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ate an Online Manual

 to Createan Employee Handbook, Policy Manual, or Systems Guide

You’re in charge of creating a procedures manual for your company,
an employee handbook, let’s say. You need to make sure the manual
is universally accessible and always up-to-date. Also, you want to g@ Styles
let users browse through and retrieve information quickly. Finally,

you’d like to include color and graphics, but you don’t want to pay
higher printing costs.

Key Features

Online Layout View
Document Map

) ) ] Hyperlinks
The solution: Create an online manual and move it to a network »

server. This topic describes how to set up the manual’s structure and
design.

Move your employee handbook to a network server so that employees in
any group or location can access an up-to-date version of the handbook.

Management

Employee Handbook f .

Chapter 1 ?

Cf)ap!a 2

Chapter 3

Finance e
Manufacturing
Sales Network server
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Part 8 Exchange Information with Others

Create an Easy-to-Read Design

You want to design an online manual that’s easy to read and easy to
scan. Start by creating a document that sets up the fonts, colors,
white space, and other elements you’ll need.

Click the New button. Type some sample headings and body text,
and then format them as shown in the following illustration. -

New button
— To standardize headings, apply built-in heading styles: Select a heading, and

then click a heading style in the Style box. Repeat for the other headings.

Heading 2
body text

Hoading3 Heading 2

body text

Heading 3
HEpal

— Change the text design of a built-in style: Select a heading or body text paragraph,
format it the way you want, click the Style box, press ENTER, and then click OK when
prompted to update the style to reflect recent changes.

;'5'. Save your document Click Save As (File menu), and then name the
L@l document.

Want to use a colored background in your online manual? Click
Background (Format menu), and then click the background you want.

MS 114155
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Create an Online Manual

What Makes a Design Easy to Read?

To improve the legibility of on-screen text, use large and plain
fonts, maximize the contrast between text and the background
color, and use white space generously.

To highlight important information, increase the font size,
indent the text, or emphasize it with underlining or color. You
can even use animated text effects, such as a blinking
background or text that sparkles. To add animated text effects,
click Font (Format menu). On the Animation tab, click the
effect you want.

Want to know more? Look up Getting Results - Online Manual in Help.

Office Assistant button

MS 114156
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Part § Exchange Information with Others

What View Should Online Readers Use?

While users can read documents in normal view or page layout
view, the best view for reading online is online layout view (View
menu).

Why? Because of increased legibility through larger fonts and more
space between lines. Online layout view also hides screen elements
(such as the ruler and horizontal scroll bar) that aren’t critical for
online reading. It also offers the Document Map, which displays an
outline of the document headings.

Welcome to our company. As an employee here, you have the
opportunity to share in the excitement of shaping the future

success of our company. We know you will find your work here
challenging and rewarding, and we believe your contribution will
be meaningful—one that will give you real satisfaction.

About this Handbook

This handbook describes our company’s general personnel &
guidelines and employee benefits plans. It is divided into thres :
major sections to make it easy for you to find the information
you need.

Corporate Mission

Recommend that online readers remove toolbars Since online readers
won't be editing the manual, you might want to recommend that they
remove toolbars and the status bar to clear more screen space. To do so,
tell users to click Toolbars (View menu) and then to click the toolbars with
check marks.

.

Hands-Free Reading

If online readers with Word for Windows have the Microsoft
IntelliMouse pointing device, you might want to point out that
they can use the device to automatically scroll at reading
speed. All readers need to do is click the wheel button to start
the AutoScroll feature.

420 Getting Results with Microsoft Office

Jannmm The Document Map displays an outline of the headings in your manual.
Y

Users can navigate within the manual
quickly by clicking the title of the
section that they want to read.

If a title isn’'t completely displayed, all a
user has to do is point to the title, and
a ScreenTip displays the full title.

MS 114157
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Create an Online Manual

To Outline or Not to Outline?

After you start writing your manual, you may want to switch to
outline view. It provides a quick way to organize your manual, and
also creates the Document Map for your manual automatically. To
switch to outline view, click Outline (View menu).

Click here to promote a heading (make it a higher heading level).
Click here to demote a heading (make it a lower heading level).

Click here to demote a heading to body text.

Use buttons on the Qutlining toolbar
to collapse, expand, and rearrange
headings and text.

« Employee Handbook

¢ Introduction
¢ Guidelines and Policies
= Employee Activities and

Services All headings in your outline will appear
= Security, Safety, and Health in the Document Map.
¢ Benefits

= Health Care
= Savings and Stock Plans /

9 Even if you don’t outline, you can still have a Document Map Just

LMl apply heading styles (Heading 1, Heading 2, and so on) to your headings.
You can use built-in heading styles or your own custom heading styles. For
more information on custom heading styles, see “Reuse Your Custom
Formatting,” page 144.

Change to normal view for speedier writing and editing Click Normal
(View menu).

MS 114158
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Part 8 Exchange Information with Others

O A

Want to Keep Different Versions of Your Manual?

As you develop your manual, you may have different ideas
about how to organize it, or even about what content to
include. Instead of saving different versions of your manual as
separate documents, you can save different versions of your
manual in the same document file.

Click Versions (File menu), and then click Save Now. To give
a brief description of which version you're saving, type a
comment in the Save Version dialog box.

Want to know more? Look up Getting Results - Online Manual in Help.

Office Assistant button

MS 114159
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Create an Online Manual

For Easy Navigation, Create Hyperlinks

After you finish writing, the next step is to add hyperlinks, which
allow a user to jump from one place in the manual to another.

While the Document Map allows users to jump to the headings in
your document, it’s also a good idea to add hyperlinks to the text, so
users can jump to related sections and to other relevant documents.
For example, the section on savings and stock plans might include a
hyperlink to another document that provides current stock prices.
For more information on creating hyperlinks see “Office and the
Web,” page 442.

Copy a heading or text in your manual ...

nes and Poliges
Like any company its size, we hkve adopted certain work rules for all

employees. These rules are basefl on common-sense guidelines, basic work
ethics, employees’ safety, and rgspect for others.

Security, Safety, andHealth.

The Safety Committee’s primary§ responsibilities are to review accident and

injury reports, make recommendhtions for corrective actions to prevent

recurrences, suggest enhancemndhts to the company’s accident-prevention

program, and to make other heafh and safety recommendations that will assist

our company in maintaining a sffe and healthful work environment. ... then click where you want to

insert the hyperlink text. Click
Paste as Hyperlink (Edit menu).

Security Guidelines
M

The Safety Committpe consists of employees and management representatives
1 who are elected Lo term ins each Oct
s\ o G LC cal LeTi] it

When users point to the heading or text, the pointer becomes a hand, indicating a hyperlink.

MS 114160

Getting Results with Microsoft Office 423

ARENDI-DEFS00001870



Case 1:13-cv-00919-LPS Document 312-7 Filed 03/10/21 Page 9 of 142 PagelD #: 30486

Part 8 Exchange Information with Others

9 The Paste as Hyperlink command isn’t available Make sure that the
LMl document that you are copying from has been saved.

Want cross-references to be hyperlinks? Just click Cross-reference
(Insert menu). By default, all cross-references in the same document will be
hyperlinks. Online readers will be able to jump to headings, page numbers,
numbered paragraphs, table or figure references, or whatever you insert as
a cross-reference.

Add graphics Word comes with a variety of clip art that you can use to
make your manual more interesting. You can even create your own _
graphics with tools on the Drawing toolbar. For more information, see “Get
Your Point Across with Graphics,” page 159.

Want to know more? Look up Getting Results - Online Manual in Help. 5]

Office Assistant button

MS 114161
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Create an Online Manual

Save Your Document and Protect It from Changes

To make sure that your document is not changed by online readers,
protect it by requiring a password to modify the document.

Click Save As (File menu), and then click Options. On the Save
tab, type a password in the Password to modify box.

To allow online readers to open your
manual but not make changes, use
this option.

When online readers open your manual,
they see a dialog box prompting them to
open it as read-only.

"W Move a copy of your manual to a network server Send e-mail to
Ml  employees to let them know the location of the manual. In your message,
you might also want to strongly recommend that they read the manual in
online layout view and that they remove toolbars.

m

Move the Online Manual to Your Intranet?

If your company has an intranet, you might want to think
about converting your online manual to a Web page. For more
information, see “Office and the Web,” page 442, and “Create
a Web Page with Word,” page 458.

MS 114162
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Part 8 Exchange Information with Others

Next Steps

T

See

Use your online manual as a
template for other online manuals

Distribute the manual on your
internal Web

Create a simple schedule that
includes topic names, authors,
current status, and future milestones

Schedule team meetings and track
other tasks and appointments

Modify the manual’s formats, such
as fonts, line spacing, and margins
Solicit feedback on individual
topics or on the entire manual

426 Getting Results with Microsoft Office

“About Creating and Opening
Documents and Databases,” page 48

“Office and the Web,” page 442

“Create a Business Contact List in
Microsoft Excel,” page 353

“Schedule an Appointment,”

page 383, “Keep a Task List,”

page 391

“Make Your Word Document Look
Great,” page 127

“Have Your Team Review a Word
Document,” page 406

MS 114163

ARENDI-DEFS00001873



Case 1:13-cv-00919-LPS Document 312-7 Filed 03/10/21 Page 12 of 142 PagelD #: 30489

ck Orders 1n a Shared Database

a Microsoft Access Database in a Multiuser Environment

An order entry database is likely to be used by people throughout
your company. For example, one person may enter an order taken Key Features
over the phone, another may fill the order from inventory, someone ¢Sy Database Wizard
1 k and ship th N
else may pack and ship the order, and another person may check on
order status for the customer. With the Microsoft Access Database
Wizard, you can easily create a multiuser database that serves all of
these needs.

Multiuser Options

To complete the steps in this topic you need to have Microsoft Office,
Professional Edition or an individual copy of Microsoft Access installed.

MS 114164
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Part 8 Exchange Information with Others

Create an Order Entry Database

If you need to track sales activity, you can use Microsoft Access to
quickly set up a database to enter sales data and store information
about your products, customers, and company. In the database
window, click New Database (File menu). On the Databases tab,
double-click Order Entry to start the Database Wizard. Follow the
instructions in the wizard.

When the Database Wizard creates your database, it creates a
switchboard, a form that you use to open the database’s forms,
tables, and reports.

The Database Wizard creates everything you need to enter orders and search your database.

Click here to open forms and reports
to track company information,
shipping, and payments.

- Click here to change items on
the switchboard.

MS 114165
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-]

Track Orders in a Shared Database

Help your co-workers get started on tracking orders You can choose
to have the Database Wizard include sample data when it creates your
database. Your co-workers can view the sample data and replace the
entries with their own data.

Want to set up other types of business databases? Use the Database
Wizard to create many business and personal databases, including
databases for asset tracking, event management, and resource scheduling.

Protect your database with a password Click Security (Tools menu),
and then click Set Database Password. Type a password when prompted.
When you or your co-workers attempt to open the database, Microsoft
Access will ask for the password.

Want to see all the components that make up your database? Click

the Database Window button to see your forms, reports, tables, queries e _
and modules. Database Window button

Want to know more? Look up Getting Results - Track Orders in Help.

Office Assistant button

MS 114166
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Part 8 Exchange Information with Others

Share Your Order Entry Database

After the Database Wizard creates a complete order entry database,
you can use Windows Explorer to copy or move the file to a
network location where everyone can open it.

When you place the database on a network, your co-workers can use
the switchboard to open its forms and reports. You can work with
order prices, dates, and other important information by using Orders
by Customer, the primary order entry form. To use this form, click
Enter/View Orders by Customer.

Multiple users can enter data at the same time when working in
forms. Microsoft Access saves changes every time a user presses
SHIFT+ENTER or moves to the next record.

The Unsaved Record Indicator symbol shows that you are editing this record.

Several users can create new orders
simultaneously, whife other users view
the latest status.

MS 114167
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Prevent others from making changes to a record you are working in
Click Options (Tools menu). On the Advanced tab, click Edited Record.

Does someone else need to edit while you are? Microsoft Access will
notify you and give you choices about how to proceed.

View the most up-to-date changes to records Click Refresh (Records
menu).

Do some users just look at orders and never make changes? These
users can open the file in the read-only state. To open a database in read-
only state, click the Open Database button and then click the database.
Click the Commands and Settings button, and then click Open Read
Only.

Is your database slow? You can improve performance and make a
database easier to maintain by dividing it into two files: one that contains
your data and another that contains the queries, forms, reports, macros,
and modules that you need. Click Add-Ins (Tools menu), and then click
Database Splitter.

When You Need to Modify a Database, Open It in

Exclusive Mode

Making design enhancements while others are sharing a
database can be confusing to your users. For example, if other
users are sharing the database and you start making changes to
table designs, the other users cannot use the data stored in the
tables you’re modifying. If other users have opened tables,
you can’t modify them.

You can prevent others from using a database while you make
changes. First, make sure no one else is using the database.
Click Open Database (File menu), and then select the
Exclusive check box in the Open dialog box that appears.
Then select and open the database you want to work in.

Track Orders in a Shared Database

Open Database Commands and
button Settings button

MS 114168
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Part 8 Exchange Information with Others

Use Data from Other Applications or Databases

Microsoft Access makes it easy to work with data  View and update data stored in another application
from elsewhere on your network. by creating links What if you want to work with
data stored and maintained in a different
application or in another database, such as
Paradox? Create a link to your Microsoft Access
database from a table in a supported database
format. Users can then view and update the linked
data, just as they view and update data stored in
Microsoft Access. The changes are saved and
stored in the original application’s file, so that
users who work with the data using the original

Move data permanently into your database by
pasting or importing You can move several
different types of data into Microsoft Access. For
example, you can move data that is stored as text,
in a supported database format, or as a Microsoft
Excel list. Microsoft Access wizards can help you
import data. To import external data into your
database, click Get External Data (File menu),
and then click Import. To create a link to external licati . d
data, click Get External Data, and then click application can continue to do so.
Link Tables.

List in Paradox

Customers table

Microsoft Access database

Next Steps

T See

Learn more about using forms for “Use Your First Microsoft Access
data entry Database,” page 104

Move Microsoft Excel data into “Move a Product List into Microsoft
Microsoft Access Access,” page 493

MS 114169
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Outlook to Share Folders

uppose that you maintain a group calendar. You’re constantly
updating your co-workers about meetings, events, and other Key Features
associated information stored in the calendar. Instead of using your @ Public Folders
private folders, you can share this information easily by using a

public folder. Public folders are Outlook folders that are posted to a
network. You can add any Outlook item, Office document, or other Offline Folders
file to a public folder. You can assign levels of permission to a
public folder so that you determine the users who can read, edit, and
add information to the folder.

Setting Permissions

Andres Carlson: Bruce Bergstrom; Elliott Loren

e R B A e L e A e i

To use public folders, you need Microsoft Exchange and permission to
read items in a folder. See your network administrator for permission to
create or add information to a public folder.

MS 114170
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Part § Exchange Information with Others

Check Permissions Granted for a Public Folder

You created a group calendar for the Inspired Technologies
conference, and now you want to add the calendar folder to a public
folder. Start by checking the properties of the public folder to see if
you have the correct permission level.

To check the permissions set for a public folder, click the Folder
List button and then navigate to the public folder. Select the Public
Folders folder, and then click Properties for folder name (File
menu, Folder submenu).

Folder List button

Your role as Publishing Author lets you create and read
items in the public folder, create subfolders, and edit and
delete items you create.

Click here to see a list of network
administrators and the owner of
the public folder.

Your level of access to the public
folder is displayed here.

MS 114171
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Use Outlook to Share Folders

MW Set access levels for other users Only the owner can set permissions

Sl for a public folder. However, if you have Publishing Editor or Publishing
Author privileges for a public folder, you can create a subfolder and, as the
owner of that subfolder, set levels of permission for other users.

Create a Shortcut to a public folder You can add a Shortcut to the public
folder. Right-click the public folder you want to add to the Outlook Bar, and
then click Add to Outlook Bar.

°

Want to know more? Look up Getting Results - Share Folders in Help.

Office Assistant button

MS 114172
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Part 8 Exchange Information with Others

Add a Calendar to the Public Folder

Now you’re ready to copy the conference calendar to the public
folder. In the folder list, right-click the folder you want to add to the
public folder.

I—- Click Copy folder name ...

.. then click the public folder
you want.

: Public Folders
i~SE Favorites
5§82 Inspired T echnologies Conference
43 Shared contacts
-8 Shared documents
-3 Shared journal
{3 Shared notes

i $f Shared posts

Notify other users about the public folder You can send a shortcut to a
public folder to other users in an e-mail message. Create a new message,
and then drag the public folder into the body of the message.

Copy information from the public calendar to your private calendar
To copy an appointment or event to your personal calendar, open the
appointment or event and then click Copy to Personal Calendar
(Appointment menu).

Create a new folder within a public folder Instead of copying a private
folder, right-click the public folder and then click Create Subfolder to create
a new folder. You must have permission to create subfolders within a public
folder.

436 Getting Results with Microsoft Office
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Use Outlook to Share Folders

Start an Online Discussion

One of the speakers has submitted a paper for the conference and
you’d like input from the rest of the team. You can use a public
folder as a bulletin board so that members of the group can discuss
the paper online. You must have permission to create items in order
to post information to a public folder. Other members of the team
need permission to read and post items to the folder.

Open the public folder you want to post to, and then click New Post
in This Folder (Compose menu). After the item is posted, your co-
workers can read and respond to the information.

) . A respondent can click Post Reply in the
Click here to add the item item 1o add the response to the folder so
that others can read it.

to the public folder.

Click Reply to send your
response directly fo the
originator of the post, or
click Forward to send it to
someone else.

d vahpreciatle yoﬁr i?:put.

MS 114174
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Part 8 Exchange Information with Others

"W Create a bulletin board You must have permission to create subfolders
y- within a public folder. Right-click the public folder, and then click Create
Subfolder. In the Create New Folder dialog box, click the Folder contains
arrow, and then click Mail Rems.

Sort posted information Suppose the public folder contains posts about
more than one session paper. You can click By Conversation Topic in the
Current view box to sort posted information by conversation topic. Then
open a post, click Next (View menuy), and then select a navigation option to
scroll through the responses in that group.

Organize how items are posted to a public folder 1f you have owner
privileges, you can set rules to process new items posted to a public folder.
For example, you can create a rule that sorts posted information by subject.
Right-click the public folder, and then click Properties.

Want to know more? Look up Getting Results - Share Folders in Help.

)

Office Assistant button

MS 114175
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Use Outlook to Share Folders

Update a Public Folder When You’re Out of the Office

If you use a computer when you’re away from the  menu, Folder submenu). Open the Favorites
office, you can still share information in a public folder in the public folder list, right-click the

folder if you create an offline folder on your public folder you want, and then click Properties.
remote computer. Offline folders make it possible ~ On the Synchronization tab, click When offline
to copy a public folder from a server location, or online. Follow the instructions that appear on
update and modify the contents, and then update the screen to create an offline folder on your hard
the public folder, all from a remote location. For disk.

example, you can use offline folders to send and

. . When you’re ready to update the server folder,
retrieve e-mail messages.

connect to Microsoft Exchange and then open the
Open the public folder you want to use offline. folder in Outlook. Click This Folder (Tools
Click Add to Public Folder Favorites (File menu, Synchronize submenu).

Next Steps

See

Learn more about public folders Microsoft Office 97 Resource Kit,
Microsoft Press

Building Microsoft Outlook 97
Applications, Microsoft Press

Create custom views in folders “Customize the Way You Display
Information,” page 366

MS 114176
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PART 9

Use Office on the World Wide Web

Contents

Office and the Web 442

Publish Microsoft Excel Tables and Charts on the Web 448
Create a Web Presentation with PowerPoint 452

Create a Web Page with Word 458

Use Microsoft Access to Retrieve and Publish Data 464
Open Web Addresses from Outlook 470

MS 114177
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2

1ce and the Web

ost of Office Applications on Your Internal Web or the World Wide Web

Suppose you have product specifications written with Microsoft T ———
Word that you want to share with your team, upper management, Key Features
engineering, and other product teams. And you also have Microsoft Hyperlinks

PowerPoint slide presentations, a cost analysis done in Microsoft
Excel, and sales summaries done in Microsoft Access. You can
share information with many people (who do not all share the same
applications) by adding hyperlinks to your files. If not everyone in
your audience has all the Office applications, they can still jump to
most files they need and view Microsoft Excel, Word, and
PowerPoint files by using the special viewers with these
applications.

Web Toolbar

When you add hyperlinks to your Office files, online readers can jump to a different
location in the same file, or to a site on your internal Web or the World Wide Web.

Product Specification

Product Overview

-

Product Presentation

— Product Specification

I

Product Presentation

Anal

Sales Summary

The Web toolbar makes it easy to search for and open

Office files (such as PowerPoint presentations, Microsoft
Excel worksheets, Word documents, and files that contain
data created with Microsoft Access) on your internal Web.

MS 114178
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Office and the Web

About the World Wide Web and Intranets

What is the World Wide Web? The World Wide Web is a
major component of the Internet, which is a vast global
network of smaller networks and personal computers. Web
pages include hyperlinks and present information in a
graphical format that can incorporate text, pictures, sounds,
and digital movies. Web pages are created in Hypertext
Markup Language (HTML) format, which is a special system
for tagging a file so that it can be interpreted by Web
browsers, such as Microsoft Internet Explorer. A browser
enables virtually any type of computer to read HTML files.

What is an intranet? An intranet is a special type of Web that
is available only to the users of a particular local area network
(LAN) or wide area network (WAN), such as those often used
by companies and organizations for internal communication.
With an intranet, employees can share confidential, work-
related information without making it available to the public.

Use Office applications you're familiar with  When you use
Office applications with your intranet, you can work with
Office files in their native format, rather than having to
convert them to HTML format. For example, when you open a
Word document with the Web toolbar, you will see the Word
toolbars, and you’ll be able to work with the document in the
same way that you would any other Word document. You
won’t be limited by the viewing features of a particular
browser.

LY Want to know more? Look up Getting Results - Web and Office in «
Ml Help.

Office Assistant button

MS 114179
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Part 9 Use Office on the World Wide Web

Add Hyperlinks to Your Files

A hyperlink is colored or underlined text or a graphic that you click
to jump to another file, or to another location in the same file. You
can jump to files on your intranet or to Web sites. For example, you
can click a hyperlink to jump to a heading in Word, a cell or named
range in Microsoft Excel, titles in PowerPoint slides, and table cells
in Microsoft Access. If your company already has a LAN or WAN,
all you need to do to make your files available to other employees is
to put them on a public server and then add hyperlinks to files that
you want to jump to.

In your file, click where you want to be able to jump from, and then
click the Insert Hyperlink button.

Insert Hyperlink button

Click here to locate the file you
want to jump to, or type an
address in the Link to file or
URL box.

Click here to specify a location
to jump to in afile.

MS 114180
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Jump to another location in the same file In Microsoft Excel for
Windows, Word for Windows, or PowerPoint for Windows, select the text or
heading you want to be able to jump to, and then right-click to drag it to the
location you want to be able to jump from. When you release the mouse
button, click Create Hyperlink Here on the shortcut menu.

Get the wrong shortcut menu? If your hyperlink text has been marked
as having a possible spelling or grammar error, you must first resolve the
error before you can right-click the hyperlink text and display the shortcut
menu with the Hyperlink submenu.

Jump to a location in another file In Microsoft Excel, Word, or
PowerPoint, select the heading or text that you want to be able to jump to,

and then copy it. In the location that you want to be able to jump from, click
Paste as Hyperlink (Edit menu).

What if online readers don’t have your Office application? They can
still view your Microsoft Excel, Word, or PowerPoint files on an intranet or
the Web by downloading the viewer for the appropriate application from the
Microsoft Web site:

hitp://www.microsoft.com/

Want to remove a hyperlink? Right-click the hyperlink, click Hyperlink
on the shortcut menu, and then click Edit Hyperlink. In the Edit Hyperlink
dialog box, click Remove Link.

Make it Easy to Create Web Pages

If you want to create a Web page by working in HTML
format, you can use Word as your authoring tool. Another
alternative is to save existing Office files in HTML format.
For more information, see “Create a Web Page with Word,”
page 458, “Publish Microsoft Excel Tables and Charts on the
Web,” page 448, “Create a Web Presentation with
PowerPoint,” page 452, and “Use Microsoft Access to
Retrieve and Publish Data,” page 464.

Want to know more? Look up Getting Results - Web and Office in
Help.

Office and the Web
Office Assistant button
MS 114181
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Part @ Use Office on the World Wide Web

Use the Web Toolbar to Navigate Your Intranet

After you click different hyperlinks, the easiest way to navigate
among the files is to use the Web toolbar. In Microsoft Excel, Word, L=

or PowerPoint, if the Web toolbar isn’t already visible, click the W,eb Toolbar button
Web Toolbar button. In Microsoft Access, click Toolbars (View

menu), and then click Web. If you already know the file location,

type it or select it from the Address box. If you don’t know the

location, click the Search the Web button to search for it. After you

open a file, use the Back and Forward buttons to move quickly

between files.

If you have certain files that you want to open on a regular basis,
you can add them to your Favorites folder by clicking the Favorites
button and then clicking Add to Favorites.

To make it easier to see more of the file that you’ve just opened, you
can click the Show Only Web Toolbar button, which hides the
other application toolbars.

Search the Web button Favorites menu
Back button Go menu
IV |— Forward button . I’ o |— Show Only Web Toolbar button

Type or select the address of
the file that you want to jump to.

Start Page button
Refresh Current Page button

— Stop Current Jump button

MS 114182
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Office and the Web

@ Jump to sites on the World Wide Web If you have access to the
? Internet, you can jump to Web sites. Just type the address, or Uniform
Resource Locator (URL), in the Address box. For example, type the
following:

http://www.microsoft.com/

Open files on your intranet while working in an Office application In
your Office application, click the Open button. In the File name box, type
the address you want. For example, type the following:

http://sales/february/report.doc

Use Microsoft Internet Explorer 3.0 to View Microsoft
Excel, Word, and PowerPoint Files

If you use Internet Explorer 3.0 to browse the Internet and
then switch to viewing files on your corporate intranet, your
Microsoft Excel, Word, or PowerPoint file opens in the
browser just as if it were an HTML file. You can navigate
between these files and files on the Internet with no loss of
browsing or navigational capabilities. More important, when
you’re working in a Microsoft Excel, Word, or PowerPoint
file, you can access the default toolbars in that application.

Next Steps

T See

Create a Web page by using Word “Create a Web Page with Word,”
page 458

Create Web content by using “Publish Microsoft Excel Tables
Microsoft Excel and Charts on the Web,” page 448

Create 2 Web page by using “Create a Web Presentation with
PowerPoint PowerPoint,” page 452

Add a hyperlink to a table and “Use Microsoft Access to Retrieve
retrieve information from the World  and Publish Data,” page 464
Wide Web or your intranet

MS 114183
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Piblish Microsoft Excel Tables and Charts

You can use Microsoft Excel to publish information for viewing on

the World Wide Web or on your company’s intranet. You can take Key Features
advantage of the tabular structure of Microsoft Excel to create Save as HTML command
HTML tables, you can publish your existing Microsoft Excel charts,

and you can even put them together on the same page.

Quickly transform a Microsoft Excel workshae ... | " inte.an HIML document ready for viewing on the Web,
' . v ’/k,/ f | \)/\/ X lj/:[\ e 9

R
et s ol

Guidelines for Effective Web Pages
Keep it clean Don’t clutter your worksheets with too many fonts or
formats. Easy-to-read worksheets make easy-to-read Web pages.

Use larger fonts Small text is often difficult to read after HTML

conversion. Even though you might use a high-resolution display,
you need to design your Web documents so that they can be read

easily by others who don’t.

MS 114184
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Publish Microsoft Excel Tables and Charts on the Web

Save the Worksheet as an HTML Document

Open the worksheet you want to publish, and then click Save as
HTML (File menu) to start the Internet Assistant. The Internet
Assistant can convert multiple cell ranges and charts to a single Web
page, or you can insert them into an existing Web page. If this
command does not appear, you need to rerun Setup. For more
information, see “Add or Remove Components,” page 32.

The Microsoft Excel Internet Assistant
transforms cell ranges and charts ...

... into HTML pages or tables
ready for publishing on the Web.

Q Post the HTML file If you have the Microsoft FrontPage Web publishing
Ml  application, you can post the HTML file created by the Internet Assistant
directly to a Web site.

Create links to information before the conversion When you run the
Internet Assistant, any links created by using the Insert Hyperlink button .
are converted to HTML links. Insert Hyperlink button

MS 114185
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Part 9 Use Office on the World Wide Web

- DR

Insert a Table into an Existing Web Page

The Internet Assistant can either create a new Web page for
you or insert a table into an existing Web page. To insert an
HTML table into an existing Web page, you must first add the
following HTML code to the Web page where you want the
table to appear before the Internet Assistant can complete its
task:

<!--##Table##-->

If you have enough memory, you can leave the Internet
Assistant displayed on your screen while you edit the Web

page.

Want to know more? Look up Getting Results - Web and Microsoft
il Excel in Help.

)

Office Assistant button
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Publish Microsoft Excel Tables and Charts on the Web

Use The Web toolbar The Web Toolbar button
displays the Web toolbar. For more information
on the Web toolbar, see “Office and the Web,”
page 442.

Create Hyperlinks Click the Insert Hyperlink
button to format the selected text or object as a
hyperlink. For example, to create a hyperlink to
the Microsoft Web site, select a cell, click the
Hyperlink button, and then type
http://www.microsoft.com/ in the Link to file or
URL box. Then, when you click the hyperlinked
cell, your Web browser starts and you jump to that
Web site. Microsoft Excel also includes a
Hyperlink function that you can use in formulas.

Open and link to files in HTTP and FTP stores in
Windows You can transfer and create links to
files located on Web sites that support the HTTP
and FTP protocols. To do so, click Open (File
menu), click Internet Locations (FTP) in the

Other Web Features of Microsoft Excel

Look in list, and then click Add/Modify FTP
Locations. To create a link to the file, copy the
information you want to link to, click Paste (File
menu), and then click Paste Link.

Create links to Web pages in Windows You can
create links to files located on Web sites. To do so,
click Open (File menu), click Internet Locations
(FTP) in the Look in list, and then click
Add/Modify FTP Locations.

Create Web forms You can create forms in
Microsoft Excel to gather input from other
Microsoft Excel users who visit your Web site.
Use the Control Toolbox toolbar to create the
form on a worksheet, and then click Web Form
(Tools menu, Wizard submenu). If this command
does not-appear on the Tools menu, you need to
install the Web Form Wizard add-in program. For
more information, see “Add or Remove
Components,” page 32.

Next Steps

To See

Create a Web site
page 458
Save a PowerPoint presentation in

HTML format PowerPoint,’

“Create a Web Page with Word,”

“Create a Web Presentation with
* page 452
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aate a Web Presentation with PowerPoint

lake advantage of the graphic design power of PowerPoint to create
‘presentations for publication to the World Wide Web, or to your Key Features
company’s intranet. You can use PowerPoint to create a new Web AutoContent Wizard
presentation quickly from scratch. Or, if you have an existing ~
presentation you want to publish to the Web, you can convert it to
Hypertext Markup Language (HTML) format so that it can be
viewed by Web browsers. You can create Web presentations for a
variety of purposes. Advertise your company’s products by
publishing press releases to the Web. Or inform co-workers about
training opportunities and department procedures by publishing to
your intranet. You can also use your intranet to set up an internal
presentation archive with demonstration scripts and other behind-
the-scenes resources. To access other Web presentations quickly, use
the search and navigation options on the Web toolbar. For more
information, see “Office and the Web,” page 442.

Save as HTML command

MS 114188
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Create a Web Presentation with PowerPoint

Create a Web Presentation

It’s easy to use PowerPoint to create a new presentation that you can
publish to the Web or to your company’s intranet. Get a head start
by selecting one of the presentation templates available in the
AutoContent Wizard. To use the wizard, select the AutoContent
wizard option when you first start PowerPoint, or click
AutoContent Wizard (Tools menu) if you're already working in
PowerPoint.

You don’t have to start from scratch to create a Web presentation,
however. You can convert any existing presentation into a format
that is compatible with popular Web browsers. Either way, when
you’re done, just click Save as HTML (File menu) to convert your
presentation for publication to the Web or to your intranet. If this
command does not appear, you need to rerun Setup. For more
information, see “Add or Remove Components,” page 32.

Let the AutoContent Wizard help you create
presentations for publication to the Web.

Want to create hyperlinks? You can format any selected PowerPoint text
or object as a hyperlink. For example, to create a hyperlink to the Microsoft _— _

Web site, select the text or object, click the Insert Hyperlink button, and Insert Hyperlink button
then type http://www.microsoft.com/ in the Link to file or URL box. For

more information, see “Office and the Web,” page 442.

Create your own image maps Click the Insert Hyperlink button to tum
any PowerPoint shape into a hyperlink that you can click to jump to another
slide, document, or Web site. These hyperlinked images remain clickable
after you save the presentation in HTML format. You can create clusters of
hyperlinked objects that will serve as an image map, a single graphic that
contains multiple HTML hyperlinks.

MS 114189
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Part 9 Use Office on the World Wide Web

Connect to additional Web publishing resources Click PowerPoint
Central (Tools menu) to connect to resources on the World Wide Web
designed to help you create online content. Check periodically for the latest
information on Web features in Microsoft applications. To use the
PowerPoint Central command, you need to have access to the Internet.

Quickly create navigation buttons and add them to your slides Click
Action Buttons (Slide Show menu) to display a palette of buttons. Each
button (such as Back or Previous or Forward or Next) has a specific
action assigned to it. To add an action button to a slide, click one of the
buttons in the palette, click where you want the button to appear on the
slide, and then drag to draw the button. When you release the mouse
button, the Action Settings dialog box appears.

What's the Difference Between Hyperlinks and Action
Settings?

If you want to add basic hyperlinks that make it possible for
users to jump from your presentation to other files, click the
Insert Hyperlink button. However, you can also create
hyperlinks associated with additional actions and special
effects (such as playing sounds, returning to the last slide
viewed, and running other applications and macros). To do so,
select the item (a graphic or text) to which you want to apply
the action(s), and then click Action Settings (Slide Show
menu). Select the appropriate options in the Action Settings
dialog box. Then, whenever someone clicks the text or
graphic, the actions assigned to it will occur. You can even use
the Action Settings command to assign additional actions that
occur when you rest the pointer over an item.

Want to know more? Look up Getting Results - PowerPoint Web Page
Ml in Help.

454 Getting Results with Microsoft Office
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Create a Web Presentation with PowerPoint

Save an Existing Presentation in HTML Format

If you already have a presentation that you want to convert for
publication to the Web or your intranet, click Save as HTML (File
menu) to start the PowerPoint Internet Assistant. Select options to
choose a graphic format, place navigation buttons, add speaker
notes to your Web pages, create an index page, and more. If this
command does not appear, you need to rerun Setup. For more
information, see “Add or Remove Components,” page 32.

When your presentation is converted to HTML format, each
presentation slide is turned into an individual HTML page, existing
hyperlinks are converted to HTML format, and actions that you
assigned by using the Action Settings command (Slide Show
menu) are translated into their HTML counterparts. Then, all the
necessary files are saved to a new folder that you specify.

Use the Save as HTML command to
transform an existing presentation ...

... into a group of HTML documents
ready for publishing to the Web.

MS 114191
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Part 9 Use Office on the World Wide Web

W Create a text-only version of your Web presentation To accommodate
?‘ visitors to your Web site whose browsers might not have the same

capabilities for viewing graphics, the PowerPoint Internet Assistant can
create a text-only version of your presentation (while simultaneously
creating a standard version that includes graphics). When it finishes, it adds
an A button (shown to the right of the Web page navigation buttons in the
preceding illustration) to the presentation. When clicked, this button
taunches the text-only version.

Want non-PowerPoint users to view your Web presentation as a full-
screen presentation? You can click Save as HTML (File menu) and then
select options in the PowerPoint Internet Assistant to make it possible for
others to view your presentation as an actual full-screen slide show.

“—

Create a Framed Web Presentation

Use the Framed Slideshow option in the PowerPoint Internet
Assistant to create a special type of Web presentation that uses
features available only in advanced Web browsers such as
Microsoft Internet Explorer 3.0. A framed slide show offers
more control, displaying components of the presentation and
navigation controls in separate frames on the screen:

o The Slide frame contains the slide image itself.

¢ The Navigation frame contains standard slide navigation
controls such as Next Slide and Previous Slide.

¢ The Notes frame displays any speaker notes for the
associated slide/Web page.

e The Outline frame displays the outline for the entire
presentation. You can click headings to jump to the
associated slide/Web page.

e The Outline Controls frame contains Expand and Collapse
buttons that control the display in the Outline frame.

MS 114192
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Create a Web Presentation with PowerPoint

Design Effective Web Presentations

To create an effective PowerPoint presentation Keep it clean Don’t clutter your slides with
that you can publish to the World Wide Web orto  distractions. Clear, easy-to-read presentations
your intranet, apply the same design principles make easy-to-read Web pages.

that you would use to create any other PowerPoint
presentation: Divide subject matter into “bite-
sized” pieces, present each piece in a graphically
pleasing format, and then reveal them in a logical,
predetermined sequence. Also, keep the following

Use large fonts Typically, the PowerPoint Internet
Assistant reduces the size of text in converted
presentations. After you convert the presentation
to HTML format, small text may be difficult to

guidelines in mind when designing for the Web: red
Next Steps

To See

Add a Microsoft Excel table to a “Publish Microsoft Excel Tables

Web page. and Charts on the Web,” page 448
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ate a Web Page with Word

ppose you’re the manager of a sales group. You want to broaden

he, audience for your sales message. You want to provide potential ~ Key Features
customers with information about your products, pricing, shipping, 5@ Web Page Wizard

product support, and so on. Web Authoring Tools

You’ve decided to promote your products through a Web page. The
question is where to start. Do you need to learn HTML? Should you
hire a graphic artist or a computer programmer to do the work for
you? The answer is much simpler.

‘Work in Word, an application you’re already familiar with. The
Word Web Page Wizard can help you create the Web page yourself.
The wizard helps you create the right Web page for the information
you want to convey.

With the Web Page Wizard, you can quickly create different kinds
of Web pages in a variety of styles.

q Current Products

Pricing
Search

Shipping

Product Support
% Advertising
Frequently Asked Questions

Feedback
Trade Show Information

MS 114194

458 Getting Results with Microsoft Office

ARENDI-DEFS00001904



Case 1:13-cv-00919-LPS Document 312-7 Filed 03/10/21 Page 43 of 142 PagelD #: 30520

Create a Web Page with Word

Start the Web Page Wizard

Start by clicking New (File menu). On the Web Pages tab, double-
click Web Page Wizard.

From the list of Web pages, click one that best suits the content of
the Web page you want to create. You can choose from different
kinds of Web pages, such as a home page with two columns, a
personal home page, a registration form, or a survey form.

After you select the type of Web page, click the Next button, and
then select the style that you want. For business-oriented pages, for
example, you may want to use styles such as Professional or
Elegant. For personal home pages, on the other hand, you may want
to use the Jazzy or Festive style.

If you want to try different styles to see which one locks best, just
click another style name, and that style will be applied to the Web
page that you’ve selected.

After you click the Finish button in the wizard, you'll have a professionally
designed Web page to which you can add your content.

Hotne | Previous § Next

You'll see suggestions for adding art
and jumps to other Web pages. Click
the sample text to select it, and then
type your own text or insert a picture.

[Insert a Heading or Picture Here]

' Replace the sample text with your own words to creste your web
Y i page, To agllow navigation to other pages, sslect text and click
K —’\ typerlink onthe Insert menu. This page uses tables to create
cokmns. To change the way the columns look, select the celis
you want {0 change and use the options on the Table menu.

[click here to type text)
@ [click here and add & list item]

@ {cick here and add a list item}
@ [cick here and add a kst item]

[click here to type text]
e T e L E N e Y e L
Ralated Pagy ) | Kelntad Pay 2| Related Page 3

Don’t see the Web Pages tab? The Web authoring components may not
be installed. To add these components, rerun Setup and then select Web
Page Authoring (HTML). For more information, see “Add or Remove
Components,” page 32.
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Part 9 Use Office on the World Wide Web

Q Want to create a Web page from scratch? Click New (File menu). On
LMl the Web Pages tab, double-click the Blank Web Page template. Create
your Web page by using the commands on the menus and toolbars.

Want to create a Web page from an existing Word document? Open
the document that you want to convert into a Web page, click Save as
HTML (File menu), and then name the new Web page. Keep in mind that
HTML, the format in which Web pages are published, does not support all
of the features that Word supports. Your Web page, therefore, may look
different from your Word document.

Rttt —————— ]

What Happened to the Toolbars and Menus?

When you work on Web pages, you will notice that the
toolbars and menus are not the same as those you see when
working on a Word document. This is because HTML, the
underlying file format for Web pages, does not support all
Word features.

Following is a partial list of Word features that HTML does -
not support at this time: newspaper-style columns; paragraph
borders; text effects such as shadowing, embossing, and
engraving; headers and footers; footnotes; and cross-
references. S

Even though these features are not currently supported by
HTML, you can achieve similar effects. For example, you can
use tables instead of columns, and instead of using a cross-
reference, you can add a hyperlink.

For more information, look up Getting Results - Word Web
Page in Help.

MS 114196
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Create a Web Page with Word

Customize Your Web Page

Whether you’ve chosen to create a home page or a survey form, all
you need to do is add your content to the Web page that the wizard
creates. Keep in mind that most Web pages are not more than one
page long. However, you can include much more information by
using hyperlinks to other Web pages.

You might also want to use some special tools that Word provides
for working on Web pages, allowing you to add background sounds,
video, scrolling text, “arty” horizontal lines, or “picture” bullets.

When you're working on Web
pages, new formatting tools, such
as the Increase Font Size and
Decrease Font Size buttons,
appear on the toolbars.

Y m ———— You'll also find new menu commands,
such as the Horizontal Line command
(Insert menu), that make it easy to
add interesting visual effects to your
Web page.

Publish your Web page The procedures for publishing your Web page
will depend on your Internet service provider or your company'’s network
administrator. For more information, look up Getting Results - Word Web
Page in Help.

You've published your Web page, so why does it look different? Not
all browsers (the software that opens Web pages) support the same set of
features. Internet Explorer 2.0 and later, for example, support marquee or
scrolling text while Netscape 2.0 does not. For more information, look up
Getting Results - Word Web Page in Help.

Get the latest version of Web authoring tools Word automatically
checks to see if there is a newer version of Web authoring tools available. If
there is, Word will prompt you to update to the latest version. If you choose

not to, you can update at a later time by clicking AutoUpdate (Tools
menu).

MS 114197
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Part 9 Use Office on the World Wide Web

Guidelines for Working with Web Pages

Add hyperlinks to jump from your Web page to other pages Click the @
Insert Hyperlink button. For more information on hyperlinks, see == )
“Add Hyperlinks to Your Files,” page 444. Insert Hyperlink bution

Add a picture Click the Insert Picture button, and then select the =

picture you want to insert. Insert Picture button

Add an “arty” horizontal line Click Horizontal Line (Insert menu),
and then click the line style you want.

Add picture bullets Select the text you want to apply bullets to,
click Bullets and Numbering (Format menu), and then click the
picture bullet that you want.

Add a background color Click Background (Format menu), and
then click the color you want.

Add scrolling text Click Scrolling Text (Format menu). On the
Scrolling Text Options tab, type the text you want and set the
options you want, such as background color and scrolling direction.

Add atable Click the Tables and Borders button. The Draw Table
button will be active so that you can click and drag to create the size
table you want. The gridlines you see when working with tables will Tables and Borders button
not be displayed when your page is opened by a-browser. For more
information on the Draw Table tool, see “Create a Flyer,” page 222.

Add avideo Click Video (Insert menu). In the Video Source box
click Browse to search for the file you want, or type the address of
the video file.

Add a background sound Click Background Sound (Insert menu),
click Properties, and then type the address of the sound file, or
click Browse to search for the file you want.

MS 114198
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Next Steps

T

See

Create a Web Page with Word

Find out more about using Web
pages on your intranet

Create Web content by using
Microsoft Excel

Create a Web page by using
Microsoft PowerPoint

Create a Web page by using
Microsoft Access

“Office and the Web,” page 442

“Publish Microsoft Excel Tables
and Charts on the Web,” page 448

“Create a Web Presentation with
PowerPoint,” page 452

“Use Microsoft Access to Retrieve
and Publish Data,” page 464
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‘Microsoft Access to Retrieve and
1sh Data

Suppose that you’re responsible for updating product information
for your company’s sales force. Many of your suppliers have created
sites on the World Wide Web for storing and updating information Hyperlinks

about their products. If you often jump to these Web sites, you can Publish to the Web Wizard
use Microsoft Access to store their hyperlink addresses in your

database and to retrieve the product information you need. After you

retrieve the latest information, you can convert it to Hypertext

Markup Language (HTML) format and publish it to your company’s

intranet or to the World Wide Web.

Key Features

You can use hyperlinks to jump to another Microsoft Access database
object, to a file on your internaf Web, or to a site on the World Wide Web.

Tost1rvs 7

Welcome

New Products

Ressilars

Financial Information

Supplier Internet Address

Employment Opportunities

i http://www.traders/

—— http://www.cajun/

i hitp://www.grandma/
SEeemIn http://www.seafood/
http://www.inspired/
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Use Microsoft Access to Retrieve and Publish Data

To complete the steps in this topic you need to have Microsoft Office,
Professional Edition or an individual copy of Microsoft Access installed.

Try it out The example in this topic uses the Northwind database and
other sample files included with Microsoft Access. You can use the
procedures described in this topic on the Northwind database or on your
own database.

9 Want to know more? Look up Getting Results - Microsoft Access and :
Web in Help.

Office Assistant button

MS 114201
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Part 9 Use Office on the World Wide Web

Store a Hyperlink in a Table

Create a hyperlink field To make it easy to jump to your suppliers’
Web sites, add a field to the Suppliers table in which you can store
their hyperlink addresses. To create a hyperlink field, open the
Suppliers table in table design view. In the database window, on the
Tables tab, double-click Suppliers, and then click Design View
(View menu).

Add a hyperlink to the table Click Datasheet View (View menu).
Then, if you already know the hyperlink address, just type it in the
field. Microsoft Access recognizes hyperlink protocols and
automatically translates the text into a valid hyperlink address. If
you don’t know the hyperlink address, click in the field and click
the Insert Hyperlink button to create a link to an Internet address, =
to a document or database on your hard disk, or to a document or @
database on an intranet. Insert Hyperlink button

Jump to hyperlinks To jump to a hyperlink destination stored in
your table, click on the hyperlink field.

— Type a name for the field ...

Region
PostalCode
Country ... then click in the
Data Type column.
Click the arrow, and
then select Hyperlink
from the list.
Date/Time
Currency
AutoNumber
| Yesfho
.{OLE Object
Hyperink .
9 Need to modify a hyperlink address? In datasheet or form view, right-
ol click the hyperlink field, click Hyperlink on the shortcut menu, and then click
Edit Hyperlink on the submenu.
MS 114202
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Use Microsoft Access to Retrieve and Publish Data

Display a Hyperlink on a Form

With Microsoft Access, it’s also easy to add a hyperlink field to
your Suppliers form. When you browse through individual supplier
records on the form, the hyperlink address changes with each record
to reflect the address of the selected supplier. To add a hyperlink
field to the Suppliers form, open the form, click Design View (View
menu), and then click Field List.

Select a hyperlink field from the list, and then drag it to a location on the form.

PostaiCode
2| Country
JPhone
T @%Wéﬁé‘éﬁ

onl ac ame:

MS 114203
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Part 9 Use Office on the World Wide Web

"W Want to add a hyperlink that doesn’t change with each record? You
?' can add a hyperlink to a form that always jumps to a specific document or
database object. Click Design View, and then click the Insert Hyperlink
button. In the Insert Hyperlink dialog box, specify a hyperlink path in the
Link to file or URL box or specify a path to a database object in the same
database in the Named location in file box.

Learn about the Microsoft Internet Information Server Click Microsoft
on the Web (Heip menu).

Want to know more? Look up Getting Results - Microsoft Access and

Web in Help.

Office Assistant button

4204
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Use Microsoft Access to Retrieve and Publish Data

Publish Your Data

You can use the Publish to the Web Wizard to to use as a template so that your files share the
convert any combination of tables, queries, forms,  same format.
or reports to HTML format and publish it to your

intranet. You can even select a single HTML page To start the Publish to the Web Wizard, click Save

as HTML (File menu).

Use the Publish to the Web Wizard to convert Microsoft Access data into HTML documents.

A= Products
A1 B Shippers

MS 114205
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ppose your team wants to share information that’s located on your
mpany’s intranet, on a hard disk or server, or on the World Wide  Key Features
Web. In Outlook, you can easily add a hyperlink to an e-mail Hyperlinks
message or contact. A hyperlink is text or a graphic that jumps to a ~
graphic, file, server, or Web page. You can also open your favorite
Web pages from within Qutlook.

http:/finspired/ Internet Shortcut
htip:/feajun/ Internet Shorteut

rgstrom,; Elliott Lo

Please check our company home page.

htip://inspired/

tMaria Anders
Obere Str. 57
Berlin

12209 Germany

470 Getting Results with Microsoft Office MS 114206
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Open Web Addresses from Outlook

Include a Hyperlink in an E-mail Message

After you create a Web page, you want to send its address to your
co-workers. When you type the hyperlink address in an e-mail
message, recipients can click it to jump directly to the page.

When you type an address that begins with http:/, file:\\, or
ftp:/l in an e-mail message, Outlook turns it into a hyperlink.

Abdtp.Lingpin NG

Blue underlined text lets the
recipients know that the
address is a hyperlink.

#1-Darlene

-
-

-$: Open a contact’'s Web page If you stored a Web address for a contact,
Ml click Explore Web Page to jump to the Web page.

Visit your favorite Web sites If you use Microsoft Intemet Explorer as
your browser, you can jump to Web pages that you have designated as
“favorites” from within Outlook. Click Other in the Outlook Bar, and then
click Favorites to view Web page addresses. You can create a custom view
to organize the Web pages. For more information, see “Customize the Way
You Display Information,” page 366.

Search for files on an intranet You can use the Web Find Fast search
page to locate files that your company has stored on its intranet. See your
network administrator to obtain the Web Find Fast search page.

Explore Web Page button

Want to know more? Look up Getting Results - Outlook Web in Help.

Office Assistant button

MS 114207
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Part 9 Use Office on the World Wide Web

Next Steps

T See

Learn more about Web add-ins that ~ Microsoft on the Web (Help

you can use with Outlook menu)
Use public folders to share “Use Outlook to Share Folders,”
information page 433
472 Getting Results with Microsoft Office MS 114208
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PART 10

Budget with Microsoft Excel

Contents
Consolidate Budget Input 474
Develop Budgeting Alternatives 482
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onsolidate Budget Input

Key Features

how to allocate the available funds usually involves several rounds
of proposals and reconsolidation. To project expenses and make
adjustments, your department managers need worksheets from you
that contain the right information. Design the worksheets so that you
can easily roll up the figures you get from each department, as many
times as they change.

Copying Worksheets
to Other Workbooks

3-D References

In the worksheets you Budget Worksheet —H. R.
prepare, each department ]
enters its figures ... g“rgg_loyee Costs
110/ Payroll
Budget Worksheet — Sales _120/IRS/FICA Budget Woarksheet — Marketing
Emplo ee Costs . |Subcontractors & Services Empluyee Cos{swm T
H10Payroll 01Sevices | 110Payrall
120/IRS/FICA ToBa Advertising | 120 IRS/FICA S
Subcontractors & Services Supplies and Materials §uhcontracium & Semces
201 Services ] 201 Services
254 Advertising Total |....254 Advertising S
Supplies and Materials es and Materials
Total .

Consolidated Budget Input | FY1997 ' FY1998
Fmployee Costs 164,146 ?
Subcontractors & Services 6803 0?7
Supplies and Materials 92 ?
Total : 223,083 ?

... and you combine them in a summary, the consolidation.

MS 114210
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Consolidate Budget Input

Prepare Your Budget Worksheet

Prepare a worksheet to use as a template. List every account to be
budgeted across all departments. You’ll use the template both to
gather input and to consolidate it.

— Plan to include current figures
for comparison.

FY1997  FY 1998

‘Actual Projected i

140 Retirement Plan ,

e Yo | = Here's where you'll consclidate
ntractors & Services | L _i the new budget information.
Telecommunication Services | H

Advertising
_iSubtotal

Budget Worksheet /

"W Do you keep the current budget or actual figures in a database? Put
4 the external data in a Microsoft Excel worksheet so that you can copy it into

each department's worksheet. You don't have to retype the figures. For

more information, see “Get Sales Information from a Database,” page 548.

Want to know more? Look up Getting Results - Consolidate in Help. @I

Office Assistant button

MS 114211
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Part 10 Budget with Microsoft Excel

Get Budget Projections from Each Department

Each department fills in its estimates by using a copy of the template
worksheet. For each department, include only the accounts needed,
and provide the figures from the current year by copying them into
each department’s worksheet.

Keep all accounts in the same rows and columns. Maintaining the
same information in the same position across all worksheets enables
you to consolidate their contents.

Each department puts its figures into its own worksheet.

Budget Input -- Human Resources

N ARG RSy anhn

Budget Input .- Marketin,

Account

‘LY 1997 Ly 1009

Employee

110 Pan Account

Budget Input -- Sales

e £ 8

HRS Emploe RN RV
110 P4 Accuufit Actual Projected
L BT 1]=] P . :
i 747 5dEmployee Costs | .
Subcontra——~1z yrall L 97845
"0 Tel A =

| 120 IRS/FICAMK comp/State/SDI 34 278 o
Meubcont] . 140 Retrement Plan ' 8824
- Mogs

201 Te ,ME‘S.UJ??AQ.‘A?LW..WW_,w

1 2saiad_ ervices
e SC Subcontractors & Services

- 201 Telecommunication Services | 1649 )
Total 254 Advertising - ? 0 A department doesn't have
... Subtotal : 1843 . | everyaccount? Hide the rows
Ttl‘ R I TE R Sy .. ..} thatwon'tbe used. Click Hide
atal i
. i ' Format menu, Row submenu).
\ Sales / ( )
476 Getting Results with Microsoft Office MS 1 14212
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Consolidate Budget Input

“9 Prevent changes to the worksheet layout First, unlock only the cells to
Ll receive input. Select the cells, and then click Cells (Format menu). On the
Protection tab, clear the Locked check box. Then protect the worksheet by

clicking Protect Sheet (Tools menu, Protection submenu).

Save a shared workbook on a server Click Shared Workbooks (Tools
menu) to make your workbook available to multiple users at the same time.
For more information, see “Share a Workbook with a Co-Worker,” page 412.

Send a workbook through electronic mail You can route the workbook
to the departments, one at a time. For more information, see “Distribute
Documents Online,” page 396.

Want to know more? Look up Getting Results - Consolidate in Help.
Office Assistant button

MS 114213
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Part 10 Budget with Microsoft Excel

Combine the Input

As each department returns its completed worksheet, you need to
add it to a workbook in which you can calculate the combined
results. Copy each worksheet of budget projections into your
consolidation workbook.

For easy access to the worksheet tabs, arrange the workbook windows horizontally.

i

FY 1997  FY1998

‘Actual _Projected jo ghy The input from the Sales department

Your consolidation workbook

Hold down the CONTROL key and drag each

worksheet into position in your workbook.

Make sure you get the right kinds of data For more control over the
workbooks you distribute to your co-workers, you can set each cell to limit
the allowable range of values, or to accept only a specific data type. This
way you can avoid, for example, someone mistakenly entering a value that
is too large for a given budget category. For more information, see “Validate
Your Data as You Enter It," page 359.

View all your workbooks at once You can quickly arrange all the open
workbooks on the screen by clicking Arrange (Window menu).

478 Getting Results with Microsoft Office
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Consolidate Budget Input

Consolidate the Combined Input

Use a copy of your template worksheet to set up the consolidation.
First, create a formula using 3-D references that totals projections
for each account across all the departmental worksheets. Indicate the
range of worksheets by specifying the first and last worksheet
names in the formula, and include a reference to the cell on each
worksheet to include in the consolidated total. The result appears on
your consolidation worksheet.

First and last worksheets in the
range to be consolidated, with a l‘ Separator

colon between the worksheet names :l /— Cell reference

=1 =SUM(Marketing: Sales|DB)
T

FY 1998 Combined Budget Worksheet |
[ TUTTTTRYSeT  FY 9%
. Actual _ [Projected =
Payoll 464 148[__ 199,000 The consolidated total for
IRS/FICAMK comp/State/SDI 55,035, 73,000 i all payroll accounts
Retirement Plan 17,138 20,500 o
_Subtotal 1 238319 2925000
i H
| f1{Subcontractors & Services | '
12| 201 Telecommunication Services 3319 3900,
3] 254 Advettising 169 300
Subtotal 3488° 4200
ST 242807 29 700 ———ri— The consolidated grand total

He5) Consolidated Budget /

L You're combining values from the
worksheets in this range.

MS 114215
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Part 10 Budget with Microsoft Excel

‘Q Enter the worksheet names in the formula Position the insertion point at
M the target location within the formula, and then click the appropriate
worksheet tabs.

Copy formulas automatically After you've entered the formula to
consolidate one account, you don't have to type similar formulas for the rest
of the accounts. If you used a relative cell reference, dragging the fill handle
or using the Copy and Paste commands (Edit menu) will adjust the cell
references accordingly for your other formulas.

Cope with revisions and late returns |f you get another departmental
worksheet after you've already set up the consolidation, just drag a copy of
the new worksheet between the tabs of the worksheats you refer to in the
formula. The new worksheet is consolidated automatically. (Make sure you
drag the new worksheet between the existing consolidated sheets. If you
insert it outside the range, the new figures won't be included in the
consolidation.)

H i

34307 96700,
ales )\ Consolidated Budget /

Add the Facilities figures
to the consolidation.

Facilities

Other Ways to Consolidate Your Figures

3-D references let you design your template worksheet any
way you want. But they do require that the same information
be in the same place on every worksheet.

Consolidate worksheets with different layouts If the
worksheets have similar data but in different areas or
positions, you can give the same name to the corresponding
range of cells on each worksheet. You can then combine data
from ranges with the same name on different worksheets by
clicking Consolidate (Data menu).

Compare figures as well as combine them You can use a
PivotTable to consolidate and compare multiple worksheets.
For more information, see “Create a Sales Summary,”

page 563.

MS 114216
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Consolidate Budget Input

A Shared Workbook Makes Getting the Input Easier

If your departments are on a network, you can use  and you can watch the input arrive and be

a shared workbook to speed the input-gathering consolidated. For more information, see “Share a
process. Workbook with a Co-Worker,” page 412.
Create the worksheets for each department in one  Important In a shared workbook, every authorized
workbook and share it on the network. Each user in the workgroup can view all of the worksheats.
department updates its worksheet in this work- So use this distribution method only if it's acceptable for
book. All departments can work simultaneously, all departments to see each other’s figures.

Marketing :

You, in Finance
Shared workbook on your network

Next Steps

See
Analyze the results of the “Develop Budgeting Alternatives,”
consolidation page 482
Share a workbook with others over ~ “Share a Workbook with a
a network Co-Worker,” page 412

MS 114217
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elop Budgeting Alternatives

What-If Assumptions in Microsoft Excel

e

To :balance a budget, you must find the best way to allocate the

,

available resources among departments. When initial projections Key Features

exceed the available funds, you need to compare redistribution Conditional Formatting
strategies. You can model different strategies in Microsoft Excel to Goal Seeking
analyze the pros and cons of different approaches. As you work _

through several rounds of negotiation and reallocation, you can Scenarios

adjust your models. Charts

By creating summaries and charts of the strategies you tried, you can demonstrate
to your departments that you reached a fair allocation.

Alternatives

CO”Sldered Cut Excess Cut Sales
Projections  Projection

Marketing

d: oot
Percent_Over_Budget 38%

Facilities
Resources 10%
13%

MS 114218
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Develop Budgeting Alternatives

Find the Over- and Under-Budget Areas

You’ve rolled up account-by-account projections from several
departments. Compare the projections to your target amounts: Can
you correct some shortfalls by redistributing funds among accounts?
Simply subtracting the allocations from the projections can show
you the problem areas and the surplus funds.

Subtract the value in cell E5 from the value in cell D5 ...

FY 1998 Budget Worksheet
N 7 FV 1998 /T
Account Actual | Projected Allocated  Difference i
AOoPayroll | 164146| 199200 180000 192001 “i . toseethe
T20IRS/FICAWK comp/State/3Dl | 580351 73000 88000 70001 1} gicaranancias
14E|§Retirement Plan 17,138 20,500 18,500 2,000 P )
_201:Telecommunication Services 3319 3,900 4,300 (400) ‘
254 Advettising 69y 300, 2500 80 i
301 |Office Supplies |...4048 4,500 4 250 250 L
304 Miscellaneous Supplies 902 1,075 | 1,000 75 ‘
Foial T TTTTI s | s E A BT :
Q Sortitout Do you have a large number of accounts? Sort them to view 21
Ml the largest shortages. Click a cell that contains a shortfall amount, and then 5 .
. . Sort Ascending button
click the Sort Ascending button.
*
More Power: The 10 Most Wanted List
If you work with long lists of data, you can use the Top 10
feature of the AutoFilter command (Data menu) to display
only the 10 largest values in a column. For more information,
see “Zero In on the Contacts You Want,” page 357.
Want to know more? Look up Getting Resuits - Budgeting in Help.
Office Assistant button
MS 114219
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Part 10 Budget with Microsoft Excel

Set Up a Model

To determine the best resource allocation, you need to analyze
where spending cuts will be most effective. For example, you might
model the percentage of overrun by department and for the overall

budget.

To build the formulas in your model, you can construct natural

language formulas, using row and column labels to calculate the
results. Natural language formulas are an alternative to using cell
references, and can make your formulas easier to read. For more
information, see “About Natural Language Formulas,” page 489.

=Sales Difference/Sales Allocated

LT A T o . I e
Actual | Projected | Allocated Difference Percent -
58 | 95675 97,000 (1325 1%
cilties ] 4 LoAm2 23500 912 A%
fuman Resources 37000, 36800 200 IRL1 S N
ales 145,188 | 125000 20,188 6%} The calculated
SRS S B SR R SR B percentage over
0 | Totals 302275 282300 19975 7% budget
CERTEE. S T AP : P
Show numbers as percentages Use the Percent Style button.
- e Percent Style button
More Power: Shared Workbooks
You and your team can use the same workbook
simultaneously over a network. For more information, see
“Share a Workbook with a Co-Worker,” page 412.
MS 114220
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Develop Budgeting Alternatives

Build Alarms into Your Model

Need to know right away when you reach your target or when your
budget falls outside an acceptable range? You can use special
formatting for values that meet the conditions you specify.

You want to know when percentages are outside the range of 0%~10%.

Click Conditional Formatting
(Format menu).

H

! |

FY 1997 FY1998 i
Actual | Projected | Allocated Difference|Percent

69958 | 95675 97,000 | (13257 “1%t— This value meets Condition 2.

20994 | 24412 23500 912 | ( 4%

32,890 37000 36800 200 | 1%l

123915 145,188 125000 | 20188 ; - 16%F— This value meets Condition 1.

I 275

Click here to specify the operator Click here to add Click here to specify the formatting
you want for this condition. more conditions. you want for this condftion.

Q Prevent false alarms [t's easy to type an extra zero now and then, so

z make sure you don't set off your alarms because of incorrect data entry.
Use validation to ensure that values are within specified limits. Select data-
entry cells and click Validation (Data menu). For more information, see
“Validate Your Data as You Enter It,” page 359.

Create hyperlinks to source data Important data often deserves further
explanation—especially when an alarm is triggered. Click the Insert —= .

Hyperlink button to create a hyperlink that jumps directly to a cell range, Insert Hyperlink button
worksheet, or workbook containing additional information. You can even

create a hyperlink to information located on the World Wide Web, or to

documents created in other Office applications. For more information, see

“Publish Microsoft Excel Tables and Charts on the Web,” page 448. MS 114221
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Part 10 Budget with Microsoft Excel

Test Alternative Strategies

You need to be able to see the effect of different reductions on each
department and on the bottom line. Using goal seeking, you can
adjust a projection to achieve a specific percentage over or under
budget. Goal seeking lets you set a target value for a formula, then
adjusts one of the cells used in the formula to calculate your target
value. For example, determine how much you’d have to lower the
sales projection to reduce the total budget overrun to zero. Try
changing different projections to see what it takes to balance the
budget.

I— Calculates the total percentage over budget for all departments

ya RN
=Totals Diffarence/Totals Allocated

Sales_Projected

123915

145 188 126000 1 20,188 -

A3 — ———— The value to be
2477657 [ B302075 - omo300 19 9E L 7% T changed

The result you want to get from changing the sales projection -—I

Important The cell in which the contents will be adjusted (cell C8 in the
preceding example) must contain a value, not a formula.

Q Change multiple values simultaneously Use Microsoft Excel Solver to
Ml perform goal seeking on multiple values at the same time.

Want to know more? Look up Getting Results - Budgeting in Help.

Office Assistant button

MS 114222
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Develop Budgeting Alternatives

Compare Alternatives

As you try different strategies to reduce over-budget projections,
you need to compare and refine approaches. Perhaps you have done
this by saving various copies of your worksheet and viewing them
simultaneously.

Another way to compare is to save different sets of projections on a
single worksheet, as scenarios. Enter your values, either by goal
seeking or by typing the values. Save these original values as a
scenario, then enter and save other sets of values to try out other
reallocation strategies. You can view all the scenarios on the same
worksheet.

Click Scenarios (Tools menu) to define and display scenarios.

Select the changing cells (the ones To display a scenario that you've saved,
in which you try out different values). select the name and then click Show.

FY 1997 Original Estimates
T Actual Cut Sales Projection
Actual A i 1k

| 69958 | 000 ] )} Jlcut Excess Projection
20,994 2 j

3289010
123915

| 247757

Click Add to create a new scenario.

MS 114223
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Part 10 Budget with Microsoft Excel

Reallocate Fairly

After you decide how to balance the budget, use your model and
scenarios to support the results. To show the departments how you
reached a decision, create a summary report showing the scenarios
you considered. Demonstrate the final distribution with a chart
showing the division of resources. A pie chart is a good way to
show the relationship of parts to a whole, so use this chart type to
show how the allocation is divided among departments. For
information on other chart types, see “Create a Chart from
Worksheet Data,” page 260.

— The summary uses the names you
gave to the cells in your model.

Create a summary by clicking
Scenario Summary Scenarios (Tools menu), and

Original  CutSales CutExcess  Balanced NEERUE oo SRR ) EL AT io]s
Estimates  Projection Projections Cuts

302275
282 300
7%

\Scenatio Summary / -

3

Create a chart of the new allocation. —— Re:?%r;es 10%

Q Name the cells used in scenarios When you create a scenario summary
g report, the titles shown for result cells and changing cells ordinarily consist
of cell references, such as $C$6. It is helpful to assign names to these cells.
For example, cell C6 is named “Marketing_Projected,” and appears as such
in the scenario summary report. To assign names to cells, click Name

(Insert menu), and then click Define.

Chart the original figures for comparison To justify your final choice of
distribution, present the two charts together with the summary of the

alternatives you tried.
Want to know more? Look up Getting Results - Budgeting in Help.
Office Assistant button
488 Getting Results with Microsoft Office MS 114224
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Develop Budgeting Alternatives

-About Natural Language Formulas

When building formulas, you often need to stop For example, type =Projected Facilities to refer
and think about cryptic cell-reference codes to cell Cé6: the intersection of row 6 (Facilities)
when you really should be thinking about the and column C (Projected).

spreadsheet model. Instead of using cell
references in your formulas, you can use the row
and column labels in a table, such as the one
shown below. For example, it is much easier to
remember the meaning of “Actual Sales” than
what is in cell “B8.” This makes it easier to stay
focused while constructing a model and to see
what a formula does long after you’re finished.

Avoid typing labels To save yourself the trouble
of typing long label names into your formulas,
you can define label ranges before you start
creating formulas. First, select all the labels you
want to use in a row or column. Next, click Name
(Insert menu), and then click Label. After you
define the label ranges, you can simply click cells
and ranges you want to include in formulas, and

Try to make your table labels as short and self- the appropriate labels are inserted automatically.
evident as possible, to make them easier to use.

B
1 FY 1938 Depa

=S5ales Difference/Sales Allocated

You can use row and column labels

in formulas instead of cell
references.

FY 1997

FY 1998

Actual | Projected | Allocated Difference Percent |

 B9958( 95675 97000 (1326  -1%)

20994| 24412, 23500 912 4%}
Human Resources | 32890 | 1%]:

123915

E 16%

f— The formula shown above refers to
Tyl this cell as the intersection of the

T Sales row and the Allocated column.,

MS 114225
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N

You can create many common databases by using the Microsoft
Access Database Wizard. If the wizard doesn’t create the database
you need, or if you have data that doesn’t fit into the tables the
wizard creates, you can create a database from scratch and then
design an interface to tables and forms.

The topics in this part show you how to create a custom inventory
database, but you can use the examples to create any type of
database, or to customize an existing database. Use the following
table to decide which topic to read for more information.

To

See

Create a database by moving data,
such as a large product list stored in
Microsoft Excel, into Microsoft
Access tables

Add a table to your database to
store additional information, such as
a list of your company’s suppliers

Customize tables to make data entry
easier and to help ensure that data is
entered accurately

Create an attractive form to help
you enter data easily

Create and print reports that
summarize information stored in
your database

Tie the tables, forms, and reports in
your database together with a
custom interface

492 Getting Results with Microsoft Office

“Move a Product List into Microsoft
Access,” page 493

*Add a Suppliers Table to Your
Inventory Database,” page 505

“Make Data Entry Easy and
Accurate,” page 513

“Create a Great-Looking Product
Form,” page 498

“Create and Enhance an Inventory
Report,” page 525

“Turn Your Inventory Database into
an Application,” page 519

Want the Database Wizard to create a database for you? See “Track
Your Business Contacts in Microsoft Access,” page 360.

sign a Custom Inventory Database

MS 114227
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wve a Product List into Microsoft Access

Data from Microsoft Excel to Microsoft Access
S,
Suppose you’re using a Microsoft Excel worksheet to maintain your
company’s list of products. A list of repeating data can grow too Key Features

large and become very difficult to maintain in Microsoft Excel. For ~ 5&% Convert to MS Access Command
example, if you want to generate a report that includes your
customers’ addresses and phone numbers, you have to store the data
in every row of the worksheet. You can make it easier to manage g‘%} Table Analyzer Wizard
your product list by converting the worksheet to Microsoft Access

and creating a database to add new entries. When you update

information in one place, it’s updated everywhere in the database.

Microsoft Access also makes it possible for several users to work in

the database at the same time. When one user updates records, the

updated information is made available to all users.

Import Spreadsheet Wizard

Categoty Quanmy Per Unit
Product Name  :Name Description Unit :Price
AiChai ‘__V‘Beverages _So\f!g__rl_r_\ks cotfees teas, beer ,and  10boxesx 20 § 18.00
2 'Chang Beverages Soft dnnis coﬂees teas beer and i24-120z §$ 19.00
3iAniseed Syrup  iCondiments | Sweet and savory sauces, relishes, 12-550mi | § 10.00
4:ChefAnton's Condiments | Sweet and savory sauces, relish, 48-Bozjars :
§|ChefAnion's  |Condiments | Swest and savory sauce, reilshas, 36 oxes
6;Crandma's  iCondiments Sweet and savory sauces, relishes, 12- Sozjars .
" 7iUncleBob's  ‘Produce  Dred fruit and bsan curd 830
8:Northwoods  ‘Condiments | Sweel af Fpvemsosey
9 Mishi Kobe Niku {MeatiPoullry =
) 0l ||<ura o Sea@qd__ Seaw ;
1:Queso Cabralgs Dain ~ Beverages
2 Quesu ievelages

savoly sauces, relis| es, 1
savoly sauces, telishes, | 48 -

Sweet and savoty sauces relishes,
When yo . Dried frut and bean curd
Excel data to Sweet and savory sauces, relishes, 12

.| Prepared meats

40 - 100 g pkgs.
24 - 250 ml bottles

can continue to 14 Tofu Poducs  IDie fruf and bean cud
ndsavorgwces tefishes,
Desce:&ls candi

To complete the steps in this topic you need Microsoft Office,
Professional Edition or an individual copy of Microsoft Access installed. You
also need the Microsoft Excel AccessLinks add-in installed and enabled.
Note that your Microsoft Excel worksheet must be set up as a list.

MS 114228
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Part 11 Set Up a Custom Inventory System

Convert Your Worksheet to Microsoft Access

To begin converting the product list from Microsoft Excel to
Microsoft Access, in Microsoft Excel, click anywhere in the
worksheet and then click Convert to MS Access (Data menu).

After the Import Spreadsheet Wizard converts the worksheet to
Microsoft Access, you can have the Table Analyzer Wizard analyze
the imported data and suggest the best way to organize it.

Click here to have the Table Analyzer Wizard
analyze the imported data for duplicate information
or misspellings. After the data is converted, the
Table Analyzer Wizard is launched.

i e 2 B 5 b by ,» X 5 i ){ S E A

S Piasest L SepeNeI0 et L ARy

The leard SuggeSts the Fhvi;li Angdc; ;‘AST [Pasta Buttini s.1.1.|Via dei Gelsomini,
best way to organize {71Gnocchi & nonna] PAST Pasta Buitini <.1.L|Via dei Geisomini 3.
i Catnarvon Tigers| PAVL Paviova,Ltd. |74 Fose St.
tab'es and o create Outback Lager  [PAVL Pavlova,Lid |74 Rose St
. . Paviova PAVL Paviova, 74 RoseSt: ;- B
relationships between Vegespvad _|FANL ] L T T
the tables to make them S :
work together.

Save hard disk space by archiving the original Microsoft Excel
worksheet Because you'll make all further changes directly in the new
database, you won't need to use the original worksheet when you work with
the database.

Want to know more? Look up Getting Results - Move List in Help.

=)

Office Assistant button

|

MS 114229

494 Getting Results with Microsoft Office

ARENDI-DEFS00001939



Case 1:13-cv-00919-LPS Document 312-7 Filed 03/10/21 Page 78 of 142 PagelD #: 30555

Move a Product List into Microsoft Access

Use Tables to Organize Data in Your Database

After you select the Table Analyzer Wizard option, the wizard helps
you organize your data into tables. For example, you can create one
table to store pricing information, and another to store information
about product categories. Using separate tables lets you save each
fact in one place, making it easier to maintain accurate information.
When you update a fact in one table, that information is updated
wherever it appears throughout the database.

The wizard also suggests relationships between the tables to make
them work together. Relationships define how the data in tables is
shared. For more information, see “Use Your First Microsoft Access
Database,” page 104, or “View Relationships Between Tables,”
page 512.

The original Microsoft Excel worksheet column headings are now
displayed as fields in the Microsoft Access tables.

ProductID___

Category ID ———t— This relationship indicates that information about a

Category Name Product Name category (its name and description) can appear

Description Quantity Per Unit alongside many products.
|_ Unit Price
This table contains all facts |_
about product categories. This table contains all
facts about products.
MS 114230
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Part 11 Set Up a Custom Inventory System

View and Update Your Data in Microsoft Access

After you accept the table and relationship options suggested by the

Table Analyzer Wizard, the wizard splits your data into the
appropriate tables and prompts you to correct errors in repeated
data. Have the wizard create a query so that you can view and

update product information in the list. Although the query looks like

your worksheet, it provides the added capabilities and features of a

Microsoft Access database. Change a repeating entry in one place,
and it’s updated in every affected record. When you enter a new
product name in a new record, Microsoft Access assigns it a new,
unique product ID automatically. Enter a product category name,
and the associated description is displayed automatically. You can
also use this query to create forms and reports.

The query has the same
name as the original list.

Column headings from the original worksheet are
now displayed as field names in Microsoft Access.

Eategory Nam

Wuantity r.er vnit,
10 boxes » 20 bags

/1Cha  iBeveages
v_ | Beverages

3 Aniseed Syrup __ Condiments

verd: 24 -12 oz bottles
. N2 - 550 mi bottles

4 Chef Antan’s Cajun | Condiments Sweet and savory sauces “relishes, | 4.

6 oz jars

g Chef Anton's Gumbt angljments

_iSweet and sa«’pry sauces, tefishes, | 35 boxes

6 Grandma's Boysenb: Condiments Sweet and savoy sauces, refishes, (2

Dried fruit and beatreurd

-8 oz jars

|- Each row from the original worksheet is now
displayed as a record in the query.

to make sure that you made the right corrections to your data. The

database records may not appear in the same order as in your original list.

Want to add a new entry? In datasheet view, click New Record, and
then begin typing.

496 Getting Results with Microsoft Office

— The repeating data is now
the same in all locations.

‘Q Want to make sure your data is set up correctly? Compare the records
Al in your new Microsoft Access database with your original Microsoft Excel list

New Record button

MS 114231
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Other Ways to Import Data into Microsoft Access
What if the data isn’t in a Microsoft Excel worksheet? You can
import data into Microsoft Access from many popular
formats, including dBASE, Paradox, and other database
applications, and even plain text from a word processor.

If your data is in a text file, you can use the Microsoft Access
Text Import Wizard to convert the data to Microsoft Access
tables. Click Get External Data (File menu), and then click
Import. Click the Files of type arrow, and then select Text
files from the list. Finally, select the file you want, and then
follow the instructions on the screen.

What if the data needs to be kept in a Microsoft Excel
worksheet? You can create a link from a worksheet to a
Microsoft Access database. Click Get External Data, and
then click Link Tables.

The linked worksheet is included in your database as another
table. You view and update the linked data just as you would
data stored directly in Microsoft Access, but the linked data
remains in the Microsoft Excel worksheet.

Move a Product List into Microsoft Access

Next Steps

T

See

Add another table to your database “Add a Suppliers Table to Your

Inventory Database,” page 505

Make it easier to add data to your “Make Data Entry Easy and
database Accurate,” page 513

Use a query to create forms that “Create a Great-Looking Product
make it easy to view information Form,” page 498

and enter new data

Use a query to create reports that

summarize your data Report,” page 525

“Create and Enhance an Inventory

MS 114232
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Suppose you’ve stored information about your product line in the
Products table in the Inventory database. If you want a fast, efficient Key Features
way for you and your co-workers to enter inventory data, you can Form Wizard
create a Product form. A form displays one record at a time, so it’s ’

easy to see what to type and where to type it. To create the form
quickly, use the Microsoft Access Form Wizard and then customize Subforms
the form to make it even easier to work with.

Form Design View

Quantity Bet Un
24-Bozjars
Laughing Lumberjack Lager 24-12 oz botlles
Scottish Longbreads 10 boxes x 8 pieces
5% Gudbrandsdalsost 10 kg pkg.
24 - 355 ml bottles
10-500 g pkgs.
24-200 g pkgs.
24-150 g jmrs
28] Longlife Tofu 6 kg pkg.
2| Rhonbrau Klosterbier 24-05 | bottles
i Lakkalikoon 500 ml
Original Frankfurter griine SoBe |12 boxes

To complete the steps in this topic you need to have either Microsoft
Office, Professional Edition or an individual copy of Microsoft Access
installed. You also need to create a Products table by using the procedures
in “Move a Product List into Microsoft Access,” page 493, or by using the
Table Wizard. However, you can use the basic techniques in this topic to
create customized forms for any Microsoft Access table.

. L MS 114233
498 Getting Results with Microsoft Office
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Create a Great-Looking Product Form

Create the Form

With the Microsoft Access Form Wizard, you can create a form
quickly by choosing from a list of fields in your database and then y
adding them to the form. When the wizard is done, your form New
contains only the information you need, arranged and formatted to

simplify data entry. To create a form, click the New Object arrow,

click Form, and then double-click Form Wizard. Then, follow the
instructions in the wizard.

i

b o

Object button

Click the arrow, and then select the Products table.

Click a field on the left, and then click here to add the
field to your form. Select fields in the order that you
want them to appear on your form.

QuantityPerJnit
] UnitPrice

Your form contains only
the fields you select.

"W View more than one record at atime Click Datasheet (View menu).

) Want a quick way to open your form for data entry? After opening the
database, drag the form from the database window to the Windows

desktop. To open the form from the Windows desktop, double-click the
form’s icon.

Want to know more? Look up Getting Results - Forms in Help.

2

Office Assistant button

MS 114234

Getting Results with Microsoft Office 499

ARENDI-DEFS00001944



Case 1:13-cv-00919-LPS Document 312-7 Filed 03/10/21 Page 83 of 142 PagelD #: 30560

Part 11 Set Up a Custom Inventory System

Adjust the Form’s Layout

After the Form Wizard creates your product form, you can
rearrange the controls on a form to group related items together.
Anything that you add to a form—including text boxes, labels, list
boxes, option buttons, command buttons, and lines—is a control.
To adjust the form’s layout, switch to form design view.

In the form, click the View arrow, and then click Design View. To
select the control you want, click it, and then manipulate it to -
change the form’s appearance. You can align controls to the grid, View button
resize them, and adjust the horizontal and vertical spacing so that

they are uniformly spaced.

14— A control includes the label, or the field,
or both.

Click and drag a handle to adjust the size
rtityPeUnit of a control.

Click and drag a control to reposition it.

Click here to move l— ... or here to move only the field.
only the label ...

500 Getting Results with Microsoft Office MS 114235
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Create a Great-Looking Product Form

'Q Adjust the placement of a control Click the control, hold down the
LMl CONTROL key, and then use the arrow keys to move the control in small
increments.

Want to move or realign more than one control at a time? Click next to
one of the controls, and then drag the pointer around all of the controls to
select them (a box appears around the controls as you drag the pointer).
Point between any two handles on the selected controls. When the pointer
changes to an open hand, hold the mouse button down and then drag the
controls to a new location.

Need to add a field? Click the Field List button, and then drag the field
you want from the list to the form.

Field List button
Want to know more? Look up Getting Results - Forms in Help.

Office Assistant button

MS 114236
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Part 11 Set Up a Custom Inventory System

Emphasize Important Information

You can also make your form easier to read by changing the font,
font size, and style of controls. For example, you can apply bold
formatting to the most important labels and make the font size
larger. To change the appearance of your labels, in form design
view, select one label or group of labels. Then use the Formatting
toolbar to apply the formatting options you want.

Select the control you want to format ...

... then select the formats you want
from the Formatting toolbar,

Guidelines for Customizing Forms

Add a title to your form In form design view, point to the top of the
Detail section bar. When a two-headed arrow appears, click and
drag the bar downward to create space between the Form Header Detail section
section and the Detail section. If the Control toolbox isn’t visible,
click Control Toolbox (View menu), and then click the Label tool. =
Click and drag in the Form Header section to create a box for the Label tool
title, and then type the title in the box. To format the title, click the

label to select it, and then select the options you want from the

Formatting toolbar.

Add lines to your form In the Control toolbox, click the Line tool,

click where you want the line to start, and then drag to draw it. Liﬁ e 100l
B

Format Painter button

Copy a format quickly with the Format Painter Click the control
whose format you want to copy, and then click the Format Painter

button once to copy the format to a single control, or double-click
the button to copy the format to multiple controls. Then, click each
control you want to format. If you’re formatting multiple controls,
click the Format Painter button again to turn off formatting.
: ; MS 114237
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Create a Great-Looking Product Form

Change the appearance and alignment of all controls on the form with
automatic formats Automatic formats include combinations such as —=

bold lettering, etched field names, and borders. Click the AutoFormat button
AutoFormat button, and then choose the format you want.

Add a border around related controls to make them stand out In the
Control toolbox, click the Rectangle tool, and then drag the pointer '
around the controls you want to include. Rectangle tool

Want to know more? Look up Getting Results - Forms in Help. =)

Office Assistant button

MS 114238
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Part 11 Set Up a Custom Inventory System

Work with Data from More Than One Table

Take advantage of the relationship that you create  product category that is also a main form, such as

between tables to make data entry more efficient. Beverage, subforms show only the products in
For example, after you create a relationship each subcategory. To create a form based on more
between the Categories table and the Products than one table, click the New Object arrow, click
table, you can create subforms (forms within a Form, and then double-click Form Wizard.
form) so that when you enter the name of a Follow the instructions in the wizard.

The information you type here is
saved in the Categories table.

Soft drinks, coffees, teas, beer, and
&l

The information you type here is saved in the Products table.

Next Steps

See

Learn more about creating
relationships between tables

Find information contained in two
or more tables

504 Getting Results with Microsoft Office

“Add a Suppliers Table to Your
Inventory Database,” page 505

“Evaluate Sales Performance in a
Microsoft Access Database,”
page 582

MS 114239

ARENDI-DEFS00001949



Case 1:13-cv-00919-LPS Document 312-7 Filed 03/10/21 Page 88 of 142 PagelD #: 30565

Id a Suppliers Table to Your Inventory

If you’ve followed the steps in the preceding topic, your inventory
database contains all the tables you need to store product Key Features

information. But suppose that you need to add information about the Table Wizard
suppliers who make your products. You can create a new table with ~
the Table Wizard and then connect this table to other tables in the o
database so that you can combine information from your tables in Relationships
different ways.

Lookup Wizard

..... . 1|Exotic Liquids
MNew Orleans Cajun Delights
andma Kellv's Hameeataad

Shelley Burke
Regina Murphy
. YoshiNagase
__iAntonio del Valle Saavedra

:Mayumi Ohng
_llanDevling
Peter Wilson
‘Lars Peterson

Suppliers and Products

Suppfier Name

Exotic Liquids
Contact Name Margaret Delp
Phone Number (nysssun

Product Name Units [ Stock
Anisexd Syrup 13 70 2
Chai » [] 10
Chang 17 ) 2

Supplier Name Now Orleans Cajun Delighis
Comact Name Shelley Burke

Phone Number  (1D0) 5554822
Product Name Units fn Stnck Units On Order Reonder Level
Chef Aakem's Cajun Seasoning 5 o

Chef Aston's Gumbo Mix 0 0
Louia %

To complete the steps in this topic you need Microsoft Office,
Professional Edition or an individual copy of Microsoft Access installed. You
also need to create the Products and Categories tables, as described in
‘Move a Product List into Microsoft Access,” page 493. However, you can
follow the basic steps in this topic to add any table to a database.

MS 114240
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Part 11 Set Up a Custom Inventory System

Create the Suppliers Table

When you’re ready to add information about suppliers to your
inventory database, create a table to store the data. The Table
Wizard makes it easy to create a table. When you use the wizard,
you can choose from a variety of tables and associated fields.

To use the Table Wizard, in the database window, click the New
Object arrow, click New Table, and then double-click Table .
Wizard. Select Suppliers from the Sample Tables list, and then New Object button
add the fields you want. After the wizard creates the Suppliers table,

click Save (File menu) to add the table to your database.

Click Suppliers to see the fields you can use for the table.

bl
: B
| Customers g1 SupplierName
Employees g2l ContactName 5
1 Products 2] ContactTitle { ContactName

. | Fhioretumber
o Code : Click a field on the left, and then click
StateOrProvince o here to add the field to your table. Add
: fields in the order in which you want

them to appear in the table.

MS 114241
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Add a Suppliers Table to Your Inventory Database

‘Q Does the table have fields in common with an existing table in your
s database? When the Database Wizard creates your table, you can set
options to specify a relationship. For more information, see “View

Relationships Between Tables,” page 512.

Can’t find the type of table you want in the Table Wizard? If the Table
Wizard list doesn't include the table you want to create, click the New
Object arrow, click New Table, and then double-click Datasheet View.
Type the field names and data in the blank datashest.

Want to know more? Look up Getting Results - Add Suppliers in Help.

Office Assistant button

MS 114242
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Part 11 Set Up a Custom Inventory System

Add Supplier Information

After the Table Wizard creates your table, it opens the table in
datasheet view. Work in this view to type information about your
suppliers.

¥
o
:
i

b S Datasheet view displays more
- 3:Grandma Kelly's Homeste Regina Murphy , dat ati
... ATokyoTraders  ~ _ YoshiNagase than one record at  time.
To add a new supplier to the table,
type information about the supplier

in the blank record at the end of the
datasheet.

Important When you follow this example, be sure to add data to the
Suppliers table that you create. You'll need this information to complete the
next step in this topic.

Import existing data to your table To add data that is in another
application or format, click Get External Data (File menu), and then click
Import.

Change a field name Double-click the column header in the datasheet
and type a new name. Be sure to do this before you create queries, forms,
and reports, or you will have to change the field names in those, too.

Need to add another field? If you forgot to include a field, or if the Table
Wizard list doesn’t include a field you need, add it by clicking the header of
the column that will follow the new field and then clicking Column (Insert
menu).

MS 114243
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Add a Suppliers Table to Your Inventory Database

Connect Supplier and Product Information

After you create the Suppliers table, you can use the information
about your suppliers to update the Products table already in the
database. To connect the Suppliers table to the Products table, use
the Lookup Wizard to add a lookup field to the Products table. The
lookup field displays a list of suppliers names from the Suppliers
table. With a lookup field, you don’t have to spend time typing
suppliers’ names when you update the Products table. Instead, just
select the supplier name from the lookup list to add it to the table.

While working in the Suppliers table, click the Database Window
button. On the Tables tab, double-click Products to open the = .

Products table and to use the Lookup Wizard. Click Supplier ID, Database Window bution
and then click Lookup Column (Insert menu) to start the wizard.

You’ll be prompted to specify the source for the information to be

included in the lookup field. Set options to have the wizard retrieve

the information from the Suppliers table. When the wizard prompts

you for the fields to be included in the lookup column, add the

SupplierName field.

The Lookup Wizard adds this column to the Products table. The
column displays a list of suppliers from the Suppliers table.

... ExoticLiquids

3 Amseed Syrup _Exotic Liquids

4 ChefAntons Cajun Seasonmg _New Orleans Cajun. Dellghts [
B ChefAntons Gumbo Mix i Mew | Orleans Cajun Delights 4L These names were selected

6 Grandmas Boysenberry Spread éGrandma Kelly s Homestead | ‘ :

7‘ Uncle Bob's Organic Dried Pears ‘Grandma Kelly's Homestead J gzg]atggelgttgf‘;:[-‘)ﬂls:r?nbeIOW.
Northwoods Cranberry Sauce  Grandma Kelly's Homestead )
\Mishi Kobe Niku ~~_‘TokyoTraders
~ Tokyo Traders

(AutoNurhber)

Exetic Liguids
Grandma Kelly's Homestead
saun Dehghts

— To display the list of suppliers,

1] click the arrow. Select a supplier
from the list to add it to the
column.

MS 114244
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Part 11 Set Up a Custom Inventory System

'W Don’t see anything in the list? If you haven't entered information in the
Sl Suppliers table, your list will be empty. Add information about your suppliers
to the Suppliers table before using the list.

Want to know more? Look up Getting Results - Add Suppliers in Help.

Office Assistant button

MS 114245
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Add a Suppliers Table to Your Inventory Database

Add Fields to a Table

Suppose you need to add fields to a table after you create it. For
example, if you want to use the Products table to track inventory
levels, you can add the following four fields: UnitsInStock,
ReorderLevel, UnitsOnOrder, and Discontinued. To add a field to a
table, click Design View (View menu).

Click the first blank row at the end of the table, and then type the name of the field you want to add.
Click the arrow, and then select a data type from the list.

You can also type a product description. The
product description you add is displayed on
the status bar when you add data to the field.

Q Insert a field in a specific location within the table Suppose you want
LMl toinsert a row for a new field between two existing fields, rather than at the
end of the table. When you click an existing field and then click the Insert
Rows button, Microsoft Access inserts a blank row immediately above that
field.

insert Rows buiton
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View Relationships Between Tables

When you add a lookup field, Microsoft Access Each table is represented by a field list. The lines

creates a relationship between the two tables, that connect field lists show the relationships
making them part of a unified database. When between tables. To see a table in the relationships
tables are related, you can combine data from each ~ window, you have to add it. To add the Suppliers
table in queries, forms, and reports. table, click Show Table (Relationships menu),
You can see the tables in your database and the select Suppliers, and then click Add.
relationships between them in the relationships For more information, see “Use Your First
window. To open this window, in the database Microsoft Access Database,” page 104.

window, click the Relationships button.

Relationships button

The relationships window shows how the tables in your database are related.

i Supped . o
SupplierlD SppleiNams To set options for a relationship,
CategorylD ContactName double-click the relationship line.
ProductName PhoneNumber
QuantityPerUnit
UnitPrice

UnitsinStock
UnitsOnQOrder
24 Reorderlevel
Discontinued -

Next Steps

T See

Customize tables for quick and “Make Data Entry Easy and
accurate data entry Accurate,” page 513

Create attractive forms to present “Create a Great-Looking Product
online data Form,” page 498

Create custom reports to summarize  “Create and Enhance an Inventory
and print information contained in Report,” page 525

your database
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ake Data Entry Easy and Accurate

fter you create an inventory database that includes all the tables
you need, you can make data entry consistent, accurate, and easy by Key Features

setting field properties for your tables. Field properties control how Field Properties
a field behaves or looks. When you set field properties for a table, )

. . ) Default Values
all forms and datasheets that use information from that table will use o
the same settings. Validation Rules
Input Masks

Exotic Liquids

To complete the steps in this topic you need to have either Microsoft
Office, Professional Edition or an individual copy of Microsoft Access
installed. You must also create the Products, Categories, and Suppliers
tables in “Move a Product List into Microsoft Access,” page 493, and “Add a
Suppliers Table to Your Inventory Database,” page 505. However, you can
follow the basic steps in this topic to make data entry easier for any table
you create.
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Set Field Properties to Control Data Entry

Each field in a table has a set of properties that you can customize
to determine how data is handled. You can set field properties for a

table while working in table design view. To open a table in table Database Save button
design view, click Database Window. On the Tables tab, click the Window button

table whose fields you want to customize, and then click Design.

When you’re done, click the Save button.

To set field properties, click a field ...

Microsoft Access displays a brief
description of the selected property.

... click a property, and then type the new setting.

Important Set properties for a table before you create forms, reports, or
queries based on that table. If you set table properties after creating forms,
reports, or queries, some of the settings won't apply to the forms.

Create a form that uses your new property settings Save the table,
click the New Object arrow, and then click AutoForm.

]

« -
9.
i

Want to know more? Look up Getting Results - Field Properties in
Ml Help.

Office Assistant bution
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Make Data Entry Easy and Accurate

Let Microsoft Access Enter Information for You

After you set properties for a field, you can use Microsoft Access to
automatically enter data. When you set a default value for a field,
Microsoft Access enters that value when you add a new record to
the database. For example, suppose that you usually reorder any
product when there are only 10 items left in stock. You can
customize your Products table so that whenever you or your
co-workers enter a new product into the database, Microsoft Access
automatically enters 10 in the Reorder Level box.

Open the Products table, click Design View (View menu), and then
click the Reorder Level field to display its properties.

Type the number you want
Microsoft Access to enter here.

When you add a new product,
Microsoft Access displays the
reorder level.

Discontirued.
Ry
78] # {oilraf

‘Q Want to undo a change you made to a default value in a field?
M Microsoft Access lets you accept a default value or type a new value over it.

If you type over a default value and then decide you want to undo your
change, press CONTROL+Z.

Enter the current date automatically If you want to enter the current

date in the Date field, click the Default Value property box and then type
=Date( ).
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Use Validation Rules to Minimize Data Entry Errors

Suppose that you want to minimize data entry errors. For example,
you want to make sure that the value entered for the unit price of a
product is always between 0 and 1000. You can set the Validation
Rule property to make sure that all values entered in the Unit Price
field fall within this range. If the data you enter does not meet the
conditions set by the validation rule, Microsoft Acc<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>