To Prepare Excel Figure for Use in Word Document

[Based on Word 2003 on a PC; advice available for Macintosh -- just ask.]
In Excel

Delete the title
Delete the figure’s title because you will type it in the Word document: 
Click on the words so you get the square handles and hit delete.

Set the figure so it  has no border

Double click on a corner to open Format Chart Area.

Under Border, select None.

Under Area select None.

Click OK

Make the background of the plot area white

Double click between gridlines on the figure to open the Plot Area dialog box.

Under Border, select None.

Under Area select None.

Adjust the color so figure can be read in black and white

Double click on the lines or bars or whatever. 

Use contrasting colors and shading that will reproduce on a black-and-white photocopy machine.

Make sure the x- and y-axes have labels. 
Make sure labels are complete and don’t mystify reader with acronyms.
To edit a label, right click on it, then click inside the box.

To add an label, go to the Chart menu and pull down to Chart Options.

Click the Titles tab and add the title to the appropriate axis.
Position the x- and y-axis labels so they are centered on the axis

Click on each label. 

Click and hold on the gray border that appears and drag the label to a better position.

Don’t use acronyms or abbreviations.

Make sure the fonts and type sizes and styles are consistent within the figure 
and with the style of the report.

To change type styles, right click on each block of type and select appropriate type styles, such as:

Labels for X and Y axes: 12 point Arial bold (could be 10-point)

Data labels for X and Y axes: 10 point Arial plain

Data labels: 10 point Arial plain or bold, depending on your whim

For each, uncheck Auto scale in bottom left of every type style box to retain type size when resizing figure in Word.

