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MICROSOFT OFFICE SUITE 2007
HINTS AND TIPS: INSERTING EXCEL DATA INTO A WORD DOCUMENT

Selecting Excel Data to Insert in Your Word Document

T — Open the Excel document that contains the data you would like to
Clipboard - insert in your Word document.
B6 - (" In Excel, click and drag over a region of cells to select it. Be sure to

A B /( include all the Excel data you would like to link to in your Word
1 |Annual Sales & 2007 document. . . .
- Select the data you V\_/ould like to insert into your Word document.
B — Press Ctrl+C to copy it. o

- After you have copied the data, you can minimize Excel.
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5 [[otal: 235,000, Click Paste in the Clipboard ez
; section of the Home Ribbon. - Home Insert

Make sure you click the Paste
box and not the Clipboard icon.
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To link to Excel data in a Microsoft Word document, you | F'_ =3 Copy
will need to access the Paste Special Options. Just C|ICk the R:
Paste button below the Clipboard Icon on

ribbon.
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Open the Word document that will contain your Excel data.
Click in the location where you would like to insert the data.

On the submenu that pops up, select Paste Special.
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o, Inserts the contents of the Cipboard into your document so that you can edit it using
. Microsoft Office Excel 2003 Worksheet,

To embed your Excel data in Word 2007, use the Paste Special dialog box to set your paste options.
When you select Paste Special from the Paste menu, the Paste Special dialog box opens. You will
need to specify a couple of options to paste your Excel data in your Word document.

First, select Paste.
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Then, select Microsoft Office Excel 2007 Worksheet. (If you have set Excel to save in Office 2003
compatibility mode, your option will say Microsoft Office Excel 2003 Excel 2003 Worksheet, as
seen in the picture above.)

Click OK to complete the insertion.

Formatting Excel Data in Your Word document

You can make some formatting changes to your Excel Data from Word. Right-click the data in
Word and select Format Object.

. . . You can apply formatting to the Excel data that you
Annuia’ Saes embedded in your Word document. However, your
formatting options will be somewhat limited in Word.

Americas 100,000
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Asia % | cut Right click the data you inserted in your Word document and

Total: =3 copy select Format Object. In the dialog box that opens, you can
B paste change the size of the linked data. You can also specify a fill
20| Upgate tink colour_ and gradien_t. Additionally, there are options for

ke § Worksheet Object /L changing text wrapping around the data.

% | Hyperink. The font and cell formatting of the data is applied in Excel.
S Ir=es i So, if you want to change font colour, size, or face, edit the
L] | Borders and Shadig... data in Excel. Keep reading for instructions on editing the
%y Eormat Object... Excel data from Word.

Editing Excel Data in Your Word Document
If you want to change the linked Excel data, you

Annual Saes must edit in Excel. To open your Excel file from
Americas| 100,000 Word, right-click the Excel data and select Linked
Europe 98,000 Worksheet Object. On the submenu, click Edit Link.
Asia ¥ cut The Excel data will look like a table in your Word
otal: |53 Copy document. However, editing the Excel data is
[ Paste different from editing data in a table.
= Update Link
Linked Worksheet Object » Edit Link There are two ways to edit the Excel data in Word.
& Hyperlink. Open Link First, you can right-click the Excel data and select
] Insert Caption... Congert... Worksheet Object. On the submenu, click Edit.
O Borders and Shading... =5 | Links.. Excel opens the data for editing. An even faster way
& Format Object... to edit the data from Word is to double click the

Excel data in Word.

Source: http://wordprocessing.about.com/od/microsoftword2007/ss/embeddingexcel 2.htm
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