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Embedding and Linking Data

How to embed data from within a workbook to Microsoft Word

To embed data into Microsoft Word you want to first open the file containing the data you wish to
embed. To embed a chart from Microsoft Excel, open Excel.

1. Click once on the chart to select it and press Ctr/+C on your key board to copy the chart. (Figure

1)
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2. Return to the Microsoft Word document and click the location where you would like to embed
the chart and press Ctrl+V to paste the chart into the document. (Figure 2)
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Note: When embedding an object you are only coping the object, it is not linked to the original
document. When the chart is updated in Microsoft Excel it will not update in Microsoft Word.
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Linking Data/Objects
To link a chart from Microsoft Excel to a Microsoft Word document, open Excel.

1. Click once on the chart to select it and press Ctr/+C on your key board to copy the chart. (Figure

7)
Figure 7
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2.

Return to the Microsoft Word document and click the location where you would like to link the

chart and on the Home tab, click the arrow under paste in the Clipboard group and select Paste
Special. (Figure 8)

Figure 8
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3. The Paste Special dialog box is displayed. Select Paste link: then select Microsoft Office Excel
Chart Object and click OK. (Figure 9)
Figure 9
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The linked object is displayed in Microsoft Word. (Figure 10) Note: Once the Excel data is updated and
saved the Word data will also be updated.

4. To see updates automatically in Word without having to close and reopen click to select the
chart and press F9 on your keyboard.

Figure 10
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Paste Special Options

How to use Paste Special options to do calculations

To use the Paste Special options to do calculations within your Excel workbook review the following
sample spreadsheet. (Figure 11)

Figure 11
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To use Paste Special to add to the amounts in cells C:2-C:4 shown in figure 11:

1. Enter the numbers you want to add in cells A:2-A:4 (Figure 12, item 1)
2. Select the range A:2-A:4 (Figure 12, item 2)
3. Press Ctrl+C on the keyboard to copy the selected range

Figure 12
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4. Select the original range C:2-C:4 as shown in figure 11 (Figure 13)
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5. Click on the drop-down arrow under the Paste button located on the Home tab in the Clipboard
group and select Paste Special. (Figure 14)

Figure 14
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6. The Paste Special dialog box appears, select Add and click OK. (Figure 15)
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7. The values in the original cells C:2-C:4 now reflect the results of adding cells A:2-A:4 to the
original values in cells C:2-C:4 (C:2 = 2+3, C:3 = 4+6, C:4 = 6+9). (Figure 16) Repeat the process
to subtract, multiply and divide by selecting the corresponding Paste Special Operation.

Figure 16
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How to use the Paste Special Transpose Option
To use the Paste Special to transpose data within your workbook option:

1. Select the range B:2-F:6 (Figure 17, item 1)
2. Press Ctrl+C on the keyboard to copy the selected range and click in a blank cell (Figure 17, item
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3. Click on the drop-down arrow under the Paste button located on the Home tab in the Clipboard
group and select Paste Special. (Figure 18)

Figure 18
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4. The Paste Special dialog box appears, select Transpose and click OK. (Figure 19)

Figure 19

Paste Special

=)

Paste
@ Al
(7 Eormulas

(71 Walues

) Formats
() Comments
(71 validation

Operation

D) Add

™) Subtract

[ ] skip blanks

1 All using Source theme
“1 Al except borders

1 Column widths

h T g g

) Formulas and number formats

P

1 Values and number formats

() Multiply
() Divide

Page | 11



The values are transposed. (Figure 20)
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How to use the Paste Special Formulas & Values Option

To use the Paste Special to paste data with or without formulas:

1. Select the range B:2-F:7 (Figure 21, item 1)

2. Press Ctrl+C on the keyboard to copy the selected range and click in a blank cell (Figure 21, item
2)
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Home Insert Page Layout Formulas Data Review View
= * cut Calibri -l - = §| |§WrapText General - ij‘ ﬁ Normal
P_aste -3 cony B ||®.'. A-ll== [| & - = <0 .00 Condii;:mal Format i
- f Format Painter ] == g erge & Center - | | $_ % o ||%0 56 Formatting ~ s Table *
Clipboard (F (F Alignment (F MNumber (F
B10 bl
A B c D E F G H | J K L M N o]
1
2 Jan Feb Mar Apr
3 idoes 67 100 52 89
4 CDs 88 140 £l 54
5 Games 125 146 115 132
6 Suppiles 15 60 25 33
7 Totals 295 445 222 308
8
9
0
11

Page | 12



3. Click on the drop-down arrow under the Paste button located on the Home tab in the Clipboard
group and select Paste Special as shown on Page 11, Figure 18.
4. The Paste Special dialog box appears, select Formulas to paste values and formulas and click OK.

(Figure 22)
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Notice that the formulas were copied by reviewing the formula bar and cell reference in figure 23.

Figure 23
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5. To paste values only, select Values and click OK.

Figure 24
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Notice that only values were copied by reviewing the formula bar and cell reference in figure 25.

Figure 25
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Creating Pivot Tables

How to create and use Pivot Tables

1. To create a Pivot Table for worksheets that contain a lot of data, click within the data table and
click on the Insert tab and within the Tables group select the Pivot Table icon. (Figure 26)
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2. The Pivot Table dialog box will be displayed. Accept the default values and click OK. (Figure 27)

Figure 27
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3. A new worksheet will be added to your workbook with the Pivot Table Field List displayed on
the right side of the screen (Figure 28)

Figure 28
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4. Select the fields you wish to add to the report. (Figure 29)

Figure 29
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5. The results from the Pivot Table Field List selected in figure 29 will appear. (Figure 30)

Figure 30
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6 |Aniseed Syrup 544 600 140 440
7 |Boston Crab Meat 698.25 1426 1628.4 1584
& |Camembert Pierrot 544 1562.3 1632 2550
9 |Chef Anton's Cajun Seasoning 225.28 2970 13376 632
10 | Chef Anton's Gumbo Mix 0 0 288.22 85.4
11 |Filo Mix 187.6 210 63 434.75
12 Gorgonzola Telino 324.5 1408.75 90 660.62
13 |Grandma's Boysenberry Spread 0 0 1750 750
14 lpoh Coffee 1398.4 4496.5 11%6 3979
15 |Jack's New England Clam Chowder 231 297.22 1389.6 1027.72
16 |Laughing Lumberjack Lager 0 518 350 42
17 |Longlife Tofu 488 0 0 512.5
158 |Louisiana Fiery Hot Pepper Sauce ] 820.95 463.1 1541.91
19 |Louisiana Hot Spiced Okra 1509.6 530.4 68 850
20 \Mozzarella di Giovanni 1350 4488.2 3027.6 2697
21 Morthwoods Cranberry Sauce 0 1300 0 2960
22 |Ravioli Angelo 499.2 282.75 390 984.75
23 |Sasquatch Ale 551.6 665 0 890.4
24 |Sir Rodney's Marmalade 0 4252.5 3061.8 0
25 |Sir Rodney's Scones 512 550 140 380
26 |Steeleye Stout 1310.4 1368 1323 1273.5
27 |Teatime Chocolate Biscuits 186.15 92 694.6 94.3
28 Veggie-spread 3202.87 263.4 842,88 2590.1
29 Grand Total 16470.45 32155.07 24711.8 31582.2%
30
31
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Appling Filters

6. Filters may be applied to display the top 10 selling products in Qtr 1. Click on the first product to
highlight it, right-click and select Filter and Top 10... (Figure 31)
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28 +Weggie-spread 2202.87 263.4 842 .88 2590.1
23 Grand Total 16470.45 32155.07 24711.8 31582.25
30
7. The Top 10 Filter (Product) window appears. Verify the information is correct to list Sum of Qtr 1
and click OK. (Figure 32)
Figure 32
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The top 10 selling products will be displayed. (Figure 33)

Figure 33
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Your original data source is located on the worksheet titled Source Data. (Figure 34)

Figure 34
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This along with other Microsoft training materials can be found on the Training and Development
website at the following URL:

http://www.uncfsu.edu/itts/training/
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