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Embedding documents into Microsoft Word documents 
In the 2023/24 RIF reporting templates, you will see instructions to embed supporting documents 

e.g. 

 

To do this, place the cursor in the required position within the form, then select Insert → Object 

 

In the window that opens, select Create from File then Browse… to locate the file on your PC. 
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Finally tick Display as icon then OK 

 

The attachment will now be embedded within the form. Repeat for any additional documents to be 

added.  

 

Note: Do not submit the report converted to a PDF document, the embedded attachments will not 

be supported in PDF format and will appear as an image only. 


