
HOW TO CREATE A CHART IN A WORD DOCUMENT

 Step 1 – OPEN YOUR WORD DOCUMENT

● Launch Microsoft Word
● Open an existing document or create a new one
● Place your cursor where you want the chart to 

appear

Step 2 – INSERT A CHART

● Go to the Insert tab on the ribbon
● Click Chart in the Illustrations group
● A dialog box will appear with chart 

options

IN SUMARY

● Insert → Chart → Choose Type → 
Enter Data → Customize

● Charts make your documents more 
professional and impactful

Step 3 – CHOOSE A CHART TYPES

Select from options like:Column,line 
pie,bar

Click OK to insert the chart


