How to Re-link the Excel and Word Financial Statement Template Files

Re-linking Excel Files:

1. Click on “Data” at the top of any of the Excel templates.
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2. Click on “Edit Links”
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3. Click on the link that you want to change and then click on “Change Source...”
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4. Use the “Change Source” box to navigate to the file you want to update the linking to and then
double click that file or select it and press “Open”.
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5. This will update the link in the “Edit Links” box. Once you confirm the change has been made, click

the “Close” button.
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Note: This will update all the links to this document in the excel file. There is no need to do this for
each tab.

Re-linking Word Files:

1. Find a place in the Word document that utilizes links.
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threshold agreed upon by the county). Property tax revenues were reduced by $ as aresult
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* (Describe abatement program #2 where the amount abated was in excess of the percentage
threshold agreed upon by the county). Property tax revenues were reduced by $ as aresult
of the abatement.
(Note 7 - Capital Assets: (The tables below are linked to the financial statement Excel template) )
Capital asset balances and activity for the year ended June 30, 2022, is as follows:
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2. Right click inside the linked table and select “Linked Worksheet Object” then “Links...”
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Note 7 - Capital Assets: (The tables below are linked to the financial statement Excel template)
Capital asset balances and activity for the year ended June 30, 2022, is as follows:
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Note 7 - Capital Assets: (The tables below are linked to the financial statement Excel template)

Capital asset balances and activity for the year ended June 30, 2022, is as follows:

Links 7 X i
Disj Is Ending Balance
source file Update
Capital assets, non-deprefy, WHAELELICIR Update Now
- \GASE 63 Tem... NPL As50¢, W LE... ExcelSheet.12 Auto
Land \GASE 68 Te Pension Deferr... Excel.Sheet.12 Auta LI ST ] $ ] $ i
Amort. of Def, .. Excel.Sheet.12 Auta
Construction in proce Sensitivity Anal... Excel.Sheet12 Auto l Change Source... ' g g g
NOL Assoc. wl... Excel Sheet12 Auta
OPEE Deferred ... ExcelSheet12 Auto Break Link

Total non-depreq

Excel.Sheet, 12 Auto A

Source information for selected link

Capital assets, depreciabl  source file: \\u..\FINSTMTS\2021-22\Financial Statement Templates\Financial Statement Template 22.xisx
- tem inile: Notes - Cap Assets Dep.RACT:R41CE

Land improvements | |y 0. microsoft Excel Worksheet - - =
Buildings and improv{ upaate method for selected link o = =

Furniture and equipm @ Automatic update 7 ] "

Manual update
Vehicles Ou " | | ]

[ Locked

Total depreciablé options for selected link

Save picture in document
Less accumulated deprec| Preserve formatting after update

===

Note: You will see multiple instances of the same “source file”. This is normal. Each instance is a
different section of the Excel files that are linked to the Note Template. To correctly link the template,
you will need to perform this procedure on each instance of the “source file”.



4. Use the box to navigate to the file you want to update the linking to and then double click that file
or select it and press “Open”.
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5. This will update the source file in the “Links” box. One way to see if it has been updated is to look
in the “Update” column. It should have dashes, not the word “Auto”. Once you confirm the change
has been made and you have updated any other links (if necessary), click the “OK” button.
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Note 7 - Capital Assets: (The tables below are linked to the financial statement Excel template)

Capital asset balances and activity for the year ended June 30, 2022, is as follows:
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