Project Main Objective: The Office Integration Project will consist of the integration of all 4 Office 
programs covered in class (MS Word, PowerPoint, Excel, and Access). You will come up with a 
fictitious company, business, etc. (for example - a bakery). Once you decide on the fictitious company, 
business, etc., you will be completing the following:


**Be creative on each of the following and do them in the numbered order.
1. MS Word (25 points) – Create a flyer to market your business and include the following
at 5 pts each. **Be creative.
• Name of business using WordArt
• Information about your business product(s) or service(s). Bullets perhaps. Include a minimum of 2 pictures also.
• Using the Shapes tool, create a logo for your flyer
• A table with Contact Information of your business
• This is required that you do: Include the chart you will create under the MS 
Excel section. Do not just copy and paste. Insert the chart as an object. You have 
to do the excel portion of this project first before completing this word task.
o Watch this video first: https://youtu.be/SX40N9JdSFc

**** Visit the following website for ideas on Flyers:
https://www.lifewire.com/make-flyer-using-word-4172809

2. MS PowerPoint (25 points) – Create a 4 slide PowerPoint with the following: 
• Slide 1 – Name of Business, your name, and logo (the one created for the flyer) –3 pts
• Slide 2 – A paragraph or so “About” the business, company, service, etc. – 3 pts
• Slide 3 – Use SmartArt to list or highlight the business (for example: services, main dishes, specials, etc. Depends on what your business is.) – 5 pts
• Slide 4 – This is required that you do: Include a table with Contact information 
you created for the flyer. Do not just copy and paste. Insert the table (as an 
object) from the flyer you created into the power point slide. -4pts
oWatch these videos first:
o https://youtu.be/HG0UZYFbObM
o https://youtu.be/JXbXS7MOOho
oOnce you insert the table as an object from the word flyer, remove all the extra
text and just keep the table – this will not impact the original Word flyer as you
are working with the object only or do as the second video demonstrates.
• Apply a theme – 2 pts
• Apply transitions (different ones) – 2 pts
• Apply animations to each object you place on each slide. If a slide has 3 objects 
such as a title, a set of bullets and a picture, then all 3 have to have animations –
2 pts
• Include Pictures in each slide. Apply a style to each of them – 4 pts

3. MS Excel (25 points) – Using MS Excel, you will create a spreadsheet using data 
associated with your business, along with calculations. For example, you can create a 
spreadsheet with monthly sales of products or services and then use that data to 
perform calculations (formulas and functions) such as totals, averages, maximum, 
minimum, etc. You decide, but the following needs to be included:
• A formatted Worksheet title and Row and column titles describing the data. Add 
color to it. – 3 pts. 
• A minimum of 4 different calculations (as mentioned above) using Formulas and 
Functions – 8pts
• This is required that you do as this will be used in your Word flyer as an 
excel object: A chart of your choice using the data in your spreadsheet. The 
chart can be a column, bar, pie, or other chart of choice. – 10 pts
• Rename the sheet according to what you are doing in the sheet – 2 pts
• Name your file properly – 2 pts


4. MS Access (25 points) – Using MS Access, you will create a database for your 
business and include the following:
• 2 Tables at 5pts each (carefully read the following)3
oTable #1 should be a table with data of your choice related to the business…be 
creative.
a) Make sure you choose meaningful field names.
b) Choose appropriate data types. For example, if the data is money, 
make sure the data type is currency.
c) Make sure you change the field size. For example, if a field is a social 
security number with data type “Short Text”, make sure your field size is 
changed from 255 to the actual size of a social security which is 9 or a 
first name from 255 to maybe 20. This also applies to data type 
numbers. If a field is someone’s Age, then the data type should be 
number and field size set to Integer. An integer is a whole number…. 
like 21 years of age...not a double size like 21.8 or something like that.
d) Make sure your table has a primary key – that unique field that will tell 
one record from another.
oThis is required that you do: Table #2 will be a table created by importing it 
from the spreadsheet you created using MS Excel (Carefully, watch this video 
first to know how to do this: https://youtu.be/RelLvfilOnQ)
a) One you import, go to design view of that table, and do steps b, c, and d 
from Table #1.
• 1 Query of your choice – 5pts
• 1 Form of your choice - 5pts
• 1 Report of your choice - 5pts
5. When done and ready to submit, go to the assignment link (once it becomes available
on Week #16). Attach each file individually or place all in a zipped folder and attach the 
zipped folder.
6. Make sure you SUBMIT each file in its original file format (DO NOT SUBMIT PDFs)
 

