[bookmark: _GoBack]Word 2013: In Practice (Chapters 9-12)
Integrated Word Project 6
For this project, you use Word 2013 to create a customized letter for Placer Hills Real Estate. You use many of the features covered in Chapters 9-12 including a macro-enabled template, track changes and comments, Fill-in and content control fields, macros, object linking and embedding, and uploading and sharing in OneDrive.
[Student Learning Outcomes: 9.1, 9.2, 9.3, 9.4, 10.1, 10.2, 10.3, 10.4, 10.5, 11.1, 11.2, 11.3, 11.4, 12.3]
Files Needed: ListingActivityReport.docx and PHRE-ListingStatistics.xlsx
Completed Project File Names: [your initials] Word Project 6 template.dotm and [your initials] Word Project 6.docx
Skills Covered in this Project
Save a document as a macro-enabled template.
Review and delete comments.
Change Display for Review views.
Accept tracked changes and turn off Track Changes.
Insert a Fill-in field.
Set a center tab stop.
Insert Combo Box and Rich Text content control fields.
Customize the title and apply a style to a content control field.
Use Design mode to customize placeholder text.
Group content control fields.
Create an AutoText building block.
Record a keyboard-activated macro to insert an AutoText building block.
Insert an Excel chart as an embedded object.
Customize and position the embedded chart.
Protect a document with an encrypted password.
Create a document based upon a macro-enabled template.
Insert content into Fill-in and content control fields.
Run a macro.
Upload a document to OneDrive.
Create a link to share a OneDrive document.
Email a link to a shared OneDrive document.

Open the ListingActivityReport document from your student data files, save it as a Word Macro-Enabled Template named [your initials] Word Project 6 template.
Review tracked changes and comments.
Read each comment in the document and then delete the two comments.
Change the Display for Review to Simple Markup (if it is not already) and review the document with the tracked changes applied.
Change the Display for Review to All Markup and review the marked additions, deletions, and formatting changes.
Accept All Changes in the document and turn off Track Changes.
Insert Fill-in fields.
Select and delete “<AddressBlock>”; don’t delete the paragraph mark after this text.
Insert a Fill-in field and use Type the client’s name and address as the Prompt and Client’s name and address as the Default response to prompt.
Accept the default response when prompted.
Place your insertion point after “Dear” and space once.
Insert a Fill-in field and use Type the client’s name as the Prompt and Client’s name as the Default response to prompt.
Accept the default response when prompted.
Type a : (colon) after the Fill-in field after “Dear”.
Insert and customize content control fields.
Select the five lines of text beginning with “Listing Agent:” and ending with “MLS Agent Views:”.
Set a center tab stop at 2.1”.
Place your insertion point after the tab after “Listing Agent:” and insert a Combo Box content control field.
Open the Content Control Properties dialog box, change the Title to Listing Agent, and apply the Strong style to the contents of this field.
While still in the Content Control Properties dialog box, customize this content control field to add the following options and remove the Choose an item option:
Hudson Alves
Emma Cavalli
Seth Fortado
Trey Gulart
Insert a Rich Text content control field after the tab on each of the next four lines.
On each of the Rich Text content control fields, use the Content Control Properties dialog box to change the Title to the descriptive text to the left of the content control field (e.g., Days on Market). Don’t include the colon in the Title.
Use Design Mode to edit the placeholder text on the content control fields with the following text:
	Content control field
	Replace placeholder text with:

	Listing Agent
	Select or type listing agent

	Days on Market
	Type # of days on the market

	Agent Showings
	Type # of agent showings

	MLS Public Views
	Type # of MLS public views

	MLS Agent Views
	Type # of MLS agent views



Turn off Design Mode.
Select the lines of text containing content control fields (“Listing Agent:” through “MLS Agent Views:”) and Group this text range.
Save this template.
Create two building blocks.
Place your insertion point on the last blank line of the document and type the following:
Hudson Alves
Realtor Consultant
Placer Hills Real Estate
Apply italic formatting to “Realtor Consultant” and bold formatting to “Placer Hills Real Estate.”
Select these three lines of text and Save Selection to AutoText Gallery and use the following properties for the Quick Part building block:
Name: Alves Closing
Gallery: AutoText
Category: General
Description: Inserts Alves closing lines
Save in: [your initials] Word Project 6 template
Options: Insert content only
In the closing lines in the document, replace “Hudson Alves” with Emma Cavalli.
Select these three lines of text and Save Selection to AutoText Gallery and use the following properties for the Quick Part building block:
Name: Cavalli Closing
Gallery: AutoText
Category: General
Description: Inserts Cavalli closing lines
Save in: [your initials] Word Project 6 template
Options: Insert content only
Save the document.
Record two keyboard-activated macros that insert an AutoText building block.
Delete the closing lines in the document.
Record a new macro named AlvesClosing, store the macro in Documents Based On [your initials] Word Project 6 template, and type Inserts Alves closing lines as the Description.
Click the Keyboard button and use Alt+Ctrl+Shift+A as the shortcut key. Confirm that [your initials] Word Project 6 template is selected in the Save changes in drop-down list.
Click Assign and then Close to begin recording the macro.
Insert the Alves Closing AutoText building block and then stop recording the macro.
Record a new named CavalliClosing, store the macro in Documents Based On [your initials] Word Project 6 template, and type Inserts Cavalli closing lines as the Description.
Click the Keyboard button and use Alt+Ctrl+Shift+C as the shortcut key. Confirm that [your initials] Word Project 6 template is selected in the Save changes in drop-down list.
Click Assign and then Close to begin recording the macro.
Insert the Cavalli Closing AutoText building block and then stop recording the macro.
Test the macros.
Press Alt+Ctrl+Shift+A to run the AlvesClosing macro.
Press Alt+Ctrl+Shift+C to run the CavalliClosing macro.
Delete all of the closing lines you inserted and delete all of the extra paragraph marks after “Best regards,”. Your insertion point should not go past the “Best regards,” line.
Press Enter four times after “Best regards,”.
Save the template.
Insert an Excel chart as an embedded object and customize the object.
From your student data files, open the PHRE-ListingStatistics Excel worksheet from your student data files. Don’t open this file from within Word.
Select and copy the chart in the worksheet, and then close the Excel file and Excel.
Place your insertion point on the last line of the document and open the Paste Special dialog box.
Paste as a Microsoft Office Graphic Object.
Change the height of the chart to 2.5” and the width to 4”.
Apply Style 9 chart style and change the colors to Color 17.
Change the position to Position in Bottom Center with Square Text Wrapping.
Save the template.
Protect the document with an encrypted password; use PHRE as the password.
Save and close the template, and close Microsoft Word.
Create a document based upon a macro-enabled template and enter information into the Fill-in form fields.
Open the Windows folder containing the [your initials] Word Project 6 template and open a document based upon this macro-enabled template.
Type PHRE as the password to open the encrypted document.
Use the following information as the inside address for the first Fill-in field:
Mr. & Mrs. Abel and Monica Solara
25663 Aspen Drive
Rocklin, CA 95428
Use the following information as the greeting for the second Fill-in field:
Mr. & Mrs. Solara
Click Enable Content if a Security Warning appears in the Info bar below the Ribbon. If a Security Warning dialog box opens asking if you want to make this a Trusted Document, click Yes.
Insert information into content control fields and run a macro.
Use the following information for the five content control fields.
	Content control field
	Replace placeholder text with:

	Listing Agent
	Hudson Alves

	Days on Market
	12

	Agent Showings
	6

	MLS Public Views
	11

	MLS Agent Views
	8



Place your insertion point on the last blank line in the document.
Run the AlvesClosing macro (Alt+Ctrl+Shift+A). There should be three blank lines between “Best regards,” and the closing lines.
Save the document as [your initials] Word Project 6 (Figure 1).
Upload a document to OneDrive and share the document.
Log in to your online OneDrive account using an Internet browser.
Upload the [your initials] Word Project 6 document.
Share this document and Get a link that allows recipients to Edit the file.
Email this link to your professor.
Save and close the document.
Log out of your online OneDrive account.
Figure 1 Word Project 6 completed
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