Before you can insert a chart in a Works Document you must create both the document and the chart.


Creating A Works Document


Start Works from the word processor section of the Applications menu.


Select New File, Word Processor


Use the following commands to create and edit your document.


Control C	Center, from anywhere on the line.


Control B	Bold, select the text first


Control I	Italics, Select the text first


ALT-F, S	Save your work, be sure to specify the B: drive


ALT-F, O	Get files previously saved


ALT-P, V	Preview your document before printing


ALT-P, P	Print


ALT-O, S	Check Spelling





Creating a Chart in Works


Create a new Spreadsheet by typing ALT-F, N and choosing spreadsheet


Type in your data labels and data in columns that are side-by-side;


Highlight the information by holding the shift and using the arrows keys;


make a new chart by typing ALT-V, N


Change to the proper chart type by using format


If you want to do further work with your chart, be sure to specify it by its number (1) from the View Menu.


Save your Spreadsheet.


Inserting a Chart in a works document


Place your cursor where you want the chart to appear.


Insert your chart by using select ALT-E, H
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