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Microsoft Office 2013 Illustrated

Integration Unit O: Integrating Office 2013 Programs

A Guide to this Instructor’s Manual:

We have designed this Instructor’s Manual to supplement and enhance your teaching experience through classroom activities and a cohesive chapter summary.

This document is organized chronologically, using the same heading in blue that you see in the textbook. Under each heading you will find (in order): Lecture Notes that summarize the section, Figures and Boxes found in the section, if any, Teacher Tips, Classroom Activities, and Lab Activities. Pay special attention to teaching tips, and activities geared towards quizzing your students, enhancing their critical thinking skills, and encouraging experimentation within the software. 

In addition to this Instructor’s Manual, our Instructor’s Resources CD also contains PowerPoint Presentations, Test Banks, and other supplements to aid in your teaching experience. 

For your students: 

Our latest online feature, CourseCasts, is a library of weekly podcasts designed to keep your students up to date with the latest in technology news. Direct your students to http://coursecasts.course.com, where they can download the most recent CourseCast onto their mp3 player. Ken Baldauf, host of CourseCasts, is a faculty member of the Florida State University Computer Science Department where he is responsible for teaching technology classes to thousands of FSU students each year. Ken is an expert in the latest technology and sorts through and aggregates the most pertinent news and information for CourseCasts so your students can spend their time enjoying technology, rather than trying to figure it out. Open or close your lecture with a discussion based on the latest CourseCast.
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Unit Objectives

Students will have mastered the material in Integration Unit O when they can:

· Insert an Excel chart into a PowerPoint slide

· Create PowerPoint slides from a Word document

· Insert screen clips into a Word document

· Insert text from a Word file into an open document

· Link Excel data to a Word document

· Update a linked Excel chart in a Word document

· Insert merge fields into a Word document

· Perform a mail merge

Integration 376: Insert an Excel Chart into a PowerPoint Slide

LEARNING OUTCOMES

· Create an embedded chart on a slide

· Edit an embedded chart on a slide

LECTURE NOTES 

· With the Microsoft Office Suite, it is easy to combine/integrate various items within its software programs, e.g., add an Excel chart to a PowerPoint slide, create a PowerPoint slide from a Word document, and link an Excel object and a Word document.

· Excel charts are useful in communicating numerical data within a PowerPoint slide.

· Data in the chart is embedded. Explain that when you create a chart in PowerPoint you embed it; you can update and format it using the CHART TOOLS DESIGN tab and the CHART TOOLS FORMAT tab in PowerPoint.

· Demonstrate how to insert a chart using the Insert Chart icon in a content placeholder.

FIGURES: O-1, O-2, O-3

BOXES

1. Quick Tip: You can also insert a chart by clicking the Chart button in the Illustrations group on the INSERT tab.
2. Quick Tip: If you want to chart only some of the cells containing sample data from the spreadsheet, you do not need to delete data in Excel; instead, drag the lower-right corner of the data range to include only the desired cells.

3. Quick Tip: To edit the spreadsheet data using the full set of Excel tools, click the Edit Data in Microsoft Excel button in the spreadsheet title bar.

TEACHER TIP

Explain to students that if an Excel chart needs to be resized once it is inserted into the PowerPoint slide, they can resize it the same way as a picture.

CLASSROOM ACTIVITIES

1. Assign a Project: Demonstrate the lesson steps for students, pointing out the various elements as you go using FIGURES O-1 through O-3 as your guide. Then, because some students learn better by doing, have students walk through the Steps on page Integration 376. They will need the O-1.pptx data file.

2. Quick Quiz: 

1. How do you embed a chart in PowerPoint? (Answer: Click the Insert Chart icon in the content placeholder)
2. What tabs become available when a chart is selected in PowerPoint? (ANSWER: The CHART TOOLS DESIGN tab and the CHART TOOLS FORMAT tab)

3. What do you click if you want to change data in the spreadsheet associated with a chart? (Answer: Click the Edit Data button on the CHART TOOLS DESIGN tab)

Integration 378: Create PowerPoint Slides from a Word Document

LEARNING OUTCOMES

· Insert slides from a Word outline

· Reset a slide's theme

LECTURE NOTES

· Demonstrate how to use an outline from Word as a starting point for a PowerPoint presentation.

· Point out how the headings in the Word outline carry over to slides in PowerPoint; be sure students understand that each Level 1 head becomes its own slide. 

· Use FIGURES O-4 and O-6 to show students how the outline in Word translated into slides in PowerPoint.
· Point out how to access the Slides from Outline command by clicking the New Slide list arrow on the HOME tab.

· Conversely, demonstrate how to send a PowerPoint presentation to a Word document. 

FIGURES: O-4, O-5, O-6

BOXES

1. Quick Tip: To show a footer on every slide except the title slide, click the Don't show on title slide check box to select it before clicking Apply to All.
2. Clues to Use: Using outlines in Word and PowerPoint

If you want to create an outline in Word that you can use as the basis for a PowerPoint presentation, it is best to use Word outline levels in your text. Start a new document in Word, click the VIEW tab, then click the Outline button in the Views group. As you type your outline text, use the Outline Level list arrow in the Outline Tools group to apply a level for each line. Use the Level 1 style for slide titles, Level 2 for the first level of indented text, and so on. In Normal view, use the Headings styles, which correspond to the Level styles in Outline view. The styles determine the structure of the outline when it is imported into PowerPoint. You can adjust the outlining structure by clicking the Promote, Demote, and Move Up or Down buttons. You can change the view by clicking the Expand or Collapse buttons in the Outline Tools group. When the outline is complete, save and close the Word document.

You can also save a PowerPoint presentation in outline format and then open it in Word. To save a PowerPoint outline, click the FILE tab, click Save As, click Browse, click the Save as type list arrow, then click Outline/RTF (*.rtf). Next, open the document in Word, then reformat the text using Word commands.

TEACHER TIP

Make sure students understand the different kinds of headings and the Demote to Body Text button of an outline created in Word; see FIGURE O-4.

CLASSROOM ACTIVITIES

1. Quick Quiz:

1. Why is it important to use Word’s built-in heading styles to create an outline? (Answer: Because the styles determine the structure of the outline when it is brought into PowerPoint.)
2. What does a Level 1 style in a Word outline become on a slide? (Answer: The slide title.)

3. What buttons can you use to adjust the structure of an outline in Word? (Answer: The Promote, Demote, Move Up, and Move Down buttons.)

2. Critical Thinking: Why would someone want to use a PowerPoint slide in a Word document? Why would someone want to use Word to create the outline for a PowerPoint presentation? Why would someone want to use an Excel object in a PowerPoint slide? Why would someone want to use an Excel object in a Word document?

Integration 380: Insert Screen Clips into a Word Document

LEARNING OUTCOMES

· Insert a screen clip into a document

· Center a screen clip in a document

LECTURE NOTES

· Introduce the Screenshot feature available in Word and PowerPoint and discuss its use as shown in FIGURE O-7.

· Students will already be familiar with the bitmap image file type from earlier units in this text. Explain that the Screenshot feature places a bitmap screen capture in the application.

· Use FIGURE O-7 to point out that you can insert an entire window or you can capture a screen clipping, which is part of a window.

FIGURES: O-7, O-8, O-9

BOXES

1. Trouble: You may need to wait a few moments for the pointer to appear before you can drag to select the screen clip.
2. Quick Tip: To save the screen clip as a new file, right-click the image, click Save as Picture from the menu, type a name, select a file type, then click Save.
3. Trouble: When shooting a screen clip from the Internet, assume the content is protected by copyright.

CLASSROOM ACTIVITIES

1. Quick Quiz:

1. Copyright is not a consideration when using the Screenshot feature. T/F? (Answer: False)

2. When you click the Screenshot button, ____ of open programs that are not minimized to the task bar appear in the list. (Answer: thumbnails)

2. Critical Thinking: Brainstorm some examples of when it is helpful to include a screenshot in a document. For example, when it is the only way to share information with someone else.

LAB ACTIVITY

Have students practice using the Screen Clipping feature. Remind them to include source information for each screen clipping they capture.
Integration 382: Insert Text from a Word File into an Open Document

LEARNING OUTCOMES

· Import a Word text objective

· Format imported text

LECTURE NOTES

· Discuss when you might want to insert one Word document into a second Word document.

· Demonstrate how to insert one Word document into another document. 

· Point out that in addition to inserting one Word document into another Word document, you can also insert data from other Microsoft Office documents, such as Access and Excel.
FIGURES: O-10, O-11, O-12

BOXES:

1. Clues to Use: Placing an Access table in a Word document

In addition to inserting a Word file into a Word document, you can insert data from other applications, such as Access. You can insert an Access table into a Word document using various methods. You can copy the entire table or individual records and paste them into a Word document. You can also use the Export feature in Access to export objects, such as a table, query, report, or form. To export from Access, open the database, enable content if necessary, open the Navigation Pane, then select the object you want to export. Click the EXTERNAL DATA tab, click the More button in the Export group, click Word, choose the desired options, then click OK. Note that Access always exports to a new Rich Text Format (RTF) file; you cannot export to an open Word document. In Word, insert the RTF file using the Object command on the INSERT tab. Click the Create from File tab and locate the file. The inserted Access object in Word is a standard table; it does not link back to the Access database. So any modifications you make to a table in Word affect only the Word document. Depending on the number of fields and the length of their content, you may need to reformat the table in Word.

CLASSROOM ACTIVITIES

1. Quick Quiz:

1. Name two ways to insert a Word file into a Word document. (Answer: copy & paste between two open documents, or use Insert Text from File in one open document)

2. Name two ways to insert an Access table into a Word document. (Answer: copy & paste between two open documents, or use the Export feature in an open Access document)

2.  Critical Thinking: Discuss the similarities and differences between the two features in the above quiz. (Similarities: Both can use copy & paste between two open documents. Differences: The direction for sending the files is opposite; in a Word to Word situation, you are inserting the “old” file into an open Word document. In an Access to Word situation, you are sending the Access object from the Access database to a brand-new Word file. You cannot export to an open Word document.)

LAB ACTIVITY

Because many students learn more better by doing, have students perform the Steps on page Integration 382; be available to answer any questions.

Integration 384: Link Excel Data to a Word Document

LEARNING OUTCOMES

· Link an Excel range to a Word document

· Link an Excel chart to a Word document

LECTURE NOTES

· Explain what a link displays and why it is a powerful tool for displaying information from a source file in a destination file.

· Define source file. Define destination file. Make sure students understand the difference between the two.

· Demonstrate how to link content.

· Discuss the different Paste Options using FIGURE 0-13 as your guide.

· Demonstrate the Live Preview feature.

· Make sure students understand that when they link an object, such as an Excel chart, they can make changes to the source file and those changes will be reflected in the destination file until the link is broken.

FIGURES: O-13, O-14

BOXES

1. Trouble: If you have other windows open, close them, then repeat Step 2.
2. Quick Tip: You can also drag the Word and Excel title bars to the left and right sides of the screen, respectively, to view them side by side.
3. Quick Tip: Whether you are pasting a chart or copied cells, you can select a paste option that includes source or destination formatting, and embed or link options.

TEACHER TIP

Students may be confused when they attempt the Side by Side feature, particularly when several windows are open. Remind them to close or minimize windows other than the two being tiled on the screen.

CLASSROOM ACTIVITIES

1. Quick Quiz:

Define the following:

1. Link (Answer: Creates a connection between the source and destination files; it is used to display information from a source file in a destination file.)

2. Source file (Answer: Original file containing the data.)

3. Destination file (Answer: New file to which the data is copied or moved.)

2. Critical Thinking: Why would someone want to unlink an object? (answers may vary; one example is when someone wants a report or presentation to be a static, “snapshot in time,” document and does not want it updated automatically when an object inside that report or presentation is updated in its native program)

Integration 386: Update a Linked Excel Chart in a Word Document

LEARNING OURCOMES

· Edit a source file

· Update a linked file

LECTURE NOTES

· Discuss the advantages of linked files.
· Demonstrate how to change data in the source file and then manually update linked destination file.

FIGURES: O-15, O-16, O-17

BOXES

1. Quick Tip: When you open a Word document that contains linked data, Word prompts you to update links.

CLASSROOM ACTIVITIES

1. Assign a Project: Because some students learn better by doing, have them execute the Steps on page Integration 386 of the text.

2. Quick Quiz:
1. Name two ways to manually update linked files. (Answer: right-click the object and choose Update Link, or select the object and press [F9])

2. What happens when you open a Word document that contains linked data? (Answer: Word prompts you to update links.)

Integration 388: Insert Merge Fields into a Word Document

LEARNING OUTCOMES

· Start a mail merge

· Insert merge fields

LECTURE NOTES

· Highlight and explain new terminology in this section, including the following: form letter, main document, data source, merged document, mail merge, and merge fields.

· Demonstrate how to set up a mail merge using the commands on the MAILINGS tab.

· Discuss merge fields using FIGURE 0-20 as your guide.

· Discuss how an Access database can provide the fields used in a form letter, using FIGURE 0-19 as a guide. Help students see that each column in the Access database is a field, such as Last Name, First Name and so on.
· Point out that this section is in preparation for the next section called Performing a Mail Merge.

FIGURES: O-18, O-19, O-20

BOXES

1. Trouble: If the Word document is closed, click Yes to update the data when you reopen it.
2. Quick Tip: To modify individual records or to add or delete data source fields in a recipient list, select the data source file in the Mail Merge Recipients dialog box, then click Edit.
3. Trouble: If you see an actual address instead of the <<Address-Block>> field, click the Preview Results button in the Preview Results group to deselect it.

CLASSROOM ACTIVITIES

1. Class Discussion: Have the class discuss examples of useful mail merges (e.g., address labels, envelopes, Christmas card labels, file folder labels, e-mail messages, catalogs, directories, etc.).

2. Quick Quiz:

1. Define the following:

1. Form letter (Answer: Document that contains standard body text and fields that will hold information to personalize the letter.)

2. Main document (Answer: The letter used in mail merge.)

3. Data source (Answer: Contains the data inserted in the fields in a form letter.)

4. Merged document (Answer: Document created when the main document and data source are merged.)

5. Mail merge (Answer: The process of merging a main document and a data source.)

6. Merge field (Answer: Placeholders in the main document that indicate where data source content should go.)

Integration 390: Perform a Mail Merge

LEARNING OUTCOMES

· Highlight merged  fields

· Preview merged data

· Merge a document with a data source

LECTURE NOTES

· Point out to the students that performing a mail merge is one of the most useful tools in Microsoft Office.

· Demonstrate the Step by Step Mail Merge Wizard. Point out that the Wizard uses the same commands that are on the MAILINGS tab but the Wizard provides additional information to help you through the process. Explain that either way of performing a merge (using the Ribbon or using the Mail Merge Wizard) is acceptable.
· Show students how to edit/customize individual letters in a mail merge.

FIGURES: O-21, O-22, O-23

BOXES

1. Quick Tip: You can also perform a mail merge using step-by-step instructions by clicking the Start Mail Merge button arrow in the Start Mail Merge group, then clicking Step by Step Mail Merge Wizard.
2. Trouble: To add custom text to individual letters, click Edit Individual Documents, move to the individual letters you want to customize, then type the desired text.
3. Clues to Use: Using mail merge to send personalized email messages

While it is easy to send an email message to several recipients at once using the carbon copy (CC) feature in Outlook, you are limited to sending the same message to everyone. Using mail merge to create the email message enables you to personalize messages, ensuring that only the recipient’s email address appears in the To: text box in the email message. The steps for creating an email mail merge are basically the same as for a letter mail merge. The main document can be a Word document, and the data source file can be your Outlook contact list. When you click the Start Mail Merge button to begin the mail merge, click E-Mail Messages. Next, click the Select Recipients button, click Choose from Outlook Contacts, then follow the prompts to choose the correct address book and import the contacts folder. When you are ready to merge the final document, click the Finish & Merge button in the Finish group, then click Send Email Messages. Note that you cannot add a recipient to the Cc (carbon copy) or Bcc (blind carbon copy) fields. If you want to receive a copy of the email message, add your email address to the Mail Merge Recipients list.

TEACHER TIP:

Cc can stand for carbon copy or courtesy copy. Bcc can stand for blind carbon copy or blind courtesy copy.

CLASSROOM ACTIVITY
1. Quick Quiz:

1. What is the function of the Insert Merge Field button? (Answer: Enables the insertion of any field from the data source document.)

2. What does the Rules button in the Write & Insert Fields group do? (Answer: Enables the creation of rules that select records that meet certain conditions.)

3. What does the Match Fields button do? (Answer: Allows you to match or map fields in a data source.)

LAB ACTIVITY

Have students create a personal database in Access that consists of the email addresses of five of their friends, acquaintances, or relatives, plus their own. Next, they should create a form letter to send by email with an address block and greeting line, and then perform a mail merge. Finally, have students send the six emails. They should print out the email sent to their email address and turn it in.

End of Unit Material

· Concepts Reviews consist of multiple choice, matching, and screen identification questions.

· Skills Reviews provide additional hands-on, step-by-step reinforcement.

· Independent Challenges are case projects requiring critical thinking and application of the unit skills. The Independent Challenges increase in difficulty, with the first one in each unit being the easiest. Independent Challenges 2 and 3 become increasingly open-ended, requiring more independent problem solving.

· Real Life Challenges are practical exercises to help students with their everyday lives by focusing on important and useful essential skills, including creating photo montages for scrapbooks and photo albums, retouching and color-correcting family photos, applying layer styles and getting Help online.

· Advanced Challenge Exercises set within the Independent Challenges provide optional steps for more advanced students.

· Visual Workshops are practical, self-graded capstone projects that require independent problem solving.

Glossary of Key Terms

· embed (Integration 376)

· link (Integration 384)

· source (Integration 384)

· destination (Integration 384)

· form letter (Integration 388)

· main document (Integration 388)

· data source (Integration 388)

· merged document (Integration 388)

· mail merge (Integration 388)

· merge fields (Integration 388)

· Top of Document
