
Introduction

Microsoft
word is a
word
processing
software
development
by Microsoft
corporation,
USA. It was
released in
October
1983.

Step 1

From the Insert
Menu, Select
Chart. 

Step 2

Select the
chart type
and then
double-click
the chart you
want.

Step 3

In the
spreadsheet
that appears,
replace the
default data
with your own
information.

Step 4

Layout
options can
be used, but
not
compulsory. 
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