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Insert Chart: You need to go the Word software and open. After that you need to click in New Workbook:

Choose Type: Navigate to the Insert window and select Chart type (e. g) Bae, Pie, Line, Scatter) from the left pane and select the subtype at the top. Click OK.
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Enter Data: An Excel spreadsheet window will automatically appear with default date. Type your information in this table. The chart updates automatically as you

enter data.
Categoryl 4.3 2.4 2
Category2 25 4.4 2
Category3 3.5 1.8 3
Category4 4.5 2.8 5

Customize: Click on the chart to reveal chart to add titles or labels Chart. Design and Format tads, where you can change style, colours and layout. Use the “+”
sign (Chart Elements) next to the chart to add titles or labels

I Series1l  Series2 Series 3
Category 1 4.3 24 2
Category 2 2.5 4.4 2
Category 3 3.5 1.8 3
Category 4 4.5 2.8 5
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