“How to create a chart in a word document “

A

Insert a chart

Open Microsoft Word ,
go to Insert tab on the |:||:||:|
Ribbon and select Chart U

Choose a chart type

wy

A pop-up window will
appear, and you will have
some options as: Column,
Line, Pie, Bar... select one
depending on your
preferences and click OK.

Enter your data

A small Excel spreadsheet
will open and you cand
edit your data acurrely
into the rows and
columns.

Customise the Chart

Now, the best part is that
you can customise your
chart as you like, having
the opportunity to edit
colours, fonts, and design
styles and adjust your
layout and formatting for
a professional look.

Save your document

Don't forget to save your
work for the next time for
improvement .
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