allow the Web page
visitor to jump to two other Web pages and create an e-mail message. The following steps add the text phrases that
are used as hyperlinks.

o If necessary, click the leftmost cell
in the table to place the insertion
point in the cell.
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then press the ENTER key twice.

e Type Homes for Sale and then :
Makin-It-Real-Estater

press the ENTER key twice. @

e Type E-Mail for Information rilght—hand
but do not press the ENTER key to column of table
complete the entry of the three
text phrases that will be used as
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Figure 1-8

To Create a Hyperlink to PowerPoint Web Pages

The Insert Hyperlink feature provides the capability of linking to an existing file or Web page, to a place
within the current document, to a newly created document, or to an e-mail address. In this chapter, two hyperlinks
(Company Services and Homes for Sale) will be created that link to Web pages. The Company Services hyperlink
will jump to a PowerPoint presentation that is saved as a Web page using the Web page name, CompanyServices.
htm. The Homes for Sale hyperlink jumps to an Access report page using the Web page name, Homes for Sale.htm.
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You will create the report later from an existing Access database. The third text phrase (E-Mail for Information)
links to an e-mail address, allowing the Web page visitor to send an e-mail message to the company’s manager.
The following steps create a hyperlink for the first text phrase.

e Drag through the
text, Company
Services, in the table
to select the text.

e Click the Insert tab
on the Ribbon.

e Click the Hyperlink
button on the
Ribbon to display
the Insert Hyperlink
dialog box.

12)

o |f necessary, click the
Existing File or Web
Page button on the
Link to bar.

° Type
CompanyServices.
htm in the Address
text box (Figure 1-9).

13

e Click the OK button to

assign the hyperlink
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Figure 1-9

to the Company Services phrase.

<
o3
o4

How does the hyperlink function?
After saving the Word document as a Web page, the visitor clicks the text, Company Services, and the

CompanyServices.htm file on the USB flash drive is displayed.

Other Ways

1. Right-click selected
words, click Hyperlink
on shortcut menu

2. Press CTRL+K

To Insert the Remaining Hyperlinks

The following steps add the remaining two hyperlinks.

Drag through the text, Homes for Sale, in the table. Click the Hyperlink button on the
Ribbon.

Type Makin-It Real Estate - Homes for Sale.htmin the Address text box and
then click the OK button.

Drag through the text, E-Mail for Information. Click the Hyperlink button on the Ribbon
and then click the E-mail Address button on the Link to bar.

Type manager@isp.com in the E-mail address text box.

®0 ® © ©

Type Request for Information in the Subject box and then click the OK button
(Figure 1-10).
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Embedding an Excel Chart into a Word Document

"This chapter uses the Object Linking and Embedding (OLE) feature of Microsoft
Office 2007 to insert the Excel chart into a Word document. OLE allows you to incorpo-
rate parts of a document or entire documents from one application into another. The

Bar chart in Excel is called a source object (Figure 1-1b on page INT 4) and the Makin-It
Real Estate Home Page document is the destination document. An embedded object
becomes part of the destination document. This chapter illustrates using the Paste Special
command to embed the Excel object. Paste Special inserts an object into Word, but

still recognizes the source program, the program used to create the object. When you
double-click an embedded object, such as the Total Yearly Sales chart, the source program
opens within the destination document and allows you to make changes. In this example,
Excel is the source program.

To Start Excel and Open an Existing Workbook

The following steps open the Excel workbook in preparation for copying the chart
from the workbook.

o
12

13

Start Excel. Click the Office Button and then click Open on the Office Button menu.

Click the Look in box arrow and then click UDISK 2.0 (E:) in the Look in list. (Your USB drive
may have a different name and letter.)

Double-click Makin-It Real Estate Yearly Sales to open the Makin-It Real Estate Yearly Sales
workbook.

BTW

BTW

Hyperlinks

Hyperlinks can link to
both external locations
and internal locations
within the current
document. To link to

a location inside the
current document,

select the Place in This
Document option in the
Link to bar in the Insert
Hyperlink dialog box. The
Microsoft Office 2007
application then will
provide a list of locations
within the current
document to which you
can link.

Embedded Objects
The advantage of using
an integrated set of
applications, such as
Microsoft Office 2007,

is the capability of
sharing information
among applications.

The Object Linking

and Embedding (OLE)
features of Office 2007
make the integration
process more efficient. A
chart created in Excel can
be included in a Word
document using OLE.

To edit the embedded
object, double-click it.
The source program then
starts and opens the
source object for editing.
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To Embed an Excel Chart into a Word Document

o

o If necessary, click the = _-e"__'_ == Makin-It Real EstateYear]ySales Microsoft Excel
Total Yearly Sales et Pagelaout  Fomus  Data  Reew
Chart tab to make '
th_e sheet tab active : o o " I‘hﬂ*w”%#] e i Wi 0L
(Flgure 1-1 1). === - Fnrmattmg'g:hle' Styles > ||| T Filtar -
) § B 3

(2]

around the chart
area to select the
chart and then click
the Copy button on
the Ribbon to place . i
a copy of the Bar m C. r
chart on the
Office Clipboard
(Figure 1-12).

® Click the white area ﬂﬁ_ o - - F Makin ]l'Real Estate ‘r’earl}f Sales - M’itmmﬁ Ex !

The following steps embed the Excel Bar chart into the Word document.

52,000,000.00

51,500,000.00

. 1
| Barchart

Figure 1-11

@ w Copy button m

| _Alignment FUl Mumber |

ﬁﬂ.‘ﬁﬂ 1@*@@“@@} g:. I""‘“‘*"'“’?"‘ﬁ] Conditional  Format _?f“

Formatting = as Table v Styles = || |

|_'_I'otif Yearly Sal.es{

53,500,000.00 -| /

chart border changes to
indicate chart selected

52,000,000,

51,500,000.00

51,000,000.00

SE00,000.00

Figure 1-12
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o Click the Makin-It Real Estate
Home Page button on the taskbar.

o If necessary, click the right cell
of the lower table to place the
insertion point in the right cell
of the table.

e Click the Home tab on the Ribbon.

e Click the Paste button arrow on
the Ribbon to display the Paste
gallery (Figure 1-13).

4]

e Click Paste Special to display the
Paste Special dialog box.

e |f necessary, click Microsoft Office
Excel Chart Object in the As list
(Figure 1-14).

Embedding an Excel Chart into a Word Document INT 15
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Figure 1-13
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(5

BTW

e Click the OK button

to embed the Bar
chart into the docu-
ment (Figure 1-15).

Other Ways

1. Right-click object,
on shortcut menu
click Copy

2. Press CTRL+C

Integrating Office 2007 Applications and the World Wide Web

7
e e T | e
i No Spacl.. Headingl Heading2 = Change
v o . . gl caCnoE IS e || Seh
LI e e i Faragraph = Styles | Editing
Ll e e ey
Homesfor: 5
o $2,500,000 00 Bar chart embedded in
L i Word document table
E-Mailfor:
Information
42,000,000.00
$1,500,000,00
$1,000,000.00
£500,000.00 =

Figure 1-15

Objects

Objects can be nearly
any part of an Office
2007 application or other
Windows application.
Some examples are Excel
worksheets, a paragraph
in a Word document, and
a slide in a PowerPoint
presentation. As long as
you use the Paste Special
command to paste data
in the Clipboard, you can
keep data in its native
format.

Copy Methods

All Office 2007 applications allow you to use three methods to copy objects among
applications: (1) copy and paste; (2) copy and embed; and (3) copy and link. The first
method uses the Copy and Paste buttons. The latter two use the Copy button and the
Paste Special command. Table 1-1 summarizes the differences among the three methods.

Table 1-1 Copy Methods

Method Characteristics

The source object becomes part of the destination document. An object may be edited, but
the editing features are limited to those of the destination application. An Excel worksheet
becomes a Word table. If changes are made to values in the Word table, any original Excel
formulas are not recalculated.

Copy and paste

The source object becomes part of the destination document. An object may be edited in
the destination document using source editing features. The Excel worksheet remains a
worksheet in Word. If you make changes to values in the worksheet with Word active, Excel
formulas will be recalculated. If you change the worksheet in Excel without the document
open in Word, however, these changes will not display in the Word document the next time
you open it.

Copy and embed

The source object does not become part of the destination document, even though it appears
to be. Instead, a link is established between the two documents, so that when you open the
Word document, the worksheet displays within the document, as though it were a part of

it. When you attempt to edit a linked worksheet in Word, the system activates Excel. If you
change the worksheet in Excel, the changes also will display in the Word document the next
time you open it.

Copy and link



To Change the Size of an Embedded Object

Embedding an Excel Chart into a Word Document INT 17

The embedded Bar chart slightly exceeds the margins of the Makin-It Real Estate Home Page document.
Reducing the size of the Bar chart will improve the layout of the document. When an Office 2007 document
includes an embedded object from another Office 2007 document, you can edit the object in place. When you
edit an object in place, the destination document’s application displays commands on the Ribbon from the source
document’s application. For example, when you edit the Total Yearly Sales chart in the Makin-It Real Estate Home
Page, the Ribbon changes so that you can use commands from Excel even though you are working in Word.

The following steps reduce the size of the chart by editing the object in place.

e Click the View Ruler
button above the
vertical scroll box.

o If necessary, use the
vertical scroll bar on
the right side of the
Word window to
scroll to the top of
the document.

e Drag the Move Table
Column slider to the
right so the border
aligns with the
left border of the
upper table.

(2

® Right-click the Bar
chart to display the
shortcut menu.

o Click Worksheet
Object on the short-
cut menu to display
the Worksheet
Object shortcut
menu and then point to

rﬂn B" =l = Makin-It Real Estate Home Page - Microsoft Word Table Tools - =7 X
| Home but  References  Mallings  Review  Wiew  Design  Layout @
? Move Table &
=] Column slider mivesc - = |la=a=|[A] z Find =
Jj 3 u -[aEWE|E = TG | S AaBbCi AaBbCc s
a3 ] — — ;e s “ac
1 Pt ‘I\ I U -\be x, % Ao (¥ A = S([J=-|[&- 2-f| | rromal [rnosuec. Headingl  Headino2 gg::\?f | Iy seat= |
[Clipboard = | Font =) Paraaraph | Styles 5| Editing
ﬁ‘.‘|‘-‘1‘-‘|&.ﬁz‘-‘|‘-‘3‘-‘|‘-‘4 ' 5 l i | 7 | 8 9 lU"_ﬁ
1‘| View Ruler
button
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column 1 of
table resized
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Object command
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Cut
Copy

Paste
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Insert Caption...

Insert Table...

Delete Cells..,

Draw Table
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Edit
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Convert..,
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the Edit command (Figure 1-16).
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13

Q&A

Word Ribbon
o is displayed

Q&A

Ribbon changes
to Excel Ribbon

e Click Edit to begin

T Makin-It Real Estate Home Page - Micr]

editing the chart Fie Windon
in place. bl rs) * \
| Home | Tnset  Pagelaout  Formulas  Data  Review  View @
e Click anywhere. in the NSl :i_: & E== | 3@_ _ 1 B =% ::Ttv El o7
chart to select it Gappears | NSRS S o | (SN S S G B om0
. Font ] Alignment il Humber | Styles Cells lower-right
e Use the scroll bars on sizing handle of
. chart object
the bottom and rlght = marquee surrounds 004 5008 7
: | chart to indicate the 2006 7
sides of the Word object being edited 2007 s é
window to scroll to n 1
7
the bottom-right of H 4+ ¥ | Tolal Vearly Sales Chart -~ Total Yealy Sdes . Shest2 cheets 1 Y
il —
the chart. Wordsi 19 EEEEE ; %
e Drag the lower-right : = =
sizing handle of the Figure 1-17
chart up and to the
left until the chart is sized as shown in Figure 1-17.
What happened to the Ribbon?
When you edit an embedded object in place, the destination application, which is Word in this case, displays contextual

commands in the Ribbon for the application in which the embedded object was created. You now can edit the Excel chart
as though you are working in Excel. This method of editing is much simpler than the entire Excel application opening in
order for you to edit the chart.

o If necessary, use the . _ﬂ R Makin-It Real Estate Home Page - Microsoft Word | Table Toals - = X
scroll bars on the S o el s e i e e @
i = o 3 e “ : 3 Find -
bottom and right Uj a‘j Calor (Bod] o -] . [ —p— pp— &\ ih“".’nﬁm
sides of the Word ‘ Pte | [B 2 O -~ dbex, x Aav||¥- A-| Tuarmal | TMosSpad. Headingl Heading2 = E;y“:‘ff 3 selbin
window to scroll | Fant o sotes 5| Editing

Clipboard

to the top of the '
document.

Makin-It-Real-Estatex

Click next to the
E-Mail for Information 175outhitadieyStreetf
hyperlink in the first Harpville, KY-421949
column of the table S sy

1 4

to display the Word g

. . Company-Servicesy]
Ribbon (Figure 1-18). i Total Yearly Sales|
Why dld the Word E—Mawl‘fnr-\nfmmat\nnﬁ
Ribbon appear? i i $2,500,000.00
When you are s o
finished editing an

embedded object in $1500,000.00
place, you can click
anywhere outside
the embedded
object in the destina-
tion document to
reactivate the desti-
nation document’s
Ribbon commands.

$1,000,000.00

$500,000.00

"y start T Makin-It Real Estate (B Microsoft Excel - Maki.. &) 1:10PM

Figure 1-18




To Quit Excel
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With the Bar chart embedded in the Word document, you no longer need the
Makin-It Real Estate Yearly Sales workbook open. The following steps quit Excel.

o Right-click the Microsoft Excel - Makin-It Real Estate Yearly Sales button on the taskbar.
Click Close on the shortcut menu. If prompted to save changes, click the No button.

9 If the Microsoft Excel dialog box displays regarding saving the large amount of information

on the Clipboard, click the No button.

Resizing

To resize an image
proportionally from a
corner, you can press and
hold down the SHIFT key
while dragging a corner
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Viewing the Word Document in Your Browser and

Saving It as a Web Page

The next task is to view the Word document in your browser to verify that all information
and links in the document are accurate. After verifying its accuracy, you then can save the
Word document as an HTML file. Saving the Word document as an HTML file makes it
possible for it to be viewed using a browser, such as Internet Explorer.

sizing handle. To resize
vertically, horizontally,
or diagonally from the
center outward, press
and hold down the CTRL
key while dragging a
sizing handle. To resize
proportionally from the
center outward, press
and hold down the
CTRL+SHIFT keys and drag
a corner sizing handle.

To Add a Button to the Quick Access Toolbar

Many commands available in Word are not included on any of the tabs on the Ribbon. You can, however,
add such commands to the Quick Access Toolbar. One such command allows you to preview a document in a Web
browser. This command, Web Page Preview, needs to be added to the Quick Access Toolbar so that the Web page
can be previewed. The following steps add the Web Page Preview command to the Quick Access Toolbar.

e Click the Customize Quick Access
Toolbar button arrow to dis-
play the Customize Quick Access
Toolbar menu (Figure 1-19).

.

/ g PP Customize Quick
( = Aekh-fFea-Estate H
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| Paste 7 |B I | Sawe
Clipboard M | e Paragraph ]
’%I 1 g Quick Print ',...‘;.......:.... .."5"...,..
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e Click the More
Commands
command on
the Customize
Quick Access
Toolbar menu.

e When the Word
Options dialog box
is displayed, click the
‘Choose commands
from’ box arrow to
display the Choose
commands from list
(Figure 1-20).

Makin-It Real Estate Home Page - Microsoft Word
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e Click Commands Not
in the Ribbon in the
‘Choose commands
from’ list to display

ML VWord Options i3

Makin-It Real Estate Home Page - Microsoft YWord

Table Toals

E 4
e =3
Pajte J |

Clipboard = ||

a list of commands
not in the Ribbon
(Figure 1-21).
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e Scroll to the bottom
of the list, click Web
Page Preview, and

E Makin

-It Real Estate Home Page - Microsoft Ward Table Toals - x

Popular
Display
Proofing
Save

Advanced

then click the Add ezl
button to add the st
button to the Quick '
Access Toolbar
(Figure 1-22).
Company-54
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e Click the OK button to close
the Word Options dialog box
(Figure 1-23).

Will the Web Page Preview
command be on the Quick Access
Toolbar the next time that |

start Word?

Yes. When you change the Quick
Access Toolbar, the changes remain
even after you restart Word. If you
share a computer with somebody
else or if the Quick Access Toolbar
becomes cluttered, Word allows
you to remove commands from
the Quick Access Toolbar. The Web
Page Preview button is removed
from the Quick Access Toolbar
later in this chapter.

Q&A
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Figure 1-22

(Oa H9-0vig = Makin-It Real Estate Home Page - Microsoft Word Table Toals
o ——— - — -
| Home | ;m'l Page Layout  References Mallings  Review  ‘iew Design  layout

= A

| ;a:tn :_;||B/ I U ~abe %,

Caligti (B oy

(KB [

M- A (EE

a3BhCche

T Marmal

___ Font

F

Web Page

button added to
Quick Access Toolbar

Preview

Makin-It-Real-Estaten

17-South-Hadley-Street e
Harpville,-KY-421949
639-555-37374
bl

£

q

| Company-Servicasq]
Homes £

E-Mail farinformations

—L/_—

Total Yearly Sal

orSalef

$2,500,000.00

Figure 1-23

-—
S
(]
-
Q.
©
£
Y
c
2
=)
[
S
(o)
(]
]
=




INT 22 Integration Chapter 1

Integrating Office 2007 Applications and the World Wide Web

To Preview the Web Page

The following steps preview the document in the browser and then save the Word document as an HT'ML file.

o Click the Web Page
Preview button on
the Quick Access
Toolbar to display
the Web page in
your browser.

(2

o If necessary, click the
Maximize button on
your browser’s title
bar (Figure 1-24).

©

Q&A

e Click the browser’s
Close button.

How should | verify
the Web page?
Verify that the Web
page contains

all information
necessary and is
displayed as shown
in Figure 1-24. The
Web page consists of
a heading with logo

later in this chapter.

(= mhtml:file:/#/C:\Documents and Settings\Shelly Cashmanilocal Settings\Temporary Internet Files\C - Windows Internet Explorer

—— e e
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images and the company

name, address, and telephone number. A borderless table displays three hyperlinks in the left column and a Bar chart in
the right column. The E-Mail for Information hyperlink should display a new message when you click it. The other two
links, Company Services and Homes for Sale, do not work because the corresponding Web pages are not available until
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50.00
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< il | &
Done & Internct H100% v

BTW

Web Page Formatting
Because Word provides
formatting options that
most Web browsers do
not support, some text
and graphics may look
different when you
view them on a Web
page. When creating
documents for the Web,
using Web layout view
will ensure that your
graphics look the way
you want them to when
they are viewed as Web
pages in a Web browser.

To Save a Document with a New File Name

If the Web page is correct, save it on the USB flash drive as an HTML file. If
changes need to be made to the Web page, return to the Word document and correct it.
The following steps save the document as a Web page.

Click the Office Button and then click the Save As command.
Type Makin-It Real Estate Home Page in the File name text box if necessary.

Select Web Page in the Save as type box.

0000

If necessary, click the Save in box arrow and then click UDISK 2.0 (E:) in the Save in list.
(Your USB flash drive may have a different name and letter.)
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9 Click the Save button in the Save As dialog box. If the Microsoft Office Word dialog box
displays, click the Continue button.

Why should | save the document as a Web page?

Q&A

Saving an existing Word document as a Web page allows you quickly to get a Word
document ready for copying to the Web or to an intranet. One alternative to this is to
write the Hypertext Markup Language (HTML) to develop the Web pages. HTML is a
programming language used for Web page creation. The home page created earlier in
this chapter could be created by writing HTML tags (code). For documents that already are
in Word format, the easier method is to use the Word Save as Web Page command. This
essentially creates the HTML code for you and saves it in a file. While the HTML code is in
the file, you do not need to understand HTML code.

To Reset the Quick Access Toolbar and Quit Word

The necessary work with the Word document is complete. The following steps
remove the Web Page Preview button from the Quick Access Toolbar and quit Word.

Click the Customize the Quick Access Toolbar button arrow on the Ribbon.
Click the More Commands command.

When the Word Options dialog box is displayed, click the Reset button. If the Reset
Customizations dialog box is displayed, click the OK button.

Click the OK button on the Word Options dialog box to close it.
Click the View Ruler button to close the ruler.

Click the Close button on the Microsoft Word title bar.

Do | need to remove the button from the Quick Access Toolbar?

e @O0 O0OQ

No. For consistency with this book, reset the Quick Access Toolbar after the added buttons
are no longer needed. If you share a computer with others, you should reset the Quick
Access Toolbar when you are finished using the computer.

Creating a PowerPoint Presentation Web Page

PowerPoint 2007 allows you to create Web pages from an existing PowerPoint presentation,
using the same method used earlier in this chapter to save a Word document as a Web page.
The presentation then can be viewed using your browser.

To Start PowerPoint and Open an Existing Presentation

The PowerPoint presentation used in this chapter consists of three slides
(Figure 1-1g on page INT 5). The first slide is a title slide, containing the company name
and graphics. Slide 2 consists of information about services for home sellers. Slide 3 includes
information about services for home buyers. This information can be used in its present
format to enhance a presentation about the company’s services. As Web pages, you can use
this presentation to address a much wider, global audience on the World Wide Web.

BTW
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Web Programming
Languages

A number of
programming languages
can be used to create
Web pages. Web pages
created using the Save
as Web Page command
on the File menu can

be enhanced with other
Web programming
languages, such as ASP,
DHTML, and JavaScript.
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The following steps open an existing PowerPoint presentation.

Start PowerPoint. Click the Office Button and then click Open on the Office Button menu.

©Q

Click the Look in box arrow and then click UDISK 2.0 (E:) in the Look in list. (Your USB drive
may have a different name and letter.)

13

Double-click Makin-It Real Estate Presentation to open the Makin-It Real Estate
Presentation presentation (Figure 1-25).
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Keeping Links Fresh
When you create a Web
page, it is important to
make sure that all of your
hyperlinks are functional
as time goes on. Links to
other pages can become
stale, or nonfunctional,
if another Web page
creator or an external
site takes a page offline.
Automated tools can
help you identify when
pages to which you are
hyperlinking no longer
are available.

88 Microsoft PowerPaint .

Figure 1-25

To Add Text for a Hyperlink into a PowerPoint Presentation

One of the more important features of Web sites is their capability of linking from
one Web page to another using hyperlinks. In earlier steps in this chapter, you added
three hyperlinks to the Makin-It Real Estate home page. Once Web page visitors link to
the PowerPoint Web pages, however, they cannot return to the home page without using
the Back button on the browser’s toolbar. This is not a convenient way for Web page visi-
tors to navigate through the Web site. The following steps add a Home link to the first
slide of the PowerPoint presentation (Figure 1-1e on page INT 5).

o Click the Insert tab on the Ribbon.

9 Click Text Box on the Ribbon.
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9 Draw the outline of the text box in the location shown on the slide in Figure 1-26.
0 If necessary, click inside the text box.

e Type Home as the hyperlink text (Figure 1-26).
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1. Press ALT+N, press X

We Provide Complete Realty Services for
Buyers and Sellers

text for
hyperlink

Click to add notes

-1 start & ricro

Figure 1-26

To Insert a Hyperlink into a PowerPoint Presentation

After you enter the text for the hyperlink, you can create the hyperlink itself. When clicked, the hyperlink
jumps to the Makin-It Real Estate home page created previously in this chapter and saved on the USB flash drive. To
create the hyperlink, you will use the Hyperlink button on the Insert tab on the Ribbon.

The following steps create the PowerPoint hyperlink.

1)

e Double-click the word, Home,

inside the text box you just ] )
inserted. We Provide Complete Realty Services for

Buyers and Sellers
[2) Y

o If necessary, click the Insert tab on —
. text c ange:
the Ribbon. to hyperlink

o Click the Hyperlink button on
the Ribbon to display the Insert
Hyperlink dialog box.

(3

o [f necessary, click the Existing File or e _
Web Page button on the Link to bar. I - U %

e Type e:\Makin-It Real Estate
Home Page.htminthe Address Figure 1-27
text box. (Your USB drive may have
a different name and letter.) Click the OK button to add the hyperlink to the text in the
text box (Figure 1-27).

Other Ways

1. Right-click highlighted
word, click Hyperlink
on shortcut menu

2. Press CTRL+K
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To Add a Button to the Quick Access Toolbar and View the Web
Page in Your Browser

Just as in the previous section of this chapter, the following steps display the Web
page before saving it. It is important to verify all of the Web page navigation features
before saving the file. Because the Web Page Preview button is not available on the
Ribbon, the button must first be added to the Quick Access Toolbar.

Click the Customize Quick Access Toolbar button arrow to display the Customize Quick
Access Toolbar menu.

Click the More Commands command on the Customize Quick Access Toolbar menu.

When the PowerPoint Options dialog box is displayed, click the ‘Choose commands from’
box arrow to display the Choose commands from list.

Click Commands Not in the Ribbon in the Choose commands from list to display a list of
commands not in the Ribbon. Scroll to the bottom of the list, click Web Page Preview, and
then click the Add button to add the button to the Quick Access Toolbar.

Click the OK button to close the PowerPoint Options dialog box.

Click the Web Page Preview button on the Quick Access Toolbar to display the Web page
in your browser.

© 0 O ®0 ©

If necessary, click the Maximize button on your browser’s title bar (Figure 1-28).
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Figure 1-28
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Using Hyperlinks in PowerPoint

Slide 1 of the PowerPoint presentation Web page contains a hyperlink to the home §
page of the Makin-It Real Estate Web site. Although you created this hyperlink by adding l-'ﬂ
a text box to the first slide, you also can create hyperlinks from existing text or images in a
PowerPoint presentation. For example, one of the logo images on slide 1 could be used as a
hyperlink to the home page of the Web site. Using one of those images, however, does not
give the Web page visitor a clear idea of where the hyperlink will lead. It is more appropriate
to create a hyperlink to the home page from text — for example, Home — that makes sense
to the visitor.

In addition to any hyperlinks that are added to the presentation, PowerPoint
automatically creates hyperlinks in the left column of the Web page, called the outline.
Using the Expand/Collapse Outline button below the outline pane, you can expand or
collapse the outline and navigate through the Web page presentation (Figure 1-28). The
text in the heading of each slide is used as the phrases for these hyperlinks. When you
click a link, you jump to that particular slide within the presentation. The ease of
navigation within a PowerPoint Web page is valuable to the Web page visitor.

To Save the PowerPoint Presentation as a Web Page

The next step is to save the PowerPoint presentation as a Web page. When
you save a PowerPoint presentation as a Web page, the Web page is saved in a default E
folder. All supporting files, such as backgrounds and images, are organized in this folder
automatically. The name of the PowerPoint slide show opened in this section is Makin-
It Real Estate Presentation. To simplify the naming of the Web page, the Web page will
be saved with the name CompanyServices.htm. PowerPoint uses the name of the saved
Web page and adds the string, _files, for the name of the new folder. When saving the
current presentation as a Web page, the folder name that PowerPoint Web creates is
CompanyServices_files. The default name for the first slide in the presentation is frame.htm.
The structure used in the folder organization makes Web page publishing easier because
you can keep track of all of the files associated with the Web page. You also can edit the
files manually, rather than using PowerPoint.

The steps below save the PowerPoint presentation as a Web page.

Click the Microsoft PowerPoint button on the taskbar.

Click the Office Button and then click the Save As command.

If necessary, type CompanyServices in the File name text box.
Select Web Page in the ‘Save as type’ box.

If necessary, click the Save in box arrow and then click UDISK 2.0 (E:) in the Save in list.
(Your USB flash drive may have a different name and letter.)

Click the Save button in the Save As dialog box to save the PowerPoint presentation as a
Web page.

@ 00000

Web Page Publishing
The Web pages created in
this project all are stored
locally on your computer.
Typically, a Web page
must be published

to a server inside the
organization or at your
ISP. Microsoft offers a
Web Page Publishing
Wizard to assist in
moving all of the related
files and directories that
comprise a Web site.

Outline

The outline pane is
displayed by default
when you view a
presentation in a
browser. To hide this
pane, click the Outline
button while in the
browser. Click the Outline
button again to redisplay
the outline pane.
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Viewing Web Pages
In addition to Microsoft
Windows environments,
many environments
exist for viewing Web
pages. When creating

a Web page with
special features, such

as data access pages, it
is important to make
sure that the special
features are supported
within the environment
in which the Web page
viewers operate. For
example, users who view
Web pages on Apple
Macintosh computers
may have a different
Web page viewing
experience.

o
12
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To Remove a Button from the Quick Access Toolbar, Quit
PowerPoint, and Close Your Browser

After saving the PowerPoint presentation as a Web page, you can remove the Web
Page Preview button from the Quick Access Toolbar, quit PowerPoint, and close your
browser, as shown in the following steps.

Click the Customize the Quick Access Toolbar button arrow on the Ribbon.
Click the More Commands command.

When the PowerPoint Options dialog box is displayed, click the Reset button. If the Reset
Customizations dialog box is displayed, click the OK button.

Click the OK button on the PowerPoint Options dialog box to close it.

Click the Close button on the PowerPoint title bar.

Q00 ©00

Click the Close button on the browser title bar.

Creating a Web Page from an Access Report

The next task in the Makin-It Real Estate Web site creation is to use an Access database to
create a report and save it as a Web page. One of the more common purposes of reports

is for viewing records in a database via a company’s intranet or the World Wide Web.
Reports provide a method to make inquiries of large amounts of data in a selective way.

To Start Access and Open an Existing Database

The following steps open an Access database.
Start Access. Click the Office Button and then click Open on the Office Button menu.

Click the Look in box arrow and then click UDISK 2.0 (E:) in the Look in list. (Your USB drive
may have a different name and letter.)

Double-click Makin-It Real Estate Homes for Sale to open the Makin-It Real Homes for Sale
database (Figure 1-29).

T L R

hAakin-Tt' Real Estate Harmes for Sale | Database (Access 2007) - Microsoft Access
I Home l
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All Tables i
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% Haomes For Sale ; Table e———

Homes For
Sale table

Figure 1-29
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To Create a Report Using the Report Wizard

For the Makin-It Real Estate Web site, you do not want the database to be altered by the Web page visitor
in any way. The visitors should be allowed to view only the data. Creating an Access report and then publishing the
report as a Web page will achieve this goal. The Web page visitors can view all data, but they cannot change the data
itself.

The following steps create a new Access report.

o Create tab
e Click the Create tab %_/"“’“\/ﬁ
on the Ribbon. 7 Home | creste 4 Edemaloats  babaseToots Report Wizard ——
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= i FEES il Pivotch 2 Labels '
:'E -!]E ! ) n=te i @
e Click the Report Repoiiiizand ' Ll Blank Report
) Table  Table SharePoint | dialog box Multipl a Report
Wizard button on Templates~  Lists~ D i, Report Wizard pesign
. Tables
the Ribbon.
Al Tates LS WWhich fields d s t?
~ Wwhich fields do you want on your repart?
e When the Report Homel o Sde &
Wizard dlalog box is =8 Hames For Sale 1 Table % Yau can choose From mare than ane table or query,
H f - all fields in Homes For
d |splayedl, click the Teblesiqusies Sale table selected
Add All Fields button |Table: Homes For Sale v|
"tO move all the fleldS fevailable Figlds: Selected Fields:
in the table to the  ess
i i =ity
Selected Fields list LA e [
(Figure 1-30). Fields button | Postal Code

Skyle
Brief Description
Yiear Builk

Figure 1-30
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e Click the Next button.

Wakin-It Real Estate Homes for Sale  Database (Access 2007) - Microsoft Access

External Data  Database Tools

(=) i3 PlvotChart —= || = = Labels § | @ —»:

.S“Itl h.*l.lt'-l L IR Yo R 4 L Report | h v Qu Mac

li Lltiple epao epart || Query By to|
Hmmed Design  ~

Farm
Fotrn Tterms %M‘"‘ Forms = pesign

; report to be
— | Report Wizard grouped by Style

Do yvou want to add any gro
levels?

e Click Style in the box on the
left and then click the Add but-
ton to group the report by Style
(Figure 1-31).

Home ID, Address, City, State, Postal
Code, Brief Description, Year Built, Price

Pricrity

J [ Cancel Jl = Back. “ Mext = i[ Finish

Next button

[ Grouping Opkions ...

J

Figure 1-31
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e Click the Next button to display
options for sorting records
(Figure 1-32).

4]

Q&A

e Click the Next button.

e Click the Landscape option button
in the Orientation area to select it
(Figure 1-33).

Why change the orientation to
landscape?

When you plan to use a report as
a Web page, set the orientation
to landscape so that the report
takes up as much horizontal space
as possible. If portrait is selected,
then the Web page visitor might
see a large empty margin on the
right side of the page.

Integrating Office 2007 Applications and the World Wide Web
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e Click the Next button.

e If necessary, click the Access 2007
style in the list on the right
(Figure 1-34).

6]

e Click the Next button and
then type Makin-It Real
Estate - Homes For Salein
the ‘What title do you want for
your report?’ text box.

o If necessary, click the ‘Modify the
report’s design’ option button to
select it (Figure 1-35).
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Figure 1-34

Mlakin-It Real Estate Homes for 5ale | Database (Access 2007) - Microsoft Access

‘Database Tools
ﬁ 113 PluadChart @ |ii=] =l Labets g I
' Ielank Farm : f_| Blank Repart
Repao eport H

Split Multiple Form rt R
Form  Items e Mare Farms = Design i Report wizard Design

Query  Cuery M;%

Wizard Design  ~

| Report Wizard

What title do vou want Far vaur report?

new page Iakin-It Real Estate - Homes For Sale

title entered

That's all the information the wizard needs to create your
report,

Do ywou want to preview the report or modify the report's
design?

() Preview the repart,
Modify the

report’s design Modify the repart's design,
option button

[ Cancel JL < Back, J Mext =

Figure 1-35
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7

e Click the Finish

Integrating Office 2007 Applications and the World Wide Web

| Grouping ZTo

button to display
the report in Design
view (Figure 1-36).

o If necessary, close the
Field List task pane.
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|
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| # Report Head

Bl /

||| # Page Header

||Poséal Code ||Brief Descril
T T

||| # Page Footer

in Page

:J # RepXt Footer

=Now() function

Footer

Figure 1-36

To Add a Hyperlink to a Report and Change the Text Background Color

Just as you did on the PowerPoint Web page, you should add a hyperlink on the report that links to the home
page. This allows the Web page visitor to return to the Makin-It Real Estate home page without having to click the
Back button on the browser’s toolbar repeatedly. When you plan to save a report as a Web page, the background
color of the elements of the Web page — such as the report title, column titles, and rows — should be changed to a
light color, such as white. Browsers do not properly interpret some default colors used by Access for the background
colors. The following steps add a hyperlink to the report and change the background colors of the elements in the

report to white.

e Click the rightmost
text box in the Page
Footer area of the
report to select it.

® Press the DELETE
key to delete the
text box.

e Click the leftmost
text box in the Page

& Page Header

|Address Hcity ||State HPnsta\ Code HBriafDEscri

# Style Header
Rl [

& Detail

# Page Footer

| J # Report Footer

Footer area of the e

report to select it.

e Press the DELETE key to

Figure 1-37

delete the text box that contains the NOW() function (Figure 1-37).

g Why should | delete these items?

©'| The report will be saved as a Web page. Web pages should not include page footer items such as page numbers because
when the report is displayed in a Web browser, it will display as one long continuous page in the browser. There will
never be a second page in the Web browser. A report footer, therefore, would be a good design choice, but not a page

footer.
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e Click the OK button to insert the e
hyperlink (Figure 1-39).
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e Drag the hyperlink to the lower-
left corner of the Page Footer area
of the report (Figure 1-40).

X Totals =
T3 Hide Details

(5]

hyperlink properly
positioned in Page |
Footer area :

e Click anywhere in the
Style header in the
Page header area to

. [ Group & sort
select it.

Z Totals ~

. . . 13 Hide Detail
o Click the Plus icon in L i

the upper-left corner
of the Style header
to select all items

EN-E

id 2
] ‘A-EIEIE EES =
=EHEe n@u s et BB
e, Tl i

all items in report
body selected

in the body of the
report (Figure 1-41).

upper-left corner of |ess

Brief Descri

Postal Code

Style header in Page |-
Header area

‘

Figure 1-41
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Click the report
title in the Report
Header area.

While holding down jeFoopet”
the SHIFT key, click : :

the Home hyperlink
in the Page Footer ;
area to select it. i

Click the Fill/Back
Color button on the
Ribbon to change
the background
color of the selected
items to white
(Figure 1-42).

Why should | change
the background
color of these items? Figure 1-42

Q&A

Some items do not
properly display when a Microsoft Access report is saved as a Web page. These items were transparent by default. The Web
browser cannot understand transparency. By assigning a background color, you avoid this problem.
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To Save the Report and View It in Your Browser

In other sections of this chapter, you have viewed the Web page, verified that it is correct, and then saved it on
a USB flash drive. Unlike Word and PowerPoint, you must save a report as a Web page before you can preview it in
your browser.

o Makin-It Real

e Right-click the Makin-It Real =T | Estate-Homes Lok ey
. ; For Sale report |
Estate - Homes For Sale report in | All Tables 7 —
the All Tables list. Swtalia S |
% Hames For afe : Table p # Report Header
e Point to the Export command on Bl MakinItRe & Qp'en
the shortcut menu (Figure 1-43). B | Layout view Export
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Hide in this Group Iwp  Word RTF File
Delete K> Access Database
shortcut menu I—-’ % | Cut BI Text File
23| copy @ KML File
| Paste T} | ODEC Database
ﬂ é;mt m: gnapSth_\ﬂewer -
1A, | Print Preuiew @ HTML Document «— [ command
15 | View Properties dBy | dBASE File
| Paradox File
Lotus 1-2-3 File
| Merge itwith Microsoft Office Word
Figure 1-43
Export - HTML
e Document dialog box
o If necessary, click
: B ¥ Totals =
EXpOI’t, then dICk E - Export - HTHML Document

HTML Document.

‘Select the destnation for the data you want to export

e \When the Export -
HTML Document es For Sale i T Specify the destination fils name and farmat,
H H h-It Real Esta )
jlang ng 1S ) Eile name: ‘E:lMakin-It Real Estate - Homes For Sale. bt -<——— filelnameiextboy Erowse...
isplayed,
dou ble'CIiCk the Specify export options.

File name text

[¥] Export data with formatting and layout.

bOX and then ‘type Selzct this option to preserve most Formatting and lavout information when exporting a table, query, form, or report
E: \Makin -It Real %pen the destination file after the export operation is complete.
elect this option bo view the results of the export operation. This option is available only when you export formatted data,

Estate - Homes
For Sale.html as
the file name.

|| Extport only the selected records,

Select this optior| b expork only the selected recards, This option is anly available when you expart formatted data and have records
selarted

check box selected

e Click the ‘Open the
destination file after
the export opera-
tion is complete’
check box to select it
(Figure 1-44).

I Ok i [ Cancel ]

Figure 1-44
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(3]

o Click the OK button.

e When the HTML Output Options dialog box is displayed, click the OK button to open the report in your browser
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(= Makin-It Real Estate - Homes For Sale - Windows Internet Explorer

\\\fjr\!\—-’///r - |E ;' tate V||2||£| ‘Live Search HEZl
i} afe [gMakin-It Real Estate - Homes For Sale l l @ - B @ v |tk Page - @ Tools - o
Makin-It Real Estate - Homes For Sale
Style  Hom Address City State Postal Code Brief Description Year  Price
Cond
2107 7572 Rand Rd. Harpville KY 43194 1 bedroom, 2 bath, close 18985 51720
1698 3352 Sth Street Harpville KY 43194 2 bedroom, 2 bath, 18968 51812
3584 6046 College Rd Sanderson KY 47189 3 bedroom, 2 bath, large 1833 52140
Singl
1705 1802 Brook Dr. Sanderson KY 47189 Ranch, 3 baths, 4 1595 52236
1216 7440 Nerge Ave Harpville KY 471594 Z-story, 2.5 baths, 3 1574 514872
35991 6939 Irving Rd. Sanderson KY 47189 Z-story, 4 bedroom, 3 hath 1996 52148
2355 6650 Aurora Ln Sanderson KY 47189 Z-story, 5 bath, 4 bedroom 1989 $244.2
Town
2826 2910 Mittel Dr. Harpville KY 43194 3 bedroom, 2.5 bah, 1572 52257
2838 2071 Main 5t Harpville KY 42194 Like new, 2 bedroom, 2 2001 52746
3864 1945 3rd Street Harpville KY 42194 2 bedroom, 1 bath, close 1866 51127
Home
a My Cornpuker @, 100% -

akin-Tt Real

Figure 1-45

To Close Your Browser and Quit Access

After you preview the report in your browser, you can close your browser and quit
Access, as shown in the following steps.

o Click your browser’s Close button.
e If the Export — HTML Document dialog box is displayed, click the Close button.

9 Click the Close button on the Access title bar to quit Access. Save changes to the report if
you are prompted to save the changes.
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Testing the Web Site

The Makin-It Real Estate Web site is complete. To ensure that all the links in the Web
site are viable, the following steps open the home page and then thoroughly test the entire
Web site.

To Test the Web Site

o Start your browser.
9 Click the Address bar of your browser.

9 Type e:\Makin-It Real Estate Home Page.htmin the Address bar, and then press
the ENTER key to display the home page of the Makin-It Real Estate Web site in your
browser (Figure 1-46).

/= E:\Makin-It Real Estate Home Page. htm - Windows Internet Explorer |;”EHZ|
g@ - @ E:\Makin-It Real Estake Home Page hm 4 | |E| |z| |LiV3 Search ||;] " ‘
W IﬁE:\Makin-It Real Estate Home Fage. htm l_l @ ™ @ 27 |:'_;,}Page - @Too\s e

Makin-It Real Estate

17 South Hadley Street
Harpville, KY 42194
639-555-3737

Company Services

Homes for Sale Total Yearly Sales
E-Mail for Information $2.500,000.00 T__,_,—
$2,000,000.00
M 2003
$1,500,000.00 - 2004
M 2005
51,000,000.00 “ 2006
M 2007
W 3008
S$500,000.00 * =
S0.00 o
Anar |
[E]] il I F]
Done R R | ' My Computer 00w v

‘5 start /= ExMakin-It Real Esta.., h %) Loepm

Figure 1-46



To Verify the Hyperlinks

All hyperlinks should be tested by clicking them and verifying that they jump to the
correct Web page. Three hyperlinks are on the home page: Company Services, Homes for
Sale, and E-Mail for Information. The following steps test the links.

Click the Company Services hyperlink.

Click the navigation buttons to view all slides on the Web page.

On the first slide on the PowerPoint Web page, click the Home hyperlink.
Click the Homes for Sale hyperlink.

On the Access report page, click the Home hyperlink.

Q00000

Click the E-Mail for Information hyperlink to display a new e-mail message with
manager@isp.com in the To text box.

To Quit E-Mail and Close Your Browser

With the hyperlinks verified, the steps on the next page quit the e-mail program and

the browser.
o Click the Close button on your e-mail program'’s title bar. Click No if asked to save changes.

9 Click the Close button on your browser’s title bar.

Testing the Web Site INT 39
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Chapter Summary

"This chapter introduced you to integrating Microsoft Office 2007 applications. You opened an existing Word
document and created a two-column, one-row, borderless table. You then inserted three hyperlinks, embedded a
Bar chart from an existing Excel worksheet, and saved that document as an HTML file. You then opened an existing
PowerPoint presentation, added a hyperlink to the first slide, and saved this presentation as a Web page. Finally, you
opened an existing Access database and created a report, which you saved as a Web page. You saved that report and
viewed and tested all Web pages and hyperlinks. The items listed below include all the new Office 2007 skills you
have learned in this chapter.

1.
2.

3.

Insert a Table into a Word Document (IN'T 8)
Remove the Table Border, View Gridlines, and
AutoFit the Table Contents (INT 9)

Insert Text for Hyperlinks (INT 11)

Create a Hyperlink to PowerPoint Web Pages
(INT 11)

. Embed an Excel Chart into a Word Document

(INT 14)
Change the Size of an Embedded Object (INT 17)

. Add a Button to the Quick Access Toolbar

(INT 19)

Learn It Online

®©

Preview the Web Page (INT 22)

. Insert a Hyperlink into a PowerPoint Presentation

(INT 25)

. Create a Report Using the Report Wizard

(INT 29)

. Add a Hyperlink to a Report and Change the Text

Background Color (INT 32)

. Save the Report and View It in Your Browser

(INT 36)

Learn It Online is a series of online student exercises that test your knowledge of chapter

content and key terms.

Instructions: "To complete the Learn It Online exercises, start your browser, click the Address bar, and then

enter the Web address scsite.com/int2007/1learn. When the Integration 2007 Learn It Online
page is displayed, click the link for the exercise you want to complete and then read the instructions.

Chapter Reinforcement TF, MC, and SA

A series of true/false, multiple choice, and short
answer questions that test your knowledge of the
chapter content.

Flash Cards

An interactive learning environment where
you identify chapter key terms associated with
displayed definitions.

Practice Test
A series of multiple choice questions that test your
knowledge of chapter content and key terms.

Who Wants To Be a Computer Genius?
An interactive game that challenges your
knowledge of chapter content in the style of a
television quiz show.

Wheel of Terms

An interactive game that challenges your
knowledge of chapter key terms in the style of the
television show Wheel of Fortune.

Crossword Puzzle Challenge
A crossword puzzle that challenges your
knowledge of key terms presented in the chapter.
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Create a workbook using the guidelines, concepts, and skills presented in this chapter. Labs
are listed in order of increasing difficulty.
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Lab 1: Creating a Web Page in Word with an Embedded Excel Chart

Problem:  As vice president of Calamity Jack’s Home Disaster Recovery Service, you have created a
worksheet and chart in Excel to analyze the sales for the past year. Create a Web page in Word and
embed the chart from the Calamity Jack’s Sales workbook on the home page. Add a link to a second
Web page and an e-mail link to calamityjacks@isp.com below the chart. Create a second Web page in
Word by embedding the Calamity Jack’s Sales worksheet.

Instructions: Perform the following tasks.
1. Start Excel by opening the Lab 1-1 Calamity Jack’s Sales workbook.

STUDENT ASSIGNMENTS

2. Start Word and create a new document in Web Layout view. Add a title and subtitle as shown
in the Web page preview of the document in Figure 1-47. Select the chart in Excel from the
Yearly Sales Chart worksheet, copy it, and use the Paste Special dialog box in Word to embed the
Microsoft Office Excel Chart Object. Resize the chart so that it fits in the Word window without
the need to scroll to see the right edge of the chart.

me 1

Calamity Jack's

Yearly Sales by Item

ppmnn
|

fza0m

tapmon -

jrs0000

| = +Senice Contmcts
fapoogn -

| W Ernergency

$1.500.00 1 # Homdware
fponn L

| .~
gsoann ¢

|

T S

Figure 1-47

Continued >
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In the Lab continued

3. Add two hyperlinks to the bottom of the page in a centered table as shown in Figure 1-47. The
first hyperlink should jump to the Web page Lab_1-1_CalamityJacksSales.htm, which is created
next. The second hyperlink creates an e-mail message to calamityjacks@isp.com with the subject
About Our Company.

4. Save this file as a Web page named Lab_1-1_Calamity]Jacks.htm.
5. Create a new document in Word in Web Layout view.

6. Embed the Excel worksheet into the Word page. That is, switch to Excel, select the worksheet
named Yearly Sales Analysis, select and copy the worksheet to the Clipboard, switch to Word, and
use the Paste Special command in the Paste gallery in Word to embed the Excel Worksheet Object.

7. Save this file as a Web page with the name Lab_1-1_CalamityJacksSales.htm.

8. View the Lab_1-1_CalamityJacks.htm file in your browser (Figure 1-47). Print the Web page.
Click the Yearly Sales link to navigate to the Lab_1-1_Calamity]JacksSales.htm page (Figure 1-48).
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/= E:\Lab_1 -1_Calamity.JacksSales. htm - Windows Internet Explorer

@@j - |@ EdiLab_1-1_CalamitylacksSales. htm V||_£;i'_)'_(i |Live Search ’
ﬁ ﬁ'ﬁ IgE:'l,Lab_l—l_CalamityJacksSaIes.htm [_I @ = E @ T =

Calamity Jack's

Home Disaster Recovery Service
Yearly Sales Analysis

liem 2005 2004 2007 2008 YTD Total
Service Contracts § 184872 § 2,609.94 § 2,22042 $ 306111 § 574019
Emergency 2,771.50 99163 1,578.44 249004 82319
Harchware 197720 347758 222914 375228 1243620
Total Sales $ 860282 § 908505 $ 9.435.00 § 9,303.43 §$ 30,408.30

Figure 1-48

Lab 2: Posh Limousine Rental Web Site with an Access Report and an Excel Worksheet
Problem:  As the assistant manager of Posh Limousine Services, Matt Ruginis is responsible for
keeping track of limousines that are rented on a per-day basis. He would like you to design a site
that allows customers to view the availability of limousines for rent. He also wants an e-mail link for
customer questions.

Instructions:  Perform the following tasks.
1. Start Word. Create a home page for the Post Limousine Availability Web site (Figure 1-49). Add
a title and a borderless table below the title. In the left column, insert three hyperlinks. The first
hyperlink should go to Lab_1-2_LimousineList.htm (Figure 1-50). The second hyperlink should go
to Lab_1-2_LimousineAvailability.htm (Figure 1-51 on page INT 44). The third hyperlink should
start an e-mail message to assistantmanager@isp.com. 'Type the text in the right column. Save the
Web page as Lab_1-2_PoshLimousineServices.htm.
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Posh Limousine Services 2

[=

Limousine List and Availability "

=

=

Limousine List At Posh Limousine Services, we strive to make your comfort our s
number one priority. Our courteous drivers will be on time to pick 2

Limousine Availability wou up, or your trip is half price. Request additional amenities, 9
including food, beverages, DWD movies, and the music of your A

E-Mail to Book a Limousine choice. Our concierge service is available to answer any questions <
about your destination or provide any additional services you -

require, Whether for business, pleasure, or just a ride to the E

airport, you will enjoy vour time in our spacious luxury vehicles, =)

E-mail us today to book your next trip! E

0

Figure 1-49

= Posh Limousine List - Windows Internet Explorer

e - | @ esLab_1-2 LimousineL it hirl ¥ [/ %] | - | |2~
o (€8 Posh Limausine List [ | ﬁ - B @ T |-._;‘}°Paga z @ Tools =
Posh Limousine Services Vehicle List

Hourly Rental Alloved? Yehicle ID Yechicle Name Featuies Passengers

Yes F004T e Car Exgcutive cornfort, divider, moon roof 4

5423 Town Car Divider, fold-out desk, rmoon roof 4

5974 Town Car- Strech Premium sound, moon roof, refrigerator =]

T262 Town Car Executive comfort, divider, moon roof =)

8185 Excursion Flat-screen television with DVD player 3

Mo 4315 ukon Denali Extra room per passenger, VD player 7

S670 Suburban Flat-screen television, refrigerator 7

5287 Mavigator - Stretch 3 flat-screen televisions, premium sound 16

6128 Hurnrner H2 - Stretch 3 flat-screen televisions, OWD player 17

8356 MNawvigator 224" flat-screen tel evisions, premium sound 9

5228 Hurnrmer H2 Flat-screen television, refrigerator 8

Home
m
Figure 1-50

2. Start Access by opening the Lab 1-2 LimousineList.mdb database on the Integration Data Disk.
Create an Access Report saved as a Web page from the LimousineList table. Create a grouping
level using the Hourly Rental Allowed field. Add a title as shown in Figure 1-50. Add a link named
Home that links to the Lab_1-2_PoshLimousineServices.htm home page at the bottom of the
Access Report Web page. Save the Access Report Web page as Lab_1-2_LimousineList.

3. Start Excel by opening the Lab 1-2 LimousineAvailability workbook on the Integration Data Disk.
Create a Web page from the workbook by using the Save As command on the Office Button menu
and choosing Web Page as the file type. Use the file name, Lab_1-2_LimousineAvailability.htm.

4. View the Lab_1-2_PoshLimousineServices.htm Web page in your browser. Verify that all links
operate properly by clicking each one.

Continued >
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In the Lab continued

fie E:Vab_1-2_LimousineAvailability. htm - Windows Internet Explorer

——

e B - o [ 3
‘Q_'jr (< A QE.ILab_I Z_Limousine sy ailabilicy hkm [ ||}J |
—— s »

o [gE:\Lab_l-2_Limouswnenvailabi\ity.htm l l @ = B @ v |k Page v {F Tooks -

Posh Limousine Services

g Limousine Availability
E Vehicle ID Vehicle Name Features Available? Passengers Cost Per Hour
2 8228 Hummer H2 Flat-screen television, refrigerator Yes 6 5$45.50
O 8356 MNavigator 2 24" flat-screen televisions, premium sound No 9 575.00
n 8188 Excursion Flat-screen television with DVD player No 6 555.00
2 7262 Town Car Executive comfort, divider, moon roof Yes 5 $45.00
3974 Town Car - Stretch Premium sound, moon roof, refrigerator Yes 8 580.00
E 5423 Town Car Divider, fold-out desk, moon roof Yes 4 $40.00
w 6128Hummer H2 - Stretch 3 flat-screen televisions, DVD player No 17 $115.50
=] 3287Mavigator — Stretch 3 flat-screen televisions, premium sound Yes 16 $106.50
E 36 705uburban Flat-screen television, refrigerator No 7 $90.00
v 7604 Town Car Executive comfort, divider, moon roof No 4 545.50
4315Yukon Denali Extra room per passenger, DVD player Yes 7 $50.50

« > w | Limousine Availability | Sheet? | Sheet3

Done ' My Computer Ho100% v

Figure 1-51

Lab 3: Web Site Incorporating PowerPoint Web Pages

Problem: As a part time employee with the Village of Harrust, you have been asked to create a
Web page that publicizes the village’s summer intern program (Figures 1-52 and 1-53). The specific
information for the internships is located in a PowerPoint presentation, which has four pages.

Instructions: Perform the following tasks.

Start Word. Create the Web page as shown in Figure 1-52. Insert two hyperlinks. The first
hyperlink should link to Lab 1-3 Village of Harrust Internships.htm, and the second should link to an
e-mail address at manager@vilharrust.gov. Use clip art to insert the picture of a municipal building.
Save this Web page as Lab_1-3_VillageofHarrustHomePage.htm.
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Village of Harrust

Summer Internship Program for College
Students

We are looking for motivated college students to werk with our
excellent staff throughout the summer.

ASSIGNMENTS

Please contact Barb Sprecher at 630-555-3498 or e-mail us using the link below.

nternship Information E-lvqil Barb Sprecher

STUDENT

Figure 1-52

7= ¥illage of Harrust - Windows Internet Explorer

— = : :
el ¥ E:iLab 1-3 village of Harrust Internships_filesiframe, hitm | [*| | A& | |Live Searct
-y

i - . »
W |§\-‘illage aof Harrusk @ * B @ > |5 Pae = .{} Tools =

g1 " Summer Internship Program for
Caolle -

2 Positions Available

3 Benefits of Qur Internship
Program

4 Requirements to Join Our
Program

Village of Harrust

Summer Internship Program for College Students

Positions, Benefits, and Requirements

Figure 1-53

Open the Lab 1-3 PowerPoint presentation Lab 1-3 Village of Harrust Internships. Add a
link named Home at the bottom of the first page of the presentation that jumps to the Lab_1-3_
VillageofHarrustHomePage.htm Web page. Save the PowerPoint presentation as Web pages on the
Integration Data Disk. Name the Web pages Lab 1-3 Village of Harrust Internships.htm. View the
Web pages in your browser.
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Cases and Places

Apply your creative thinking and problem solving skills to design and implement a solution.

® Easier  ®® More DirricuLt

* 1: Design and Create a Lawn Care Service Web Site

During your summer break, you and your friends decide to get your exercise by providing lawn care
services for local residents and businesses. You plan to offer four services, each at a different rate. To
mow a small yard with push mowers, you will charge $15 per week for each quarter acre. To mow a
large yard with riding mowers, you will charge $22 per week for each quarter acre. To provide weeding
and tree pruning, you will charge $20 per week. Additional lawn care service, including dethatching
and fertilizing, will cost $50 for the summer per quarter acre. Create a worksheet in Excel that
summarizes each of these plans. Create a Web page using Word that embeds the Excel worksheet;

the goal of the Web site is to inform new customers of the services provided. Make sure to include an
e-mail address on the Web page.
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STUDENT

e 2: Analyze the Cost of Internet Access in a Web Page

You have been asked to research the cost of various types of Internet access for local small businesses.
Research the different types of Internet access available to small businesses in your area, and determine
the following for each: service provider name, service level, speed, contact name, contact telephone
number, contract restrictions, and costs. Create an Excel worksheet and charts summarizing your data
and graphing the speed and costs for each service provider. Using Word, create a Web page and embed
the worksheet on the home page of the Web site. Create another Web page, and embed the chart(s)
from Excel. Create a link to the Excel chart(s) Web page and a link to each service provider’s Web page.

ee 3: Design and Create a Customer Complaint Web Page

Your housing association has asked you to help to organize and evaluate complaints from residents.
Create an Access database and add eight items to it with the following information for each complaint:
complaint number, resident ID number, type of complaint, description, date of complaint, resolution
date of the complaint, name of staff member who resolved the complaint, and how the complaint was
resolved. From this table, create an Access report saved as a Web page using the type of complaint as
the grouping level. Include all of the items in the Access database in the Web page. Use a search engine
to find relevant links about each type of complaint — such as drainage, landscaping, and noise — that are
relevant to housing associations, and create links to one Web page each for each category at the bottom

of the Access report Web page.

ee 4: Design and Create a Summer Internship Web Site

Make It Personal

As an intern for your school’s placement program, you have been asked to create a Web page on
which students can view information about summer internships available in the local area. Using

your own field of interest as a guide, create an Access database and add information to the database
about prospective summer internships regarding your area of interest. Include the following fields:
organization name, preferred major, type of job, job description, number of positions available, and
whether the organization has participated in an internship program in the past. From this table, create
an Access report and save it as a Web page using the preferred major as the grouping level. Create a
Web page using Word that will act as the Web page for the organization list and create a link to the
Access report Web page. Be sure to include a link to your e-mail address on the Web page.
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ee 5: Design and Create an Informational Web Site about a Foreign Country

Working Together

Gather basic statistical data about a foreign country, including population, important business and
industry, and other demographic data. Have one member of your team create an Excel 3-D Pie chart
to summarize the demographic information that you find. Have another member create a PowerPoint
presentation that contains at least four major points regarding the country that may make the country
interesting to potential visitors, including information about business and industry. A third member
should create an Access report saved as a Web page that includes information about popular tourist
destinations in the country. Embed the Excel chart into one of the PowerPoint slides. Create a link
from one of the PowerPoint pages to the Access report Web page. Save the PowerPoint presentation
as Web pages. Include relevant links to Web pages regarding the country.
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