How to Edit and Update Links in a Summary File

1. OpenFile

2. Save Backup File
3. Click Data
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4. Click “Edit Links”
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How to Edit and Update Links in a Summary File

6. Browse for corresponding File, Double Click

Edit Links et ——

@ Change Source: 01 2017 Data Entered DV Boulder City PD.xls — | K
@\\-)eﬂ <« groups ¥ GSD » UCR » 2017 + Domestic Violence =] 4] Search Domestic Visiene= o]
Organize = Mew folder EEE S| '.@'
B Desktop * Mame : ate modified NOtice: ThIS te”S you
@ Downloads Boulder City PD
oulder Ci T
| Recent Places st what file you are
Capitol Police
Carlin PD i
g Eoris S replacing, make sure
= y arson L
3 D t .
st Churchill Co 50 the source file you are
i 3 Clark County School District PD . . .
§! 3: = B b picking matches the file
T Elko County S0 File fc .
' . you want to replace it
| Elko PD File fc
"™ Computer e i 0 =i .
e smeralda County File fc W|th
o : Eureka County 50 File fc
5 Ibrocks (Wocfsl.nvdps.state.nv.us) (H:) =
e T = . Fallen PD File fc
= arek (eckel avdps state nuus) 1) Henderson PO File fc
28 Netlogon Qyivdpsstatenviis] (L) S R D o il g
L VShare$ (\\dpshfsl.nvdps.state.nv.us) (V:) * (sl Lil} | ¥
File name: | Excel Files (1% s alsemy il = |
Tools - ‘ Open ‘VI [ Cancel ]

7. Complete for each file.

8. Browse through the list and make sure all links point to the corresponding file - if you click
Source on the Edit Links Box, it will sort them by name

9. Verify that cells in the worksheets correspond to the new files.
* If worksheets are locked, you will have to UnProtect before you can select and view the
contents of the cell. (Click Review, Click UnProtect). If the formula bar is not visible, select the
View tab and click Formula Bar.

If Error Message Displays when opening the file:

e Be sure to check links in the “Edit Links” screen: highlight the source files and click “update
values”

o [f all files have an OK status, the warning can be ignored.
e If any files have a status error, open the source. If the file can not be found, change the source.
e Start-Up Prompt can be changed on the bottom left of the “Edit Links” Screen

Notes:

e Backup file before making changes; you can not undo changes made to file replacements.

e [f you unprotect sheets, protect the sheets again before you save and close the file to avoid

issues with unwanted changes.



