Working With Document Links

We haven’t talked much about linking other documents to a Word Document. The concept is fairly simple. You can embed a link to another document within Word. Lets first see what the help file says:

About linked and embedded objects

You can use a linked object or an embedded object to add all or part of a file created in an Office program, or in any program that supports linked and embedded objects, to another file. You can create a new embedded object, or you can create a linked object or embedded object from an existing file. If the file you want to use was created in a program that does not support linked and embedded objects, you can still copy and paste information from the file to share the information between programs.

The main differences between linked objects and embedded objects are where the data is stored and how it is updated after you place it in the destination file.

Linked objects   With a linked object, information is updated only if you modify the source file. Linked data is stored in the source file. The destination file stores only the location of the source file and displays a representation of the linked data. Use linked objects if file size is a consideration.

Embedded objects   With an embedded object, information in the destination file does not change if you modify the source file. Embedded objects become part of the destination file and, once inserted, are no longer part of the source file. Double-click the embedded object to open it in the source program.

These are the help files instructions on how to do it:

Create a linked object or embedded object from an existing file

Click in the document where you want to place the linked object or embedded object.

On the Insert menu, click Object, and then click the Create from File tab.

In the File name box, type the name of the file you want to create a linked object or embedded object from, or click Browse to select from a list.

To create a linked object, select the Link to file check box. 

An embedded object is created if you don't select the Link to file check box. 

To display the linked object or embedded object as an icon — for example, if others are going to view the document online — select the Display as icon check box. 

Notes 

You cannot use the Object command on the Insert menu to insert graphics and certain types of files. To insert graphics in Word, use the Picture command (Insert menu).

When you create an embedded object from an existing Microsoft Excel workbook, the entire workbook is inserted into your document. The document displays only one worksheet at a time. To display a different worksheet, double-click the Microsoft Excel object, and then click a different worksheet. 

For example, I could create a list of some of the tips that may be updated occasionally, such as:


Error! Not a valid link. Note that you have a choice in inserting the link to just insert an icon as I have done or to actually include the entire document. This is more often done for reports where a spreadsheet or chart is inserted, however it can be used for any purpose.

On Page 3, I inserted the actual document as an example. The dialog box below displays both linked items, one being just the icon and the other being the entire document. Notice that the embedded objects are graphics, not text.

After you have linked information from other applications into your documents, you may want to someday review those links to see which applications your document is dependent upon. To do this, choose Links from the Edit menu. When you do, you will see the Links dialog box, which lists all the objects which are linked to your document. From the dialog box you can do the following:

1.Manually update the linked information by selecting it and then clicking on the Update Now button. 

2.Change the source from which linked information is derived by selecting the link and then clicking on the Change Source button. (This displays another dialog box in which you can specify the new file location.) 

3.Break a document link by selecting the link and then clicking on the Break Link button.
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There are many types of documents that require the use of line numbers. Typically, this is done for legal 

documents. For instance, each line of a legal contract may need to be numbered. Word allows you to easily add 

line numbers to you

r document. This is done in the following manner: 

 

1.

 

Position the insertion point in the section which you want to have line numbers. (Line numbering can be 

controlled on a section

-

by

-

section basis.) 

 

2.

 

Choose the Page Setup option from the File menu. This dis

plays the Page Setup dialog box. 

 

3.

 

Make sure the Layout tab is selected. 

 

 

The Layout tab of the Page Setup dialog box.

 

4.

 

Click on the Line Numbers button. This d

isplays the Line Numbers dialog box. 

 

 

The Line Numbers dialog box.

 

5.

 

Enable line numbers by clicking in the Add Line Numbering check box. 

 

6.

 

In the dialog box, sp

ecify the number at which you want to begin the numbering and the other 

characteristics you want used. 

 

7.

 

Click on OK, and then click on OK in the Page Setup dialog box.

 

You should note that you can only see line numbers when working in Page Layout view. If 

you are working in 

one of the other views, then the line numbers are hidden. 
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