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Embedding Excel Objects in Word
 Embedding an object places a static copy 

of the original in the document 
 Changes to the original object do not 

appear in the embedded object

An Excel chart embedded 
in a Word document

An object is an element that you share 
between documents or applications.
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Linking Excel Objects in Word
 Insert an Excel worksheet with object 

linking
 Word destination document is linked to 

original Excel source document 
 Changes made in source document are 

reflected in destination document 

Link via Paste Special
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Linking Excel Objects in Word
 Link Excel data using the Paste Options 

smart tag

 Link an Excel chart using the Paste 
Options smart tag



5

Linking Excel Spreadsheet Data
 Changes in source documents are 

reflected in destination documents
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Linking Excel Charts
 Create charts in Excel, and then link them 

to Word documents

A change in 
the Excel 
worksheet is 
reflected in 
the Excel 
chart and…

…in the 
Word chart
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Breaking the Link Between Objects 
 Break the link if it is no longer needed

Choose the 
source

Break the link
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Excel as a Mail Merge Data Source 
 The more fields (columns) the more 

flexible the data source

Cannot merge 
part of a field
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Import a Word Outline into 
PowerPoint  

 Outlines use Word’s heading styles

Heading 1

Heading 2

Heading 1

Heading 2
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Export PowerPoint  to Word
 Play a slide show from within Word

Double-click the slide 
to start the show
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Convert a Word Document to a 
Web Page

 Make information available to customers 
and colleagues world-wide

Converted Word 
document in 
Internet Explorer
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