


Creating a chart in Word
Document
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Microsoft Word is common used across the industries for personal, educational and

professional purposes. MS Word is a word processing software developed by Microsoft in

1983.
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« Open Word Document 1
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. Navigate Chart Feature -
. Click “Insert” .|I|I| i

Tab in the "Ribbon”
llustration” group and click on the

Locate the ‘i

Chart

e Spreadsheet Open,
e Linked to chart
e Enter the information
e Close Spreadsheet

e Select Chart (eg, column, pie, line)
e Click “ok” I
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e Click “Chart Tools” Ribbon Use
e chart Design

ar »2nd

e Use “Layout’”’ and customize (e.g., chart
title, chart element)
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Step 5: Save File )
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Protect Cocunsent

Contool wil typen o chany
e Click “File’
e Select “Save” or
e “Save As”
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