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Elements of Manipulate Data
Competency o Employ advanced features of applications in the
preparation and presentation of data
o Efficiently transfer data between applications, linking and
embedding related data files as required
e Create and employ objects, macros and templates for
routine activities
e Use shortcuts and features to increase personal
productivity.
Access and use support resources
e Solve routine problems using support resources
e Use on-line help to overcome difficulties with applications
e Solve problems with manuals and training booklets
e Access and apply technical support for system problems,
utilising troubleshooting results and alert messages

Number of Pages 318

Audience This manual is aimed at people who are studying the
Certificate Ill in Information & Communications
Technology ICA30105. It covers the core unit of
ICAU3126B Use Advanced Features of Computer
Applications (Word/Excel/Access 2007). This manual is a
learning resource and is not an assessment tool. An
Assessment Tool & Marking Guide is available for this
manual separately.

Prerequisites A sound Introductory knowledge of Microsoft Word, Excel and
Access 2007 is necessary.

Course Length In a training environment this manual is suitable for
approximately 40 hours

Course Structure The course contains instructor lead exercises as well as
examples completed at the students’ own pace. A course disk
contains the necessary files to complete the manual.
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Multiple Documents

The Window Group
Splitting a Window

The Split Box

Removing the Split
Opening Multiple Documents
Switch Windows

Arranging Windows
Dragging Text between Documents
Note on Moving Text
Advanced Table Features
Formulas Revision
Merging and Splitting Cells
Inserting a Row

Merging the Cells

Splitting Cells

Table Headings

Setting Headings

Testing the Headings
Tabs in Tables

Decimal Tabs in Tables
Inserting Tabs in Tables
Setting a Tab

Updating Table Formulas
Updating the Fields

Text Direction

Inserting a Column
Changing Text Direction
Removing Borders
Converting Tables
Converting the Table
Resetting Tabs

Converting Tabs to a Table
Splitting the Table
Replacing Characters
Converting Spaces to Tabs
Replacing the Spaces
Converting Text to a Table
AutoFitting Text

Sorting the Table
Replacing Characters
Converting Spaces to Tabs
Replacing the Spaces
Converting Text to a Table
AutoFit Text

Sorting the Table

Forms

Creating a new Form

dataé7

Legacy Form Fields

The Developer Tab
Drop-Down Form Fields
Inserting a Drop-Down field
Text Form Fields

Inserting a Text Form Field
Check Box Form Fields
Inserting a Check Box

Default Check Boxes

Custom Help Text

Adding Status Bar Help
Adding Help Key Text
Protecting the Form

Saving a Form as a Template
Using a Form

Completing the Memo
Columns and Sections
Creating Columns

Multiple Column Formats
Creating Sections
Recognising the break
Formatting a Section

Inserting a Column Break
Exercise — Columns and Sections
Section Breaks

Page Numbering Style
Inserting a Section Break
Recognising a Section Break
Numbering a Section
Recognising the Sections
Numbering the Second Section
Changing the Numbering Style
Templates

Creating a Template

Creating the Fillin Fields

Fillin Text

Viewing Fields

The Second fieldThe Third field
Date and Time fields

Saving the Template

Using the Template

Macros

Creating a Macro

Assigning the Macro to the Quick
Access Toolbar

Formatting the Macro Icon
Choosing a Macro Icon
Recording the Macro Actions
Testing your Macro
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Using the Macros Dialog Box
Deleting the Macro

Customising the Quick Access

Toolbar

Removing an Icon
Adding an Icon
Testing the icon
Table of Contents
Applying the Styles

Generating the Table of Contents

Choosing a Format

Using Hyperlinks
Updating the Table of Contents
Indexes

Marking Text for the Index
Marking Further Entries
Compiling the Index

The Index

Changing the Index Format
Updating the Index
Tracking Changes
Highlighting Changes
Track Changes Options
Formatting Changes
Reviewing Changes
Accepting All Changes
Turning Off Changes
Using Excel with Word
The Totals

Number Formatting
Returning to Word

Editing the Worksheet
Linking

Switching to Excel
Copying Information from Excel
Pasting Information from Excel
Linking

Advantages
Disadvantages
Establishing the Link
Testing the Link

On Your Own

Revision Exercise One
Revision Exercise Two
Cell Protection
Protecting Cells
Protecting the Sheet
Removing the Protection
Range Names

Defining Range Names
Using the Name Box
Using the Dialog Box
Name Guidelines
Creating Multiple Names
Testing the Names

Names in Formulas
Applying Names

Pasting Names into Formulas
Navigating with Names
Using the Name List

Using Named Constants
Format Painter

Applying Names to Constants
Using a Constant
Documenting Range Names
Pasting a List of Names
Linking

Worksheet Linking

Creating the First Formula
Using Paste Link

Paste Special

Creating the Totals
Workbook Linking

Creating the Formula
Copying the Formula

Data Consolidation
Starting the Consolidation
Adding Worksheets
Performing the Consolidation
Using Statistical Functions
Using Average

Using Max

Using Min

Importing Data

Why Import Data?

Types of Data

Data Type Examples
Importing CSV Files
Opening a CSV File

Saving the File

Text Import Wizard
Step1of 3

Step 2 of 3

Step 3 0of 3

Space Delimited Files
Skipping a Column
Exporting Data

Choosing a Specific Format
Exporting to Microsoft Word
Copying Cells

Copying a Graph

Pasting Data with a Link
Copying a Graph as a Picture
PivotTable Reports
Starting the PivotTable report
Data Range

PivotTable Location
Rearranging Data

Page Fields

PivotTable Exercise
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Filtering a Report

Adding Fields

No Field List?

Field Settings

Formatting Numbers
Refreshing Data
Formatting a PivotTable
Report Layout

PivotTable Styles
Expanding and Collapsing Detail
Collapsing Item Detail
PivotChart Reports
Creating a PivotChart
PivotChart Reports from scratch
Data Range

PivotTable Location
Adding Fields to a PivotChart
Macros

What is a Macro?
Recording a Macro

The Developer tab
Security Level

Starting to Record

Naming the Macro
Shortcut Key

Macro Location
Description

Recording?

Performing the Actions
Stop Recording

Testing the Macro
Practice Exercise

Stop Recording

Test the Macro

Editing a Macro
Examining the Code
Editing the Code

Personal Macro Workbook
Testing the Macro
Relative/Absolute Recording
Recording the macro

Stop Recording

Testing the Macro
Stepping through a Macro
Macro Buttons

Drawing a Button
Assigning the Macro
Macro Button Text
Selecting the Button
Resizing & Moving the Button
Using the Macro Button
Exercise

Customising the Quick Access Toolbar

Button Location
Changing the Button Image

Display Name

Deleting Macros

Deleting a Macro Button
Macro Revision Exercise
Recording the Consolidation
Performing the Macro Actions
Testing the Macro

Recording another Macro
More Macros

Macro Security Level

A Database Project

Plan your Database

Scenario

Planning the Database
What information do you need to
keep?

Summary of Customer Actions
Report Types

What else?

Plan Summary

Videos - Exercise

Exercise

The Tables

A Customers table

A Videos Table

A Sales table

Refining the Table Fields
Remove Duplication

Remove Calculated Fields
Refining the Videos table
Relationships

Revision - Creating the Tables
The Customers Table

The SaleType Table

The Videos Table

The Sales Person Table

The Reports Table

The Sales Table

The Result

Field Properties

An Input Mask

Editing the List

The Placeholder

Choosing an Input Mask
Setting Required Fields

Video Exercise — Field Properties
tbICustomers

tblSales

tblVideos

tblSaleType

tblSalesPerson

tbIReports

Importing Spreadsheet Data
The Import Spreadsheet Wizard
Screen 1
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Screen 2

Screen 3

Video Exercise

Lookup Fields

Creating the Lookup Field
Row Source

Lookup Lists

The Values

Column Name

Editing a Value List

The Relationships Window
Forms Design

Preparation

Creating a Form

Form Fields

Selecting the Fields

Form Layout

Form Title

The Form

Formatting a Form

Design View

Selecting Text Labels
Formatting the Labels

Field Properties

Changing Captions
Changing Captions Exercise
Moving Fields

Vertical Spacing

Nudging Fields

Shrinking Or Expanding a Field
Using the Keyboard

Using the Properties menu
Changing a Form Caption
Finishing Touches

Video Exercise

Form Templates

Setting Form Properties
Copying a Form

Accessing Form Properties
Creating a Form Template
Testing the Template
Creating Forms from a Template
Form One

Form Two

Video Exercise

Application Front Ends & Menus
Preparation

Creating the Form

Creating the Buttons

Form Caption

The Command Button Wizard
Form Action

What Form?

Initial Form Display

Button Display

Button Name

Result

Button Label

Exercises

Creating a Second Form
Copying the Form
Naming the Form
Modifying the Second Form
Vertical Spacing
Copying a Field
Modifying the Button Procedures
Pasting a Procedure
Editing the Second Button
Naming the Button
Creating the Procedure
Copying the Code
Testing the Button
Editing the Third Button
Naming the Button
Creating the Procedure
Copying the Code
Testing the Button
Switch Buttons

Naming the Button
Creating the Procedure
Copying the Code
Testing the Button
Creating the Fifth button
Naming the Button
Creating the Procedure
Testing the Button
Video Exercise

Form Graphics
Preparation

Inserting a Picture
Image Properties

Sizing the Image
Images Revision

Video Exercise
AutoExec Macros
Preparation

Creating a Macro
Choosing the Action
Action Arguments
Saving the Macro
Running the Macro
Editing the Macro

Video Exercise
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