To Insert Excel Figure into Word
Open the Excel file. 

Prepare the figure as outlined in “Prepare and Excel Figure for Use in Word Document.”

Select the Chart area by right-clicking on a corner.

Select copy.

Click in Word document where figure should go.

Go to Edit: Paste Special. 

Select Paste As Microsoft Office Excel Chart Object and click OK.
Paste Special means figure can be edited in Word, but only do this if the figure won’t be changed in Excel. Otherwise, make editing changes in the original Excel file and reimport the figure into Word.

Be sure the figure has a source. Adding it in Word is probably easier than including it in Excel. 
Use the same font as in the figure (and have those fonts correlate to the tables’ type styles.)

Make the figure flow with the text
You want the chart to flow with the text, just like a giant letter would, as you add or delete text and images. A signal that the figure won’t move properly with the text is the appearance of an anchor and/or a green handle when you click on the image.  If the figure doesn’t flow in position with the text when you add or delete text, do this:

1. Right click on the image. 
2. Select Format Picture: Layout

3. Select the first box with the dog: In line with text

Make the figure fit inside the 1.5-inch left and right margins
1. Click on the figure.
2. Select a corner black square handle.

3. Drag toward center of figure. Holding down the shift key keeps the figure proportional, if that is important.
4. Note that this might shrink the type. If it does and you are going to further edit the figure in Excel, delete the figure from Word, then go back into the Excel file, right click on type and uncheck Auto scale in bottom left corner. 
5. Make sure type styles are consistent.
Add the figure title as part of the Word document, and Word will magically  number the figures for you
1. Right click on figure and select Caption.
2. Under Label, select Figure.

3. Position caption above the figure.

4. Click OK

5. Add a space and/or a colon if necessary. Be tidy and consistent.

If you forgot to delete the figure’s title in excel so it now appears twice, either go into Excel, delete the title (right click and select Clear) or, in Word, right click on the figure. 
Select Chart Object and pull down to Edit. Right click on the redundant title and select clear.
Transform this
Figure 1: Natural Gas Consumption
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into this (1.5 inch margins)
Figure 2: Natural Gas Consumption
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DATA

		Read Date		Days in Billing Period		Degree Days		Usage				Usage per Degree Day

		1/24/01		33		1589		25,933		17,768		11.1818753933

		2/23/01		30		1333		15,958		7,793		5.8462115529

		3/23/01		28		997		15,823		7,658		7.6810431294

		4/24/01		32		655		16,496		8,331		12.7190839695

		5/23/01		29		160		15,988		7,823		48.89375

		6/21/01		29		200		16,787		8,622		43.11

		7/24/01		33		25		16,040		7,875		315

		8/23/01		30		3		14,800		6,635		2211.6666666667

		9/24/01		32		115		15,986		7,821		68.0086956522

		10/24/01		30		423		16,298		8,133		19.2269503546

		11/21/01		28		507		16,477		8,312		16.3944773176

		12/20/01		29		731		18,490		10,325		14.1244870041

		1/24/02		35		1434		29,301		21,136		14.7391910739

		2/22/02		29		966		10,258		2,093		2.1666666667

		2/22/02		29		966		22,198		14,033		14.5269151139

		3/25/02		31		1122		24,645		16,480		14.688057041

		4/24/02		30		628		16,179		8,014		12.7611464968

		5/22/02		28		450		16,454		8,289		18.42

		6/24/02		33		105		17,868		9,703		92.4095238095

		7/24/02		30		1		14,482		6,317		6317

		8/21/02		28		7		14,130		5,965		852.1428571429

		9/20/02		30		21		14,481		6,316		300.7619047619

		10/21/02		31		415		17,675		9,510		22.9156626506

		11/19/02		29		789		16,947		8,782		11.1305449937

		12/20/02		31		1132		22,930		14,765		13.0432862191

		1/23/03		34		1440		28,064		19,899		13.81875

		2/21/03		29		1383		24,762		16,597		12.0007230658

		3/25/03		32		1188		20,785		12,620		10.6228956229

		4/14/03		20		552		10,351		2,186		3.9601449275

		5/15/03		31		402		15,503		7,338		18.2537313433

		6/16/03		32		197		13,161		4,996		25.3604060914

		7/16/03		30		16		12,418		4,253		265.8125

		8/15/03		30		1		12,261		4,096		4096

		9/16/03		32		27		13,343		5,178		191.7777777778

		10/16/03		30		341		13,545		5,380		15.7771260997

		11/13/03		28		635		15,896		7,731		12.1748031496

		12/15/03		32		1010		21,180		13,015		12.8861386139

		1/16/04		32		1271		21,658		13,493		10.6160503541

		2/16/04		31		1588		23,940		15,775		9.9338790932

		3/16/04		29		945		20,661		12,496		13.2232804233

		4/16/04		31		706		16,902		8,737		12.3753541076

		5/17/04		31		359		15,088		6,923		19.2841225627

		6/15/04		29		120		12,435		4,270		35.5833333333

		7/16/04		31		46		11,403		3,238		70.3913043478

		8/16/04		31		45		12,415		4,250		94.4444444444

		9/16/04		31		43		12,656		4,491		104.4418604651

		10/15/04		29		247		12,988		4,823		19.5263157895

		11/15/04		31		562		15,390		7,225		12.8558718861

		12/15/04		30		850		18,455		10,290		12.1058823529

		1/17/05		33		1487		23,596		15,431		10.3772696705

		2/15/05		29		1135		19,834		11,669		10.2810572687

		3/15/05		28		1074		18,066		9,901		9.2188081937

		4/15/05		31		643		12,703		4,538		7.0575427683

		5/16/05		31		442		12,524		4,359		9.8619909502

		6/15/05		30		93		11,518		3,353		36.0537634409

		7/18/05		33		19		8,165		0		0

		8/16/05		29		1		8,255		90		90

		9/16/05		31		23		9,278		1,113		48.3913043478

		10/17/05		31		223		12,263		4,098		18.3766816143

		11/15/05		29		539		14,894		6,729		12.4842300557

		12/15/05		30		1231		18,746		10,581		8.595450853
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CUT DATA

		Meter Number		Read Date		Days in Billing Period		Degree Days		Rate Schedule		Usage		BASE CASE		Usage per Degree Day

		G073071		1/24/01		33		1589		GSD-1		25,933				16.3203272498

		G073071		2/23/01		30		1333		GSD-2		15,958				11.9714928732

		G073071		3/23/01		28		997		GSD-2		15,823				15.8706118355

		G073071		4/24/01		32		655		GSD-2		16,496				25.1847328244

		G073071		5/23/01		29		160		GSD-2		15,988				99.925

		G073071		6/21/01		29		200		GSD-2		16,787				83.935

		G073071		7/24/01		33		25		GSD-2		16,040				641.6

		G073071		8/23/01		30		3		GSD-2		14,800				4933.3333333333

		G073071		9/24/01		32		115		GSD-2		15,986				139.0086956522

		G073071		10/24/01		30		423		GSD-2		16,298				38.5295508274

		G073071		11/21/01		28		507		GSD-2		16,477				32.4990138067

		G073071		12/20/01		29		731		GSD-3		18,490				25.2941176471

		G073071		1/24/02		35		1434		GSD-3		29,301				20.4330543933

		G073071		2/22/02		29		966		GSD-3		22,198				22.9792960663

		G073071		3/25/02		31		1122		GSD-3		24,645				21.9652406417

		G073071		4/24/02		30		628		GSD-3		16,179				25.7627388535

		G073071		5/22/02		28		450		GSD-3		16,454				36.5644444444

		G073071		6/24/02		33		105		GSD-3		17,868				170.1714285714

		G073071		7/24/02		30		1		GSD-3		14,482				14482

		G073071		8/21/02		28		7		GSD-3		14,130				2018.5714285714

		G073071		9/20/02		30		21		GSD-3		14,481				689.5714285714

		G073071		10/21/02		31		415		GSD-3		17,675				42.5903614458

		G073071		11/19/02		29		789		GSD-3		16,947				21.4790874525

		G073071		12/20/02		31		1132		GSD-3		22,930				20.2561837456

		G073071		1/23/03		34		1440		GSD-3		28,064				19.4888888889

		G073071		2/21/03		29		1383		GSD-3		24,762				17.9045553145

		G073071		3/25/03		32		1188		GSD-3		20,785				17.4957912458

		G073071		4/14/03		20		552		GSD-3		10,351				18.7518115942

		G073071		5/15/03		31		402		GSD-3		15,503				38.5646766169

		G073071		6/16/03		32		197		GSD-3		13,161				66.807106599

		G073071		7/16/03		30		16		GSD-3		12,418				776.125

		G073071		8/15/03		30		0		GSD-3		12,261				0

		G073071		9/16/03		32		27		GSD-3		13,343				494.1851851852

		G073071		10/16/03		30		341		GSD-3		13,545				39.7214076246

		G073071		11/13/03		28		635		GSD-3		15,896				25.0330708661

		G073071		12/15/03		32		1010		GSD-3		21,180				20.9702970297

		G073071		1/16/04		32		1271		GSD-3		21,658				17.0401258851

		G073071		2/16/04		31		1588		GSD-3		23,940				15.0755667506

		G073071		3/16/04		29		945		GSD-3		20,661				21.8634920635

		G073071		4/16/04		31		706		GSD-3		16,902				23.940509915

		G073071		5/17/04		31		359		GSD-3		15,088				42.0278551532

		G073071		6/15/04		29		120		GSD-3		12,435				103.625

		G073071		7/16/04		31		46		GSD-3		11,403				247.8913043478

		G073071		8/16/04		31		45		GSD-3		12,415				275.8888888889

		G073071		9/16/04		31		43		GSD-3		12,656				294.3255813953

		G073071		10/15/04		29		247		GSD-3		12,988				52.5829959514

		G073071		11/15/04		31		562		GSD-3		15,390				27.384341637

		G073071		12/15/04		30		850		GSD-3		18,455				21.7117647059

		G073071		1/17/05		33		1487		GSD-3		23,596				15.8681909886

		G073071		2/15/05		29		1135		GSD-3		19,834				17.4748898678

		G073071		3/15/05		28		1074		GSD-3		18,066				16.8212290503

		G073071		4/15/05		31		643		GSD-3		12,703				19.7558320373

		G073071		5/16/05		31		442		GSD-3		12,524				28.334841629

		G073071		6/15/05		30		93		GSD-2		11,518				123.8494623656

		G073071		7/18/05		33		19		GSD-2		8,165				429.7368421053

		G073071		8/16/05		29		1		GSD-2		8,255				8255

		G073071		9/16/05		31		23		GSD-2		9,278				403.3913043478

		G073071		10/17/05		31		223		GSD-2		12,263				54.9910313901

		G073071		11/15/05		29		539		GSD-2		14,894				27.6326530612

		G073071		12/15/05		30		1231		GSD-2		18,746				15.2282696994

		Read Date		Days in Billing Period		Degree Days		Usage		AVG Therms per Day		Therms per Month

		1/17/06		33		1204		21,823		x		20562.989010989

		2/15/06		29		1049		18,042		x		18070.5054945055

		3/16/06		29		1144		16,839		x		18070.5054945055

				91		3397		56,704		623.1208791209		18901.3333333333
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DATA

		Read Date		Days in Billing Period		Degree Days		Usage				Usage per Degree Day

		1/24/01		33		1589		25,933		17,768		11.1818753933

		2/23/01		30		1333		15,958		7,793		5.8462115529

		3/23/01		28		997		15,823		7,658		7.6810431294

		4/24/01		32		655		16,496		8,331		12.7190839695

		5/23/01		29		160		15,988		7,823		48.89375

		6/21/01		29		200		16,787		8,622		43.11

		7/24/01		33		25		16,040		7,875		315

		8/23/01		30		3		14,800		6,635		2211.6666666667

		9/24/01		32		115		15,986		7,821		68.0086956522

		10/24/01		30		423		16,298		8,133		19.2269503546

		11/21/01		28		507		16,477		8,312		16.3944773176

		12/20/01		29		731		18,490		10,325		14.1244870041

		1/24/02		35		1434		29,301		21,136		14.7391910739

		2/22/02		29		966		10,258		2,093		2.1666666667

		2/22/02		29		966		22,198		14,033		14.5269151139

		3/25/02		31		1122		24,645		16,480		14.688057041

		4/24/02		30		628		16,179		8,014		12.7611464968

		5/22/02		28		450		16,454		8,289		18.42

		6/24/02		33		105		17,868		9,703		92.4095238095

		7/24/02		30		1		14,482		6,317		6317

		8/21/02		28		7		14,130		5,965		852.1428571429

		9/20/02		30		21		14,481		6,316		300.7619047619

		10/21/02		31		415		17,675		9,510		22.9156626506

		11/19/02		29		789		16,947		8,782		11.1305449937

		12/20/02		31		1132		22,930		14,765		13.0432862191

		1/23/03		34		1440		28,064		19,899		13.81875

		2/21/03		29		1383		24,762		16,597		12.0007230658

		3/25/03		32		1188		20,785		12,620		10.6228956229

		4/14/03		20		552		10,351		2,186		3.9601449275

		5/15/03		31		402		15,503		7,338		18.2537313433

		6/16/03		32		197		13,161		4,996		25.3604060914

		7/16/03		30		16		12,418		4,253		265.8125

		8/15/03		30		1		12,261		4,096		4096

		9/16/03		32		27		13,343		5,178		191.7777777778

		10/16/03		30		341		13,545		5,380		15.7771260997

		11/13/03		28		635		15,896		7,731		12.1748031496

		12/15/03		32		1010		21,180		13,015		12.8861386139

		1/16/04		32		1271		21,658		13,493		10.6160503541

		2/16/04		31		1588		23,940		15,775		9.9338790932

		3/16/04		29		945		20,661		12,496		13.2232804233

		4/16/04		31		706		16,902		8,737		12.3753541076

		5/17/04		31		359		15,088		6,923		19.2841225627

		6/15/04		29		120		12,435		4,270		35.5833333333

		7/16/04		31		46		11,403		3,238		70.3913043478

		8/16/04		31		45		12,415		4,250		94.4444444444

		9/16/04		31		43		12,656		4,491		104.4418604651

		10/15/04		29		247		12,988		4,823		19.5263157895

		11/15/04		31		562		15,390		7,225		12.8558718861

		12/15/04		30		850		18,455		10,290		12.1058823529

		1/17/05		33		1487		23,596		15,431		10.3772696705

		2/15/05		29		1135		19,834		11,669		10.2810572687

		3/15/05		28		1074		18,066		9,901		9.2188081937

		4/15/05		31		643		12,703		4,538		7.0575427683

		5/16/05		31		442		12,524		4,359		9.8619909502

		6/15/05		30		93		11,518		3,353		36.0537634409

		7/18/05		33		19		8,165		0		0

		8/16/05		29		1		8,255		90		90

		9/16/05		31		23		9,278		1,113		48.3913043478

		10/17/05		31		223		12,263		4,098		18.3766816143

		11/15/05		29		539		14,894		6,729		12.4842300557

		12/15/05		30		1231		18,746		10,581		8.595450853





DATA

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0



Usage

Meter Read Date

Therms in Thousands

January
2003

January
2002

February
2004

January
2005

January
2001

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0



CUT DATA

		Meter Number		Read Date		Days in Billing Period		Degree Days		Rate Schedule		Usage		BASE CASE		Usage per Degree Day

		G073071		1/24/01		33		1589		GSD-1		25,933				16.3203272498

		G073071		2/23/01		30		1333		GSD-2		15,958				11.9714928732

		G073071		3/23/01		28		997		GSD-2		15,823				15.8706118355

		G073071		4/24/01		32		655		GSD-2		16,496				25.1847328244

		G073071		5/23/01		29		160		GSD-2		15,988				99.925

		G073071		6/21/01		29		200		GSD-2		16,787				83.935

		G073071		7/24/01		33		25		GSD-2		16,040				641.6

		G073071		8/23/01		30		3		GSD-2		14,800				4933.3333333333

		G073071		9/24/01		32		115		GSD-2		15,986				139.0086956522

		G073071		10/24/01		30		423		GSD-2		16,298				38.5295508274

		G073071		11/21/01		28		507		GSD-2		16,477				32.4990138067

		G073071		12/20/01		29		731		GSD-3		18,490				25.2941176471

		G073071		1/24/02		35		1434		GSD-3		29,301				20.4330543933

		G073071		2/22/02		29		966		GSD-3		22,198				22.9792960663

		G073071		3/25/02		31		1122		GSD-3		24,645				21.9652406417

		G073071		4/24/02		30		628		GSD-3		16,179				25.7627388535

		G073071		5/22/02		28		450		GSD-3		16,454				36.5644444444

		G073071		6/24/02		33		105		GSD-3		17,868				170.1714285714

		G073071		7/24/02		30		1		GSD-3		14,482				14482

		G073071		8/21/02		28		7		GSD-3		14,130				2018.5714285714

		G073071		9/20/02		30		21		GSD-3		14,481				689.5714285714

		G073071		10/21/02		31		415		GSD-3		17,675				42.5903614458

		G073071		11/19/02		29		789		GSD-3		16,947				21.4790874525

		G073071		12/20/02		31		1132		GSD-3		22,930				20.2561837456

		G073071		1/23/03		34		1440		GSD-3		28,064				19.4888888889

		G073071		2/21/03		29		1383		GSD-3		24,762				17.9045553145

		G073071		3/25/03		32		1188		GSD-3		20,785				17.4957912458

		G073071		4/14/03		20		552		GSD-3		10,351				18.7518115942

		G073071		5/15/03		31		402		GSD-3		15,503				38.5646766169

		G073071		6/16/03		32		197		GSD-3		13,161				66.807106599

		G073071		7/16/03		30		16		GSD-3		12,418				776.125

		G073071		8/15/03		30		0		GSD-3		12,261				0

		G073071		9/16/03		32		27		GSD-3		13,343				494.1851851852

		G073071		10/16/03		30		341		GSD-3		13,545				39.7214076246

		G073071		11/13/03		28		635		GSD-3		15,896				25.0330708661

		G073071		12/15/03		32		1010		GSD-3		21,180				20.9702970297

		G073071		1/16/04		32		1271		GSD-3		21,658				17.0401258851

		G073071		2/16/04		31		1588		GSD-3		23,940				15.0755667506

		G073071		3/16/04		29		945		GSD-3		20,661				21.8634920635

		G073071		4/16/04		31		706		GSD-3		16,902				23.940509915

		G073071		5/17/04		31		359		GSD-3		15,088				42.0278551532

		G073071		6/15/04		29		120		GSD-3		12,435				103.625

		G073071		7/16/04		31		46		GSD-3		11,403				247.8913043478

		G073071		8/16/04		31		45		GSD-3		12,415				275.8888888889

		G073071		9/16/04		31		43		GSD-3		12,656				294.3255813953

		G073071		10/15/04		29		247		GSD-3		12,988				52.5829959514

		G073071		11/15/04		31		562		GSD-3		15,390				27.384341637

		G073071		12/15/04		30		850		GSD-3		18,455				21.7117647059

		G073071		1/17/05		33		1487		GSD-3		23,596				15.8681909886

		G073071		2/15/05		29		1135		GSD-3		19,834				17.4748898678

		G073071		3/15/05		28		1074		GSD-3		18,066				16.8212290503

		G073071		4/15/05		31		643		GSD-3		12,703				19.7558320373

		G073071		5/16/05		31		442		GSD-3		12,524				28.334841629

		G073071		6/15/05		30		93		GSD-2		11,518				123.8494623656

		G073071		7/18/05		33		19		GSD-2		8,165				429.7368421053

		G073071		8/16/05		29		1		GSD-2		8,255				8255

		G073071		9/16/05		31		23		GSD-2		9,278				403.3913043478

		G073071		10/17/05		31		223		GSD-2		12,263				54.9910313901

		G073071		11/15/05		29		539		GSD-2		14,894				27.6326530612

		G073071		12/15/05		30		1231		GSD-2		18,746				15.2282696994

		Read Date		Days in Billing Period		Degree Days		Usage		AVG Therms per Day		Therms per Month

		1/17/06		33		1204		21,823		x		20562.989010989

		2/15/06		29		1049		18,042		x		18070.5054945055

		3/16/06		29		1144		16,839		x		18070.5054945055

				91		3397		56,704		623.1208791209		18901.3333333333
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