HOW TO CREATE A CHART IN MICROSOFT WORD 

Why Use a Chart 
· Makes information easier to understand
· Shows patterns and comparisons clearly 
· Helps reports look more professional 
Step 1 – Insert a chart
1. Go to the Insert tab.
2. Click Chart.
3. Choose a chart type (Column, Bar, Pie, Line, etc.).
4. Click OK.
Step 2 – Enter your data
1. An Excel-style window opens automatically.
2. Replace the sample numbers with your own data.
3. Close the window – the chart updates instantly.
Step 3 – Choose a chart style
1. Click the chart to open Chart Design.
2. Pick a Chart Style to change colours and layout.
3. Use Change Chart Type if you want a different chart.
[bookmark: _GoBack]Step 4 – Edit chart elements
Click parts of the chart to change them:
· Chart title – rename it to match your data
· Axes – change or remove labels
· Legend – move or hide it
· Data labels – show values on the bars or lines
Step 5 – Position and resize the chart
· Drag the corners to make the chart bigger or smaller.
· Use Layout Options to wrap text around the chart.
· Place the chart near the text it explains.
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