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For more information, Refer to the 
folloiwing link: Microsoft Website 

 

 

 

 

 

 

 

 

 

 

 

How to create a chart in a Word  
 

 Step 1 

Search for microsoft word at the 
bottom of taskbar.  

Step 2 

click on word and open a new 

document.  

 

 

Step 3 

Click on insert and the top of the screen 
and then click on chart. 

 

Step 4 

Click on chart and find the one that  your 
needs. 

 

 

Step 5 

Enter the data that you need to. 

 

Step 6 

Save and close the window. 
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Example 1 

https://support.microsoft.com/en-us/office/add-a-chart-to-your-document-in-word-ff48e3eb-5e04-4368-a39e-20df7c798932

