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Introduction 

 

In Microsoft Word, a chart is a 

visual representation of data, 

typically in a graphical format 

like a bar chart, line graph, or 

pie chart 

 

     STEP 1 - Click on insert button,       

click on chart icon to add chart

 

STEP 2: Click on add chart icon 

choose the type of chart from chart

 

                         STEP 3  

 Click on all chart to select Bar         

And press OK 

 

 
 

CONCLUSION - Charts are a good option to illustrate work or projects, such as indicating gains and 

losses and helping to show where we can improve through indexes. For example, I use them to get 

an idea of the monthly expenses with my children, as you can see in the chart below. 

REFERENCES - https://www.microsoft.com/en-gb/ 


