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Linking Compared To Embedding – also see INT 1-6

Linking and embedding are two different methods of putting an “object” from one Office document into another Office document. Microsoft Office includes Word, Excel, PowerPoint, Access, Outlook (email and calendar), and more. The Integration lab has you put an Excel table (an “object”) into a Word document, but both linking and embedding are much more general than this. The object can be a selection of text from Word, a Word drawing, a single cell from a spreadsheet, a range of cells or a chart from Excel, a PowerPoint slide or range of slides, or records from an Access database.

Source – where the first object is coming from

Destination – where the object ends up

Linking – There is a live or continuing link between the source and destination. Whenever the destination document is opened, the source is opened also, and a copy of the object is pasted into the destination. If the destination is open and the source is changed, a fresh copy and paste is also done.

Embedding – a copy of the object from the source is pasted into the destination. There is no continuing link between the source and destination. The embedded object can be double-clicked and the source application will be opened for editing, but the source document is not opened.

Below, the large white shapes represent documents, and the small yellow or shaded shape is the document being linked or embedded.
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Linking

Copy and Paste the Object from Source to Destination, but for the Paste choose “Paste Link.”

Result: The Object is not really in the Destination, only a link as to where to get it in the Source. When the Object changes in the Source, it also changes in the Destination (or the next time that the Destination Document is open).

Embedding (Copy and Paste)

Step 1: SELECT the Object in the Source and COPY it to the Clipboard


Step 2: PASTE the Object from the Clipboard to the Destination, without choosing “Paste Link.”


Result: The Object is still in the Source, and a second copy is in the Destination. But there is no connection between the Object and the copy. If either the Object in the Source of the Object in the destination one is changed, the other is not changed.







No live link exists between the Source and Destination after the Copy / Paste is done.
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