
➢ Click on Insert > Chart.

➢ Double-click the 

desired chart after 
choosing the chart type.

➢ Enter your own 

information in place of 

the default data in the 

spreadsheet that 
displays. 

➢ Close the spreadsheet 
once you're done. 

➢ Organise the text and 

chart in your document 

using the Layout 

Options option if you'd 

like.Open the 
Microsoft Word 

program.
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