Linking/Embedding Word data in PowerPoint

1. Open presentation Military Data.  

2. Click on slide 2.  Note that the heading for this slide is Embedded Word Table.  

3. Open the Military Data Table file.  Select the whole table that is included in the Word document.  Copy the Table.

4. Switch to the Military Data presentation.  On the embedded slide, Slide 2, use the Paste Special option to insert the table.

5. In the Paste Special Dialog box, make sure Paste is selected and As:  Microsoft Office Word Document Object is selected.  Click OK.

6. Click on Slide3, Linked Word Table.  Use the Paste Special option again.  However, this time select Paste link.  Microsoft Office Word Document Object is automatically shown in the As: box.  Click OK.

7. Save the Presentation file.

8. In the Military Data Table Word document, change the number of males in the Air Force to 100, and the number of Females in the Army to 500.  Also apply formatting changes to the table:  Change the font to Times New Roman, 14 pt. font, bold.  Save the file.

9. Open the Military Data presentation and update the links.  Note that the slide that contained embedded data did not update with the current information and formatting changes.  However, the table on the Linked Word Table slide did.  If the entire table does not show, resize the table to ensure that the entire table shows.

10. Ask students to compare the table on the embedded slide and linked slide.  If the links were properly created, one should have changed while the other remained the same.

