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Embedding and Hyperlinking Files

Both embedding and hyperlinking allow you to insert a new or previously created file (document, sound file, video file, and so forth) into a document or presentation. An embedded file becomes part of the file in which it is embedded. A hyperlink simply points to the location of the original file and opens the linked file from its saved location. The main difference between an embedded file and a linked file is where the data is stored. To help you decide which method to use, refer to the following table.

	Hyperlinking
	Embedding

	Advantages
	Disadvantages
	Advantages
	Disadvantages

	Changes made to the hyperlinked source document always remain available to the file that links to it.
	If you change the location of either the main document or the hyperlinked source document the link may not work so the file will not open.
	A copy of the embedded file is actually saved within the file in which it is embedded. Moving files will not affect the embedding. When you open an embedded file, you can make changes to it that will not affect the original file.
	The embedded object is a copy and has no connection to its original file. Therefore, if you make changes to the original file, the embedded file will not be updated. Embedding a file may significantly increase the file size of the document in which it is embedded.


Other ideas for embedding or hyperlinking files include:

· When creating a presentation that introduces your unit, you can embed or link to your student sample to give students an idea of your expectations.

· Students can embed recordings of themselves reciting their original poetry or stories into their presentations.

· Students can explain a spreadsheet chart or graph through an embedded recording, elaborating on causes and effects of the data results.

Creating a Hyperlink

Help Guide: If you need help hyperlinking to a Web site or file from within a presentation, document, publication, or spreadsheet, use the Intel® Education Help Guide.

1. Link to a Web site.
Word Processing Skill 10.9: To insert a link to a Web site

2. Link to a file.
Word Processing Skill 10.8: To insert a link to another document saved on your computer

Embedding a File
Help Guide: For help with embedding a file into an open presentation, document, publication, or spreadsheet, use the Help Guide.

Insert a document or presentation into a document. 
Word Processing Skill 10.7: To insert another document or presentation as an object
Insert a document or presentation into a presentation. 
Word Processing Skill 10.7: To insert another document or presentation as an object
Insert a document or presentation into your Unit Plan.

Consider embedding important unit portfolio files into your Unit Plan. You may not want to embed extremely large files.
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