	Chapter 1
	Integrating Office Word and Office Excel


Overview

Chapter 1 introduces the student to using the Office Clipboard to assemble a report from a variety of documents; link data in Office Excel to an Office Word document; embed data from Office Excel in an Office Word document; manipulate shared objects, and enhance an Office Word document with worksheets and charts created in Office Excel.
Prerequisites

To successfully complete this chapter, you must know how to create, open, save, and print Office Word documents and Office Excel workbooks. You should also be comfortable performing basic editing tasks, such as selecting and deleting text, in both document paragraphs and worksheet cells

Teaching Tips and Strategy

Sometimes the Clipboard needs to be activated through the menu system instead of getting displayed by performing two consecutive copy operations without an intervening paste operation. Section 1.1.1’s lecture notes details how to correct this behavior.  Note that students may run into this problem as well.

Lecture Notes
Section 1.1 – Using the Office Clipboard

Section 1.1 covers the properties and use of the Office Clipboard.  Students are taught how to view the clipboard, copy and paste items to the clipboard and remove copied items.

Section 1.1.1 – Activating the Office Clipboard

Feature:
To display the Clipboard task pane
Method:
The Office Clipboard is used to manage up to 24 copied items across the Office suite of applications.  There are two methods of viewing the Office Clipboard:

· Cut or copy two items in sequence without an intervening paste operation, or

· CHOOSE: Edit, Office Clipboard
Notes:
If the Office Clipboard does not appear automatically, open it via the menu operation described above and click the Options drop-down menu (at the bottom of the task pane).  Ensure that the Show Office Clipboard Automatically menu item is checked.

An additional method of opening the Office Clipboard is to press Ctrl+C keyboard sequence twice.

Section 1.1.2 – Pasting and Clearing Clipboard Items

Feature:
To Paste a single item from the Office Clipboard

Method:
With the Office Clipboard displayed, click the mouse to position the insertion point to the location that the pasted item will be placed.  Then, CLICK: the item to paste in the Office Clipboard.  The selected item will be placed in the open document (or workbook, etc.).
Notes:
None.

Feature:
To Paste all clipboard items into the current document

Method:
To paste all of the clipboard items in to the current document, set the insertion point by clicking the mouse in the current document.  Then, CLICK: Paste All button in the Office Clipboard task pane.  The pasted items will be pasted in a bottom-up fashion as they appear in the clipboard.

Notes:
None.

Feature:
To Delete an individual item from the Office Clipboard

Method:
CLICK: an item’s drop-down arrow and choose the Delete command in order to clear an individual item from the Office Clipboard.

Notes:
When clearing a chart object from the Office Clipboard, position the mouse pointer over the item until an outline appears. Caution: Do not click on the item, as that will paste it into the document.

Feature:
Deleting all items from the Office Clipboard

Method:
CLICK: Clear All command button in the Clipboard task pane to clear all of the items from the Office Clipboard.

Notes:
None.

Section 1.2 – Pasting, Linking, and Embedding

Section 1.2 shows how to paste, link, and embed data from one application to another. Pasting data involves inserting a static representation of the source data into the destination document.

Linking involves the pasting of the data as well as the dynamic link between the source and destination documents.

Embedding involves inserting a source document into a destination document as an object.  Unlike linked data, an embedded object does not retain a connection to its source document.
Section 1.2.1 – Pasting Data from Office Word to Office Excel

Feature:
To Copy data from a Word document into an Excel worksheet

Method:          To perform a copy and paste operation:

1. Copy data from the source document to the Clipboard
2. Make the target application window active
3. Move to the desired location in the destination document
4. CHOOSE: Edit ( Paste from the Menu bar

or

CLICK: Paste button
Notes:
Data pasted across Office applications will carry formatting characteristics in HTML.  If you don’t want the same formatting characteristics use the Paste Options button to apply formatting characteristics of the destination document.


When copying and pasting data between applications, it is often helpful to display the windows on the desktop simultaneously.  You can use Tile or Cascade windows command for this.

Section 1.2.2 – Linking Office Excel Data to an Office Word Document

Feature:
To Use the linking feature to include data from Excel in a Word document

Method:
To link data between Office applications:

1. Copy data from the source document to the Clipboard
2. Make the target application window active
3. Move to the desired location in the destination document
4. CHOOSE: Edit, Paste Special from the Menu bar

5. SELECT: Paste link option button

6. SELECT: a data format in the As list box

7. CLICK: OK command button

To update or refresh a linked object manually:

1. RIGHT-CLICK: the linked object

2. CHOOSE: Update Link from the menu
Data formats that are possible selections include:

· Microsoft Excel Worksheet Object - data is inserted as an embedded Excel object, editable by double-clicking

· Formatted Text (RTF) - data is inserted as an editable Word table

· Unformatted Text - data is inserted as editable text without formatting characteristics applied to it

· Picture (Windows Metafile) - data is inserted as a picture object

· Bitmap - data is inserted as a picture object (more memory and disk space required)

· Picture (Enhanced Metafile) - data is inserted as an enhanced metafile

· HTML Format - data is inserted in an HTML format, text formatting is retained

· Unformatted Unicode Text - The data is inserted as editable text, without any formatting applied.
Notes:
Any of the above selections results in a link to the data in the Excel worksheet.  If the data in the worksheet is updated, then the changes are reflected automatically in the Word document without user intervention.

Section 1.2.3 – Embedding Office Excel Data in an Office Word Document

Feature:
To use the embedding feature to include data from Excel in a Word document

Method:
To embed data into an Office application:

1. Copy data from the source document to the Clipboard
2. Make the target application window active
3. Move to the desired location in the destination document
4. CHOOSE: Edit ( Paste Special from the Menu bar

5. SELECT: an “Object” list item, such as Microsoft Office Excel Worksheet Object, in the As list box 

6. CLICK: OK command button
Notes:
None.
Section 1.3 – Manipulating Shared Objects

Section 1.3 introduces the basics of managing embedded and linked shared data objects (from other Office System 2003 applications).  This module describes methods for moving, resizing, deleting, and editing shared objects, regardless of whether the data is linked or embedded.

Section 1.3.1 – Moving, Resizing, and Deleting Shared Objects

Feature:
To Move a shared object (embedded or linked)

Method:
Select the desired shared object by moving the mouse over the object and clicking the mouse once when the mouse pointer turns into a four-headed arrow.  Then, move the object by dragging.

Notes:
None.

Feature:
To Resize a shared object (embedded or linked)

Method:
Select the desired shared object by moving the mouse over the object and clicking the mouse once when the mouse pointer turns into a four-headed arrow.  Then, resize the object by dragging one of its sizing handles.

Notes:
Sizing handles may appear as circles or boxes depending on the data format.


When you select one of the corner sizing handles, the object is sized proportionally when you drag the mouse. Use the ruler to guide your distance
Feature:
To delete a shared object (embedded or linked)

Method:
Select the desired shared object by moving the mouse over the object and clicking the mouse once when the mouse pointer turns into a four-headed arrow.  Then, delete it by pressing the delete key.

Notes:
None.

Section 1.3.2 – Editing Shared Objects

Feature:
To edit an embedded object

Method:
To edit an embedded object:

· DOUBLE-CLICK: the object to enable visual editing

· Make the desired changes
· CLICK: outside of the object to return to editing the document
Notes:
None.

Feature:
To edit a linked object

Method:
To edit a linked object:

· Open the original document inside of the server application
· Make the desired changes
· Save and then close the document and server application
Notes:
To edit a linked object, you must first switch to the source or server application in order to edit the original document. The linked object (in the destination document) is updated automatically when changes are made to the source document.

Section 1.4 – Inserting Worksheets and Charts in Office Word

Section 1.4 In this module, you learn how to insert new Excel 2003 worksheets and charts into a Word 2003 document.

Section 1.4.1 – Inserting a New Worksheet in Office Word

Feature:
To Insert a new Excel worksheet object in Word, without leaving Word

Method:          To insert an Excel 2003 worksheet object into a Word 2003 document:

1. Position the insertion point or cursor at the location where you want the object inserted
2. CHOOSE: Insert ( Object 

3. SELECT: Microsoft Office Excel Worksheet in the Object type list box

4. CLICK: OK command button

5. In the Word 2003 application window, edit the worksheet using Excel 2003’s menus and toolbar buttons
6. CLICK: outside of the embedded object to return to the Word 2003 menus and toolbar buttons
Notes:
None.

Section 1.4.2 – Inserting a New Chart in Office Word

Feature:
Inserting an Excel chart object in a Word 2003 document
Method:
To insert an Excel 2003 chart object into a Word 2003 document:

1. Position the insertion point or cursor at the location where you want the object inserted
2. CHOOSE: Insert ( Object 

3. SELECT: Microsoft Office Excel Chart in the Object type list box

4. CLICK: OK command button

5. In the Word 2003 application window, edit the chart using Excel 2003’s menus and toolbar buttons
6. CLICK: outside of the embedded object to return to the Word 2003 menus and toolbar buttons

Notes:
None.

