Word/Excel 2013: Integrated Project 1
Integrated Project 1
For this project, format the letter from Placer Hills Real Estate to a client, add formulas to the worksheet, and insert a part of the Excel worksheet into the letter.
[Student learning outcomes Word - 1.1, 1.7, 2.5, 2.6, 2.9, 4.4, 4.5; Excel – 1.1, 1.2, 1.4, 1.5, 1.6, 2.1, 2.3, 2.4, 2.5, 4.2]
Files Needed: PHRELetter.docx, HomeBuying.xlsx, PHRELogo.png
Completed Project File Names: [your initials] Integrated Project 1a.docx, [your initials] Integrated Project 1b.xlsx
Skills Covered in this Project
Open and save a document.
Apply paragraph formatting.
Edit a footer.
Insert a border.
Insert and customize columns.
Apply and customize bullets.
Insert and position a picture.
Open and save a workbook.
AutoFit column width.
Edit cell contents.
Rename and apply color to a worksheet tab.
Create a formula to calculate loan amount.
Use TODAY and PMT Function.
Apply Table style.
Copy and paste a table.
Check spelling and grammar.

1. Open the PHRELetter Word document from your student data files.
2. Save this document as [your initials] Integrated Project 1a.
3. Change the before paragraph spacing on the first line (date line) of the Word document to 12 pt.
4. Edit the footer to include a Top Border (from the Borders drop-down list) above the first line of text.
5. Apply column format to the list of text beginning “Cost $140,000…” through “Large Backyard.”
a. Apply two column format.
b. Change the space between columns to 0.4”.
6. Add bullets to the list and customize the bullets.
a. Apply the solid square bullet (Windings, character code 110, ) to the text in the two-column list.
b. Select the bulleted, two-column list and change the left indent to 0.75”.
c. If necessary, use a column break to balance columns.
7. Insert and position a picture.
a. Place your insertion point at the beginning of the document, insert the PHRELogo file from your student data files.
b. Change the text wrapping to Tight.
c. Change Horizontal Absolute position to 6.4” to the right of Page.
d. Change Vertical Absolute position to 0.2” below Page.
8. Save the Word document and leave it open.
9. Open the HomeBuying Excel workbook and save it as [your initials] Integrated Project 1b.
10. Edit the worksheet.
a. AutoFit column widths of columns B and C.
b. Edit the text in cell B9 to read “Current Annual Mortgage Rate”.
c. Edit the text in cell B10 to read “Monthly Payment Amount”.
d. Rename the tab Mortgage Payment.
e. Color the tab Orange, Accent 2.
11. Enter formulas and functions.
a. Select cell C1 and insert a function for today’s date.
b. Select cell C7 and create a formula to calculate the loan amount.
c. In cell C10 insert the payment function to calculate the monthly payment. 
12. Select B4:C10 and apply Table Style Medium 17 table style. If needed, adjust the column width to fit the information.
13. Change the Price amount to $155,000.
14. [bookmark: _GoBack]Change the Down Payment to $55,000.Figure 1 Integrated Project 1a completed

15. Change the Current Annual Mortgage Rate to 3.50%.
16. Select B4:C10 and copy the table.
17. Return to the [your initials] Integrated Project 1a Word document.
18. Paste the table above the paragraph “If you have any questions…”
19. Center the table horizontally.
20. Spell and grammar check the document.
21. Make sure that there is one blank line above and below the two-column bulleted list and the Excel table (Figure 1).
22. Save and close both the Word and Excel files.
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