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1. Summary 
In this exercise, we will learn how to link Word to Excel data.
We have briefly seen how to add an external data source (such as a “.csv” or a database) to Excel, which is a powerful skill with several advantages:
- it can overcome the excel data limit
- it facilitates repetitive tasks on changing data
- it helps error traceback, because the data stays connected: if you "hard-paste" instead of linking, it might be difficult or impossible to trace your workflow and potential errors.

The same rationale applies to linking Excel, a standard (though lousy, in the opinion of the author) program for data analysis and visualization, with Word, a (equally limited) solution to have text-based reports.[footnoteRef:1] [1:  If you want to go “all in”, you may try LaTeX or orgmode.] 


Document links are good - sometimes. They require a bit of skill and effort to establish and maintain. That effort is usually justified in repetitive reports. For a one-time report (e.g. a business plan), links might still be useful, if you expect a long revision process of back-and-forth feedback with stakeholders. Yet it might well be that you are better off with a "quick-and-dirty" paste from Excel to Word.

The "magic" tool for links can be found in the "paste special" ("plakken speciaal") function of Excel and word. You reach it by pressing [Ctrl]+[Alt]+[V] instead of [Ctrl]+[V]. In Excel, you can choose to transpose or apply mathematical operations on numbers; you can switch between pasting formulas, values, and formats. In word, "paste special" helps to choose formatting variants.
And as a bonus, you get the option to insert content as a link to its source. It will update if desired, and the source can be traced.
Time to explore! Below, you find a mock-report of a fake company, which is based on data provided by Microsoft[footnoteRef:2]. [2:  https://learn.microsoft.com/en-us/power-bi/create-reports/sample-financial-download] 


Your tasks today:
· Transform this into a stylish report (styles, sections, headers, table of content, page numbers).
· Prepare some pivot tables and charts in Excel.
· Link in the figures and numbers from Excel to this word document by replacing all the "XXXX" and "YYYY" markers below.
· also link the figures within the text, so that when the figure number updates, you do not have to scan the text and manually adjust.

Detail note: 2013 numbers were incomplete (last four months). To compare, you should scale those four months to a whole year (XXXX*12/4).

Keep in mind that, next year, when 2015 sales are reported, you want to re-use this linked template. This is when linking will save you time.

Succes!




2. Revenue
The total revenue in YYYY amounted to XXXXXXXX USD. This is an increase of XXXX % compared to the previous year. The best selling product was YYYYYYYY with XXXXXXXX USD, which thus accounted for XXXX % of total sales. Figure XXXX summarizes the sales per product and month.


3. Expenses
As with revenue, cumulated cost Of Goods Sold (COGS) increased by XXXX % (2013) to a total of XXXXXXXX USD in YYYY. This is an average of XXXX USD per unit. Figure XXXX shows the COGS per segment and month.
The COGS per unit (COGS/u) differs strongly across sales channels ("segment"), ranging from a COGS/u of XXXX USD/u for channel partners and XXXX USD/u for midmarket sales, to XXXX USD/u and XXXX USD/u for enterprises and small businesses, respectively.

4. Profit
Figure XXXX summarizes the profit per segment and product. Overall, all products were profitable in YYYY. 
Our most successful product is YYYYYYYY, mostly sold to the YYYYYYYY segment.
Split by sales channels, it becomes evident that "enterprise" sales are deficient. The reason are sales prices which barely exceed the COGS, and therefore cannot cover for the additional discounts granted to these influential customers.

5. Forecast
This is just a humble school exercise, and I hope that it will turn out useful to you.
There is little known about the future, and prediction is seldom more than a rough guess, and still many businesspeople pretend they have a crystal ball to forecast sales figures. True professionals predict as reasonable as possible, based on all available information, they document their assumptions well, and then take some feedback time a year later to compare the true sales and costs to their predictions.

My personal prediction: chances are that, no matter where you end up working, you might have some use for Excel and Word. 
Today you connected them, which can make your life easier on repetitive tasks. Well done!
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