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step 2 

Choose Chart Type

 Enter Data
- Upon inserting the chart, a Microsoft
Excel sheet will pop up, allowing you to
enter your own data.

- Replace the placeholder data
with your specific data. You can
also modify the size of the data
table according to your
dataset by dragging the corner
of the Excel sheet.

step 4

Custоmizе Yоur Chаrt
Cliсk on the chаt to аctivate the Chart
Tооls in the Ribbon, which includes the
Design and Format tаbs.
Use the Design tab to alter the chart
style, colors, and layouts. You can add
labels, a title, and gridlines to enhance
clarity.

The Format tab allows
further customization,
including font adjustments,
text styles, and chart area
styles
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step3
 Open Microsoft Word

 Begin by launching Microsoft Word on
your device. You can either create a

new document by selecting "Blank
Document" or open an existing one

where you wish to add a chart.

how to create a Chart in а Microsoft Word

Creаting а chаrt in Microsoft word can help you visually represent data,
making it easier to understand trends and comparisons. Follow these

steps to create your own chart seamlessly.

Your paragraph text

Your paragstep 1

step 5

 Insеrт a Chаrt
 Nаvigате то the Insert tab on the Ribbon at the

top of the screen.
- Click on the Chart icon in the

Illustrations group. This will open the
Insert Chart dialog box, displaying a

variety of chart types.

Explore the options available
including Column, Line, Pie, Bar,

Area, and more.  
Click on the chart type that

best fits your data
representation needs and then

press OK.

https://www.howtogeek.com/769692/how-to-make-a-chart-in-microsoft-word/

Resize and Position Your
Chart

Resize your chart by clicking
and dragging from the

corners. 
Drag the chart to position it
where it fits best within your

document.

step 6
 Save Your Document

D o n ’ t  f o r g e t  t o  s a v e  y o u r
w o r k !  G o  t o  F i l e  >  S a v e  A s

a n d  c h o o s e  y o u r  d e s i r e d
l o c a t i o n .

step 7
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