Word/Excel 2013: Integrated Project 2
Integrated Project 2
Create a report about types of financial aid available to assist a student to pay for college. You will also use Excel to create a table and chart showing the expenses for a semester. The chart will be copied to the Word document.
[Student learning outcomes Word - 1.1, 1.2, 1.3, 1.5, 1.6, 1.8, 2.3, 2.4, 2.5, 2.6, 2.7, 3.2, 3.4, 3.6, 4.5; Excel – 1.1, 1.2, 1.3, 1.4, 1.5, 2.4, 3.1, 3.2, 3.3, 3.6]
Files Needed: CollegeExpenses.xlsx, CollegeEducation.docx
Completed Project File Names: [your initials] Integrated Project 2a.xlsx and [your initials] Integrated Project 2b.docx
Skills Covered in this Project
· Open and save an Excel workbook.
· Use the AutoSum function.
· Merge and center text.
· Apply a workbook theme.
· Apply a cell style.
· Change column width.
· Insert and customize a chart.
· Apply chart color and style.
· Move a chart to a new sheet.
· Rename and move a worksheet.
· Open and save a Word document.
· Apply styles to text.
· Apply and style set, theme, and color set to a document.
· Change font size and text alignment.
· Apply and customize bullets.
· Customize indents.
· Add a document property.
· Insert and customize a cover page.
· Delete content control fields.
· Insert a built-in page number.
· Insert a citation placeholder and edit the placeholder.
· Insert a citation.
· Insert a references page.
· Edit worksheet data.
· Copy a chart from Excel to Word.
· Customize and position chart.
· Check spelling and grammar.

Open the CollegeExpenses Excel workbook from your student data files.
Save this workbook as [your initials] Integrated Project 2a.
Insert a formula and format the worksheet.
Use AutoSum to total the expenses.
Merge and center the title across columns A and B. You will adjust the width of this merged cell later.
Apply the Basis theme to the worksheet.
Apply the Heading 2 cell style to the merged title.
Apply the 40% - Accent6 cell style to the column headings.
Apply the Total cell style to the total row.
Apply the Comma [0] cell style to all of the expense figures.
Change the width of column A to 20 and column B to 10.
Insert and customize a chart.
Select the appropriate data range, and from Recommended Charts, insert the Pie chart.
Move the chart to a new sheet named Expense Chart.
Change the chart title to College Expenses per Semester.
Apply the Style 3 chart style.
Change the placement of the data labels to Inside End.
Apply Color 4 chart color.
Rename the Sheet1 worksheet tab College Expenses.
Move the College Expenses worksheet so it is displayed before the Expense Chart worksheet.
Save the Excel workbook and leave it open.
Open Microsoft Word and open the CollegeEducation document from your student data files.
Save as [your initials] Integrated Project 2b.
Apply styles and formatting to the report.
Apply the Title style to the title.
Apply the Heading 1 style to each of the three bold headings.
Apply the Minimalist design set [Design tab, Document Formatting group].
Apply the Basis theme.
Change the Theme Color to Green.
Select the title and change the font size to 22 pt., apply bold, align center, change the after paragraph spacing to 24 pt.
Apply check mark bullet (Wingdings, character code 252, ) to the list of financial aid programs in the “Types of Financial Aid” section.
Change the left indent on the bulleted list to 0.5”.
Add the following Document Properties:
Title: Financing Your College Education
Company: Sierra Pacific Community College District
Insert and customize a cover page.
Insert the Whisp built-in cover page.
Select and delete the Subtitle content control field. Delete the entire field, not just the placeholder text in the field.
Delete the blank line below the Title content control field.
Select and delete the Author content control field. Delete the entire field, not just the placeholder text in the field.
Delete the blank line above the Company content control field.
If there is a Company Address content control field to the right of the Company field, select and delete the Company Address field, and also delete the non-breaking spaces and vertical line after the Company content control field.
Apply bold and 12 pt. font size to the Company content control field.

Insert a page number in the footer.
Place the insertion point at the beginning of the second page.
Insert the Accent Bar 4 page number at the bottom of the page.
Delete the blank line after the page number.
Close the footer. Note that there is no footer on the cover page, and the first body page of the report is numbered as page 1.
Change bibliography style to APA Sixth Edition.
Insert a citation placeholder and a citation.
In the “Financial Resources” section, place your insertion point at the end of the last sentence of the body paragraph and before the period.
Insert a new placeholder and name it SPCCD.
In the “Types of Financial Aid” section, place your insertion point at the end of the first sentence in the body paragraph and before the period.
Insert the U.S. Department of Education citation.
Use the Source Manager dialog box [Manage Sources] to edit the SPCCD placeholder and add the following information for this source:
Type of Source: Web site
Corporate Author: Sierra Pacific Community College District
Name of Web Page: Student Support Services
Year: n.d.
Year Accessed: 2014
Month Accessed: September
Day Accessed: 8
URL: http://www.spccd.edu/studentsupport.htm
Insert a page break at the end of the document.
On the new last page, insert the built-in References page.
Save the Word document and leave it open.Figure 1 Integrated Project 2a, College Expenses worksheet completed

Edit the Excel worksheet and copy the chart.
Return to the [your initials] Integrated Project 2a Excel workbook.
On the College Expenses tab, change the “Books” amount to 500.
On the Expense Chart tab, select the chart and copy it.
Save and close the Excel workbook (Figure 1).
Paste the chart into Word and customize the chart.
In the Word document, place the insertion point at the end of the “College Expenses” heading and press Ctrl+V to paste the chart.
Select the Chart Area and change the chart colors to Color 2.
Change the text wrapping to Tight.
Change the height of the chart to 3.5” and the width to 4”.
Change the Horizontal Absolute position to 3” to the right of Margin.
Change the Vertical Absolute position to 5” below Margin.
[bookmark: _GoBack]Save and close Word document (Figure 2).

Figure 2 Integrated Project 2b completed
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