STEP 1

Open Microsoft Word on your desktop or
in OneDrive. And then create a new
document. Download the app if necessary

H
. or sign in to your account through Google.
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STEP 2

In the task menu, click "Insert”
Then click on the "Chart" option
on the toolbar.

How to
create a
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a Word

document

STEP 3

From the large dialog box
select the type of chart you
want to create. Then choose
how you would like your
chart to be shown from the
right side of the box and
double-click on it.

STEP 4

A spreadsheet will appear with
default data, change it by adding
your own information.

STEP 5

When you're done, you can change the
page layout if you want or just name the
document and save it.



