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Task 2 — Informative Poster

Population

Stage 4: Enter data
To select the chosen chart type, and double click on the
charts, it will automatically cpen alongside a chart with an
Excel spreadsheet format Tt allows a person to input and
edit the data that will be displayed on the chart. When an
Excel spreadsheet opens in the document, it indicates that
it is linked within the document (Microsoft, 2023). Then it
will need to replace the default data with the provided
information. It will allow them to input the data and edit it
to display cn the chart.

Stage 5: Customise and close

After entering the data and closing the spreadsheet. It
needs to adjust the chart’s appearance using the chart tools
tabs that appear when the chart i3 selected. Once the data
is in, the next step is to close the Excel spreadshest
window. The chart in the document will automatically
update. To customise the chart’s appearance, click on it fo
select it. It will show two different tabs in the chart tools,
including the Design tab and Format tab. The Design tab is
used to change the chart type, layout and styles. The
Format tab is used for formatting chart elements like axes,
tiles and data labels. Individuals can use this if needed.
When it 15 all finished, close the Excel spreadsheet.

Stage 3: Select the chart type

Click on the specific illustration type, like Chart.
They will follow the on-screen prompts to select
or create the desired graphics. Clicking on the
chart button opens a dialogue box which shows
various chart types (Indeed. 2025). They can
choose from various chart types from the left-hand
menu. Here, various charts offer subtypes to best
fit their data. It will show various options
including column, line and pie. Select the desired
chart type and click on OK to insert 1t into the
document.

Stage 6: Final adjustments

adjustments. if needed, to the

document. They can adjust the chart's
ithin the Word document.




