HOW TO CREATE A CHART IN WORD DOCUMENT.
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To add a chart to your Word document, first select the Insert menu. The Insert menu is found at the top of the document. 
The chart icon is found in the Insert section. Click the chart icon located between the SmartArt and the Screenshot icon. 
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[image: A screenshot of a computer

AI-generated content may be incorrect.]When you click on the Chart icon it will show a new tab/window with all types of charts displayed. It will look like this: 




[image: ]On the left side is a list with options of all the available charts. After selecting the type of chart you would like to use, you will see option for how you would like it to be displayed. Pie Chart for example gives you the option for Pie , 3-D Pie, Pie in Pie, Bar of Pie and Doughnut.
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AI-generated content may be incorrect.]After selecting the correct chart to display your information another tab will apper. 

This Information creates this chart.


This is where you input your data creating the chart. No matter what chart you have selected this part stays the same. 


If you follow these steps you will have successfully create a chart in your word document. 






Sales	1st Qtr	2nd Qtr	3rd Qtr	4th Qtr	8.1999999999999993	3.2	1.4	1.2	

Layla Kelis Titchener                                                                                                    Student Number - 2430246
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