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How to insert an object onto an Excel Spreadsheet:

Please follow the following steps:

Step 1: Click on Cell on spreadsheet where the document tab must be indicated when inserted.
(Example Row 2 column L) L2

Dummy Employment (template) ~

AutoSave (& Of 9~ £ Search (Alt+Q)

File Home Insert Pagelayout Formulas Data Review View Help I Comments 3 Share

B B &b B Boansns *| [ 3:?:;:@ i b rEEEBEE e &40

5 Icons @ Screenshot ¥ §
PivotTable Recommended Table | Pictures &) My Add-ins ~ . Recommended 7 Maps PivotChart Line Column Win/ Slicer Timeline Link Comment | Text = Symbols
- PivotTables v @30 Models v 4 B chars D L~ v v Map ¥ Loss v & G

Tables iustrations Addins Charts B Tous Sparkines Fitters tnks | Comments A~

12 - [N Je v
4 A 8 C ) 3 F G H | J K A M E
|

1 |no.|Name & 1D/ Passport number |Cell/ Phone number |Race C Sub- Main activity  |Evidence

1|Tshepiso Rakgosi Female 9001205634087 764137874 |Coloured Maputo No Truck driver |PPC Cement Brick making L2
). '

Evidence

eg.1D Copy
of the
employee

Employment ® i [ ] O

Step 2: Type in the help box the following: “Insert Object”
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Step 3: Select the option: “Insert Object”
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Step 4: Click on the tick box in order to select the “Display as Icon” and ensure that the: Object
Type: is “Adobe Acrobat Document”
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Step 5: Click on “Change icon” and capture the name of the PDF document you want to insert as an
object. In this case the document name is: “How to insert an object onto an excl. spreadsheet”.
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Step 6: After updating the name click on “OK” and click again on “OK” on the next screen.
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Step 7: On the right bottom of the screen an Adobe Acrobat Icon will flash. Click on the icon.
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Step 8: Select document for upload on your explorer and click on open.
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Step 9: Review to confirm that the correct document has been selected for upload. Close document

by clicking top right of the screen the “X” to close.
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How to insert an object onto an excl. spreadsheet:

Please follow the following steps:

Step 1: Click on Cell on spreadsheet where the document tab must be shown when inserted.

(Example Row 2 column L) L2
= =1 - . N : Q ;“ 1 w=xw B

Step 2: Type in the help box the following: “Insert Object”

@
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Step 10: Document icon with name will be displayed in cell L2. Save excl. spreadsheet as normal. If

you double click on the document icon the document will open.
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