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STEP 1:  

The first step of how to create the chart is press on the ‘Insert’ which is 

located the top left of the screen. 

 

STEP 2: 

After pressing on ‘Insert’ you will then need to press on ‘Chart’. 

 

STEP 3: 

The third and final step would be 

pressing on the chart that is best 

suited to you and then to press ‘OK’ 

to insert the chart onto the word 

document so you can edit the chart 

and add the information you want 

to it,  

 

For more information on Microsoft 

Word, you can go to… 

https://www.howtogeek.com/769692/how-to-make-a-chart-in-microsoft-word/ 


