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@ starting word @ ,
insert

e start up laptop login and
open word. e ook for the insert tab once
e once open select a blank found click on it.
document. K Good aftemoen

v New

chart

e select chart then the type of
chart needed. (e.g colum, line,
pie ) = Clustered Column

b2

Mer

I th 1l || e Aspreadsheet will open

"' alongside the selected chart.

e enter all necessary info then
you will see ur chart change to
accomidate the information.

FOMBWE®LES

@ finishing up

e close the spreadsheet and see

Chart Title




