
CREATING A CHART IN A WORD DOCUMENT

STEP 01: Load 

ms word and click 

to blank 

document

==
STEP 02: CLICK 

INSERT AND CLICK 

CHART

STEP 03: SELECT THE 

CHART TYPE AND THE STYLE 

FROM THE LIST AND CLICK

STEP 04: PLEASE 

PROVIDE REQUIRED DETAILS 

FOR SERIES AND 

CATEGORIES

STEP 05: PLEASE TYPE 

A CHARTN  TITLE AND 

MAKE YOUR CHART 

ATTRACTIVE
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