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Open Your Document and Go to the
Insert Tab

Open your Microsoft Word document
where you want to insert the chart. At the
top of the screen, click the Insert tab.

Click on Chart

In the lllustrations group, click the
Chart icon. A pop-up window will
appear with different chart types.

Choose a Chart Type and Press OK

Pick a chart style like Column, Pie,
or Line. Click OK to insert the chart
into your document. A spreadsheet
will appear beside it.

Enter Your Own Data

Use the spreadsheet to type in your
own labels and values. The chart will
update automatically as you type.

Customise and Save Your Chart

Click the chart to access the Chart
Design and Format tabs. You can change

colours, add a title, and adjust the layout.

Monthly Sales Data

- Keep your chart simple and easy to read

« Use clear labels and a short title

« Choose the chart type that best fits your data
» Always double-check your numbers




