
 
   

Helpful Word Insert 

1) Set up separate word documents which have your risk profile descriptions in them 

 

 

 

 

 

 

 

 

 

 

 

2) Whilst in the report you are writing: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select the Insert Tab

http://www.plan-works.co.uk/


 
 

 

3) Go to Object 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4) Select Text from File



 
 

5) Find the file you want to insert 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

Hey Presto!!! 


