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Insert and link the figures

e Go to the 'Insert’ tab on the top ribbon in Word;
e Click the drop-down menu under 'Pictures’, and choose This Device'

FS This Device...

Navigat.. ~
Fal Stock Images...

Search document
F& Online Pictures.

Headings | Pages

-

4 1, Draft deliverable

File Home Insert Design Layout References Mailin
| — - I
: o= =i |2
'5 lcons ﬂ -
Pages Table . Add From | Add- | ©
= - ([) 3D Models ~ i~ Files —
Tables Insert Picture From Tap I

there-is-no-link,-the-tools-ca

From File (

Insert pictures from your computer
or from other computers that
you're connected to. L

e

@ Tell me more

e Select the file path, and choose the figure file to be inserted.
e From the drop-down menu under ‘Insert’, choose 'Insert and Link'

Name Date Type Size Tags
@ 001a.tif 2021-12-17 0817 TIF File 13 KB
B 001b.tif 2021-12-17 08:17 TIF File 11 KB
ame: |001a.tif v| All Pictures (*.emf;*.wmf;* jpg;”* ~

Cancel

Insert
Link to File
Insert and Link

Ensure that the box “Save picture in document” (“Edit Links to Files” window) is ticked,
otherwise the links will be considered broken by the Image Quality Check. See below for

instructions



Check if figures are linked within a document

©

New

Open

Save

Save As

Go to “File” tab on the top ribbon in Word
Click on “Info”, then “Edit Links to File”

Info

64 e stf

Protect
Document ~

Save as Adobe

PDF

Account

Feedback

Options

L
Check for
Issues ~

Manage
Document ~

¥: » STD_MGT » STDDEL » PRODUCTION » Standards » WSSIC » 001

Protect Document

Control what types of changes people can make to this document.

Inspect Document
EBefore publishing this file, be aware that it contains:
Document properties, document server properties, content type information,
author's name and related dates
Headers and footers
Characters formatted as hidden text
Custom XML data
Content that people with disabilities are unable to read

Manage Document

¥ There are no unsaved changes.

Properties ~

Size 10,9MB
Pages

Words

Total Editing Time 1 Minute

Title Add a title
Tags Add atag
Comments Add comments

Related Dates

Last Modified 2022-10-12 16:56
Created 2022-10-12 16:55
Last Printed 2022-04-26 08:37

Related People

Author
EB  Elysia Booth

Add an author

Last Modified By . R .
S5  Simon Sébastien
Related Documents
Open File Location

[} Edit Links to Files
Show All Properties

This option can also be added within the Quick Access Toolbar, so that it appears on top of
the top ribbon in Word:

Go to “File” tab on the top ribbon in Word, then click on “Options” and the
following pop-up window will appear
Click on “Quick Access Toolbar”
Select “File Tab” from the “Choose commands from” dropdown-menu
Select “Edit Links to Files”
Click on “Add”

Ensure that “Edit Links to Files” appears on the right panel

Click OK



General

Display

Proofing

Save

Language

Ease of Access
Advanced
Customize Ribbon
 Quick Access Toolbar |
Add-ins

Trust Center

E-E Customize the Quick Access Toolbar.

Choose commands from: (&)

| File Tab =

<Separator>
B9 Accessibility Checker
(& Add a Digital Signature
46 Always Open Read-Only
rﬁ Check In
fﬁ Check Qut
Close File
W) Compatibility Checker
M5 Convertto an Office Open XML ...
i Discard Check Out
ME Document
Q Document Management Server
g Edit Data...
|} Edit Document
[ 1
]

[*]

7 Email
201 E-mail as PDF Attachment
@E_ E-mail as XPS Attachment
[# Enable Editing

& Encrypt Document

X Exit

Feedback
& Inspect Document

= Internet Fax

[] Show Quick Access Toolbar below the
Ribbon

Customize Quick Access Toolbar (D

| For all documents (default) bud |

an|

Save

€ Unde [»
(9 Redo

rc_; Edit Links to Files

Options

1 myProject.ThisDocument.VRs

Customizations: iﬁiﬁi'
Import/Export ¥ |

[ ok

|| Cancel |

By having this option added in the Quick Access Toolbar, one can immediately notice if
items are linked within the Word document:

Linked

Not linked

Related Documents
Related Documents
Open File Location

Open File Location

[ Edit Links to Files

Show All Properties
Show All Properties

or or




When a Word document contains many figures, its size increases which can impact the
reactiveness of the Word document. In order to avoid this:

- Insert and link all the figures in the document

- Go to “Edit Links to Files”

- Select all the figures (click on the first figure, hold the “Shift” key on your
keyboard, scroll to the bottom and click on the last figure)

- Untick “Save Picture in document”

- Click “OK”

Source file Iltem Type Update

a006.tif - Graphic Update Now
a007.tif - Graphic
a008.tif - Graphic
a009.tif - Graphic
a010.tif - Graphic
a011.tif = Graphic Change Source...
a012.tif - Graphic

a013.tif -- Graphic Ereak Link
al14.tif - Graphic

Source information for selected link

Open Source

Source file:
Item in file:
Link type:

Update method for selected link
Automatic update
Manual update
[ Locked
Options for selected link
|:| Save picture in document
Preserve formatting after update

This will keep the links to the figures, but not save them within the document which might
result in the figures not “showing”, and instead appearing as follows:

|E| The linked image cannct be displayed. The file may
have been moved, renamed, or deleted. Verify that
the link points to the correct file and location.




It is therefore mandatory (before submitting the files via the Submission Interface) to
repeat this operation backwards:

- Go to “Edit Links to Files”

- Select all the figures (click on the first figure, hold the “Shift” key on your
keyboard, scroll to the bottom and click on the last figure)

- Tick “Save Picture in document”

- Click “Update Now”

- Click “OK”

Source file Item Type Update
tif OK Picture Update Now
Picture
Picture
Picture Open Source
Change Source..,
Ereak Link
Source information for selected link
Source file:
Item in file:
Link type:
Update method for selected link
Automatic update
Manual update
Locked
Options for selected link

Another alternative would be to draft the document entirely and only insert and link the

figures at the very end. However, as this can lead to an oversight of inserting the figures,
it is not recommended.

Using the Image Quality Check Tool

The Image Quality Check tool can be found on ProjexOnline, in the top-right-hand corner
of the page.

Contact FAQ & Help
o “
= CENELEC | Projex-Online
Last update: 2020-05-19 £, CCMC Staff Sign Out
You are here: Hom om o & Simplo Search s
0, My Projex-Online
My
[ CEN ¥ CENELEC ¥ Submit
L My > Wy

= @) Simple Search

@ Quick /" Quick Search

Seloct & commities v ByWorklemnumber: | | submi
Selecta mandale v By Standard reference: | | suba
Select a directive v By Database id: [ 1| submit

[/ Complex Search

Copyright CENICENELEC 2020

Click the link to navigate to the following page:



= BENELEB}

IMAGE QUALITY CHECK

To start the analysis, either drag-and drop a zip file below, or select a zip file by clicking on "+ Choose”, then click "Submit”

Note: A zip file must contain the Word document and the figure files. Figure files can be in a separate folder, but cannot be zipped within the main zip file.
‘ =+ Choose X Cancel

For guidance, requirements, and more information on figures, see 4. Providing figure/image files

Ensure to follow 4.2 Naming_of Figure Files, before inserting and linking the figures within the Word document

Ensure that equations are in an accepted format (MathTtype, Word Equation Tool)

Note that the button "Correct Resolution” will only attempt to correct the resolution of the figure files and nothing else.
Please contact production@cencenelec.eu should you need any further information or assistance

At the center of the page, a zip-file can be uploaded.

@ Open X
€ v « v P
Organize New folder v ™ @

ProdZippe Name ' Date modified Type Size
Stanciands e dr 2020-05-201717  File folder
41_e_dr_xml 5 17:51 File folder
0" 41_e_stf.doex 17:49 Microsoft Word [ 75 KB
@ 41_e_stfhtml 201 Chrome HTML Do 51 KB
= 41_e_stfxml 20-05 17: XML Document 41 KB
i Figure_webinar_example.zip 2020-05-20 18:34 Compressed (zipp 1.144 KB
Title
§ _old_Titlel
REPQSIT
se-products
WEB
v ¥ Network
B Wx-LT-9838
™™ Enterprise Connec ¥
File name: | Figure_webinar_example.zip | | AllFiles (*.%) ~

The user uploads a zip file containing the figure files and the Word document deliverable.

Once the zip file has been assessed by the tool, a pop-up window will appear showing the
quality check details of the figures. Errors will be highlighted in orange. Those results can
also be downloaded as an Excel file in which the errors will be highlighted in yellow.



Tab “Images”

”Images” tab checks the figure files contained within the zip file (file naming,
resolution, compression and layers)
xX
4 Images Bd Word images B4 Word legacy images 82 Word shapes
Filename  Width (in px) Height (in px) X Resolution Y Resolution Iscolored ?  Image compression Is single layer ~ Comments
g 0014 3369 1470 600 600 O Groupd + QCok
O
c
E o2t 3549 1676 600 600 O Group4 . QCOK
[«
it O
03 3162 211 600 I « ocol
a 0034 16 121 600 Group4 Qc oK
]
o
004.4 3760 1412 600 600 O Group4 + QCoK
For a list of possible erors (highlighted in'orange). please refer to the main Image Quality Check page.
& Download report &, Correct resolution
A B | C D E | F G ‘ H I
2 |Filename Width (px) Height (px) ResolutionX ResolutionY Colored Compression Single Layer/Page Comments
5 7001.tif 3369 1470 600 600 No CCITT4 Yes QCOK
4 7002.tif 3549 1676 600 600 No CCITT4 Yes QCOK
5 7003.tif 3162 1211 600 600 No CCITT4 Yes QCOK
6 7004.tif 3760 1412 600 600 No CCITT4 Yes QCOK
) For file naming convention see 4.2 naming of figure files
E 7 | https://boss.cen.eu/reference-material/guidancedoc/pages/prepfiles/
T 1 :
% 51
] 10 |
11 |
12 |
13
14
15 |
16 |
GRAPHIC FILE AUDIT | FIGIN WORD.QC | FIGIN WORD_LEGACY FORMAT | WORDSHAPESEARCH | (3
w . . .
9 - The “Correct resolution” button will only correct the resolution (DPI) of the
° .
> figures




Tab “"Word images”

“Word images” tab checks the figures within the Word document (size, scaling,
cropping, links)

X

Ed Images &4 Word images B3 Word legacy images 88 Word shapes
Filename Width (mm) ~ Height (nm) ~ Scale width  Scale height  Cropping  Isimage linked ?  Does linked image exists 7 Is link absolute ? ~ Comments
_8 001, 43 62 100 100 0000 " QCOK
£
; 002.1if 30 7 100 100 0000 ® QCOK
o
2
8' Image not linked 34 51 100 100 0000 [] [ (| .Esjr'vs“‘:;e‘ss:si:z:iﬁ\nzg
o * The link to the physical image is broken
For a list of possible grrors (highlighted in orange). please refer to the main Image Quality Check page.
&, Download report & Correct resolution
A B C D E | F G H I J K L
Linked il Width Height Width Height c inalc " Width Height Islink Isimage  Does linked
2 inkediiiename scale scale (mm) (mm) foPpINg|L-omments (px) (px) absolute ?  linked ? image exists ?
3 |00L.tif 100% 100% 143 62 N/A QC OK 3369 1470 Yes Yes Yes
4 _002.tif 100% 100% 150 71 N/A QC oK 3549 1676 Yes Yes Yes
The image
should be
. linked;
Image not linked 100%  100% 134 51 N/A . 3162 1211 No No No
The link to the
physical image
g = is broken
e 6
[ 7]
$ 8
i 9
10
11
12
13
14
15
16
17
‘ GRAPHIC_FILE_AUDIT FIG_IN_WORD_QC FIG_IN_WORD_LEGACY_FORMAT ‘ WORD_SHAPE_SEARCH ‘ @-}
- The column “Is link absolute?” will be ticked and highlighted when the
. figures are linked properly
9 - Scaling/Cropping: figures shall not be resized/cropped within Word
2 - The layout of the Excel file will be revised to match the Pop-Up window in order to

provide a better readability (i.e. column “Comments” will be moved to the right,
columns “Width/Height (px)” will be removed)

10




Tip

To check the output size of a figure, click on the figure, and then from the ribbon
across the top of Word, choose 'PICTURE TOOLS' and then 'FORMAT'. This can also
automatically appear by double-clicking on the figure.

PICTURE TOOLS

tyles ® ACROBAT CCMC macros FORMAT

Align - o+ EllHeigne (1521 em

Jroup
lotate - Crop ﬁWidth: 267em o
Size F:..|
P T R T IR T * SRR I P DR I S S I IR TR e R TR i SR B I

Click the highlighted arrow, and the following box will pop out:

Format Picture @

{Size | Layout | Picture | Text Box | Alt Text |

| Colors and Lines |

Height
@ Absolute (1521 cm 5

Relative : relative to | Page
Width

@ Absolute [267cm |5

Relative : relative to | Page
Rotate
Rotation: 0-
Scale
Height: 100 % = Width: 100 % =

|:| Lock aspect ratio
Eelative to original picture size

Qriginal size
Height: 15,22 ¢m Width: 26,71 cm

ok || cancel |

As shown, the 'scale’ is 100% for both height and width, relative to original picture
size. This means the figure file provided has not been manually cropped or resized
in Word, and therefore conforms to the requirements defined in Clause 4.3.

11




Tab “"Word legacy images”

which cannot be checked by the tool

“Word legacy images” tab checks if the Word document contains “legacy” images

X

A Images B Word images &) Word legacy images 88 Word shapes

004.tif 159 50 100 100 N/A O

Legacy images were found, please reinsert all the figures.

Pop-up window

For a list of possible errors (highlighted in orange), please refer to the main Image Quality Check page.

Filename  Width (mm) Height (mm) Scale width  Scale height  Cropping Is image linked ? Does linked image exists ? s link absolute ?

& Download report &, Correct resolution

A B = D E F G H 1 ] K

Linked Width Height Width Height . Width Height Islink Is image
) Cropping Comments )
filename scale scale (mm) (mm) (px) (px) absolute ? linked ?
004.tif 100% 100% 159 60 N/A QC oK 3760 1412 No Yes

Wooa s s

Excel file
NEBBREREGERERES

image exists ?

‘ GRAPHIC_FILE_AUDIT | FIG_IN_WORD_QC ‘ FIG_IN_ WORD_LEGACY_FORMAT ’ WORD_SHAPE_SEARCH | ®

Word (i.e. using a previous edition of a standard drafted in “.doc”)

re-inserted&linked-withinthe Word-document. Legacy image fo
used again since late March 2023

Notes

columns “Width/Height (px)” will be removed)

rmat

- Legacy-format images often come from images contained in older version of

can b
- the layout of the Excel file will be revised to match the Pop-Up window in order to
provide a better readability (i.e. column “Comments” will be moved to the right,

12




Tab “"Word shapes”

“Word shapes” tab checks if autoshapes/shapes/textboxes are found within the

Word document.
Often times, shapes found in Word documents are empty textboxes which appear

“hidden” from view

X

&3 Images £ Word images B Word legacy images 88 Word shapes
Type Count
; 1. DrawingML format 0
o
O 2, VML format 0
£
; 3. Alternate format 2
(=1
|= 4, Embedded objects (office document) 0
8.
o Embedded objects (MathType 6.0 Eguation) 1
Tota 2
For a list of possible gmars (highlighted in orange). please refer to the main Image Quality Check page.
& Download report &, Correct resolution " Close
A B C D E
2 |Type Count
3 |1. DrawingML format 0
4 |2. VML format 0
5 3. Alternate format 2
6 |4. Embedded objects (office document) 0
g 7 |Embedded objects (MathType 6.0 Equation) 1
T |
—_ 8 |Total 2
(V]
;2 8
11} 10
11 |
12ﬁ
13
14 |
e GRAPHIC_FILE AUDIT | FIGINWORD_QC | FIGIN WORD_LEGACY FORMAT | WORD SHAPE SEARCH ®
g - Equations in MathType format will be shown in this tab as “Embedded
2 objects (MathType 6.0 Equation)”. They are listed, but are excluded from
z the “Total” as they are not blocking.

13



Tips

Tips

- Enable the paragraph mark for a better visibility:

Home Insert Design Layout References Mailings

& - -
D Verdana (Body ~ |11 ~ A A
Jaste - z
- ~ Format Painter B I U ~-akex x
Clipboard F} Font 7 Paragraph

- Find figure/equations/shapes/objects, open the Navigation pane
View - Show - Nagivation Pane (or with Ctrl+F on the keyboard)
Select “Graphics” and use the arrows to browse

g . - e B B
Navigation Navigation ~ %
Search document 7}3 = Find: Graphics X -
Options...
e [ Result 1 of 13 [<Ex}
= 8D Replace...
Foreword
=2 GoTo..
Introduction
Find:

1Scope
2 Normative references ’-_‘D Graphics
3 Terms and definitions [ Tables
4 4lmpression Creep Testi 7T Equations
4.1 Conversion Relatit \p:  Footnotes/Endnotes
4.2 Typical Test Result 3 Comments R

4 ShrpaEitipie:s e AECECUIEZLUICTEIIEN EIS L PLES LOLI LIS GO UL S U S AL PIE. |
E.6+Procedure-for-sampling-bulk'-material:Step-6

¥ If necessagy, reduce- the- combined- sample- representatively- to- produce- the- needed- number- of- final-
samples-(3.7-and-6.5)-of the-required-sizes.|

Example: - In-this-examplethree-final-samples-are-produced-from-the-combined-sample.-

To remove a shape, right click on the blue anchor and click “cut”

14
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