
Steps to insert a Chart into a Word document 
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When you’veWhen you’ve
  finished,finished,  
close theclose the
  spreadsheet.spreadsheet.

Click on theClick on the  
chart typechart type  

and thenand then
double-clickdouble-click

  on theon the  
chart youchart you
choose.choose.

To arrange the chart and text in yourTo arrange the chart and text in your
document, you can utilize the document, you can utilize the LayoutLayout
OptionsOptions button. button.

In theIn the  
spreadsheetspreadsheet  
that appearsthat appears  
next,next,
  replacereplace the the  
datadata
  with yourwith your  
own dataown data..

Click Click InsertInsert and then click  and then click chartchart..


