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Home Insert Draw Design Layout References Mailings Review  View In Order to Insert a Chart, nav'gate to
M B & DS e 2 theinserttab of the top menu and

ettt ol I Bl v rl b b Sl B e s click. It shows you all choices that

you have to add some elementsin

1 your Word document. Next, press
Insert Function the Chart button of the Illustrations
2 section. This will give you the chart

Chart Function . . ; .
selection window in which you can

select your chart type.
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Home Insert Draw Design Layout References Mailings Review View

After the window of the chart has 08 B @beoela G eh B 0D

appeared, you will find different R et Seis TR et el i
types of the chart, including S
Column, Line, Pie, and Statistical. lﬁm
Look at which one best suits your L
data. An example is that a Se W
Histogram can be used to indicate Dhorsetemes. |
the frequency. Find the chart type
you want and click on it, then click
on OK to add into your document.
o o Then, a window of Excel to enter
T AR | » your data appears after inserting the

chart. The graph becomes updated

- /\ with the information you get to enter.
. . Itisalso possible to change the
name of your chart and to shift
styles, colors, and layout with the
help of the Chart Design tab. This
L] will enable you to make your chart

look good and appear easy to read.
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