
Spreadsheets 
Use spreadsheet software with alternative input devices. 
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Activity F603-06 
 

Object Linking and Embedding 
 
Directions:  Use your spreadsheet program to complete the following spreadsheet: 
 
 

1. Create the form letter illustrated below using your word processing software and save as 
Activity F603-06. 

 

 
 

2. Create the spreadsheet illustrated below using your spreadsheet software and save as 
Activity F603-06a. 
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3. Select the Range A1:D7 and copy. 

4. Switch to your saved insurance letter document. 

5. Click Paste Special on the Edit menu.   

6. Click Paste Link in the dialog box. 

7. Click Microsoft Excel Worksheet Object in the As: box.  The Paste Special dialog box 
should look like the illustration below. 

 
 

8. Click OK.  The data appears in the insurance letter and is linked to the insurance 
spreadsheet document.  Changes made to the insurance spreadsheet document will be 
reflected in the insurance letter. 

9. Save the insurance letter. 

10. Switch to the insurance spreadsheet document. 

1. Change the cost of the annual premium in C3 to $185 for the Annual Renewable Term, 
and C5 to $195 for the 10-Year Level Term.  Other relative formulas reflect these 
changes. 

2. Save the insurance spreadsheet document. 

3. Switch to the insurance letter. 

4. Select Links on the Edit menu, and click the Update Now button.  Click OK.  Notice that 
the annual premium and monthly bank draft costs are updated. 

5. Save insurance letter again. 

6. Print one copy of the insurance letter document and close. 

7. Switch to the insurance spreadsheet document, save, and close. 

 
  


