
How to create a chart in word document. 
 

Introduction. 
 

 

To create a chart in word document step by step. 

First  you need to decide the type of chart you want to use then you customized 
according to what you want to do. 

Identify the points. 



Determine your message and the information. Choose the chart  

Open your word document  

 

1 Go to the tab select OneDrive. 

 

2 Select the chart type document you want to make in the app. 

Add chart titles. 

 

3 Select the image you want to insert in a document. 

Adjust the size choose colours if you want to be added in your chart 

This is a basic first step to create a word document. 

Word is an editor in Microsoft; Chart is a tool to present data or graphics. 

Images in word is very helpful to understand the contest you want to talk about. 

 

4. Arrange chart to complement your text. 

 

Ensure chart is is sized to fit the word. 

Write paragraphs to explain the data in the chart. 

Keep the text relevant. 
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