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Seminar Level: Advanced: An advanced level course facilitates the development of thoughts
(ideas, theories, procedures) to the most advanced stage possible. For functional courses, the
objectives taught at this level challenge learners to analyze and make business decisions on how to
utilize the agency management system or software in their agency, or apply a high level of technical
aptitude to understand in depth features and functionality.

Class Description: In this very advanced session, you will discover how to work with
headers/footers, section breaks, pull from multiple applications, insert various objects, work with
tables and math functions, macros, drawing objects, linking and embedding, and more. You will
need a good working knowledge of Word to take your formletters and proposals to this next level as
this session will move quickly.
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Learning Outcomes:

o Discover how to insert pictures and link to other documents in proposals.

e Identify how to use Word’s math functions to automatically total an equipment schedule or a
premium summary, as well as the possibilities and limitations for pulling data from multiple
applications into a single page.

e Demonstrate the knowledge you need to make your proposals more professional and easier
for your CSRs/Account Managers to create.

Assumptions: This seminar is based on the following
TAM Version 12
Microsoft ® Word Version 2007/2010
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Section Breaks

When TAM/Vision creates a proposal on the client or prospect, it does it by creating each
individual page from the master documents in the proposal setup, then merging them all
into a single document. Between each page TAM/Vision puts a Section Break — you can see
them by turning Formatting Marks on (the 9 symbol on the toolbar).

(D) 56954700.doc [Compatibility Made] - Micrasoft Word
_Ey Home Insert Page Layout References Mailings Review View Developer Add-Ins Acrobat
""J f : Times New Roman e A A% | = 1 E 2T sazscon: AaBb( AaBbC¢ AaBbCc AEbC
5 ;.Fgrmat painter || B 4 U - abe x, x° Aa-|| - A-||E = = E|l= |8 5 wphasis  THeading1 THeading2 Heading3 7 MNarw
Clipboard i Fant i Paragraph i Styles
SO HE B S D e S T
M e o0 -, o, <] Turns formatting |
. marks on T
Locations:q
: 1
1
) Locationy g i
- Buildingz Address: Building:Use-or-Occupancyi
' Loc#:1Y 40Bey-LeaRoady Dental-office- ¢
Bldg#-12 TomsRiver, NJ-08753¢ Section Break
; Loc#1Y  40Bey-LeaRoadf Dentaloffice~| inserted when
Bldg#2c TomsRiver, NJ-087530 TAM creates
Loc#29 | 23Main-Street] Dental office--{ Proposal
Bldg#-12 TomsRiver, NJ-08753¢
1 Section Break (Next Page) ol
Business-Property:
1
Locationy € Coverage- ¢ i
Building::  Subject-of Insurancei Limit: Deductiblex | Valuation-‘]
Loc#-0009 | Building--o $2.500,0002 $1.0000 Replacemer
Bldg#-
000%

Section Breaks come in various types; the most common, and the one that we are interested
in here, is a Section Break-Next Page. It forces a new page at that point in the document.
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Whenever a section break occurs you can change the page-based formatting — the margins;
the page layout (landscape/portrait); the printer bin selection; and the headers and footers,
which usually include the page numbering. This makes Section Breaks a very powerful and
useful tool - here are just a few examples of how you can make use of them:

You can print one page of the proposal from your printer's letterhead bin, and the rest from
the plain paper bin

You can print one page (or more) in landscape mode - perhaps a schedule, or an inserted
Excel spreadsheet — with the rest of the document in portrait mode

You can set up headers and footers that change throughout the document — perhaps one
section is headed "Coverages and Limits" while another is headed "Coverage Descriptions"

You can have page numbers print on certain pages, but not all — perhaps not on the cover
page, or on the cover letter

It is important when editing a proposal that has been created at the client/prospect that you
do not inadvertently delete a Section Break. If you do, your proposal will change in
unexpected ways — any of the features mentioned above might suddenly not be set the way
you expect them.

By default the type of Section Break that the TAM/Vision/Word interface uses is Section
Break — Next Page. There is another option - Section Breaks - Continuous. If you use this
then the various proposal sections will appear on the same page. This can be useful for

coverage pages that have very little information and s S ==

don’t take up much space on a page. To change the Marons |, paper | Laout
Section break type, in the master document you want M o Tl
it changed on (the one that will have the next “page’ S S
printed after it) go to Page Layout tab, Page Setup Hgdmfed?;:
group click the dialog launcher, Layout, Section start, e o5
Continuous. If you want it changed back to New page R
at a later point in the proposal, go to that master o [ 5
document and make sure it’s set to New Page. |
Previen
Home Insert Page Layout References Mailing =
J Ly 3 I'_' J »= Breaks * % !
: _'—}]_ j £3 Line Numbers ~ —
Marvglr'ls Grlenl:atmn 5|sz Cn:nll_lmns b8 Hyphenation - R 5 (enmn] (]
Page Setup |_ |
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Headers and Footers

You can have each section of your proposal have a different header — the most common use
of this technique it to head each document with the name of the coverage part it is detailing
- “Property”, Liability”, etc. You can also use the header &/or the footer to include your
agency name or logo, page numbering, or other information. A version 10 enhancement
enables you to directly put TAM data (e.g. the client name) into a header or footer. Headers
and Footers are accessed from the Insert tab.

Page Numbering

Even though each proposal you create at the client/prospect level will be different, you can
set up page numbering so that every proposal will be numbered correctly. You do this by
putting the page number field in the footer of each individual proposal document.

You probably have a proposal cover page that you do not want to be numbered and do not
want included in the number count. So do not follow these steps for that page. In each of

the other documents, follow these steps:

Select Footer in the Insert tab, and then select Edit Footer.

2 B

Insert the page numbering info you want by selecting Page Number, Footer Page
select Bottom of Page and the layout of where you want the number to v Number~
be. Once it has been placed, then simply type “Page " in front of it.

I
First Page Footer -Section 1-

Page Mumber Format 2
Number format:  FREZEA - |

Chapter starts with style: |Heading 1

Click on Page Number and select Format Page

Numbers; you’ll get this screen: Use separator: - fnghen]

Examples: 1-1, 1-A

Page numbering
Advanced

@ Continue from previous section

() Start at: =
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On all the documents except possibly the first one in your Proposal Setup, you
will select the button “Continue from previous section”.

Close out of the Header & Footer.
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Printer Bin Selection

In theory you can set up the printer bin selection in the master documents - in each
document go to your Page Setup, and pick the bin you want that page to print from. (Make
sure you have selected the printer that your end users will be printing to, which may be
different from the one you use at your workstation.) However there is currently a bug in the
TAM/Word interface that sometimes stops these printer bin selections from holding when
the proposal is created by the end user. Until that bug is fixed, here’s the workaround for
the end user.

The first suggestion is to make the cover letter — that will be printed on letterhead - the very
first page of the proposal, even if you want it as the second page (behind a cover page)
when you deliver the proposal. Do this in Document Setup/Proposal Setup by making the
cover letter the top item in the list of documents included in the proposal. After the
proposal has been created and printed for the client or prospect, it is easy to insert the
printed page into its correct location in the paper stack.

Pl proposal set — IEllll
Document Type: - All Setups 4 Word Setups - Editor Setups
+ Customer
* Prospect ez Tille Type [=|[TESTCOVR =
— COMALL Cam. Propozal Al Lines L=] | TESTAGDY
~ Producer COMIMPR Cammercial Insurance Propozal = EE :;gg[“ \\\
_+ Company COMSMEL Com. Propozal Small Business R
 Broker COMSTD Cam. Proposal: Standard Lines GL-PPSL COVG.I' letter “O
= COMDPACEK Condo Package be pr’lnfed on
- Lienholder DRYSCHED  Drivers Schedule .
% Finance Company | | [PwLFIRE Diwelling Fire Proposal letterhead) is the
HOME PALCE, Homeowners Package . B H
;meloyee PERSINFR Perzonal [nsurance Proposal first item in the
Yendor -
4 Proposal SCaPPSL Small Comm. Account Propozal PrOpOSC” SeTUp
o ing L TEMAPALCE. Hen_ters Package =
~ Dunning Letters EHSCHDL ~ Vehicle Schadule =
Options: =
 Documents = =
“# Setups Enter Document Name
D e Revise Celete xCanc:el

Office Icon (2007) or File tab (2010), Print, Page Setup, Paper tab.

Choose the Paper Source for the first page (your letterhead bin) and for all the other pages
(your plain paper bin).

Change the setting in “Apply to” so that it is for the entire document.
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Height:
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Previgw
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= document”

Prink Cptions., .. |
Defaulk, ., | oK I Cancel |

This fix can be written into a macro, which can be added to each user's toolbar, making it as
simple as a single mouse click to fix the printer bins. See the macro section on page 19 for
instructions on how to do this.

Pulling Data From Multiple Applications

It has always been a limitation of the interface that a single document (proposal master or
formletter) can only be linked to one application type — business auto, property, etc. There is
a way to get around this in certain circumstances. If you create a file called multiapp.flg (a
blank text file — use Notepad to create it) in your TAM_EXE folder, you can set up a
document to pull from two (or more) applications as long as they are on the same policy. To
create the master, first link it with one of the apps you want to pull coverage from and insert
all the fields etc you want from that app. Then change the Associated Application at the
setup screen to the next app you want to pull data from, and insert all those fields. You can
use Replicate tables but you cannot mix data from different apps in the same table. So you
cannot, for instance, pull the location descriptions from the Application Information app and
the Subjects of Insurance from the Property app and mix them into the same schedule.
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Inserting Pictures
It is very easy to insert pictures into any document.

Before doing so, check a setting in Office Icon (2007) or File tab (2010), Advanced, Show
document content — make sure “Show picture placeholders” is unchecked.

-
& i

General Image Size and Quality TAM - Advanced Technigues for Formlet.., |L| ~
Display [T] Discard editing data ™

[] Do not compress images in file
Proofing

Set default target output to: | 220 ppi El
Save

Show document content

Language

|:| Show background colors and images in Print Layout view
Advanced o i

|:| Show text wrapped within the document window
Customize Ribbon [7] show picture placehalders

Show drawings and text boxes on screen
Show text animation

Add-Ins [7] show bookmarks

[] show text boundaries

[T] show crop marks

|:| Show field codes instead of their values
Field shading: |When selected El

|:| Use draft font in Draft and Outline views —

Quick Access Toolbar

m

Trust Center

Mameg: | Courier New

Size: 10
Font Substitution...

Display

Show this number of Recent Documents: 25 o ©

Show measurements in units of: Inches EI

Style area pane width in Draft and Outline views: 0"

|:| Show pixels for HTML features

Show all windows in the Taskbar

Show shortcut keys in ScreenTips

Show horizontal scroll bar -

[ ok | [ cancel

You can now insert a picture in your document:

Put your cursor at the place in the document where you want the picture inserted.

On the Insert tab select either Picture or Clip Art. Locate and select the picture you wish to
insert or search for the Clip Art topic.
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When the picture appears in your document, you can right-click on it and make any changes
you want to its size, location, etc.

Inserting Pictures in IF Statements

You can insert a picture into an IF statement by putting the cursor in the correct place in the
IF statement - in either the "if true" section or the "if false" section — before you insert the
picture. For instance, perhaps you have 2 agency logos and you want to use logo #1 for
Agency #1 and logo #2 for Agency #2. Create an IF statement that tests if the Agency
datafield is equal to 1; between the double quotes of the "if true" section insert logo#1, and
between the double quotes of the "if false" section insert logo#2.

kIF "{ DOCVARIABLE AGCY.INS.REC 3" = "1"™AgencyCnelogoGoesHere""Agency TwolLogoGoesHere" }

In the IF statement, put your Agency In the IF statement, put your Agency
One logo in the “If True” section Two logo in the “If False” section

Format the pictures to be the size and location you want. In the master document the
pictures won't seem to be in the IF statement - they'll appear on the page based on the
formatting you apply, and may in fact overlap each other, but when you run the proposal
they'll show up correctly.

Inserting Pictures in Header and Footer

Another useful picture to insert is your agency letterhead for when you want to fax a letter —
many people think they have to print the letter on letterhead then fax it manually, because if
you just send the document to fax@vantage it will be sent as if it was on plain paper.

Scan your letterhead in (just save the portion of the page with your logo, etc on it).
Write a macro that inserts the letterhead image file into the header of your document.
Put the "letterhead" macro on the Quick Access toolbar for easy, one-click operation.
Use the fax macro to fax it without printing it! Two mouse clicks — one to insert the

letterhead and one to fax it —is all it takes.

Drawing Lines

There are several ways to draw lines in documents, and some work better than others,
depending on the circumstances.
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Underscore

The first, and easiest, is the underscore character. Just repeatedly type as many in a row as
you want (to get a line completely across the page, type 3 underscore characters followed
by Enter). To get a double line, use the = character instead of the underscore

character. The problem with this method is when you are creating a line on a form (e.g. a
company app) on which the end user will be entering information. Because the underscore
character is a typed character, the information will "push" the line aside instead of
appearing on the line.

Underline

The second method is using Underline formatting, which can be useful when inserting
datafields. If you set up the datafield in the master document as underlined, then the data
will be underlined in the final document. The underlining will be as long, or as short, as the
data itself.

Shapes Tools

The third method is to use the shapes tool to draw lines in your master document. These
lines are independent of the text and will remain in the same place, and the same length, no
matter what data is inserted. You can find Shapes on the Insert tab.

Insert Page Layout References Mailings Review
| | — =8| [ = "a ENNOOCO
| a el 1 = I'Lﬂ (a+ ATLL G-
2 Table Picture Clip | Shapes |[Smartart Chart Screenshot 4% AN { } ﬁ =
k ~ Art 7 ~
Tables INustrations

e Click on this icon, then put your cursor where you want the line to start, hold down
the left button, and drag to where you want the line to end.

e Here are a couple of tips to assist: to get an exactly horizontal line — no guesswork
needed - hold down the Shift key while dragging. To get a line that extends equally in
both directions from your starting point, hold down the Ctrl key while dragging.

e Onceyou'veinserted the line you probably won't be happy with exactly where it is or
where it starts or ends. You can edit without starting over. Select the line by hovering
the cursor over it till it turns into a four-way arrow, and left-clicking - the line will now
have small circles at each end, meaning it has been selected. It will look like this:

o 0O

e You can put your cursor at either end and drag the end to lengthen or shorten it. You
can also move the line on the page by dragging it with the mouse or by using the
arrow keys (no mouse involvement here). If you press an arrow key the line will move
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a certain amount in that direction; if you hold down the Ctrl key while pressing the
arrow key, the line will move in much smaller increments — useful for placing a line
exactly below where you want some text to be inserted. You can also copy a line by
selecting it then holding down the Ctrl key while dragging the line to the second
location (this is the standard Windows copy function).

Table Borders

Yet another way to insert lines in a document is using tables. By selectively turning on cell
borders in a table you can create the appearance of individual lines while maintaining the
constraints on the relative positions of information that the table provides.

Borders

Word can add both Page Borders and Paragraph borders to a document. Unfortunately
Page Borders don’t work in the TAM/Word interface, so you can’t use them. You can “fake”
them by selecting all the text on a page and put a paragraph border round it; you could also
create a box graphic that is page-sized and insert it in the header for the page you want it
on. (Make sure to change the header for subsequent pages if you don’t want the border on
them too.)

SET Command

The SET command assigns a value to a reference name (also called Bookmarks in Word),
which can then be used repeatedly throughout the document, though unfortunately the
value does not “hold” across the various pages of a proposal as it is created. There are
several ways this command can be used:

71 Toinclude non-replicated data in a replicate table, or schedule. For instance if you
want to pull the liability limit into the vehicle schedule on Business Auto. The
command format would be {SET autoliability
“<APP.BA2.COMBINED_SINGLE_LIMIT>"}. Then, wherever you want the liability
limit to print, use the REF command - {REF autoliability}.

1 To pre-assign a default value to a reference that you are using in an ASK
statement so that if the end user leaves the answer blank any IF statements
relying on that answer will not error out.

] To take non-standard answers to ASK statements and correct them to what you
are looking for. For instance, you might have an ASK statement such as {ASK
pollution “Do you want to include pollution coverage? Answer Y or N”’} Then you
have an IF statement that tests that bookmark and if it’s Y inserts the pollution
coverage verbiage. But the end user might put in a lowercase y, and if he/she
does, the IF statement will test as false. One way to address that is to always ask
for numeric answers (1=Yes, 2=No). However if you haven’t done that you can
nest the IF statement so it tests for both Y and y, but it’s quicker and easier, right
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after the ASK statement, to put the following IF/SET combination:
{IF pollution = “y” “{SET pollution “Y”} }
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Math functions

Although not as powerful or as varied as Excel, there are some basic math functions
available within Tables in Word.

Tables have cell references just like Excel EXCEPT you do not see the Column and Row labels.
In the example shown below, the cell reference is displayed in each cell:

A1 B1 1 D1
A2 B2 Q D2
A3 B3 a3 D3

Accessing the Math Functions
Place your cursor in the cell where you want the formula results to display.

Click on Table Tools, Layout, Formula. [ Co— = 5
If there are numbers displayed in the cells Eormua:

above or to the left of the selected cell, an Njnuhr'f“fii::i

automated fo.rmula (=Sum(Above)) or 1#,##(:.00;(#;##0.00] =]
(:Sum(Left)) is shown. Paste function: Paste bookmark:

]

If neither of these is the desired formula,

delete the automated formula leaving just |
the equal (=) sign in the brackets. You can
then enter the formula you need based on the available functions, by themselves or in
various combinations. Examples of the available functions are shown below:

OK ]I Cancel I

Add -"+"

Add a number to a cell: =(A1)+3

Add two adjacent cells: =SUM (A1:A2) or =(A1+A2)
Add two non-adjacent cells: =(A1+A3) or =(A1)+(A3)
Add a range of cells: =SUM(B1:B3)

Subtract - "-"

Subtract a number from a cell: =(A1)-1

Subtract two cells: =(A3-B2)

Multiply - "*"

Multiply a cell by a number: =(A1)*3

Multiply two adjacent cells: =PRODUCT(A1:A2)
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Multiply two non-adjacent cells: =(B1*B3) or =PRODUCT(B1)*(B3)
Divide - "/"

Divide a cell by a number: =(Q)/3

Divide two cells: =(C2)/(A1)

You can manually type the above functions into the formula field or select the function from
the Paste Function box. For instance, to add numbers, click SUM.

[ Formuia EPR=)
Eormula; To reference cells in formulas, use a comma to
— separate references to individual cells (ie,
Mumber format: i
=] (=SUM(A1,B3) and a colon to separate the first and
Paste function: Paste bookmark; last cells in a designated range (ie, (=SUM(A1:D1).
o5 = You can reference an entire row or columnin a
ot \ , calculation in the following ways:

Use a range that includes only the letter or number
that represents it — for example, 1:1 to reference
the first row in the table. This designation allows
the calculation to automatically include all the cells in the row if you decide to add other cells
later.

Use a range that includes the specific cells — for example, at:a3 to reference a column with
three rows. This designation allows the calculation to include only those particular cells. If
you add other cells later and you want the calculation to include them, you need to edit the
calculation.

You can format the results of your formula by selecting the format from the available
options in the Number format box. For example, to display the numbers as a decimal
percentage, click 0.00%.

Notes:

Word inserts the result of the calculation as a field in the cell you selected and does not
automatically update the formula results if there are changes to the referenced cells. You
can update the calculation by clicking once on the field (or selecting the entire table) and
then pressing F9.

If you see codes between braces instead of the actual sum (for example, {=SUM(LEFT)} not
the number result you wanted), press SHIFT+F9 or ALT+F9 to switch to the number result.
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If your column or row contains blank cells, Word will not total the entire column or row. To

total the entire row or column, type a zero in each blank cell.

Totaling Columns of Information in a Replicate Table

Here we use math functions in a table that is replicated schedule information to provide a

total once the document/proposal merges the client data:

Formula looks like this:

SCHEDULED EQUIPMENT
MODEL! AMOUNT OF
YEAR DESCRIPTION SERIAL # INSURANCE
{DOCYARIAELE EEGINREPR }
<APPEF | <AFF EF SCHED _EQUIP_T | =AFP EFIDENTIFICATION/S {
MODEL | YFE_LINE_1= ERIAL_MO= ==pPP EF A
_YEAR= | <APP EF SCHED_EQUIF_T MOUMNT_OF_|
YPE_LINE_2= NSURANCE=
‘i # A )
{DOCVARIABLE ENDREP }
| Total Amount of Insurance: {
=SUM{ABOV
E) \# "# ##0"
j
End result is this:
SCHEDULED EQUIPMENT
MODELJ AMOUNT OF
YEAR DESCRIPTION SERIAL # INSURANCE
1996 SXK5959 20000
20217D 3,200
TOMOSESTESTS 42 000
3012586 30000
2004 AZ0998 57,000
2004 L0715 Y7000
Total Amount of Insurance: 229,200
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Performing Calculations on Data from TAM or ASK Statements

This second example shows how the sum and multiply functions are used to add the results
of ASK variables and then multiply that sum by various factors to obtain the applicable tax
and fees:

Formulas Look Like This:

Surplus-L ines-Tax-&-Stamping-Fee-Calculationy
T

—+ B ASK premium-hat  [#
is-the-pure-palicy-premiom? -
(shnw-as-__D,DDD.DD}"-E-REF-
prermiom ¥
—+{ASK company_fee- E
"“Whatizthefeethe
compamy-is-charging, - if
Ay Cshomy-
0,000.00p"d"0.00" 3 REF-
comparny_feed:
—+FASK-agency_fae"What- |=
is-thefeethe-agencyis
Agency-Fees charding, if-any'?-(show:
0,000.00p"d"0.00" 3 REF-
agency_fee¥s

-+ $E=SUM{ABOVE)-'#  *

Premiurms:

Company-Fees

Subtotal-Premium-and-Feest “#,##I].[I]“-jh
Lines T + = {=(h4m0485)@ =
Surplus-Lines Tax(4.89%)= " 0,00 e

#

A N + = P=(ham001)e
Surplus-Lines-Stamping-Fee-{ 01 %)= b 30,00 g

— § = F=SUM{b4, b5,b6)- & =

Total= 3 0,003

End Result is This:

Surplus Lines Tax & Stamping Fee Calculation

Premiurm § 56,000.00
Company Fee 15000
Agency Fee 1,500.00
Subtotal Premium and Fees $ 57,650.00
Surplus Lines Tax (4.585%) 279603
Surplus Lines Stamping Fee (01%) 57 65
Total $ 60,503.68
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Macros

Many people are scared of macros and don't use them. This is a shame because they can
make life very easy for the end user — and they are simple to set up. All you do to record a
macro is switch on recording, then perform the steps you would perform anyway to achieve
the result you want. When you've finished, you hit the "Stop Recording" button. It's as easy
as that! You can then take that macro and put it on a button so a single mouse click will
execute every step of the macro, and with a little more work you can make the macro
available to every user in your agency.

The easiest way to get all the steps right is to actually have a document that needs the
actions performed on it. For example, to have page 1 pull from the letterhead bin and all the
other pages pull from the plain paper bin, start by creating a proposal on a client, then
switch on macro recording before fixing the document.

Recording

Developer (if this is not an available ribbon, right click on any ribbon and select
Customize the Ribbon, then check Developer), Record Macro.

[ Record Macro :. &l&y

S Give the macro a name, for
— instance, FixPaperBins.
L2 LTl (Please note there can be no
@ spaces in the name) and click
~ [ Button keyboard
. e oK
Store macro in: Now carefully work though
All Documents (Marmal. dotmm) |E| the steps to create your
Description: macro/procedure. Be careful
with your workflow since all
of your menu actions will be
recorded and implemented by
[ QK ] [ Cancel ] the saved macro
b Open up the Page Setup box

and change the Paper Sources.

Click on the Stop Recording button.

.:_| @ Stop Recording

——Z& 1@ Pause Recaording

Wisual |Macros
Basic A Macro Security

ode

(£
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Assigning to Ribbon

Right-click anywhere on the ribbon, select Customize the Ribbon.

On the Choose Commands from, select Macros.

A

APPLIED

Client Network

Select the macro of your choice. Click the Tab name where you want to put it and

select New Group. Then click Add.

Right-click on the Macro name and Rename it. This is what will display on the screen
and can have spaces in it — the longer you make the name the more space the icon
will take up on your ribbon. You can also rename the New Group.

Close the dialog box.

& — ™

General

by

% Customize the Ribbon and keyboard shortcuts.

Display
Choose commands from: (i) Customize the Ribbon: (i)
Proofing Macros El Main Tabs El
Save
L ,53,1_, Marmal.NewmMacros. FixPage Main Tabs -
anguage ,53,1_, Mormal.MewMacros. FixPaperBins B [¥| Home i
F i
Advanced # Clipboard
Fant
Customize Ribbon Paragraph
Styles
Quick Access Toolbar Editing
=R Mew Group (Custom)
Add-Ins &%, Mormal.MewMacros. FixPap
[#]Insert
Trust Cent
rust Center Page Layout
References =
Mailings
5 Do =)
[¥] View
= ] Developer =]
Code
Add-Ins
Controls
XML
Protect
Templates |
[¥] Add-Ins
Blog Post
1 73] T b (D mme i o i
o I | »
[ Mew Tab ] [ Mew Group ] ’ Rename... ]
Customizations: i
Keyboard shortcuts: Import/Export > |0
[ ok || camea |

Now test the macro by creating another proposal that needs fixing (remember you
already fixed the one you have open on your screen when you recorded the macro,
so you need to close that one). If you find it doesn't do what you expect, the easiest
way to fix it for most macros that only have a few steps in them is to simply re-record
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the macro — when you give the new macro the same name it will ask you if you want
to replace the existing one — answer Yes.

Copying to Other Workstations

Macros are stored in the normal.dotm file, so the easiest way is to copy that file from your
workstation out to a network drive (use File, Options, Advanced, General, File Locations to
see where template files are stored) and then copy it in to each workstation you want it on.
Be aware that this will copy ALL the settings in the normal.dotm file, so it will overwrite any
toolbar changes etc that have already been made on the target workstation.

r

-
File Locations L9 )
File Locations

File types: Location:
Documents Ci\sers\LisaB\Documents

Lser templates
I | |Workgroup templates

AutoRecover files C:\... \Roaming\MicrosoftiWord
Tools C:%. WMicrosoft Office\Office 14
Startup Ci\ . WMicrosoft\Word \STARTUP

The default location is treated as a trusted source for opening files. If vou
change a location, make sure that the new location is secure.

OK ] [ Close

Table of Contents

You cannot set up a Table of Contents (TOC) in the master, but if you set up all your heading
styles correctly you can have the end user add one to the final proposal fairly easily. The TOC
entries are based on header styles, so make sure that in every one of your master
documents you use the same style names for each of the headers you want at the same
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level or sublevel in the TOC. In one of the master documents, where you want the TOC to
appear, set up a blank page with the appropriate title (presumably “Table of Contents”).

After the end user has created the proposal, he/she goes to References, Table of Contents,
and select the style. The table will be created. It may be necessary to do some formatting for
fonts, etc.

Linking to & Embedding Documents, Spreadsheets, Charts

Microsoft gives you the ability to combine data from two or more programs into one
document. This integration can occur by copying and pasting data between programs.
Information or objects can also be copied and pasted between programs. The downside to
this is that if you continually update a spreadsheet that you have copied into another
document, you will have to copy and paste the edited worksheet each time a change is
made. The reason for this is because the changes you make to the Excel worksheet are not
reflected in your copied worksheet or document. The program where your object was
created is called your source. The program where you want the object is called your
destination.

There are two different options to help you overcome the downside of copying and pasting
objects between various programs. What you will do is share the information with another
program. For example, you create a worksheet in Excel and then share it with another
program such as Word. This type of sharing is referred to as object linking and embedding
(OLE). You can create a linked object or an embedded object from any program that
supports linked objects and embedded objects. So, what does this mean? First we need to
understand the difference between a linked object and an embedded object.

When you link an object, the object exists in the source program. In the destination
program, the object contains only a code that points to the name and location of the source.
When you embed an object, it exists in both the source and the destination programs. The
thing to remember is that if you link an object, and you update the object in either the
source or the destination, the other will reflect your changes. If you embed an object and
you change that object, those updates will not be reflected in the other program.

So, should you link or embed your objects? This will depend on how the information in the
object is to be used. For example, if you have an Excel worksheet that you want to insert
into a Word document and it contains information that you don’t need to update, then the
best thing here would be to either embed the object or simply copy and paste it. If the
worksheet that you want to copy will be continually updated, and you want those updates
to appear in the destination program, then you should link the object.
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An additional point that you must remember if you are going to link the object is that it (the
object) must in a location on the network that is accessible to every user who will use the
document. If the document can’t find the link, the object won’t be there.

Linking Objects

Let’s create a new Linked Object. As mentioned earlier, when you link an object there is only
one object so changes made to that object will be reflected in the source as well as the
destination. For our example we are going to link an Excel worksheet to a Word document.

First we need to make sure that both Excel and Word are open.

Make sure that your active program is Excel and you have the workbook containing
the worksheet you want to link open.

Select the cells that you want to link to your Word document.

Click the Copy button.

Switch to Word to make it your active program and open the document where you
want to insert the worksheet cells. Make sure that your cursor is in the insertion
point in the document.

Click Home, Paste, then select Paste Special. The Paste Special dialogue box will
appear.

i e

Source:  Microsoft Excel Worksheet
TAMIR1FAC3:R21C5

As:

() Paste: » | [[] Display as icon
@ .. |Formatted Text (RTF)

9 Pastelink: Unformatted Text

Picture (Windows Metafile)
Bitmap

Word Hyperlink

HTML Faormat

Unformatted Unicode Text

Result
Inserts the contents of the Clipboard as a picture.

—»
I @ Paste Link creates a shortcut to the source file, Changes to the source file will be reflected
in your document,

Advanced Techniques for Formletters and Proposals // PAGE 23

Applied Client Network | www.appliedclientnetwork.org



SESSION HANDOUT A APPLIED
Advanced Techniques for Formletters and Proposals Client Network
Within this dialogue box you first need to select the “As” field. This is the type of
object that you are pasting. In our case we are pasting in a Microsoft Excel

Worksheet Object.

You also have the option to either Paste or Paste Link. Keep in mind, simply pasting
will not allow for any updates to happen. If you want to make sure that changes
made in the source are updated in the destination, you will need to select the radio
button for Paste Link.

Right click in the table to get Paste Options. If you are linking data from a worksheet,
and you select Keep Source Formatting and Link to Excel option, the linked data will
match the formatting in your Excel worksheet. If, on the other hand, you select the
Match Destination Table Style and Link to Excel option, the linked data will be
formatted in the Word default table style.

Linking Word Documents

Linking doesn’t have to be between two different programs. You can link documents within
the same program. For example you can have an object in a Word document and link that
object to another Word document, or even several Word documents. When you make a
change to the object in the original document, the other document(s) will automatically
update. When linking objects between Word documents, your “As” selection would be
Microsoft Word Document Object; make sure that you select the Paste link option rather than
just Paste.

Editing a Document with a Linked Object

To edit a document that contains a linked object, edit the object in your source program.
For example, if your source originated in an Excel worksheet, then you would make the
change in Excel. Any changes that you make in your Excel worksheet will be reflected in
your Word document the next time you open your document. If you want the change to be
saved, don’t forget to save the worksheet.

Embedding Objects

Now let’s create a new embedded object. First we need to click in the document where we
want the embedded object located. On the Insert tab, click on Object and then select the
Create New tab. In the Object type box, you need to select the type of object that you want
to create. You can display the embedded object as an icon if others are going to be viewing
the document online. To do this, you would select the Display as icon check box. You also
have the ability to insert an Excel worksheet as an embedded object by clicking Insert
Microsoft Excel Worksheet.
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For our example, let’s create a new embedded object using an existing Excel file.

First we need to make sure that both Excel and Word are open.

Now, we need to be on our Excel document and select the entire worksheet, a chart,
or a range of cells and click Copy.

Pate Speral — ] (2 o] .
couree: Morosaft cel Worahect Go back to your Word document and click
o where you want the information to appear.
© buce: AT R - | ) ey o on On the Home tab, you will click Paste, then
o click Paste Special. In the “As” box, click the
Uinformatied Uncode Text entry with the word “object” in its name,
| such as Microsoft Excel Worksheet Object.
E RESIt . m;eg:; :E;&Tﬁnﬁsﬁeﬂ; Clipboard into your document so that you can edit it using Then click OK.
' | This will paste the cells that you highlighted
= || inyour Excel sheet into your Word

document. So, how is this different from
simply using the Copy, Paste commands? The big advantage of embedding an object rather
than simply copying and pasting is that you can edit the object using the tools of the
program or application that the object was created in.

Editing a Document with an Embedded Object

If you need to edit an object that has been embedded, you can do this in the destination
program using the tools of the source program. To do this, in your destination program,
open the document with the embedded object. Then simply double-click on the embedded
object. This will cause the tools that are used in the source program to display in your
destination program.

Linking Charts

There are many different types of objects that you can link or embed. Another example
would be a chart. To link a chart into a Word document or even a PowerPoint presentation,
make sure that you have both programs open (Excel and Word, or Excel and PowerPoint).

To link a chart you would do the following:

Open Excel and then open Word.
In your Excel worksheet, select the chart area and click the Copy button.

In your Word document, position your cursor where you want the chart to be located
and click Paste, Paste Special. You will see the following dialogue box.
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As!

Bitmap

Microsoft Office Graphic Object

i B

Source:  Microsoft Excel Chart
C:\Jsers\LisaB\Desktop\ASCnet Handout Updates. xlsx!Sheet1! [ASCn...

() Paste: Microsoft Excel Chart Object . | [C] Display as icon
@ Paste link: Picture {Windows Metafile)

Result

Inserts the contents of the Clipboard as & picture.

Loy
@ Paste Link creates a shortcut to the source file. Changes to the source file will be reflected
in your document,

Charts

APPLIED

Client Network

Your “As”
selection should
be Microsoft Excel
Chart Object.

Your radio button
selection should
be Paste Link.

By linking the
chart, whenever
you update the
source program, it
will update your
destination
program.

Embedding

To embed a chart, you would follow the same procedure above, but rather than selecting
Paste Link you would select Paste.
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Shapes

Word includes a set of drawing and graphics capabilities that you can use to easily embellish
your text and graphics with 3-D effects, shadow effects, textured and transparent fills. We
already described Drawing Lines on page 11. To use these tools select Insert, Shapes. You

can now also use SmartArt which can incorporate pictures.

Operations
4 e Liability

Location #1
e Property

2012 Eco-Car

e Automobile

Look what you can do with
SmartArt!

This is a Cloud Callout, one of
many default designs available
in Shapes.
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