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Exercise 2—Linking

Exercise 3—Embedding

Linked Objects
When an object is linked, information is updated only if the source is modified.  Linked data is stored in the “source” file.  The “destination” file(s) stores only the location of the source file, and it displays a representation of the linked data.  Use linked objects if file size is a consideration.  Linked objects takes up less space on your drive.  Note:  To see the location on the destination file, toggle the Alt+F9 function key.
Linking is also useful when you want to include information that is maintained independently, such as data collected by a different department, and when you need to keep that information up-to-date in a Word document.

To edit a linked object in your document, go the Edit menu at top of your screen and use the “Link” command on the menu.  By default, linked objects update automatically.  This means that Word updates the linked information every time you open the “destination” file OR any time the “source” file changes when the destination file is open.  

If you prefer, you can change the linked object’s setting so that the linked object is updated only when you choose to manually update it by pressing the F9 function key located at the top of your keyboard.  Another method to set the links for “manual updating” is to go to the Edit menu at the top of your screen and click Links.  Under Update Method for selected link” click ”Manual Update”.
To ensure that your document is always up-to-date, you can also update linked objects whenever you print the document.  

To prevent updates, you can “lock” individual objects by using the Edit/Links command on the menu bar.  The Links dialog box will open.  Under Update Method for selected link” click Locked.  When you “lock” a link, Word uses the last information available from the source file.  

You can permanently break the connection between a link and its source file by clicking the linked object once, then click Edit on the Menu bar, click Links.  The Links dialog box opens.  Click Break Link.  
Embedded Objects
When you embed an 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.  

When you edit an embedded object in a destination file, you are using the toolbars of the source file. The destination program is using the toolbar & menu of the source program.  Any changes you make in the embedded object, will not affect the source file.  

Differences between a Linked Object & an Embedded Object
The main differences between linked objects and embedded objects are:

1. where the data is store
· If the data is stored in the source file—you have done a linking of objects

2.    how you update the data after is placement in the destination file

· If the data is update in the destination file—you have an embedded object.





Source file




Destination file

Excel file





Word file





Amount


34


56


42











Memo


To:


From:


Date:


Re:








Carolyn Jung
Lessons 2 & 3 Linking & Embedding.doc

