
HOW TO CREATE A

CHART IN MS WORD!

PICK A CHART TYPE
A window
displaying

various chart
types; such as

pie, bar etc. Click
OK, after

selecting the
option that suits

you best.

Sample data will open in tiny excel sheet. Enter your own
numbers in it’s place. Word’s chart will quickly refresh as you

type. Simply shut down the excel window after you're finished.

ADD YOUR DATA

CUSTOMISE THE CHART

To view customisation options for the chart in
your document, click on it. You can alter the

labels, colours and styles using the chart
design and format tabs.

OPEN MS WORD

Open a new blank document in
MS Word.

INSERT A CHART

On the top of the screen, click the insert tab.
Navigate to the illustrations group, then select

the chart option.

MOVE AND RESIZE

If you would like to move the chart. simply click
and drag into position. You need to resize? You

can adjust its size by dragging the corners.
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