
Microsoft® Office 
Accounting Professional 
2007 Step by Step 

 

 

Curtis Frye and  
William E. Pearson III 

 

 
 

 

To learn more about this book, visit Microsoft Learning at 
http://www.microsoft.com/MSPress/books/11190.aspx 

9780735624207 
Publication Date: October 2007 
 



Chapter at a GlanceChapter at a Glance

Analyze data using  
Office Excel 2007  
PivotTables,  
page XX

Modify templates in  
Office Word 2007,

 page XX

Write letters using Word 2007 
Mail Merge, page XX

Analyze data using 
Office Access 2007,

 page XX



Chapter at a Glance

   23

Chapter at a Glance  17 Interacting 
   with Other 2007 
   Microsoft Offi ce 
   System 
   Applications
In this chapter, you will learn to:

✔ Analyze data by using Excel 2007 PivotTables.

✔ Analyze data by using Access 2007 reports and queries.

✔ Modify templates in Word 2007.

✔ Write letters by using Word 2007 Mail Merge.

Microsoft Offi ce Accounting 2007 is a powerful program, but it becomes even more 
powerful when used in conjunction with other programs that are part of the 2007 
Microsoft Offi ce system.

In this chapter, you will learn how to export data from Microsoft Offi ce Accounting to 
Microsoft Offi ce Excel, analyze the data in Excel by using PivotTables, export data 
to Microsoft Offi ce Access, analyze the data in Access by using reports and queries, 
modify Accounting templates, and create mailings by using Accounting list data in 
conjunction with the Microsoft Offi ce Word mail merge capability.

Troubleshooting Graphics and operating system–related instructions in this book 
refl ect the Windows Vista user interface. If your computer is running Windows XP 
and you experience trouble following the instructions as written, please refer to the 
“Information for Readers Running Windows XP” section at the beginning of this book.

Troubleshooting Graphics and operating system–related instructions in this book Graphics and operating system–related instructions in this book 
refl ect the Windows Vista user interface. If your computer is running Windows XP refl ect the Windows Vista user interface. If your computer is running Windows XP 
and you experience trouble following the instructions as written, please refer to the and you experience trouble following the instructions as written, please refer to the 
“Information for Readers Running Windows XP” section at the beginning of this book.“Information for Readers Running Windows XP” section at the beginning of this book.
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Analyzing Data by Using Excel 2007 PivotTables
With Excel 2007 worksheets, you can gather and present important data, but the stan-
dard worksheet can’t be changed from its original confi guration easily. For example, 
consider a worksheet that records payments made by Fabrikam’s customers.

The data in the worksheet is organized so that each row represents a customer and each 
column represents a month in the fi rst half of the year. When presented in this arrange-
ment, the totals for each customer and for each month are given equal billing: neither 
set of totals stands out.

Such a neutral presentation of your data is versatile, but it has limitations. First, although 
you can use sorting and fi ltering to restrict the rows or columns shown, it’s diffi cult to 
change the worksheet’s organization. For example, in a standard worksheet, you can’t 
reorganize the contents of your worksheet so that the years are assigned to the rows 
and the customers are assigned to the columns. With Excel 2007, you can reorganize 
and redisplay your data dynamically by using a PivotTable.

Exporting Accounting Data to Excel 2007
Accounting is closely integrated with Excel 2007. Because Accounting stores its data in a 
spreadsheet-friendly format, exporting your company data to Excel is as straightforward 
as displaying the report you want to export and then clicking the Export To Excel button 
on the report or list toolbar.

After you export your list data to Excel 2007, you should format the data as an Excel 
table. With Excel tables, which are new in Excel 2007, you can sort your worksheet data 
based on the values in one or more columns, limit the data displayed by using criteria 
(for example, show only those customers with more than $1,000 in orders), and create 



formulas that summarize the values in visible (that is, unfi ltered) cells. Also, because Excel 
tables are defi ned data structures, you can create PivotTables, draw charts, and export 
data to other 2007 Microsoft Offi ce system programs very easily.

To create an Excel table, you must format your data as a list, which means that the data 
must be in a single block (no blank rows or columns); there must be no extraneous 
data to the left, right, above, or below the list; and the list should have column labels 
(headers) at the top of each column. After your data is in the proper format, click any 
cell in the list, click the Home tab on the Ribbon (part of the Microsoft Offi ce Fluent 
user interface introduced with the 2007 Microsoft Offi ce system), click Format As 
Table in the Styles group, and then select the desired table format from the gallery 
that appears.

Gallery

Ribbon

See Also  For more information about Excel tables, refer to Microsoft Offi ce Excel 2007 Step by 
Step, by Curtis Frye.
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In this exercise, you will export a Received Payment List to Excel, and then format the 
data list as an Excel table.

OPEN the Fabrikam sample company fi le.

 1. In the Navigation Pane, click the Customers button.

The Customers home page appears.

 2. In the Find section of the Customers home page, click Received Payments.

The Received Payment List appears.

 3. On the list toolbar, click the Export to Excel button.

The list data appears in an Excel workbook.

 4. Select rows 1 through 5, right-click any of the selected rows’ row headers, and then 
click Delete.

Excel deletes the rows.

OPEN the Fabrikam sample company fi le.the Fabrikam sample company fi le.

Export to ExcelExport to Excel



 5. Click cell A1, which contains the text Void, click the Home tab on the Ribbon, 
click Format as Table, and then click the table style in the upper-left corner of 
the gallery that appears.

The Format As Table dialog box opens.

 6. Verify that the expression =$A$1:$F$79 appears in the Where is the data for 
your table? box and that the My table has headers check box is selected. Then 
click OK.

Excel 2007 formats your data as an Excel table.

 7. In Excel, click the Microsoft Offi ce Button, and then click Save.

The Save As dialog box opens.

 8. In the File Name box, type FabrikamPayments. Then click Save.

Excel saves the new workbook.

BE SURE TO save the FabrikamPayments workbook for use in later exercises.

Creating and Pivoting a PivotTable
You can create a PivotTable, or dynamic worksheet, that enables you to reorganize and 
fi lter your data on the fl y. For instance, you can create a PivotTable with the same layout 
as the worksheet shown previously, which gives equal emphasis to customer and monthly 
order totals, and change the PivotTable to a new layout without re-creating the work-
sheet. To create a PivotTable, you must have your data collected in a list. After you create 
a list, you can click any cell in that list, display the Insert tab of the user interface, and 
then, in the Tables group, click PivotTable to display the Create PivotTable dialog box.

Microsoft Offi ce 
Button

Microsoft Offi ce 
Button

BE SURE TO save the FabrikamPayments workbook for use in later exercises.
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In this dialog box, you verify the data source for your PivotTable and whether you want 
to create a PivotTable on a new worksheet. After you click OK, Excel 2007 creates a new 
worksheet and displays the PivotTable Field List task pane.

Tip You should always place your PivotTable on its own worksheet to avoid unwanted edits 
and reduce the number of cells Excel 2007 must track when you rearrange your data. You 
might not notice a difference with a small data set, but it’s noticeable when your table runs 
more than a few hundred rows.

To assign a fi eld, or column in a data list, to an area of the PivotTable, drag the fi eld 
head from the Choose Fields To Add To Report area at the top of the PivotTable Field 
List task pane to the Drag Fields Between Areas Below area at the bottom of the task 
pane. For example, if you drag the Amount Paid fi eld header to the Values area, the 
PivotTable displays the total of all entries in the Amount Paid column.

If the PivotTable Field List task pane isn’t visible, click any cell in the PivotTable to display 
it. If you accidentally click the Close button in the upper-right corner of the PivotTable 
Field List task pane, you can redisplay the task pane by clicking any cell in the PivotTable 
to display the PivotTable Tools contextual tabs on the user interface. On the Options 
contextual tab, in the Show/Hide group, click Field List.



It’s important to note that the order in which you enter the fi elds in the Row Labels and 
Column Labels areas affects how Excel 2007 organizes the data in your PivotTable. If you’d 
like to change how your PivotTable organizes your data, you can pivot the PivotTable. To 
pivot a PivotTable, you drag a fi eld header to a new position in the PivotTable Field List task 
pane. As you drag the task pane, Excel 2007 displays a blue line in the interior of the target 
area so you know where the fi eld will appear when you release the left mouse button.

If your data set is large or if you based your PivotTable on a data collection from another 
computer, it might take some time for Excel 2007 to reorganize the PivotTable after a 
pivot. You can have Excel 2007 delay redrawing the PivotTable by selecting the Defer 
Layout Update button in the lower-left corner of the PivotTable Field List task pane. 
When you’re ready for Excel 2007 to display the reorganized PivotTable, click Update.

Tip If you expect your PivotTable source data to change, such as when you link to an 
external database that records shipments or labor hours, ensure that your PivotTable sum-
marizes all the available data. To do that, you can refresh the PivotTable connection to its 
data source. If Excel 2007 detects new data in the source table, it updates the PivotTable 
contents accordingly. To refresh your PivotTable, click any cell in the PivotTable and then, 
in the Data group, on the Options contextual tab, click Refresh.
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In this exercise, you will create a PivotTable by using the Received Payment List you 
exported to Excel in the previous exercise.

USE the FabrikamPayments workbook you created in the previous exercise.

OPEN the FabrikamPayments workbook in Excel.

 1. If necessary, display the Received Payment List worksheet.

 2. Click any cell in the body of the table.

 3. On the Insert tab, in the Tables group, click PivotTable.

The Create PivotTable dialog box opens.

 4. Verify that the table’s name appears in the Table/Range fi eld, and that the New 
Worksheet option is selected, and then click OK.

Excel creates a new worksheet that contains a PivotTable.

 5. In the PivotTable Field List task pane, drag the Customer Name fi eld to the Row 
Labels pane.

Excel 2007 updates the PivotTable.

USE the the FabrikamPaymentsFabrikamPayments workbook you created in the previous exercise. workbook you created in the previous exercise.

OPEN the the FabrikamPaymentsFabrikamPayments workbook in Excel. workbook in Excel.



 6. In the PivotTable Field List task pane, drag the Payment Method fi eld to the 
Column Labels pane.

Excel 2007 updates the PivotTable.

 7. In the PivotTable Field List task pane, drag the Amount Paid fi eld to the 
Values pane.

Excel 2007 fi lls in the PivotTable with the data from the Amount Paid fi eld of 
the Excel table.

 8. In the PivotTable Field List task pane, drag the Payment Method fi eld header from 
the Column Labels pane to a spot below the Customer Name fi eld header in the 
Row Labels pane.

Excel 2007 reorganizes your PivotTable data.

 9. Click any cell in the PivotTable.
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 10. On the Design tab, in the Layout group, click Subtotals, and then click Show All 
Subtotals at Bottom of Group.

Excel 2007 reorganizes your PivotTable data.

 11. Click the Microsoft Offi ce Button, and then click Save.

Excel 2007 saves your work.

BE SURE TO save the FabrikamPayments workbook for use in later exercises.

Microsoft Offi ce 
Button

Microsoft Offi ce 
Button

BE SURE TO save the FabrikamPayments workbook for use in later exercises.



Filtering a PivotTable
PivotTables often summarize huge data sets in a relatively small worksheet. The more 
details you can capture and write to a table, the more fl exibility you have in analyzing 
the data.

Each line of the table contains the payment date, the customer’s name, the customer’s 
payment method, and the amount paid. Quite a bit of data is available, so you might 
want to use a fi lter to limit the data displayed in your PivotTable.
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To fi lter a PivotTable based on a fi eld’s contents, click the arrow next to the fi eld header 
in the Choose Fields To Add To Report area of the PivotTable Field List task pane to dis-
play a menu of sorting and fi ltering options.

The PivotTable displays data that’s related to the values with a checked box next to them. 
Clicking the Select All check box clears all other check boxes for the fi lter, which enables 
you to select the check boxes of the values you want to display. Selecting only the Coho 
Vineyard check box, for example, displays only that company’s data.



If you’d rather display as much PivotTable data as possible, you can hide the PivotTable 
Field List task pane and fi lter the PivotTable by using the fi lter arrows on the Row Labels 
and Column Labels headers within the body of the PivotTable. By clicking either of those 
headers, you can select a fi eld by which you want to fi lter; you can then defi ne the fi lter 
by using the same controls you see when you click a fi eld header in the PivotTable Field 
List task pane.

Excel 2007 indicates that the PivotTable has fi lters applied by placing a fi lter indicator 
next to the Column Labels or Row Labels header, as appropriate, and the fi ltered fi eld 
name in the PivotTable Field List task pane.
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So far, all of the fi elds by which you’ve fi ltered your PivotTable have changed the organi-
zation of the data in the PivotTable. Adding some fi elds to a PivotTable, however, might 
create unwanted complexity. For example, you might want to fi lter a PivotTable by pay-
ment date, but adding the Payment Date fi eld to the body of the PivotTable expands the 
table unnecessarily.

Instead of adding the Payment Type fi eld to the Rows Labels or Column Labels area, you 
can drag the fi eld to the Report Filter area near the bottom of the PivotTable Field List 
task pane. Doing so leaves the body of the PivotTable in the same position, but adds a 
new area above the PivotTable in its worksheet.



When you click the arrow of a fi eld in the Report Filter area, Excel 2007 displays a list 
of values in the fi eld. In previous versions of Excel, you could select only one Report 
Filter value by which to fi lter a PivotTable; in Excel 2007, selecting the Select Multiple 
Items check box enables you to fi lter by more than one value.

In this exercise, you will focus the data displayed in the PivotTable by creating a fi lter 
using the values in the Column Labels or Row Labels area, and then by fi ltering a 
PivotTable based on the contents of a fi eld in the Report Filters area.
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USE the FabrikamPayments workbook you edited in the previous exercise.

OPEN the FabrikamPayments workbook in Excel.

 1. If necessary, click the worksheet that contains the PivotTable you created.

 2. In the PivotTable Field List task pane, under Choose Fields to Add to Report, 
point to the Payment Method fi eld header, click the arrow that appears, and then 
clear the Check check box.

The PivotTable hides all transactions paid by check.

 3. On the Quick Access Toolbar, click the Undo button.

Excel reverses your last action.

USE the FabrikamPayments workbook you edited in the previous exercise.the FabrikamPayments workbook you edited in the previous exercise.

OPEN the FabrikamPayments workbook in Excel.the FabrikamPayments workbook in Excel.

UndoUndo



 4. In the PivotTable Field List task pane, drag the Payment Method fi eld header from 
the Row Labels area to the Report Filter area.

The PivotTable reorganizes your data.

 5. In the body of the PivotTable, in the Payment Method list, click Credit Card, and 
then click OK.

The PivotTable fi lters your data.

 6. On the Quick Access Toolbar, click the Undo button.

Excel reverses your last action.

 7. Click the Microsoft Offi ce Button, and then click Save.

Excel saves your workbook.

 8. Click the Microsoft Offi ce Button, and then click Exit Excel.

Excel closes.

Microsoft Offi ce 
Button

Microsoft Offi ce 
Button
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Analyzing Data by Using Access 2007 Reports and 
Queries

Microsoft Offi ce Access, the 2007 Microsoft Offi ce system’s database program, enables 
you to summarize your data by using reports. In addition to presenting your table and 
query data, with reports, you can summarize your data in different ways. For example, 
you can create a report that not only lists every order made by every customer, but also 
fi nds the total amount of all orders for a particular customer. It’s possible to perform the 
same type of analysis with queries, but the Report Wizard streamlines the process greatly, 
saving you time and effort while producing valuable information.

By contrast, queries enable you to fi nd specifi c data within a database table (which is 
very similar to an Excel table) and either examine the query’s results by hand or write 
the results to another table.

Importing Accounting Data into Access
The most straightforward way to import Accounting data into Access 2007 is to export the 
data from Accounting into Excel 2007, and then import the Excel data into Access. After 
your Excel data is in a database, you can create reports and queries that are possible, but 
very hard, to create in Excel.

In this exercise, you will import data from the FabrikamPayments Excel workbook you 
created earlier in this chapter into Access 2007.

USE the FabrikamPayments workbook you edited in the previous exercise.

OPEN any database in Access 2007.

 1. On the External Data tab, in the Import group, click Excel.

The Get External Data – Excel Spreadsheet wizard starts.

 2. On the fi rst page of the Get External Data – Excel Spreadsheet wizard, click Import 
The Source Data Into A New Table In The Current Database. Then click Browse.

The File Open dialog box opens.

 3. Navigate to the folder that contains the FabrikamPayments workbook, click the fi le, 
and then click Open.

The File Open dialog box closes.

 4. In the Get External Data – Excel Spreadsheet wizard, click OK.

The Import Spreadsheet Wizard starts.

USE the the FabrikamPaymentsFabrikamPayments workbook you edited in the previous exercise. workbook you edited in the previous exercise.

OPEN any database in Access 2007.any database in Access 2007.



 5. If necessary, in the Import Spreadsheet Wizard, click Show Worksheets and in the 
box, click the Received Payment List entry.

The selected data source appears in the Import Spreadsheet Wizard.

 6. Click Next to display the next page of the wizard.

 7. If necessary, select the First Row Contains Column Headings check box.

 8. Verify that the data appears to be arranged correctly, and then click Next to display 
the next page of the wizard.

Note On this Import Spreadsheet Wizard page, you can specify each fi eld’s 
formatting or have Access skip a fi eld when it imports the data. You won’t use 
any of those options in this exercise.

 9. Verify that the data is organized properly, and then click Next.

 10. Click Let Access add primary key, and then click Next.

Note A primary key fi eld contains a unique value in each row, which distinguishes 
that row from all other rows in the table.

The fi nal Import Spreadsheet Wizard page appears.
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 11. Click Finish to accept the suggested table name.

The Import Spreadsheet Wizard closes and Access creates the table.

 13. In the Get External Data – Excel Spreadsheet wizard, click Close.

The Get External Data – Excel Spreadsheet wizard closes.

Creating an Access Report
The most straightforward way to create a report in Access 2007 is to use the Report 
Wizard. The Report Wizard walks you through the process of creating a report, enabling 
you to select the report’s data source, determine which fi elds you want to display, and 
defi ne how the report should sort the data.

In this exercise, you will create an Access 2007 report by using the data you imported 
from the FabrikamPayments Excel workbook earlier in this chapter.

USE the Access database you added the Received Payment List data to in the previous 
exercise.

OPEN the database in Access.

 1. On the Create tab, in the Reports group, click Report Wizard.

The Report Wizard starts.

 2. In the Report Wizard, click the Tables/Queries arrow, and then click Table: 
Received Payment List.

The Received Payment List table’s fi elds appear under Available Fields.

USE the Access database you added the Received Payment List data to in the previous the Access database you added the Received Payment List data to in the previous 
exercise.exercise.

OPEN the database in Access.the database in Access.



 3. Click the Add All button to add all of the fi elds to the report:

All of the table’s fi elds appear under Selected Fields.

 4. Click Next to display the next page of the wizard.

 5. Click the Customer Name fi eld, and then click the Add button.

The Report Wizard changes the report’s preview image to refl ect that it will group 
the report’s contents by Customer Name.

 6. Click Next.

The next Report Wizard page appears.

 7. Click the arrow next to the fi rst fi eld, and then click Payment Date.

 8. Verify that the button beside the Payment Date sorting criteria says Ascending. If 
it doesn’t, click the button until it does say Ascending.

Within each Customer Name grouping level, the Report Wizard will sort the report’s 
contents in ascending order by payment date.

 9. Click Finish.

Access creates your report.

Add AllAdd All

AddAdd
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Note The remaining Report Wizard pages enable you to change the report’s formatting 
and layout. To explore those options, click Next on each wizard page until you reach the end.

Creating an Access Query
A query is an Access object that lets you fi nd just those table records you’re interested 
in, whether you want to see all orders from customers in Germany or to identify cus-
tomers who have never placed an order. You can also create queries that you and your 
colleagues can use to type the value for which they or you want to search; rather than 
always search for orders by customers in Germany, you could create a query that asks 
which country to look for.

When you create a basic select query, you identify the table (or tables) with the data 
you want to fi nd, name the fi elds to appear in the query results, and then save the 
query. The Query Wizard walks you through the process, making it easy to identify 
the tables and fi elds to appear in your query. What’s more, you can choose whether to 
have Access display detailed results (that is, the individual query rows) or summarize 
the query’s contents.

OPEN the database that contains the Received Payment List data.

 1. On the Create tab, in the Other group, click Query Wizard.

The New Query dialog box opens.

 2. Click Simple Query Wizard, and then click OK.

The Simple Query Wizard starts.

OPEN the database that contains the Received Payment List data.the database that contains the Received Payment List data.



 3. Click the Tables/Queries arrow, and then in the list, click Table: Received Payment List.

The table’s fi elds appear under Available Fields.

 4. Click the Add All button to add all of the fi elds to the report:

All of the table’s fi elds appear in the Selected Fields pane.

 5. Click Next.

The next Simple Query Wizard page appears.

 6. Click the Summary option, and then click the Summary Options button.

Note A summary query, as the name implies, summarizes the data (for example, 
total orders by customer). A detail query returns the individual records that match 
your query’s criteria.

The Summary Options dialog box opens.

 7. In the Summary Options dialog box, select the Sum check box, and then click OK.

The Summary Options dialog box closes.

 8. Click Finish.

The query’s results appear as a datasheet.

CLOSE Access without completing the Simple Query Wizard.CLOSE Access without completing the Simple Query Wizard.
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Modifying Templates in Word 2007
Accounting 2007 includes templates that you can use for invoices, sales orders, purchase 
orders, customer statements, and other business documents. The templates are designed 
in Microsoft Offi ce Word. Like other templates, these forms help keep the information 
you present to customers and vendors consistent and professional in appearance. By 
using the templates, you can avoid the need to create and format every document you 
send individually.

Adding Text and Fields
A customer statement template should include fi elds that display your company name 
and address, the customer’s contact information, and the data from the fi nancial trans-
actions that the statement summarizes. When you create a template in Word, or if you 
want to modify one of the templates that come with Accounting, you can add or remove 
fi elds, design the layout of the template, and apply formatting in Word to specify fonts 
and other elements you want to use on the template.

The accounting templates you design in Word are created by using XML, which is a 
data transfer and document markup technology that is used in a variety of ways in 
Microsoft Offi ce applications. The XML tags you add to the Word template correspond 
to the customer, company, and fi nancial fi elds in Accounting. When you create state-
ments, Accounting and Word communicate through the use of XML. You can display 
the XML tags in Word, but clearing the check box can make it easier to lay out the 
template in Word.

The Microsoft Word Document Actions pane lists the fi elds that can be used in the tem-
plate. You add fi elds to the template in a manner similar to setting up fi elds for a form 
letter or mailing labels when working with the mail merge feature in Word. The fi elds 
are organized into groups related to customer information, company information, and 
header fi elds. There is also a fi eld named Line, which inserts fi nancial information about 
a customer transaction into documents created from the template.

In this exercise, you will set up a customer statement template that you can use to 
summarize account activity.



BE SURE TO start Offi ce Accounting 2007 before beginning this exercise.

OPEN the Fabrikam sample company fi le.

 1. On the Company menu, click Manage Word Templates.

The Manage Microsoft Word Templates dialog box opens.

 2. In the Template Types list, click Customer Statement, and then click Create.

The Create New Microsoft Word Template dialog box opens.

Tip To base your customer statement on one of the templates that come with 
Accounting, select the statement template in the Templates list, and then click Modify.

BE SURE TO start Offi ce Accounting 2007 before beginning this exercise.start Offi ce Accounting 2007 before beginning this exercise.

OPEN the Fabrikam sample company fi le.the Fabrikam sample company fi le.
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 3. In the Create New Microsoft Word Template dialog box, type Fabrikam_
Customer_Statement. Then click Create.

The new Fabrikam_Customer_Statement template appears in a Word window.

 4. In the Document Actions task pane, ensure that the Show XML Tags in the 
Document check box is selected.

 5. Click Statement Period to add that information to the top of the document.

Tip The customer statement templates that come with Accounting 2007 are set up 
as tables in Word. A table helps keep the fi elds you add aligned and positioned in the 
document. You can adjust the width of the columns and rows in the table to match 
the amount of text a particular table cell needs to contain.

 6. Click to the right of the closing StatementPeriod XML tag, and then press F.

 7. Using the technique in steps 5 and 6, add the other customer contact fi elds 
(Customer ID, Customer Name, and Customer Address) to add this information 
to the top of the document.

 8. Press the F key three times to add three blank lines to the document.

 9. In the Document Actions pane, click Closing Balance.

The Closing Balance fi eld appears in the template.

 10. Click to the right of the ending Closing Balance fi eld, press F, and then click the 
Amount Due fi eld in the Document Actions pane.

The Amount Due fi eld appears in the template.

 11. Click to the right of the closing AmountDue XML tag, press F, and then type 
Thank you for your business.



 12. In Word, click the Microsoft Offi ce Button, and then click Save.

Word saves your template.

CLOSE Word and the Manage Microsoft Word Templates dialog box.

Adding Images
Just as you can add text to a template, you can add images to make your documents 
more vibrant and to reinforce your corporate branding by including your company logo 
in the template. To modify an existing template, click the template in the Managing 
Microsoft Word Templates dialog box, and then click Modify. The template appears 
as a read-only Word document, which means that you need to save the document 
under a different name to be able to make any changes.

Microsoft Offi ce 
Button

Microsoft Offi ce 
Button

CLOSE Word and the Manage Microsoft Word Templates dialog box.
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After you save the template as a new Word document, you can add an image by click-
ing the Insert tab on the Ribbon, and then in the Illustrations group, clicking Picture 
to open the Insert Picture dialog box. Use the controls in the dialog box to select the 
picture you want to add to your document, and then click Insert.

In this exercise, you will add an image to an existing Accounting template.

OPEN the Fabrikam sample company fi le.

 1. On the Company menu, click Manage Word Templates.

The Managing Microsoft Word Templates dialog box opens.

 2. Under Template Types, click Invoice.

The Invoice templates appear in the Templates pane.

 3. Click the Invoice Service – Slate Blue document, and then click Modify.

The selected invoice appears in a Microsoft Word document.

OPEN the Fabrikam sample company fi le.the Fabrikam sample company fi le.



 4. In Word, click the Microsoft Offi ce Button, and then click Save As.

The Save As dialog box opens.

 5. In the File Name box, change the text to Invoice Service – Slate Blue Custom. 
Then click Save.

Word saves your template.

Note If Word displays a dialog box indicating that the template might contain 
sensitive personal information, click OK to save the document.

 6. At the bottom of the document, click the Your Logo Here graphic, and then 
press A.

The graphic disappears.

 7. On the Insert tab, in the Illustrations group, click Picture.

The Insert Picture dialog box opens.

 8. Navigate to the folder containing the desired picture, click the fi le, and then click 
Insert. For this exercise, navigate to the Pictures folder (in Windows XP, that 
folder is named My Pictures), double-click Sample Pictures, click Forest, and 
then click Insert.

The Insert Picture dialog box closes, and the image appears in your template.

Microsoft Offi ce 
Button

Microsoft Offi ce 
Button
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 9. Click the Microsoft Offi ce Button, and then click Save.

Word saves your template.

Note If Word displays a dialog box indicating that the template might contain 
sensitive personal information, click OK to save the document.

CLOSE Word and the Manage Microsoft Word Templates dialog box.

Printing Forms by Using Templates

To print a customer statement, quote, or other Accounting form using a template, 
display the form you want to print and then, on the File menu, click Print. In the 
Print dialog box, click Templates to open the Select Word Templates dialog box, 
click the desired template, and click Select. Then, in the Print dialog box, click OK.

Writing Letters by Using Word 2007 Mail Merge
Business owners must maintain good communications with their customers, vendors, 
and employees. Personal conversations and phone calls help strengthen relationships, 
but there might be times when you want to send a specifi c message, such as a change in 
credit policy or an upcoming sale, to each of your customers, vendors, or employees. You 
could send your messages by electronic mail, but many Internet service providers (ISPs) 
and individual users have their junk mail fi lters set to weed out any commercial messages.

You can avoid the possibility that your e-mail message will be caught in a junk mail fi lter 
by sending a printed letter, brochure or report. Accounting 2007 enables you to combine 
the data found in the Customer, Vendor, and Employee lists with the Mail Merge capabili-
ties of Offi ce. To start the Mail Merge process from within Accounting, click Write Letters 
on the Company menu to display the Write Letters Wizard.

Subsequent Write Letters Wizard pages enable you to select the group to which you 
will send the letter, which members within the group should receive the letter, and the 
letter’s signature lines. And, just as you can modify quote, invoice, and other templates, 
you can modify the text and XML fi elds included in the letters. When you complete the 
Write Letters Wizard, Accounting and Word combine the list data and letter document 
into a Word document that contains each copy of the letter.

CLOSE Word and the Manage Microsoft Word Templates dialog box.

Printing Forms by Using Templates

To print a customer statement, quote, or other Accounting form using a template, To print a customer statement, quote, or other Accounting form using a template, 
display the form you want to print and then, on the File menu, click Print. In the display the form you want to print and then, on the File menu, click Print. In the 
Print dialog box, click Templates to open the Select Word Templates dialog box, Print dialog box, click Templates to open the Select Word Templates dialog box, 
click the desired template, and click Select. Then, in the Print dialog box, click OK.click the desired template, and click Select. Then, in the Print dialog box, click OK.



See Also  For more information about modifying documents into which you merge 
Accounting data, refer to “Modifying Templates in Word 2007” earlier in this chapter.

OPEN the Fabrikam sample company fi le.

 1. On the Company menu, click Write Letters.

The Write Letters Wizard starts.

 2. Read the information on the fi rst wizard page, and then click Next.

The Select A Letter Template page appears.

 3. Under Recipient, click Employee.

The contents of the Available Templates list change to refl ect your selection.

 4. Click the employee appreciation letter document, and then click Next.

The Select Employees page appears.

 5. Under Filter Options, clear the Inactive check box.

The wizard removes the names of inactive employees under Name List.

 6. Under Name List, select the check box next to the Active column header.

The wizard selects every employee displayed in the list.

OPEN the Fabrikam sample company fi le.the Fabrikam sample company fi le.
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 7. Click Next.

The Add A Signature page appears.

 8. Click Create Letters to accept the current signature.

The letters appear in a new Word document.

 9. Click the Microsoft Offi ce Button, and then click Save As.

The Save As dialog box opens.

 10. In the File Name box, type Appreciation Letters, and then click Save.

Word saves your letters.

Note If a dialog box appears asking if you want to save your fi les using the Word 
2007 fi le format, click OK.

 11. Click the Microsoft Offi ce Button, and then click Exit Word.

Word closes.

Microsoft Offi ce 
Button

Microsoft Offi ce 
Button



Key Points
● If you can’t easily perform the type of analysis you’d like to perform in Accounting, 

export your data to the 2007 Microsoft Offi ce system program with which you can 
analyze your data most effectively.

● With Excel 2007 PivotTables, you can reorganize and fi lter your data quickly, which 
enables effective analysis.

● With Access 2007 reports and queries, you can present your data in easy to 
understand formats that facilitate decision-making.

● With Word 2007, you can create new templates, modify existing templates, and 
use your customer, vendor, and employee data to create customized mailings.
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