
Step 1: Opening and navigating

• open Word Doc
• Navigating Chart 

• Insert
• Tab ‘’Ribbon’’

• Locate illustration

Step 2: Selecting Chart

• Select Chart type
• Click ‘’OK’’

Step 3: Data Entry

• Opening spreadsheet
• Linked to chart

• Data/Information include
• Close

Step 4: Chart Customization

• Click ‘’Tools’’

• Select Chart Design

• Use ‘’Layout’’

Step 5: File Saving

• Click ‘’File’’

• Select the option 

‘’Save’’/’’Save As’’
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