Procedures to open and edit BUGC’s


Municipal Water Resources Infrastructure Survey Report – 2003

1. Find the relevant infrastructure survey folder

a. Navigate to Transportation/Build Up Greater Cleveland

b. Open the folder Infrastructure Survey (2000 & 2003)

c. Open the folder Water Resources Survey 2003

2. In the Water Resources Survey 2003 folder open files in this order:

a. Open the folder Data Entry 2003 to open the two linked spreadsheets

i. Open the file BUGC Water Resources Survey Data (2003)

1. Click YES to update all linked information

ii. Open the file Priority Projects 2003-2007

1. This file is linked to the Survey Data spreadsheet 

b. Open the folder Survey Report 2003 & select the file(s) to edit:

i. Cover Sheet or Table of Contents

ii. Infrastructure Survey Report 

1. This is actively linked to the spreadsheets.

2. When opened you will be notified that “Word is updating the fields in the document” to alert you to this fact.

iii. Appendix A or Appendix B

3. Proceed to edit any of the three linked files

a. If you have not opened the files in the above order I would close everything and start over.

b. Edit as you normally would in any other Word document. 

c. Notice that certain “fields” (which look just like normal text) highlight in an unexpected way, if clicked.  This indicates that that text is linked to one of the spreadsheets.

i. For example, the 
99.5% of population represented.

ii. Note that most of the links are bolded.

d. If those linked fields need to be edited. Right click on the mouse to bring up the menu to Linked Worksheet Object.

e. Open Link or Open Edit to locate and edit the linked data in the spreadsheets.  The linkage will remain and the edit in the spreadsheet will show up in the Word document. 

f. Ask others, if you need to create a link.  It’s not hard.
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