INCORPORATING YOUR EXCEL WORKSHEET INTO WORD OR POWERPOINT
Your Excel worksheet can be pasted into either Microsoft Word or into a PowerPoint presentation without having to re-insert the data.

1. Leave your existing Excel document open.

2. Highlight the entire document go to File-Copy.
3. Open Microsoft Word. 

4. Go to File-Page Setup and select either Portrait or Landscape.

5. Go to Edit-Paste Special-and click Microsoft Excel Worksheet Object-Click Ok.
[image: image1.png]start||| [[icrosoft Excel - SETTING. .| [@]Document7 - Microsof...

i Document - Microsoft Word
44 Nomal + Comic - Comic SansM5 = 14~ B 7 U

Ho B Mew Imet Fomet Dok Tobe Wndow ek
DBESE SRY L BB oo
na showng Markp~ show~ | €y B O - & - | 3~ | &

INCORPORATING YOUR-EXCEL WORKSHEET - INTO-WORD -OR -POWERPOINTY!
B - oo-co ¢

Your Excel work Soucei  Miosolt Excel Worchesk sentation
withost-having e Micrasoft Word Document.

Lleaveyourexi oo
2:Highlight:the't & g i
3.0pen Microso

460 toFile-Pag: Devie Independent Bitmep

5.60 toEdit-Pas Picture Enhanced Metafe) =] T Dsplayasicon

esult
Inserts the cantents of the Clipboard into yaur

document so that you can ed it using Microsoft Excel
Warksheet.

i Gregleis =m@.
Page 1 Sec 1 11 Ing Col28 REC TR EXT OvR Engish(USs (D





6. Document will automatically paste itself into Word.

THIS SAME PROCESS IS ALSO TRUE FOR MICROSOFT POWERPOINT.

