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Here are few simple steps you need to follow in order to correctly insert a chart into a
Word Document.

e Log into your UWTDS portal.
e On the main page you can see
365 apps.

e Open a blank word document.

Layout  References  Review View  Help RefWorks - RCM

 Table v [4) Picture ~ O Drawing &2 Link Table of Contents [,:]

o After successfully opening a blank page the most important part of the document is to have a Headline, so that
the person seeing the document can understand what the document is representing.
e The picture above is showing us how to find the insert button, below that we can find options of what we would
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After that you need tofind a - s s
chart that you are interested

In and insert it. there will be )
options about shapes and
sizes of the particular chart . )
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that you need. T e e OSE E D E

KEY INFORMATION

It is essential to start with a computer that
is fully functional and able to save your word
document either on your drive or desktop.
another major essential is to remember that
Microsoft can be used for other various
documents creating, editing and
presentations.




