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 It’s a good thing you’ve become such an expert on object linking and embedding. Joan 
Lindquist, product director of print and special events, needs to send a memo to Kathryn 
Wong, director of human resources. Joan has requested a new budget in her department so 
she can hire another full-time staff member, instead of using freelancers. Joan’s department 
has seen record growth in the past 12 months due to the success of special events it has 
planned. Kathryn has requested an analysis of the department’s costs so she can make a 
decision. Joan has asked you to prepare this confidential memo.  
 
Follow these steps: 
1. Start Excel, and then open the Budget.xls workbook from the Portfolio Project folder in 

your working folder. 
2. Save the workbook as DeptBudget.xls in your Portfolio Project folder. 
3. Start Word, and then open the Memo.doc document from the Portfolio Project folder. 
4. Save the document as WongMemo.doc in your Portfolio Project folder.  
5. Select the range A1:F17 in the Excel worksheet, and then copy the data to the Windows 

Clipboard. 
6. Activate the Word program window. Replace the text “[TYPE YOUR NAME HERE]” 

with your name. 
7. Scroll down the document and delete the text “[Insert Excel data here]”, but do not delete 

the line that this text appears on. 
8. Use Word to embed the Microsoft Excel Worksheet Object at the location of the insertion 

point. 
9. Change the current maintenance amount for the fourth quarter ($467) to $595, and then 

press the Enter key. 
10. Deselect the object and then save your changes in Word. 
11. Check that your changes in the destination document did not change your source 

document. 
 

As you’ve been working on this, Joan received an update to the fourth quarter 
salary amounts. She hasn’t sent the memo to Kathryn yet, so she decides to delete the 
embedded object to create a link before making the changes. 

 
12. Click the embedded object in the document to select it, and then press the Delete key. 
13. Switch to the DeptBudget.xls workbook in Excel, and then copy the range A1:F17 to the 

Windows Clipboard again. 
14. Paste a link to the Microsoft Excel Worksheet Object in the correct location in the memo. 
15. Change the fourth quarter maintenance amount from $467 to $595, and then press the 

Enter key. 
16. Change the fourth quarter salary amount from $32,993 to $33,398, and press the Enter 

key. 
17. Close Excel and save changes. 
18. In Word, break the link. 
19. Save your changes in Word, and then close Word. 


