QUICK INSTRUCTION

Please follow the steps below
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STEP ONE
B} Cover Page v

SECLECT THE “INSERT” TAB AND ) Blank Page
CHOOSE CHART ON THE RiBBON ! bage Break
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STEP TWO
CHOOSE YOUR CHART: } :‘ECE“I‘:
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Column
A DiALOG BOX Will APPEAR. SELECT YOUR 2% Line
DESIRED CHART TYPE FROM THE LEFT PANEL Ve
(E.G., COLUMN, LiNE, PiE) AND THEN CHOOSE i""
A SPECiFC STYLE FROM THE RiGHT PANEL. XY St
CLICK "OK." @ Map
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STEP THREE

AN EXCEL SHEET Will OPEN AUTOMATICALLY
WiTH SAMPLE DATA WHERE YOU CAN iNPUT
YOUR OWN VALUES.

AFTER YOU HAVE iNPUT YOUR DATA, PLEASE
CLOSE THE EXCEL SPREADSHEET. THE CHART
WiTHIN YOUR WORD DOCUMENT Will REFRESH

AUTOMATICALLY.
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AFTER YOU HAVE iNPUT YOUR DATA, PLEASE CLOSE THE EXCEL SPREADSHEET.
THE CHART WiTHiN YOUR WORD DOCUMENT Will REFRESH AUTOMATICALLY.



