
- Make sure you have the latest version or
access Word through Office 365.
- Click File and select New (to create a blank
document).

2. Click the Insert tab

Creating a
diagram in

word

-Find the Insert tab
(located in the top menu).

- Click the Chart
icon in the

Illustrations group.

- A dialog
box will

appear with
different

chart types
(bar, line,

pie). Select
the chart
type you
want and
click OK.

-A spreadsheet
window will
open. Enter
data in the

cells. If
necessary,
change the
data range.

3. Select the Chart
option

4. Select a chart type 5. Enter data 6. Customize the
chart. To do this:

- Click the
chart to

access the
chart tools.
 - Use the

Design and
Format tabs
to customize
colors, styles,

and labels.

1. Open Microsoft Word and Insert a blank document



-When your chart is finished, click outside the
chart area to exit editing mode.
- Save the document with File and Save As.

7. Finish and Save

- Use clear labels: Make sure your axes and data
points are clearly labeled for easy

understanding.
- Keep it simple: Don't overload your chart with

too much information.

- Use print preview: Check the print preview
to see how your chart will look when
printed.


