
How to Insert a Graph 

into a Word Document

Works for Clipart, Photos, 

or any other Visual You 

Have



Most important note of all: 

Do not even bother 

inserting a chart (or other 

visuals) into a document 

until you have finished 

editing the text.

If you try to embed too 

early, you are simply 

fighting text and graphics 

moving around and up and 

down as you edit.

Not good!



First I locate my chart.

Option 1: I saved it to an Excel file.  

a)  Open the Excel File, 

b)  Click on the chart (see how it is 

outlined now?)

c) Right click and Select Copy



Option 2: I saved it to a Word file.  

a)  Open the Word Document, 

b)  Click on the chart (see how it is 

outlined now?)

c)   Right click and Select Copy



Okay, Now I open my Word 

document.

I place my cursor on place 

on the page where I want 

my chart to be positioned.



Right click and select Paste



There the CG (or photo) is inserted

Go to the tutorial on how to word 

wrap next.


