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FOLLOW THESE STEPS!
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CLICK ‘INSERT’ THEN
‘CHART’

You’ll find the ‘Insert’ button at
the top of your screen
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REPLACE THE DEFAULT
INFORMATION WITH YOURS

A separate window will automatically
pop up which allows you to do this

OPEN A NEW WORD
DOCUMENT

You can either open a blank
document or open a previous
document you’ve already saved
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CHOOSE WHICH CHART
YOU’D LIKE, THEN CLICK
‘OK’
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Add a Place

WHEN FINISHED, SAVE AND
CLOSE YOUR DOCUMENT

This ensures that your work is not
lost



