Introduction

In this course I’ve acted as an intern at these four fictional companies: Duke City Gateway Travel, Kearney-Sansome Accounting, Inc., Good 4 U, and Carolina Critters, Inc.

Copying and Pasting between Office Applications

I’ve learned that you can copy and paste from other Office applications. Here are some examples of copying and pasting text from a PowerPoint presentation. The first example is text with formatting.

The second example is text copied and pasted without formatting using Paste Special.

Here is a sample of copying and pasting a piece of clipart from Access.

Using Binder

I’ve learned that you can create something unique to Microsoft Office called a Binder. In it, I can place documents from the following applications:

· Word

· PowerPoint

· Excel 

Embedding Objects

I’ve also learned that you can embed objects from other Office applications. Here is an example of an embedded Excel worksheet. If I double-click on the worksheet, an Excel window opens in Word and I can make changes to the worksheet.

Linking Objects

I’ve linked the following amounts from an Excel worksheet. When the values in the worksheet change, the values in this document change also.

