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HOW TO INSERT A CHART IN WORD 

OPEN MICROSOFT WORD:  launch the word application STEP 1 

GO TO INSERT TAB:  locate and click on the insert tab in the Ribbon STEP 2 

SELECT CHART:  in the illustrations section click on the chart option STEP 3 

CHOOSE A CHART TYPE:  a window will appear with various chart types STEP 4 

ENTER DATA IN EXCEL:  an excel window will open with a prefilled table. STEP 5 

CLOSE THE EXCEL SHEET:  once you’ve entered the data, close the excel window. STEP6 

STEP BY STEP VIDEO GUIDE CAN BE 
FOUND HERE:  
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https://www.bing.com/videos/riverview/relatedvideo?&q=HOW+TO+INSERT+A+CHART+IN+WORD+VIDEO&&mid=F1E3D09E8509C6425AAFF1E3D09E8509C6425AAF&&FORM=VRDGAR

