


Make It with 
Microsoft Office 2007  

 
Windows Version  

 
 
 
 

Vicki F. Sharp 
Professor Emeritus 

 
 
 
 

 



 

About the Author 
 

 
Dr. Vicki F. Sharp, Professor Emeritus at California State University, 
Northridge, is the author of more than 44 books and numerous articles on topics 
related to the use of computers in education. A few of her books include: Make 
It with Inspiration 8.0, (Visions Technology in Education, 2006), Best Web Sites 
for Teachers Seventh Edition (Visions Technology in Education 2006), Make It 
with Office 2004, Macintosh (Visions Technology in Education, 2006), Make It 
with PowerPoint 2003/2004 Windows and Macintosh (Visions Technology in 

Education 2005), Computer Education for Teachers, Fifth Edition (McGraw-Hill, 2005); Make It with 
Office 2000, XP, 2003, Make It with Office X, 2001 (Visions Technology in Education), Make It with 
Inspiration 7.6 , (Visions Technology in Education, 2004), The Best Web Sites for Teachers, Fifth Edition 
(International Society for Technology in Education, 2002), HyperStudio 3.2 in One Hour, Windows and 
Macintosh Versions (International Society for Technology in Education, 1999).  
 
She frequently writes about children’s software for magazines, and serves as a computer consultant and 
trainer for software publishers and school districts in Southern California. 
 
 
 
 
 
 
 
 
 
 
 

  



Table of Contents 

Table of Contents 

Preface.................................................................................................................... xi 

Introduction..............................................................................................................1 

Getting Started .........................................................................................................3 

Project Chart ..........................................................................................................10 
 

Projects with Word 

 Certificate Template...............................................................................................11 

 Proofreader.............................................................................................................16 

 Letter ......................................................................................................................22 

 Envelopes...............................................................................................................32 

 Letterhead Stationery .............................................................................................35 

 Place Card ..............................................................................................................42 

 Newsletter ..............................................................................................................48 

 Flyer/Sign...............................................................................................................56 

 Research Report .....................................................................................................62 

 Mail Merge.............................................................................................................67 

 Book Report Web Page..........................................................................................76 

Projects with PowerPoint 

 Slideshow...............................................................................................................83 

 Science Slide........................................................................................................114 

 Screensaver ..........................................................................................................125 

 
Make It with Microsoft Office 2007 — Windows Version          vii  



Table of Contents 
 

 Photo Album ........................................................................................................129 

 Saving a Presentation as Web Page .....................................................................134 

 Preparing for CD Distribution .............................................................................135 

 Organizational Chart............................................................................................137 

Projects with Excel 

 Speed Calculator ..................................................................................................142 

 Balancing a Budget ..............................................................................................153 

 Grade Book ..........................................................................................................162 

 Graph/Chart..........................................................................................................169 

Projects with Access 

 Table/Address Book.............................................................................................178 

 Report Wizard......................................................................................................189 

 Mailing Labels .....................................................................................................195 

 Database (Planets)................................................................................................201 

 Form.....................................................................................................................210 

 Filtering Records..................................................................................................215 

 Simple Query .......................................................................................................223 

Projects with Publisher 

 Newsletter ............................................................................................................232 

 Flyer .....................................................................................................................244 

 Banner ..................................................................................................................250 

 Business Card.......................................................................................................256 

 
viii      Make It with Microsoft Office 2007 — Windows Version  



Table of Contents 

 Web Site...............................................................................................................260 

 Calendar ...............................................................................................................265 

 Program................................................................................................................269 

Microsoft Outlook 2007 

 E-mail...................................................................................................................280 
 

 Index ....................................................................................................................293 

 
Make It with Microsoft Office 2007 — Windows Version          ix  


	03. TOC (vii-ix).pdf
	Table of Contents 
	Preface xi 
	Introduction 1 
	Getting Started 3 
	Project Chart 10  
	Projects with Word 
	 Certificate Template 11 
	 Proofreader 16 
	 Letter 22 
	 Envelopes 32 
	 Letterhead Stationery 35 
	 Place Card 42 
	 Newsletter 48 
	 Flyer/Sign 56 
	 Research Report 62 
	 Mail Merge 67 
	 Book Report Web Page 76 
	Projects with PowerPoint 
	 Slideshow 83 
	 Science Slide 114 
	 Screensaver 125 
	 Photo Album 129 
	 Saving a Presentation as Web Page 134 
	 Preparing for CD Distribution 135 
	 Organizational Chart 137 
	Projects with Excel 
	 Speed Calculator 142 
	 Balancing a Budget 153 
	 Grade Book 162 
	 Graph/Chart 169 
	Projects with Access 
	 Table/Address Book 178 
	 Report Wizard 189 
	 Mailing Labels 195 
	 Database (Planets) 201 
	 Form 210 
	 Filtering Records 215 
	 Simple Query 223 
	Projects with Publisher 
	 Newsletter 232 
	 Flyer 244 
	 Banner 250 
	 Business Card 256 
	 Web Site 260 
	 Calendar 265 
	 Program 269 
	Microsoft Outlook 2007 
	 E-mail 280 
	 Index 293 


