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Instructor's Notes

Object Linking and Embedding (OLE)

Be sure to go over the case scenario in each tutorial.  This will help students tie the concepts to a “real world” situation.  

Explain to students that they can easily share data that you create in the different Office applications through a feature called object linking and embedding, or OLE (pronounced "oh-lay"). 
Use Figure 1-1 to show how you might want to insert a chart you create in Excel into a letter you generate in Word.  Point out to students that the example contains data from Excel as well as the chart.

 For additional examples, you might want to merge a letter you create in Word with names and addresses you have stored in an Access database. Or, you might want to transfer an outline you create in Word to a PowerPoint presentation. 
Be sure to cover the terms that are defined on page INT 1-5.  These terms are very important and students need to become familiar with them.  Explain that using the right terms helps you converse with other professionals in terms everyone understands.   Also be sure to go over the Integration Methods described in Figure 1-2.  Students need to be able to determine whether they want to link or to embed an object.  Figure 1-3 provides a graphical view of the differences in the two methods.  You should spend ample time on this section as it is the basis of all three Integration tutorials.

With OLE, you can share data in one of two ways. You can embed data created in one application (the source) in a file created in a different application (the destination). With embedding, a copy of the object becomes part of the destination file, and any changes you make to it do not affect the original file. You can also link data, so that any changes made to it in either the source file or the destination file automatically take effect in the other file.

Quick Quiz: 

1. Which of the following is NOT an example of OLE?  (Answer: a)
a. Moving an Excel chart from one worksheet to another in the same workbook.

b. Linking a chart created in Excel to a memo created in Word.

c. Embedding a picture in a Word document

d. Embedding date from a Word table in an Excel worksheet.

2. With ________, a copy of the object becomes part of the destination file.  (Answer: embedding)
3. True/False: OLE is often referred to as imitation.  (Answer: False)
Embedding an Excel Chart in a Word Document
Discuss with students how they can graphically illustrate data in a Word document with a chart created in Excel. For example, you could enhance a sales report created in Word with a chart that illustrates the sales data. When you embed a chart in a Word document, the chart becomes part of the Word file, which is the destination document. You should only embed a chart if you don't expect the data upon which it is based to change. That's because changes made to the data in the source document — the Excel workbook — are not reflected in any files in which the chart has been embedded.

Quick Quiz: 

1. If you want to embed an object, you must first (Answer: c)
a. Create and opening in the source file.

b. Copy the object from the destination file.

c. Copy the object from the source file.

d. Create an object in the destination file.

2. To embed a chart in a Word document, click Edit on the menu bar, and then click the __________ command. (Answer: Paste Special)
3. True/False: Any changes you make to a chart embedded in a Word document will NOT affect the source file.  (Answer: True)
Classroom Activity:

Step students through the embedding process: To embed a chart, copy it from the Excel worksheet. Click in the Word document where you want to insert the chart, and then click the Paste Special command on the Word document's Edit menu. The Paste Special dialog box opens. Make sure the correct object type is selected, click the Paste button, if necessary, and then click OK. 

Modifying an Embedded Object
Make sure that students understand that when they embed an Excel chart in a Word document, the chart is stored in the destination file, and thus, becomes part of it. You edit embedded data using the application in which it was created. You simply double-click the chart to open Excel and gain access to the Excel menu bar and commands.  However, you never actually leave the Word application.

Linking an Object from Excel to Word
Explain to students that linking an Excel worksheet to a Word document creates a direct connection between the source file and the destination file. The object — in this case, the Excel worksheet — is stored in the source document only, so any changes made to the source file are automatically reflected in the destination file. 

When you create a link, it's important to remember to store both the source and destination files in the same location. To link worksheet data to a Word document, copy the worksheet data, click in the Word document where you want to insert the data, select Paste Special on the Edit menu, and then click the Paste link option in the Paste Special dialog box.

Update a linked Excel worksheet

Discuss with students the advantage of linking - that when you update or modify data in the source file, the data is automatically updated in the destination file(s), and vice versa. You can have the source file, or both the source file and destination file open, when you update a link. You might find it useful to have both files open and tile the windows so that you can watch the link automatically updated in one of the files when you make a modification to the other file. New values are entered in the Excel worksheet, and they are automatically updated in the table data that's inserted in the Word document.

Test and break a link

Make sure that students understand that it is not necessary to have the source and destination files open when you update a link. For example, you can make changes to worksheet data that's linked to a Word document without ever opening the Word application. You will want to break a link if you intend to move either the source file or the destination file to a new location. Remember, linked files must be stored together and if you change the pathname of one of the files, the other file will not be able to locate the linked data when it's updated.

Work with students to use the Links command on the Edit menu in the destination file to break a link. The Links dialog box opens. Select the link in the list box, click the Break Link button, and then click Yes to confirm that you want to break the link. To test that the link is broken, open the source file, make a change to the linked data, and then open the destination file. The change should not have been made to the data in the destination file.

Quick Quiz: 

1. Which of the following is NOT true about linking? (Answer: d)
a. A linked object is stored only in its source file.

b. An object can be linked to more than one destination file.

c. The destination file size remains fairly small.

d. The source file and destination file can be stored separately.

2. In the Paste Special dialog box, you must click the ____________ option button to link two objects. (Answer: Paste link)
3. True/False: When you link two files, the destination file size remains fairly small. (Answer: True)
Tutorial Discussion Questions

1. Discuss some situations in which you would want to use an embedded file versus a linked file.  When would you not want to have data updated when the worksheet is updated?  In what sort of situations would it be critical to make sure that the data is linked?

2. Are there any disadvantages to having data linked?  Does this limit the portability of documents?

3. Assume you are working on a team of sales managers to develop a report of sales over the past year.  One member of the team will work on a detailed sales report that shows sales for each region and for each salesperson.  The report will in the form of an Excel workbook.  Another member of the team will work on a cost, sales, and revenue analysis.  This analysis will also exist in an Excel workbook.  You, the third member of the team, will create a Word document that will contain explanatory remarks about the Sales report and the analysis.  Within your document, you will create links to the two Excel workbooks.  You are currently working on your Word document but the Excel workbooks are not totally complete.  Where do you think the three files should reside during the development time?  Should you link to the workbooks now or wait until they are finished?  If you linked to them now, where would they all have to reside?  When you are ready to send the final report (which contains the links) to management, how will you make sure the links are not broken?

Key Terms
	Term
	Definition

	Destination File
	The file where you want to insert an object

	Destination program
	The program that created the file where you want to insert an object

	Embedding
	A copy of the object becomes part of the destination file

	Integration
	A general term for sharing information between programs

	Linking
	The object does not exist as a separate object in the destination file; instead OLE creates a direct connection (link) between the source and destination programs.

	Object
	Anything that is manipulated as a whole (i.e., specific information that you want to share between programs)

	Object Linking and Embedding (OLE)
	A way of transferring and sharing information between programs.

	Source File
	The file that initially contains the object you want to share between programs

	Source Program
	The program used to create an object
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