[bookmark: _GoBack]With Word’s Object Linking and Embedding (OLE) feature, information created in other applications can be included in Word documents. Using the Word object text from one file can be included within another Word file and updated as necessary.
1. Create a document that includes standard, updateable text.
2. Edit, proofread and spell check the text.
3. Save the file.
You have now created the source document.
Now you can link it into the destination document.
1. Display the Insert tab.
2. Click on the Object tool.
3. Display the Create from File tab and browse for the file.
4. Select the Link check box and click the OK button.
You have now created a linked Word object. 
When you update the source file, the destination file will automatically update to include the new information.
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