
Open word and insert a chart:  Open your
word document click insert, press chart and

choose the chart required.  

1.

2. Input Data:  Enter
relevant data in

chart spreadsheet.
3. Format the Chart: Personalised

the look of the chart.

4. Size and Position: Adjust the size and
position on chart to suite personal

preferenc.

5. Add Text and Design Elements:  All
relevant data should be included in

accordance to the topic.

6. Print or Export: Save all information in PDF
file or print
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