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How to create a chart in
 Microsoft Word

Open Microsoft Word by 
clicking on the Start Menu and 
then select “Microsoft Word” 

icon and open it.

Click on the “Insert” 
tab in the ribbon.

Click on “Chart”

Chose a chart type 
from the column 

and then click OK to 
insert the chart.

Customise the 
chart as you like 

and DONE 
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