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Instructor's Notes

Planning the Brochure
Go over the Lifestyles Home Carte, Inc. scenario that appears at the beginning of the tutorial.  It will be very helpful for students to see a “real world” example of why they would integrate these applications.

The scenario ties in nicely with the concepts of creating a plan for the integration.  Be sure to use Figure 2-1 to help students understand how the integration will be used to create the New Services Brochure.

Be sure students understand the differences between OLE and importing data.  Explain that when you import data, the imported data is actually converted to the format of the destination program.   This is an important distinction and might be missed if you do not point it out.  The same concept holds true for exporting data.  The exported data is converted to the destination program’s format.  This is actually the reverse of importing.

Using the Task Panes

Again, stay with the scenario as you explain the need to gather information for the brochure.  
Collecting information on the Clipboard Task Pane

Explain to students that the Clipboard Task Pane (also called just the Clipboard) is a feature that is common to all of the Office applications and is a simple way to cut/copy and paste information from one application into another. The items you cut or copy stay on the Clipboard until you exit Office. 

An important point is that Windows has a clipboard that remains active at all times; called the system clipboard.  This is different from the Office clipboard.  The Office clipboard is available only when an Office application is open.  On the other hand, the system clipboard is always available.  However, it is limited to only one item that has been placed on the system clipboard.  So if you closed all Office applications, you will still have the last items placed on the clipboard.
Step students through the process of using the Clipboard: Open the application you want to use, click Edit on the menu bar and then click Office Clipboard. The Clipboard Task Pane opens. As you work in your document, anything you copy or cut will appear in the Clipboard. When you want to paste that item somewhere else (either in the same document or a different one), simply place your cursor in the appropriate spot in your document and then click the item on the Clipboard to be inserted.

Paste selections from Office documents to Word

Show students how to paste information they have copied or cut to the clipboard.  Explain that once you have copied an item to the Office Clipboard, click where you want to insert the item, and then click the item in the Clipboard. The text or object will appear in the document.  When you paste text, the Paste Options button appears.  You use this button to determine how the information you pasted should be formatted in the Word document.

Finding Files Using File Search
Discuss with students the Basic File Search Task Pane, a tool that enables you to find files that contain the text you specify. This is referred to as a basic search. You can also use the Search Task Pane for an advanced search, to search for a file based on its properties. For this you would use the Advanced File Search Task Pane. To conduct a search, you enter your search criteria and then click the Search button.

Using Excel Data in Access
Students need to understand that importing an Excel list into an Access database involves a number of steps. First, you must open the Access database into which you want to import the Excel list. Then you click Get External Data from the File menu and select Import. When the Import dialog box opens, click the File of type list arrow and then click Microsoft Excel. Locate the Excel workbook that you want to import the list from and then double-click on the filename. This will open the Access Import Spreadsheet Wizard dialog box. Follow the directions in the wizard to complete the import process.

In the exercise in this tutorial, an Excel worksheet is imported into an Access database. Use Figure 2-10 to illustrate how the worksheet needs to be prepared for import into Access.  Make sure students understand that the column headings in Excel are converted to field headings in Access. The rows in Excel are converted to records in Access.

Make sure that students understand that importing data from one Office application to another means to actually convert the data from its original source program format to a format that is supported by the destination program. The advantage of this is that you can then use the destination program's tools and features to view and manipulate the data. Exporting is like importing in that it converts data from one program format to another. The difference is that, when you import, you start in the destination program and import from the source program. When you export, you start in the source program and export to the destination program.

Depending upon which applications you are trying to import or export to or from, you will see different dialog boxes. When you import Excel data into Access, the Import Spreadsheet Wizard will appear to step you through the process and allow you to determine exactly how the data will be imported.  Use Figure 2-11 to illustration the first dialog box in the Import Spreadsheet Wizard.  Compare Figure 2-11 with Figure 2-10 so that students see the correlation between the column headings and the field headings.  
Quick Quiz: 

1. What is the name of the dialog box that steps you through the process of converting an Excel worksheet to an Access database while in Access? (Answer: c)
a. Import Worksheet Wizard

b. Export Spreadsheet Wizard

c. Import Spreadsheet Wizard

d. Export Worksheet Wizard

2. To start the process of importing data into Access, you click _______________ on the File menu. (Answer: Get External Data)
3. True/False: When you import data from one Application to another, you maintain two separate versions of the data. (Answer: True)
Using Access Data in a Word Document

You might want to review the concepts of a query for extracting information from a database.  Explain that the query allows you to select the fields and/or records you want to see in a datasheet (a temporary view of the data).
Querying Data in an Access Database

Explain that the easiest way to create a query in Access is to use the Simple Query Wizard, which takes you step by step through setting up a query. To create a query, select Queries on the Object bar and then double-click Create query by using wizard. This will open the Simple Query Wizard.

As you move through the Simple Query Wizard with the students, make a point to show them that they can make a variety of selections such as the table or query from which the query will be created, the fields that will be used, whether you want to view detail or summary information, and the title of the query.

Exporting a Query to from Access to Word
Point out that a query created in Access can be exported. To export a query, you convert it to rich text format (rtf), a format that preserves the layout of the data. This conversion makes the data into a text file with the .rtf extension. This file can then be inserted into a Word document.
Quick Quiz:

1. When you want to create a query using the Simple Query Wizard, you (Answer: b)
a. Double-click Create query in Design view.

b. Double-click Create query by using wizard.

c. Select Queries on the Object bar and then click the Design button.

d. Select Queries on the Object bar and then click the New button.

2. To select a table on which to base your query, select the ____________ list arrow. (Answer: Tables/Queries)
3. RTF is a special text format that preserves the layout of data. (Answer: True)
Classroom Activity:

Work with students through the steps of exporting a database query to an RTF file and then inserting it into a Word document. Point out to students that, like importing, that data is now stored and maintained in two separate locations.  Show the different files that exist following the exporting.  
Tutorial Discussion Questions

1. What is the difference between linking information and exporting/importing it?

2. Explain why you would want to link a document.  Also explain why you want to embed a document

3. Why can't you just copy data out of Excel and into Access?

4. What advantage does importing and exporting give you over copying and pasting?

5. How would all these features help a team who is working on various portions of a report which will later be merged into a single document (report)?
Key terms

	Term
	Definition

	Advanced File Search task pane
	A tool use to find files based on their properties, such as who created the file or when

	Basic File Search task pane
	A tool used to find files that contains text you specify

	Clipboard task pane
	Provides access to the Office Clipboard

	Export
	Converting the data from its original source program format to a format that is supported by the destination program.

	Import
	Converting the data from its original source program format to a format that is supported by the destination program.

	Office Clipboard
	Used to collect text and other items from Office documents, and then paste those items into any Office document

	Rich Text Format (RTF File)
	A special text format that preserves the layout of the data.  The converted files have the extension .rtf.

	Search Criteria
	The text or properties of the files you want to find

	System Clipboard
	A part of windows used to hold only the last item cut or copied
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