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How to
create a
chart in a
Word
document

1 . Open Word document
Go to Microsoft Word and open your
document.

2 . Insert Chart
Click "Insert" > "Chart".

3 . Choose Chart type
Select a chart type and
click "OK".

4 . Enter data
Input your data in the
spreadsheet window, then
close it.

5 . Customize Chart
Use "Chart Tools" to adjust design and
format.


