% In Excel, highlight the spread sheet or chart that you want to copy to a Word
document. If you want gridlines and/or row and column headings, do this
before you copy.
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« On the Home tab, in the Clipboard group, click Copy. paﬁ

Clipboard ™

+ Inthe Word document, click where you want to paste the copied worksheet
data.
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o0 Inthe AS list, click the format that you want to use.
0 You will either choose “Microsoft Office Excel 2003 Worksheet
Object” or “Picture (Enhanced Metafile).”
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w. Inserts the contents of the Clipboard inko your document so that you can edit it using
Em Microsoft Office Excel Worksheet.,
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% After the spreadsheet appears in WORD:
0 Layout—>In Front of Text



