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Goal

The goal of this class is to show you how to
combine the applications in the Office 2003
and use them more efficiently.

Objectives
By the end of this class, the user should be able

to:

e Copy and paste information from one
program, to another

e Embed objects
e Link objects
e Hyperlink objects
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Microsoft Office Professional Edition is an integrated software package consisting of four
applications: Word, Excel, PowerPoint, and Access. Although each application functions
independently, these applications can also be used in conjunction with each other, allowing you to
integrate information from one program into another program.

There are multiple ways to move information between programs. The easiest method is to copy and
object from one application and then paste that object into another application. For example, text
from Word can be pasted into PowerPoint, or a chart from Excel can be pasted into a Word document.

Office also allows you to insert data into a document using OLE (Object Linking and Embedding)

technology, which allows you to insert information directly from one document into another, and also
allows you to link those two documents together if you choose.

Copy and Paste

Except in Excel, copied text and objects are stored in the clipboard and can be pasted multiple times.
Once you have copied text or an object, you can paste that text or object again and again—even if you
have typed and manipulated text in between.

From the Menu

1. Highlight the text to be copied. Edit | View Insert Format
2. From the menu select Edit and then Copy. €) Undo Typing  CtrHZ
3. Place the cursor where the copied text should appear. :
4. From the menu select Edit and then Paste. ¥ o T
=5 Copy Chrl+C
&b Office Clipboard. ..
T Paste Chriy
From the Standard Toolbar
1. Highlight the text to be copied. -
2. Click on the copy icon from the standard toolbar. -2
3. Place the cursor where the copied text should appear. o
4. Click on the paste icon from the standard toolbar. __.i

Using the Right Click Menu

1. Highlight the text to be copied.

2. Right click on the highlighted text and select Copy.
3. Place the cursor where the copied text should appear.
4. Rightclick and select Paste.

Using the Keyboard
Highlight the text to be copied.
2. Use the keyboard command Ctrl + C.
3. Place the cursor where the copied text should appear.
4. Use the keyboard command Ctrl + V.

!_\
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Sometimes, when data is pasted from one document to another, formatting issues can occur. Paste
special can be used to help resolve some of these problems. These commands are for Word and
PowerPoint. Paste Special in Excel has different commands.

Paste Special

1. Copy the document using your preferred method.

Paste Special E”El

2. When pasting, from the menu select
Edit, and then Paste Special.

3. Select one of the options from the Paste
Special dialog box. The best options to
choose when a selection has formatting
options are typically Formatted Text
(RTF) or Unformatted Text.
Formatted text will leave text bold and
italic, while unformatted text will
remove all formatting entirely, except
hard returns.

4. Click OK.

Source:  Microsoft Office Word Document:
Ci\Documents and Settings\mklishis\Deskto...

fs!

G} Paste;

Microsaft Office Wnr Docurnent Object

ext (RTF)
Unformatted Text
Picture (Windows Metafile)
Picture (Enhanced Metafile)
|HTML Forrnat

Unformatted Unicode Text

Result

= Inserts the contents of the Clipboard as text with
ré fort and table Formatting.
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Copying Data from Excel into Word

When you copy data from a table in Excel and paste that data into Word or PowerPoint, that data is
converted into a Word table. The information pasted will be displayed in Word format in the Word
document, and will not retain any of the functions of the Excel program.

To Copy a Table from Excel into Word
1. Open the Excel document that contains the table. For class, open the Excel file Patients.xls,
located on the Desktop in the Integration folder.

2. Select the range of % (e i s o s | H |
cells to be COpled- 1 Patient Patient ID Birth Date Date Physician Ins. Co. {Total Fees Ins. Paymt
For class, selectthe 2 !Rosenquist, Kaye [H1634-588 15315 3/12/1995 Suess  Aetna 547267 §200.00
range AL:F14. i {Shadin, Sandy 03114228 18511 A% Parcs  Prudeni|  $5400 910

Bld0n an - IBICE rudentla g 2

3. Copy the selected & Lishneon. Curtiss |HO44.753 25043 3/23/1995 Pierce  National | $2,112.00 $1,820.00
cells. B _I=chlueter, Kevin  [H1223-284 21763 372311995 Welby  Mone $543,39 $0.00

4. Minimize Excel. 7 Willig, Allonzo  |BS111-512 24724 3/23f1995 Suess  Aetna 5124 76 $93 54

_ 8 [Dogg, Kirby T. B2453-304 26270 312311995 Welby Frudential F157 65 57 .65
_9 IFrantz, Micheal |O&100-254 21820 37271995 Suess F & $535.84 $234.36
_10 [Berger, Ami H1433-415 28635 32771995 Welby Aetna $1 32364 $0.00
11 |Lindernan, Brian  08675-309 20320 3/27/1995 Pierce Mone $234.00 §185.06
12 }Gossen, Angie H3373-733 38000 3/27A19935 Pierce Frudential| $1 48952 §756.00
_13 jFait, Greqgg H3523-343 23712 37271995 Welby Mone $74.00 $0.00

14 10Reilly, Hudy B2547-911 29316 3/27/11995 Suess lone H645. 64 $0.00
=

5. Open a new Word document.

6. Paste the data from
Excel into the blank Birth
document. Patient Patient ID Date Date Physician | Ins. Co.

7. Eormat the table as Rogenauist, Kaye || H1B24-583 18315 | 3121995 | Suess Aetna
desired. Jones, Tom B1542-5593 15603 | 31241995 | Welhy Frudential

=heldon, Sandy 03114-225 16511 | 3121995 | Pierce Frudential
Johnson, Curtiss H944-753 25043 | 372311995 | Pierce Mational
schlueter, Kevin H1223-284 M7R3 | 32341995 | Welhy Mone
Willig, Allonzo B5111-612 24224 | 3231995 | Suess Aetna
Dogg, Kirby T B2433-304 26270 | 37231995 | Welhy Prudential
Frantz, Micheal 05100-284 21820 | 3271995 | Suess F 214
Berger, Ami H1433-415 25635 | 327995 | Welby Aetna
Linderman, Brian DBE75-309 20320 | F27A995 | Pierce Mone
Eogsen, Angie H9573-7 83 35000 | 3271995 | Pierce Prudential
Fait, Gregg H3523-343 23712 | 3271995 | Welhy Mone
O'Reilly, Fudy B2547-911 29316 | 3271995 | Suess Mone
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Copying Charts from Excel into Word

Charts can be copied from Excel as easily as data. Copied charts are pasted into Word as image objects
that can be resized or moved like a graphic.

When copying the chart from Excel, it is easiest to select the chart and then copy the chart from the
menu.

To Copy a Chart from Excel into Word

1. In Excel, open the worksheet
that contains your chart. For
class, open the file Totals
Chart.xls.

2. Select the chart to be copied.
For class, select the chart
located on the tab Sample
Chart.

3. Copy the chart.

4. Minimize Excel.

>

Jun _ Jan

Feb

Mar

W <+ wihSample Chart { Budget 2004 /- I« |

5. Return to Word.

6. Create a new blank page in the e I T G i e or . Aot comments
document, using the keyboard RN NN WA oM TRECE N A RO ReA [  Sae e Wi - o= B
command Ctrl + Enter. ;| Normal - TimesMewRoman + 12 - | B 7 U [= = = = E'I i= = &= sE Ll

7. Paste the chart into Word. ] MO L

8. Click on the object, and then use
the Sizing Handles to adjust the
image.

| : o
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Copying Charts from Excel into PowerPoint

Charts are copied from Excel into PowerPoint the same way they are copied from Excel into Word.

To Copy a Chart from Excel into PowerPoint

1. Open the desired chart in
Excel. For class, again open
the chart Chart.xls. Totals

2. Select the chart to be copied.
For class, select the chart
located on the tab Sample
Chart.

3. Copy the chart.

4. Minimize Excel.

1

5. Open the PowerPoint
presentation. For class, return
to Presentation.ppt.

6. Create a new slide. Change the
slide layout to Title Only. : -

7. Paste the chart into
PowerPoint.

8. Format and resize the chart as
needed.
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Embedded Objects

An embedded object is an object inserted into one program that has the properties of another
program. For example, you can create an Excel spreadsheet within PowerPoint. An embedded object
is part of the file in which it appears, however, when you double click on that object, the source
program is activated so the object can be altered.

To Create an Embedded Object

1. Place the cursor where the embedded object should appear. For class, create a new page in the
Word document and place the cursor in that page.

2. From the menu, choose Insert and then

3. The Object dialog box displays on the

screen, click on the Create New tab. Srearmhen Lomnteom HEl
4. Select Microsoft Excel Worksheet from Objecttype: -
the list | Microsoft Equation 3.0 |
e ISt |Microsoft Graph Chart [
5. Click OK. {icrosoft Office Excel 97-2003 Worksheet

EMicrosnFt Office Excel Binary \Worksheet

| Microsoft Office Excel Chart

| Microsoft Office Excel Macro-Enabled Warksheet ] pisplay as icon
| Microsoft Office Excel Worksheet |

Micrasaft Office PowerPoint 97-2003 Presentation |

Result
Inserts a new Microsoft OFfice Excel 97-2003

|
Worksheet object into wour document,

(o] 4 ] [ Cancel

6. The embedded ObjeCt appears @ Documenti - Microsoft Word
in the document.
7. Work in the object as you

: File Edit Wew Insett Format  Tools Data  Window  Help

would in an Excel spreadsheet. |id =d =13 0 (¥ 8L & a0 S0 00| = 2L AL A
8. Click anywhere outside the j Caibr " -BIZUIESEAH|S %k 0 wMBIEE|
object to deselect it. AB iz i
III 1 | E RN TR | 1 2 1 3 [ 4 1 5
; A B ¢ | o | £ | F | &€ =
% | 1] Jan Feb ldar ==
: | 2 |Medicine |
i | 3 |Mursing |
1w | 4 |Pharmacy |
# 5 |Denstisty
% g6 |
] | 7 |
: | 8 |
= g
: 10 | v
% M 4 » ¥\ Sheetl ' |< ¥
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9. The O_bjECt appears as a ¥ Document! - Microsoft Word
table in the document.

¢ File E,dit Vigw Insert Format Tools Table ‘Window Help  Adobe PDF  Acrobat Comments

Jlﬁﬂﬁﬂﬁ&ﬁ?ﬂﬂn EEWE: e ML JEN 4'|Q§,Jj__@§§"{;|(§]q

P44 Mormal ~ Times MNew Roman - 12 -| B 7 U |.§ ==t HE - | i= 3= EE i
E-1---|_---E---|---1---|---2---|---3---|---4---|---5---|--
=+
B an (Feh [Mar

Medicine |
E Mursing |
L Pharmacy |

Denstisty
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A linked object is similar to an embedded object, except that a linked object contains data stored in
the source file. This means that if you insert a linked object into a document, when changes are made
to the source of that object, those changes will be reflected in the linked object. For example, if you
link data from an Excel file to your Word document, any changes that are made to the Excel file will
appear in the Word document.

When you insert a linked object into a document, the program will look to the source file to search for
updates. If you move your documents, you may get an error message when you open files with linked
objects.

To Create a Linked Object
Open the document that will contain the linked object. For class, return to the Word document.

1.
2.

Hw

10.

In the destination document, place the cursor
where the object will appear. For class, create a
new page, and place the cursor in that new page.
From the menu choose Insert, and then Object.
The Object dialog box opens, select the Create
From File tab.

Click the Browse button to select the file that
will be linked.

For class, select the file Chart.xls in the
Integration folder on the Desktop.

Click Insert.

Check the Link to file check box to link the
inserted object to the source document.

Click OK.

The chart is inserted into the
document. Resize and format the
chart as needed.

Object

Create New | Create from File

File name:

;%ents and Settings'l,mklishis'l,Desktop'l,Integration'l,Gerth.xls.i.i

Result
Inserts the contents of the Ffile into wour

_,@ docurnent and creates a shortcut ko the source

file. Changes to the source File will be reflected

in wour document,

Link ko file
[ cisplay as icon

l

Ok ][ Cancel ]

¥ Document - Microsoft Word

! Fle Edt Wew Insert Format  Tools  Table Window Help  Adobe POF  Acrobat Comments

s

E = IR e W e P = e A I RN N S
P4 Mormal v TimesMewRoman - 12 » | B 7 U | = = = | =
E| --1---|---g---|---1---|---2---|---3---|---4--- - R R
=i s} O o
B Weight and Age Equivalents in Children

':“ 170

i 160 f.e

: w 150

: 2140 /oﬂ

~

: z

; £ 130 /

i o O / - boys
; o 120 / _Bo
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: = 110 M

; %mn f

i T
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G ¥
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PwnE

only.

o

Paste Special.

6. In the Paste Special dialog box, select

Paste Link.
7. Click OK.

8. The ObjeCt is paSted into the Microsoft PowerPoint - [Presentation. ppt]

document. Format and

resize the image as needed.

The Learning Center

Open the source document. For class, return to the file Chart.xls.
Select and copy the item to be linked.

Open the document into which the object will be inserted. For class, return to Presentation.ppt.
Place the cursor where the object will be placed. For class, create a new slide with the layout title

From the menu choose Edit and then

Paste Special

Source:  Microsoft OFfice Excel Chart
Sample Chart

i
O Paste Microsoft Office Excel Chart Object

Result

presentation. Paste Link creates a shortcut ko the
source file so that changes to the source File will be
reflected in your presentation,

@ Inserts a picture of the clipboard contents into your
]

PIX

[ Display asicon

@3 Fiit Euﬂit Wiew Insert Formatk  Tools  Slide Show  Window  Help  Adobe POF

\ Linked Chart

EIEE FEEYicA SEEY: AR RSN i 1F AL

,_g? Desu;n L] N Slide

11
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Once you have linked two files together, changes in the source file are reflected in object placed in the
destination file. When you open the destination object, the program automatically asks if linked files

should be updated.
To Update a Linked Object

L Change the sourcefile. For class, change

some of the numbers in the spreadsheet

Chart.xlsx.
2. Save the file.

3. The changes should also
appear in the destination file.

4. If the changes do not appear
automatically, right click on
the object and choose
Update Link.

A LA A

A

3
N
A
.

A A

rd

Linked Chart

(B Flle Edt  Wiew Insert Format  Tools Data  Window Help Twpe a question far |
NEEH RS AITE SRRSO o0
: arial 0 - B I U|ISE==FE|$ % 1 %=
G18 B & 5000 o
A | 3] B ] E F G |

18] Jan Feb Mar Apr May Jun

4| Loans

' 5 | Mortgage $850.00 $850.00 $850.00 $850.00 $550.00 $850.00
| 6 | Car $220.00 $220.00 $220.00 §220.00 $220.00 $220.00
| 7 | Utilities

8 Cable $20.00 $20.00 $20.00 $20.00 $20.00 $20.00
9|  Phone $30.00 $50.00 $40.00 $50.00 $55.00 $60.00
10| Gas $26.00 $25.00 $25.00 $25.00 $25.00 $26.00
11 Electric $65.00 $60.00 $53.00 §47.33 $41.33 $35.33
12| water $15.00 $15.00 $15.00 $15.00 $15.00 $15.00
| 13| Sewage $10.00 $10.00 $10.00 $10.00 $10.00 $10.00
14| Garbage $10.00 $10.00 $10.00 $10.00 $10.00 $10.00
15| Other
| 16 | Food §275.00 $205.00 $320.00 §341.67 §364.17 $200.00
|17 | Gasoline $55.00 $38.00 $63.00 $60.00 $64.00 $68.00
18 [Entertainment $50.00 F45.00 $55.00 I58.33 57563 35 000.00 1
irl

12
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Hyperlinks

Hyperlinks are another way to link information in multiple documents. A hyperlink does not place the
information from the source document into destination document, instead, as with web pages, they
create a link to another document. When you click on that link, the source document opens within its
own program.

For example, you can create a link in a Word document to an Excel spreadsheet. When you click on
the link in the Word document, Excel opens and displays the designated spreadsheet. You can also
create hyperlinks to web pages.

To Create a Hyperlink

1. Place the cursor where the link should appear. For class, create a new title and content slide in
Presenation.pptx.

2. Add the text that is to become the clickable link. For class, type in the text Link to Childhood
Development Document.

3. Highlight the text.

4. From the Menu choose Insert

. Insert Hypertink |
and then Hyperlink. 2 her g
__O R__ Link ke Text to display: [Link ta Childhood Developrent Dacurnent
giﬁltﬂi keyboard command v | Lookin ; po:emlm v
. Web Page Births.:xls - Bookmark...
: Current | ] hickenpor, doc
__OR__ g Ftlder @ Development,doc
Click on the Insert p@ce"ﬁms ] R e
Hyperlink icon from the R
Standard Toolbar. & % it
. - R tions.
5. The Insert Hyperlink dialog box || Seistien || Reeent | gy ZERET=EmE
opens. Select the file to which =0 Yerbal s i
the text will be linked. For I O orent. doc s
class, select the file Eolssl=s: o | [ conce
Development.doc.
6. Click OK.
7. The text in the PowerPoint
document appears

underlined. When the link is
activated, the source file will
open.

8. The text should now be blue
and underlined. When you
hold the cursor over the
hyperlink, the full address should appear.

In Word, you follow a hyperlink with Ctri+Click.
In Excel, you follow a hyperlink by clicking on the text.
In PowerPoint, hyperlinks are active only in the SlideShow view.

Link to a Word Document

Link to Childhood Development Document

13
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Summary

This class has covered the following topics:
¢ Copying and Pasting information between programs
¢ Embedding objects
¢ Linking objects
¢ Creating hyperlinks between documents
We hope you enjoyed and achieved the goals set out at the beginning of the class. If you would like

information about other Learning Center workshops, please consult the course listing (available in the
Lab), call the Learning Center at 293-6128, or visit our website at http://iso.hsc.wvu.edu/cblc/.

14
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Destination file

The file where linked or embedded objects are inserted is called the destination
file. The file that contains the information used to create an object, is called the
source file. When information is updated in a destination file, the information in
the source file is not altered to reflect changes made in the destination file.

Embedded objectAn object is information which has been inserted into a file, also called the

Linked object

OLE

Source file

destination file. Once the object is embedded, it becomes a part of the destination
file. However, when an embedded object is selected by double-clicking, the
source program is activated and changes made to the embedded object are
reflected in the destination file.

Information, which is called an object is created in one program, the source file,
this information can be inserted into another program, known as the destination
file, and a connection between the two files can be maintained. The linked object
in the destination file automatically updates when the source file is amended.
Linked objects do not become part of the destination file.

Object Linking and Embedding is a program-integration technology used to
share information between programs. The Microsoft Office Suite supports OLE,
so information can be shared through linked and embedded objects.

A file that contains information used to create a linked or embedded object is
called the source file. The objects exist in the destination file. When source file
information is updated, the information in the linked object in the destination file
is also updated.

15
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