
HOW TO CREATE A CHART IN A WORD

Open 
word 
from 

search 

Click 
Insert

Click and 
open blank 

page

Click and 

open Chart

After you click 

chart, this 

window will 

come up

Chose the 

type,shape 

and design 

and press 

OK

Edit text and 

add values 

Finalise the 

numbers 

and see 

results
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