HOW TO CREATE
CHART IN WORD DOCUMENT

A CHART HELPS YOU UNDERSTAND INFORMATION BETTER BY SHOWING
DATA IN A VISUAL FORMAT, MAKING IT MORE UNDERSTANDABLE AND
MAKING DOCUMENTS LOOK NEATER AND MORE PROFESSIONAL.

INSERT A CHART

Open your document in Word, go to the Insert tab,
find and click on the Chart button to add a chart to
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! INPUT DATA

A data table will appear in

7\ T\ Word. Replace the sample | "
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4 CUSTOMIZE THE CHART

. 4 Select the chart and use the Chart Design

= ===0or Format tools to adjust colors, labels ,or
styles You can also add Chart title or
change fontto make it look better and

easier to read.




