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Interacting

with Other 2007
Microsoft Office
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.

AN NI NN

Microsoft Office 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 Office system.

In this chapter, you will learn how to export data from Microsoft Office Accounting to
Microsoft Office Excel, analyze the data in Excel by using PivotTables, export data

to Microsoft Office 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 Office Word mail merge capability.

Troubleshooting Graphics and operating system-related instructions in this book
reflect 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.
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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 configuration easily. For example,
consider a worksheet that records payments made by Fabrikam's customers.

) = i CustommerPaymentSummary - Microsoft Excel - = X
ol —
/| Home | Insert  Pagelayout  Formuias  Dats  Review  View  PURVT @ - = x
& = (== = - =) | gehhsetr X - A
Calibri i A K| E = | S Accounting ~ o y F
B s O e @ 2
Paste B U P G- [ $ - % »|[%8 88| Conditional Format el | Sort @ Find &
- = — e 2 B0 v matting - a3 Table ~ Styles - | [adFormat© | 2 Filter~ Select~
Clipboard Font = Blignment & Murmber = Styles Cells Editing
ca - f| se18.68 ¥
& B 3 f) £ P 5 H I ) K L W TR
1
2 o Feb ar g oy o Toral
3 Katherine Berger 352616 % 193091 § 50833 § 547551 § 167281 ¢ 886447 | § 1998019
4 Patiicia Doyle 1656 | 5 754696 S 640536 § 226586 5 861210 $ 569275 | § m2elal
5 Baldwin Museum of Science 462776 % 86063 $ 930886 $ 576320 § 569118 § 500291 | § 3146254
3 Coho Vineyard § 309103 § 71538 § 839574 § 54197 § 54980 ¢ 383180 | S 1706671
i Fourth Coffee §EAETTR 5 ASBTL § TATIL $10204e0 § 947218 § 7Eaes | § 0516510
] Sean Purcell $ 851955 § 900472 ¢ BE0SEY § 349434 § 1055201 § 96753 | § 079534
5 Lware, Inc. § 257879 § 726461 § 811435 $ 335492 § 160430 § 253577 | § 2566278
10 Total $37,12280  $3287992 $£4874464 $290S048 § 3835451 $4326222 | §220 41457

The data in the worksheet is organized so that each row represents a customer and each
column represents a month in the first 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 filtering to restrict the rows or columns shown, it's difficult 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
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formulas that summarize the values in visible (that is, unfiltered) cells. Also, because Excel
tables are defined data structures, you can create PivotTables, draw charts, and export
data to other 2007 Microsoft Office 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 Office Fluent
user interface introduced with the 2007 Microsoft Office system), click Format As

Table in the Styles group, and then select the desired table format from the gallery
that appears.
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Gallery

See Also For more information about Excel tables, refer to Microsoft Office 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 file.

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.

Export to Excel The list data appears in an Excel workbook.
0| H = Bookl - Microsoft Excel ==l S
y Harme Insert Page Layout Farmulas Data Review  View @ - = x
= — ) 1 e - -
B i wingdings  ~ 10 - |A A |= = | & | custem - ijs‘ ﬁ% _;ﬂ ;E‘::E' %v ‘F Ea
g | e A | [ 1B 8 o | o ot - e - | B Fomt = || 2+ Fiver select-
Clipboard & Font. 5 Alignment r- Mumber (Fi Styles Cells Editing
a7 - Ao ¥
A B c D E F G H
1 |Fabrikam, Inc.
2 |Received Payment List
3
4 Monday, July 30, 2007
5 =
£ Void Payment Date Ho. Customer Hame Payment Method Amount Paid
7 .|1 JB/2008 1 Katherine Berger Check $10,000.00
i 1M B/2008 3 Katherine Berger Check $0.00
] 1419/2008 2 Patricia Doyle Check $5,000.00
10 1/20/2008 4 Patricia Doyle Check $0.00
11 27112006 6 Baldwin Museum of Science Check $25,000.00
12 20212006 7 Baldvin Museumn of Seisnce Check §0.00
13 3M 12006 a Katherine Berger Check §12,568.70
14 30202006 10 Patricia Doyle Check 54,252 60
15 3M 202006 RN Baldvvin Museum of Scisnce Check $43,542.66
16 3/24/2008 12 Katherine Berger Check 46467 11
17 /3172008 13 Patricia Doyle Check $19,049.54
18 4/14/2008 14 Baldwvin Museum of Science Check 65,542 68
e 4/30/2008 15 Katherine Berger Check 46,487 07
20 51472008 16 Baldvwvin Museum of Science Check JEB3542 66
21 516/2006 17 Coha Yineyard Check F24512 67
22 SMB/2006 18 Katherine Berger Check §7.25823
23 SI26/2006 19 Patricia Doyle Check $26,12505
24 BM5/2006 20 Cohi Yingyard Check $50,000 .00
25 B/22/2006 2 Fourth Coffes Check $248,000.00
26 B/25/2006 pr Baldwvin Museum of Science Check $65,542.65
7 TH 52008 3 Fourth Coffee Check $25,000.00
28 TI20/2008 24 Coho Yineyard Check $162,563.20
23 TI30/2008 P Coho Wyinery: Check $49,776.18
30 B/E2006 80 Sean Purcell Credit Card $5,548 80
31 B/16/2006 27 Fourth Coffee Check §27 50000
L) amenne = Litirava ine Chact 550 oee 78
W 4 v M| Received Payment List .“Sheetl ,Sheet2  “Sheetd %0 [ m
Ready | ] BT e 0! (+),

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

Excel deletes the rows.
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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.

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.

In Excel, click the Microsoft Office Button, and then click Save.
The Save As dialog box opens.

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

Excel saves the new workbook.

8@ 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
filter your data on the fly. 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.

Create PivotTable @

Choose the data that you want to analyze

@ Select a table or range
() Use an external data source
Choose where you want the PivotTable report to be placed

@ Mew Warkshest
~ Existing Workshest

TablefRange: 55

Connection name:

Location: B

Ok ] [ Cancel
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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.
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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 field, or column in a data list, to an area of the PivotTable, drag the field
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 field 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.
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It's important to note that the order in which you enter the fields 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 field 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 field will appear when you release the left mouse button.

oy 9 - 5 FabrikamPayments - Micrasoft Excel PivatTable Toals
2/ Mome  Inset  Pagelwout  Formulas  Data  Revew  View | Opfons| Design @ - = x
FiuntTable Name: | Active Field: 3| @ Group Selection | @ _L L;l/ E;L l:’i; nb E . j ilj
PiwotTablel Sum of Amount P ¥ Ungroup .
- — e gl | Sort || Refresh ChangeDats | Clear Select Moue || PivotChart Formulas OL4P | (Field | +f~ | Fleld
[ Options % Field Settings &3] Group Field - Saurce * - *  PivotTable +  tools List |Buttons Headers
FivotTable Active Figld Group sort Data Actions Toals ShowHide
Az - fe ‘ surm of Amaount Paid ¥
o B c o E i G H I PivotTable Field List - x
1 [ =
B Chaoss Fiskds bo add bo reports Lo~
3 |Sum of Amount Paid _ICqumn Labels | Void
4 Row Labels = Check Credit Card Grand Total Payment Date
5 Baldwin Museumn of Science 301320.68 301320.68 ik
& BlueYonder Airlines 295048.76 295048.76 AlCustomer Name
7 BrendaDiaz 12753.1 127531 JpaymE“tM.EthUd
7]Amount Paid
8 City Power & Light 357928.82 357928.82
9 Cohovineyard 490252,92 490252,92
10 Coha Winery 248880.9 248880.9
11 Fourth Coffee 24150.44 24150.44
12 Heidi Steen 2089185 2039185
13 Katherine Berger 262031.94 262031.94 3
14 Kevin Casselman 16206.85 16206.85
15 Litware, Inc. 414353, 42 414353.42
16 Morthwind Traders 35088029 35088029 Drag fields between areas below:
17 Patricia Doyle 54427.19 54427.19 W Report Fiter 2 calumn Labels
18 Roland Hoffman 3000 3000 Paymerk Met,.. ¥
19 Russell King 19512.04 19512.04
20 school of Fine Art 32485072 32485072
21 Sean Purcell SR4E.8 SE46.8
22 wingtip Toys 281375.54 281375.54 1] Row Labels I vaues
23 Grand Total 351645157  34606.75 3551058.32 Customer Name * || Sumof Amou... ™
24
25 1]
26
i ¥ [ Diefer Layout Lipdste
4 4 » v | Sheetd . Rersived Payment List “Shestl “Shest2 “Sheeta L w | 0
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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.
l OPEN the FabrikamPayments workbook in Excel.

If necessary, display the Received Payment List worksheet.
Click any cell in the body of the table.
On the Insert tab, in the Tables group, click PivotTable.

The Create PivotTable dialog box opens.

Worksheet option is selected, and then click OK.
Excel creates a new worksheet that contains a PivotTable.

In the PivotTable Field List task pane, drag the Customer Name field to the R
Labels pane.

Excel 2007 updates the PivotTable.

Verify that the table’s name appears in the Table/Range field, and that the New

ow

/E;j FERE s FabrikamPayments - Microsoft Excel PivatTable Tools N
- Home  Insert Page layout  Formulas Data  Review  Miew | Options | Design @ - = x
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a B c D E F G B | fPiotmatie Field Lt - x
1
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4 | Baldwin Museurm of Science [ClPayment Date
5 |Blue vonder airlines [Elte.
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g Cohovineyard
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11 Heidi Steen
12 Katherine Berger
13 Kevin Casselman 3
14 |Litware, Inc
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17 |Roland Hoffrman 7 Report Fiker 1 Colurn Labels
18 Russell King
19 School of Fine Art
20 Sean Purcell
21 Wingtip Toys
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23 Custorer Mame ¥
24
25
26
i ] Defer Laout Updats
H 4+ M| Sheet4 - Received Payment List Sheetl <Sheet? ~Sheet3 [ w ] [1]
Rready | 5 [EEErTT e o (+)
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6. In the PivotTable Field List task pane, drag the Payment Method field to the
Column Labels pane.

Excel 2007 updates the PivotTable.

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

Excel 2007 fills in the PivotTable with the data from the Amount Paid field of
the Excel table.

GRS = FabrikamPayments - Micrasaft Excel PivotTable Tools - 20X
2/ lome  msen Fage Layout  Formulas Data Review  Wiew | Options Design @ - o x
FiuotTable Name:  Active Field: 4= | # Group Selection i 5 =] [ = la F= -+l .:F_Eﬂl
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[7|Payment Method
7 Brenda Diaz 12753.1 127531 [7]Amount Paid
8 City Power & Light 357928.82 357928.82
9 Cohovineyard 490252,92 490252,92
10 Coho Winery 2488809 2488809
11 Fourth Coffee 8415044 84150.44
12 Heidi Steen 20291.85 2029185
13 Katherine Berger 262031.54 262031.94 3
14 Kevin Casselrman 16206.85 16206.85
15 Litware, Inc. 414353.48 414353.48
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23 Grand Total 3516451.57 34606.75 3551058.32 Customer Name ¥ Sum of Amau... ¥
24
23 1
26
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8. In the PivotTable Field List task pane, drag the Payment Method field header from
the Column Labels pane to a spot below the Customer Name field header in the
Row Labels pane.

Excel 2007 reorganizes your PivotTable data.

9. Click any cell in the PivotTable.
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Subtotals at Bottom of Group.

Excel 2007 reorganizes your PivotTable data.
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10. On the Design tab, in the Layout group, click Subtotals, and then click Show All

= Blue Yonder airlines
Check 295848.76

Blue Yonder Airlines Total 295848.76
10 =erenda Diaz
11 Credit Card 127531
12 Brenda Diaz Total 12753.1
13 | = City Power & Light
14 Check 357928.82
15 City Power & Light Total 357928.82
18 = Coho Vineyard
17 Check 430252.92
18 Coho Vineyard Total 490252.92
13 ='Coho Winery
20 Chetk 2488809
21 Coho Winery Total 249880.9
22 ='Fourth Coffee
23 Check 84130.44
24 Fourth Coffee Total 84190.44
25 ='Heidi Steen
26 Check 2033185
27 Heidi SteenTotal 20391.85
W 4 » H| Sheetd Received Payrnent List Sheetl .~ Sheet2

Ready | B3

[ Amount Paid

o)\ 20+ FabrikamPayments - Micrasoft Excel PivotTable Taols - o
wd =
Home  Insert Page Lavout  Formulas Data  Review  Wiew Options | Desian @ - = x
¥ Rows Headers Eanded Rows =
Subtotals Grand | Report  Blank |/ [ Column Headers Eanded Columns =
= Totals~ | layout~ Rows >
Layout FivatTable Style Options PivatTable Styles
~3 -~ (2 fe | Row Lahels ¥
A B D G iP\VDtTable Field List v X
1
P Choose fields ko add ko report;
3 |Row labels :!Sum of Amount Paid [ Jvoid
4 | = Baldwin Museum of Science [T|Payment Date
5 Check 301920.68 [Eto.
£ Baldwin Museum of Science Total 301920.68 [#Customer Name
7
8
3

Drag fields between areas below:
7 Report Filker A Column Labels

2 RowLabels 5 Values

Customer Mame ¥ Sum of Amou.,. ¥

Payment Met,.. ¥

7] Defer Layout Update

[ElC[EET SRSy E===0)

Excel 2007 saves your work.

11. Click the Microsoft Office Button, and then click Save.

BE SURE TO save the FabrikamPayments workbook for use in later exercises.
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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 flexibility you have in analyzing
the data.

[+ Fabrikam, Inc. - Microsoft Office Accounting Professional 2007 =n|f=8E
File Edit View Company Customers Vendors Employees Banking  Online Sales  Reports  Actions  FixedAssets  PayPal Payments  CreditProfile  Help
3 New - & KX £ |88 42 EpFind | @ | Fixed Assets
Customers Received Payment List Current Yiew: All ~
Start a Task | PaymentDate «| MNo. -/ Customer Name | Payment Method | Amount Paid |
'S New Custamer e Add anew Payment:
g Hew Job =
) Now em 3 | 1/1612008 1 katherine Berger Chedk $10,000.00
T New Quake 311162008 3 Katherine Berger check $0.00
58] Hew Sales Order 22)1119jz008 2 Patricia Doyle Check 45,000.00/
3.
—
g New Invoice 3 | 172002008 4 Patricia Doyle Check 40,00
57 Receive Payment =
1 Hew Cash 5ale 3| 2112006 6 Baldwin Museum of Science Chedk $25,000.00
2] New Credits and Refu... |53 | 2/2j2006 7 Baldwin Museur of Science Check $0.00
< Credt Card Processing 3| a1yz006 9 Katherine Berger Check $12,569.70
= 3 |3/2/2006 0 Patricia Doyle chedk 4,252.60)
& customers 2 |af1zfz008 11 Baldwin Museumn of Science Check $43,542.66
€3 Jobs 3 | 3/242008 12 Katherine Berger Check §48,467.11
‘iﬂ Irems :;E 3/31j2006 13 Patricia Doyle Check $19,049.54
;“J Quotes 3| 4114/2008 14 Baldwin Museur of Science check $68,542.66
3] Sales Orders =
Tl tovcices 52 |4/3012008 15 Katherine Berger Check 46,467.07
57 Recsived Payments 3 |5/1412008 16 Baldwin Museum of Science Chedk $68,542.66
;‘Wi!‘ Customer Refunds 3 |ssyzo08 17 Coho Yineyard check $24,512.67
53 Memorized Documents |-
52 |5/1812008 18 Katherine Berger Check $17,259.23
3| sp2812008 19 Patricia Doyle Chedk §26,125.05
b
ﬂ Company 3 |6/15/2008 20 Coho Wineyard Check $50,000.00
e 52 |6jz2f2008 21 Fourth Coffee Check 428,000.00
G cortomers 5
3 |6j2512008 22 Baldwin Museum of Science Chedk 68,542,685
(@9 vendors 23| 7nsizo0s 23 Fourth Coffee Chedk $25,000.00
\—@ — 52 |7jz0jz008 24 Coho vineyard Check $162,563.20|
- 2 |7/3012008 = Coho Winery Check §48,776.18
jon . =
-;g Banking 7 |sf6iz006 an Sean Purcel Credit Card 45,646.80
j Online Sales 22 |af16/2008 27 Faurth Coffes Check $27,500.,00
2 |9ysiz006 kS Litwars, Inc. Check §50,265.78| ~

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 filter to limit the data displayed in your PivotTable.
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To filter a PivotTable based on a field’s contents, click the arrow next to the field 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 filtering options.

NCLE " FabrikamPayments - Micrasaft Excel PiuatTable Tonls S

o Home  Imsert  Pagelayout  Formulas  Data  Review  View  Options | Design @ - = x

——| || ¥l RowHeaders Banded Rows

Subtotals Grand | Report  Blank || [F] column Headers Eanded Calumns
* Totalsv | Layout+ Rows T

Layout FivotTable Style Options FivotTable Styles
A3 - b | Row Lakels ¥

& B 5 D E F G PivotTable Field List X

1

7 Chiose Fields b add ko report:
3 |Row Labels v!Sum of Amount Paid []void
4
5

='Baldwin Museum of Science [ClPayment Date
Check 301920.68 [Clke.
6 Baldwin Museum of Science Total 301920.68 n Eusmmir:atmhed
7 | ='Blue Yonder Airlines 2l soratoz ayment Metho
z [/ Amount Paid

8 Check 295844.76 il sotztos

9 |Blue Yonder Airlines Total 295848.76 More Sort Options...

10 =/Brenda Diaz

11 Credit Card 12753.1 Label Filters B

12 Brenda Diaz Total 12753.1 alus Filters 5

13 | = City Power & Light

14 Check 357928.62 praECLEC) I

. - Jdwin Museum of Science

15 City Power & Light Total 357928.82 Elus Yondsr Airlines 1

18 = Coho Vineyard = Drag fields betwesn areas below:

17 Check 490252.97 W Repork Filker 1 Colurnn Labels
18 Coho Vineyard Total 490252.92

12 = Coho Winery

20 Check 2488809

21 | Coho Winery Total 2488809 Kathsring Berger =

22 ='Fourth Coffee {1 RowLabels Z  Values

23| check 84190.44 Customer Neme | | Sum of Amau... ~
24 Fourth Coffee Total 84190.44 .| Payment Met,.. ¥

25 “Heidi Steen

26 Check 20291.85

27 Heidi Steen Total 20391.85 [] Defer Layout Update
H 4 » M| Sheet4  Received Payment List Sheetl “Sheet? -~ Shest3

Ready | 71 [EEEETe &)

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 filter, 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.
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PN = I R s FabrikamPayments - Microsoft Excel PivatTable Tools - 7 x
DD y

Home  Inset  Pagelsout  Formulas  Dats  Review  Wiew  Options | Design © - = x

| Row Headers Banded Rows
Subtotals Grand | Repart Blank | ] calumn Headers Banded Columns
- Totals - | Layout~ Rows+
Layaut PivatTable Style Optians PivatTable Styles
Az - (. e ‘ Row Labeals ¥
A B c D E F g H | liPivutTab\eFieldList v x

i
3 Chaose fields to add ta repert:
3 |Row Labels -7lSum of Amount Paid [ [woid
4 = Coho Vineyard [ClPayment Date
5 Check 430252.92 Clro.
& Coho vineyard Total 190252.92 ¥]Customer Name i
7 Grand Total 190252.92 =| [payment Methad
- Iansin = [7]Amount Paid
El
10
11
12
13
14
15
16 Drag figkds between areas below:
17 W Report Filter 2 Column Labels
18
13
20
21
22 2 Row Labels = values
22 Customer Hame ~ Sum of Amau... =
24 Payment Met...
25
26
i 7] Defer Layout Update
4 4 ¥ M| Sheetd . Received Payment List Sheetl -~ Sheet2 -~ Sheet3
Reaty | 7 [EEEETENE 9 &)
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If you'd rather display as much PivotTable data as possible, you can hide the PivotTable
Field List task pane and filter the PivotTable by using the filter 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 field by which you want to filter; you can then define the filter
by using the same controls you see when you click a field header in the PivotTable Field

List task pane.

Excel 2007 indicates that the PivotTable has filters applied by placing a filter indicator
next to the Column Labels or Row Labels header, as appropriate, and the filtered field

name in the PivotTable Field List task pane.
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So far, all of the fields by which you've filtered your PivotTable have changed the organi-
zation of the data in the PivotTable. Adding some fields to a PivotTable, however, might
create unwanted complexity. For example, you might want to filter a PivotTable by pay-
ment date, but adding the Payment Date field to the body of the PivotTable expands the

table unnecessarily.

ol AR FahrikarPayrments - Microsoft Excel FiuotTable Tools S
a
Home  Insert  Pagelayout  Formulas  Data  Review  Wiew  Options | Design © - = x
V| Row Headlers Banded Rows
@ Column Headers (] Banded Calumns
Totals = | Layout - Rows -
Layout PivotTable Style Options PivatTable Styles
3 - e | sum of amourtt Paid ¥
2 e © [z} E 17 G H v x

iPmeable Field List

(Choose fields bo add to report:

Sum of Amount Paid lcolumn Labels [~ [Tvoid
Row Labels j 1/16/2006 1£19/2006 1/20/2006 2{1/2006 2/2/2006 3/1/2006 3/2{2006 3 | [//Payment Date
= Baldwin Museum of Science [t
Chedk 25000 0 [7|Customer Name
= = =| [v/rayment Method
Baldwin Museum of Science Total 25000 o [ Amount Paid

o | o s fw e

=Blue Yonder Airlines
Check

w

10 Blue Yonder Airlines Total

11 =Brenda Diaz
12 Credit Card

13 Brenda Diaz Total

14 | =ICity Power & Light
15 Check

16 City Power & Light Total

17 = cCoho Vineyard
18 Cherk

12 Coho Vineyard Total

20 = Coho Winery
21 Check

Drag Fields between areas below:
7 Report Filter 1 Column Labels

Payment Date ™

22 Coho Winery Total

23 “Fourth Coffee
24 Check

25 Fourth Coffee Total

26 /Heidi Steen
27 Check

W 4 » ¥ | sheetd .~ Received Payment List

Sheetl

Sheet2 “sheet3 [ I [

Ready | B3

14 Row Labels = values

Customer Mame ¥ Sum of Amou.., ™

Payment Met,.. ¥

"] Defer Layout Update

[EEE=T e

(1]

()

Instead of adding the Payment Type field to the Rows Labels or Column Labels area, you
can drag the field 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.
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iGN LA s FabrikamPayments - Micrasoft Excel PivatTable Toals .3
= Home — Insert Fage Layout  Formulas Data Review  Wiew Options Design @ - 7 x
E ¥| Row Headers Banded Rows
Subtotals Grand | Report Blank | [ Calumn Headers Banded Columns
*  Totals+ | LayoutT Rows ™
Layout FivotTable Style Options
A3 - fe ‘ Row Labels ¥
A B c D E F g H. [ PivotTable Feld Lis - x
1 Payment Date (1] E‘
2 Choose fields to add to report:
3 |[Row Labels . Sum of Amount Paid []woid
4 = Baldwin Museum of Science [¥]Payment Date
5| Chew 301320.68 Elne.
& Baldwin Museum of Science Total 301920.68 FlCustomer Name
e =| |[V|payment Method
7 =Blue Yonder Airlines 7]Amount Paid
8 Check 235848, 76
9 Blue Yonder Airlines Total 295848.76
10 =Brenda Diaz
11 Credit Card 12753.1
12 Brenda Diaz Total 12753.1
12 = City Power & Light
14 Check 35792882
15 City Power & Light Total 357928.82
16 = Coho Vineyard Drag fields between areas below:
7 Check 490252,92 7 Report Filter i column Labels
1& Coho Vineyard Total 490252.92 Payment Date ™
19 = coho wWinery
20 Check 248880.9
21 Coho Winery Total 248880.9
22 ='Fourth Coffee ] Row Labels I Walues
13 Check 84190.44 Customer Kame = || Sum of Amou... ¥
24 Fourth Coffee Total 84190.44 Payrent Met... ¥
25 “/Heidi Steen
26 Check 2039183
27 Heidi Steen Total 20391.85 [E] Defer Layout Update!
4 4 ¢ M| Sheetd . Received Payment List Sheetl -~ Sheet2 ~ Shest3

Ready | 3

7).

0
[EEEFTT e &)
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When you click the arrow of a field in the Report Filter area, Excel 2007 displays a list
of values in the field. In previous versions of Excel, you could select only one Report
Filter value by which to filter a PivotTable; in Excel 2007, selecting the Select Multiple

Items check box enables you to filter by more than one value.

In this exercise, you will focus the data displayed in the PivotTable by creating a filter
using the values in the Column Labels or Row Labels area, and then by filtering a
PivotTable based on the contents of a field 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 field header, click the arrow that appears, and then

clear the Check check box.
The PivotTable hides all transactions paid by check.

o H9-e s FabrikamPayments - Micrasoft Excel PivotTable Tasls -
= Home  Insert Page layout  Formulas Data Review  iew Options Design @ - = x
| Row Headers Banded Rows =
Subtotals Grand | Report Blank || [ column Headers Banded Columns =
otals ~ | Layout = Rows =
Layout FivatTable Style Options FivatTable Styles
A3 - Jx | Row Lahels ¥
& B C ] E F [ H ipwmama Field List - x
1
2 ‘Choose fields bo add ko report:
3 Sum of Amount Paid [Clvaid
4 | = Brenda Diaz [ |Payment Date
5 Credit Card 127531 [l
¢ |Brenda Diaz Total 127534 ] Customer Name
= —| [@Payment Method N4
7 | “Kevin Casselman 3 [7]Amount Paid
i Credit Card 16206.85
9 Kevin Casselman Total 16206.85
10 ='Sean Purcell
11 Credit Card S646.8
12 Sean Purcell Total 5646.8
13 Grand Total 34606.75
14
15
16 Drag fields between areas below:
17 7 Report Filker A Column Labels
18
19
20
21
22 i Row Labels 3 Valies
3 Customer Name Sum of Amou... ¥
4 Payment Met,.. ™
25
26
& [7] Defer Layout Update
W 4 » M| Sheet4 Received Payment Lisk Sheetl - Sheet2 -~ Sheet3 Al
Ready | 2] [T ) v <

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

Excel reverses your last action.
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4. In the PivotTable Field List task pane, drag the Payment Method field 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 filters your data.

fﬁ; H9-© s FabrikamPayments - Micrasoft Excel PivatTable Tools o sl T

Home  Insert  Pagelayout  Formulas  Date  Review  Wiew  Options | Design ® - = x

| Row Headers Banded Rows
| Column Headers [ Banded Columns
Totals ~ | Layout~ Rows
Layout PivotTable Style Options PivotTable Styles
A3 ~ S ‘ Row Labels ¥
A B c D E F G H 1 J'inivutTah\eFieldLi;t v x

1 Payment Method Credit Card @
2 Choose fields to add to report:
3 [Rowlabels |~ |sum of Amount Paid [ vid
4 Brenda Diaz 12753.1 [Clpayment Date
5 |kevin Casselman 1620685 [Clve.
5 sean Purcell 5646.3 FiCustamer Name
; Grand Total 31606.75 7| ';:’::;:;:Zth"d L
E]
10
11
12
13
14
15
16 Drag fields between areas below:
17 " PReport Filter 4 Column Labels
18 Payment Met... ~
13
20
21
22 1 Row Labels T walues
3 Customer Hame ¥ Sum of Amau...
24
£
26
i 7] Defer Layout pdate
4 4 » M| sheetd - Received Payment List Sheetl - Sheet2 -~ Sheet3
Ready | 7] (BT Y &

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

Excel reverses your last action.

Oa 7. Click the Microsoft Office Button, and then click Save.
e Excel saves your workbook.

Microsoft Office . X : . .
Button 8. Click the Microsoft Office Button, and then click Exit Excel.

Excel closes.
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Analyzing Data by Using Access 2007 Reports and
Queries

Microsoft Office Access, the 2007 Microsoft Office 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
finds 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 find specific 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 first 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 file,
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.
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5. If necessary, in the Import Spreadsheet Wizard, click Show Worksheets and in the
box, click the Received Payment List entry.

6.
7.
8.

9.
10.

The selected data source appears in the Import Spreadsheet Wizard.

Eal Import Spreadsheet Wizard

@ Show Worksheets

Show Mamed Ranges

‘four spreadsheet file contains more than one worksheet or range, Which worksheet or range would you like?

Sheet4

Received Payment List
Sheet1
Sheetz
Sheet3

Sample data for worksheet 'Received Payment List',

1 Woid [Payment Date [lo. [Customer Name Fayment Method [bmount Paid o

E] 1/16/2006 1 Fatherine EBerger Check $10,000.00

El 1/16/2006 } Fatherine EBerger Check 30.00

|4 | 1/19/2006 o3 Fatricia Doyle Check $5,000.00

5| 1/20/2006 4 Fatricia Doyle Check 30.00

e | /172006 3 Ealdwin Museum of Science [Check $25,000.00

7] Efz/z008 7 Ealdwin Museum of Science Check $0.00

B} FS1/2006 =] Fatherine EBerger Check $12,569.70

E} BS2/z2006 10 [Patricia Doyle Check 54,252.60

E FS12/2006 11 [Ealdwin Museum of Science [Check 543,542 .66

11| F/24/2006 12z [Katherine EBerger Check $46,467.11

E F/31/2006 13 [Patricia Doyle Check $19,049.54

E /1472006 14 [Ealdwin Museum of Science [Check 365,542 .66

14| /3072006 15 [Katherine EBerger Check $46,467.07 v|

= 0
Cancel ek = ] | Einish |

Click Next to display the next page of the wizard.

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

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 field's
formatting or have Access skip a field when it imports the data. You won't use
any of those options in this exercise.

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

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

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

The final 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 fields you want to display, and
define 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.

é> 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 fields appear under Available Fields.

Report \Wizard

‘which fields do you want on your report?

‘fou can choose from more than one table or query.

Tables/Gueries

[=]

Selected Fields:

Payment Date

Mo

Customer Mame
Payment Method
Amount: Paid

Cancel Mext = ] I Einish
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Add All

Add

v

Click the Add All button to add all of the fields to the report:
All of the table’s fields appear under Selected Fields.

Click Next to display the next page of the wizard.

Click the Customer Name field, and then click the Add button.

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

Click Next.

The next Report Wizard page appears.
Click the arrow next to the first field, and then click Payment Date.

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.

Click Finish.

Access creates your report.

N A & Morthwind 2007 ; Database (Aecess 2007) - Microsoft Access - = %
L, —
—= | Print Preview | @

8| DL 0 g o 3

[ Print Data Only

E==

g3 | fwpwiord
S S Text File —
2 Close Print

Print | Size |Portrait|landscape Marging __ Fage || Zoom | One | Two More || Refresh | Excel SharePoint
- == Columns Setup - Page | Pages Pages~ All List %MWE' Previeuw

Frint Fage Layout i Zoom Data Close Preview
All Access Objects ~ <« || [ Received Payment List
Tables 2

Contacts

Customers

Employes Frivleges Received Payment List

Employees

Inventory Transactions useum of Science

=

=

=

=]

=]

=

I Iwoices Tt s
T Order Details

T Order Details Status 3 ;ﬁizzz :
T OrderByCustomer - =
I Orders

T Orders status AL "
F Orders Tax Status FE3210 =
1 ordersincorect 84222005 el
T Priviteges & Yonder Airlines

T Products 7/28/2007

1 Products by Supplier o= /16,2007

E Purchase Order Details Lo

E Purchase Order Status HRRA

3 Purchase Orders Brenda Diaz

T Received Payment List 114972007

T sales Reports Ity Powrer & Light

1 shipments

- ; 1 P Mo ] o Filter |

7
a
2

| Hum Lock
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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 find 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 find, name the fields 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 fields 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.

é> 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.
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Simple Query \Wizard

‘which fields do you want in your query?

‘fou can choose from more than one table or query,

Tables/Gueries

Table: Contacts El

Available Fields: Selected Fields:
|

Last Mame u

First Marne

E-mail Address

Job Title

Business Phone

Home Phone -

(o) o)

3. Click the Tables/Queries arrow, and then in the list, click Table: Received Payment List.
The table’s fields appear under Available Fields.

4. Click the Add All button to add all of the fields to the report:
All of the table’s fields 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.
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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 Office 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 fields that display your company name
and address, the customer’s contact information, and the data from the financial 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
fields, 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 Office applications. The XML tags you add to the Word template correspond
to the customer, company, and financial fields 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 fields that can be used in the tem-
plate. You add fields to the template in a manner similar to setting up fields for a form
letter or mailing labels when working with the mail merge feature in Word. The fields
are organized into groups related to customer information, company information, and
header fields. There is also a field named Line, which inserts financial 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.
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BE SURE TO start Office Accounting 2007 before beginning this exercise.
l OPEN the Fabrikam sample company file.

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

The Manage Microsoft Word Templates dialog box opens.

tanage Microsoft Ward Templates
Manage Microsoft Word Templates

Modify,

Template types

@ Invoice

) Sales Order

) Quote

1 Customer Credit Memo
) Cuskomer Stakement

1 Purchase Crder

Templates

Finance Charge -

Ta create or modify & Microsoft Word template, first select the Template bype, and then click Create or

Name

By, doc

A| Came ]

Finance Charge -

Green.doc

Finance Charge -

Lines,doc

Finance Charge -

Rust.doc

Finance Charge -

Sienna,doc

Finance Charge -

Slate Blue.doc

Finance Charge -

Slate Green.doc

Invoice Produck -

By, doc

Invoice Produck -

Green.doc

Tt Famdioat

Vimmm den

Close

==l

Modify

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.

'_Elj Create Mew Microsoft Word Template

\TemplatesInvoice

Create Mew Microsoft Word Template
To create a new Microsoft Word template enter a template name and click Create,

‘four template is saved in the Following Folder,

X

E:\ProgramDataiMicrosofti Windows) Templates\Office Accounting 2007

Template name:

Cancel

Create
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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.

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

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 fields 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.

Click to the right of the closing StatementPeriod XML tag, and then press [ ener].

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

Press the key three times to add three blank lines to the document.
In the Document Actions pane, click Closing Balance.
The Closing Balance field appears in the template.

Click to the right of the ending Closing Balance field, press (e, and then click the
Amount Due field in the Document Actions pane.

The Amount Due field appears in the template.

Click to the right of the closing AmountDue XML tag, press [em=], and then type
Thank you for your business.
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12. In Word, click the Microsoft Office 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.
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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 lllustrations 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 file.

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.
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Oa In Word, click the Microsoft Office Button, and then click Save As.
Yy The Save As dialog box opens.
Microsoft Office

Button . 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.

At the bottom of the document, click the Your Logo Here graphic, and then
press [oel).
The graphic disappears.

On the Insert tab, in the lllustrations group, click Picture.
The Insert Picture dialog box opens.

Navigate to the folder containing the desired picture, click the file, 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.
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% CLOSE Word and the Manage Microsoft Word Templates dialog box.
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9. Click the Microsoft Office 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.

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 specific 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 filters set to weed out any commercial messages.

You can avoid the possibility that your e-mail message will be caught in a junk mail filter
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 Office. 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 fields 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.
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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 file.

1. On the Company menu, click Write Letters.
The Write Letters Wizard starts.

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

The Select A Letter Template page appears.
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Under Recipient, click Employee.

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

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

The Select Employees page appears.

Under Filter Options, clear the Inactive check box.

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

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

The wizard selects every employee displayed in the list.
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Click Next.

The Add A Signature page appears.

Click Create Letters to accept the current signature.

The letters appear in a new Word document.

Click the Microsoft Office Button, and then click Save As.

The Save As dialog box opens.

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 files using the Word
2007 file format, click OK.

Click the Microsoft Office Button, and then click Exit Word.

Word closes.
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Key Points

® |[f you can't easily perform the type of analysis you'd like to perform in Accounting,
export your data to the 2007 Microsoft Office system program with which you can
analyze your data most effectively.

® With Excel 2007 PivotTables, you can reorganize and filter 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.



